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Contact Us 
 

 

Director: Beverly Folts 

 
Asst. Director: Karlie Barone

 

Email: stpaulecm@yahoo.com 

Address: 7734 Mary Bates Blvd. Building A 
Houston, Texas 77036 

Phone: (713) 772-1819 

Fax: (713) 778-1451 

Website: www.saintpaulecm.com 

Facebook: @saintpaulecm 

 

Hours of Operation 

Academic Mother’s Day Out:  9:00 am to 3:00 pm M-F 

Extended Day Program: 7:30 am to 5:30 pm M-F 
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Dear Parents: 

 

Welcome to Saint Paul Early Childhood Ministries! We are pleased 

that you have joined our family and look forward to getting to 

know you and your child(ren). 

 

The purpose of this handbook is to familiarize you with the policies 

and procedures in place here at Saint Paul ECM. It is our hope 

that we can work together as a team to help your child(ren) learn 

and grow, but in order for us to make a successful team it is 

essential for you to be conscious of our policies. 

 

Our guidelines comply with, and in many cases exceed state 

licensing standards. The policies described in this Parent 

Handbook provide a clear description of what parents may 

expect from Saint Paul ECM, as well as what we expect from our 

families. 

 

Please review this handbook and keep it for future reference. If 

you have any questions about our policies and procedures, 

please do not hesitate to ask. Thank you for choosing Saint Paul 

Early Childhood Ministries to play an active role in your child(ren)’s 

growth and education. 

 

Grace and Peace, 

 

Beverly Folts, Director 

Karlie Barone, Assistant Director 
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School Information 
 

History and Mission 

The Saint Paul Early Childhood Ministries program was 

founded in 1964 as an outreach of Saint Paul Presbyterian 

Church, and is part of Saint Paul Presbyterian’s ministry to the 

local community. 

 

Vision Statement 

The Early Childhood Ministries program strives to 

enhance the cognitive and academic abilities of the young 

child, as well as to nurture their social, physical, emotional, 

and spiritual development. We endeavor to assist the child in 

development of self-esteem, confidence, curiosity, 

spontaneity, and self-expression. 

We at Saint Paul Early Childhood Ministries hope to be a 

small part of helping parents build a strong foundation to 

support your child’s future academic success. Fundamental 

skills such as language development, gross and fine motor 
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skills, creativity, appreciation of fine arts, communication 

skills, and the awareness and growth of Christian values are 

of the utmost importance to us. 

Goals of our Program 

 To provide a quality, developmentally appropriate 

education in a safe and loving environment 

 To help children build communication skills through peer 

interaction 

 To provide age-appropriate opportunities for learning 

 To provide multiple sensory-rich experiences in order to 

make learning fun 

 To encourage global citizenship and awareness of other 

cultures 

 To help children develop self-confidence and a sense of 

self-worth 

 To provide encouragement and support to parents and 

families 
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Policies and Procedures 
 

Required Documentation 

In order for your child(ren) to attend Saint Paul ECM, 

they must be enrolled and have the following documents 

on file with the school: 

 Enrollment Form (one per child), to be updated 

annually, which can be found on our website 

 A Healthcare Professional statement 

 All required vaccinations must be current at the 

time of enrollment, and must be kept current 

throughout the child’s time at Saint Paul ECM 

 Children age 4 and older must have an updated 

Vision and Hearing Screening 

 

Admission Policy 

Saint Paul Early Childhood Ministries is open to anyone 

interested in securing a multi-faceted, age appropriate 

education for their child(ren). By enrolling your child at Saint 

Paul ECM, you are agreeing to: 
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 Abide by all Saint Paul Early Childhood Ministries 

policies and procedures outlined in this handbook 

 Send a healthy, clean child to school 

 Take care of financial obligations in a timely manner 

 Notify the office immediately of any changes in 

address, phone number, children’s emergency 

contacts, change of physician, or people authorized to 

pick up your children, and make appropriate updates 

in Smartcare. 

 Notify the office of any problems concerning your child, 

such as behavior/ learning concerns, domestic 

situations (such as illness, death, or divorce) that could 

affect your child’s behavior at school 

 To be available for conferences at the request of the 

teacher or director 

 To treat the faculty with respect 

 To work collaboratively with the teachers to ensure that 

your child is meeting all developmental milestones 

 To read all notices from the child’s teacher and the 

school 

 To sign and return take-home folders weekly 

 To inform the office staff of any scheduling or program 

changes 
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 Enrollment for the summer session and the following 

academic year begins on March 1. Upon receipt of the 

enrollment forms and the registration fee, the child’s 

place is secured. A child’s place remains secured as 

long as tuition payments are paid each month. A 

child’s place is no longer secured if tuition is not paid in 

advance or according to an agreed upon plan. 

 Regular attendance is a critical component for success 

in school. When your child is absent from school, please 

notify the school at your earliest possible convenience. 

The Texas Department of Health and Human Services 

requires us to report certain illnesses to other parents 

immediately. We appreciate your willingness to comply 

with this standard. 

 The school operates on a tuition fee basis, absences for 

any reason will not incur a refund or discount on regular 

tuition rates. 

 Our classes start promptly at 9:00 am. All students 

should be ready to begin their day at this time in an 

effort to preserve the academic integrity of our school, 

as well as allow all our students to have a smooth 

flowing day. This allows your child to be able to 

participate in all scheduled activities. 
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Payment Policy 

 Your child’s placement will be reserved when the 

registration fee of $100 is paid in full. 

 Monthly tuition is due on or before the 26th of the 

previous month. If the 26th falls on a weekend, tuition is 

due on the Friday before. 

 Tuition is the same every month, regardless of school 

holidays. There is no credit or refunds given for days 

missed due to family vacations, holidays, illnesses, other 

absences, emergencies, disaster declarations, or city or 

state closures. 

 A late fee of $25 applies to all payments received after 

the 26th, and an additional $25 will be applied every 

Friday until tuition is paid in full including late fees. 

 Failure to pay tuition may result in exclusion of your 

child from the program until all tuition and late fees are 

received in full 

 Supply fees can be paid in two ways: 

 $200 per child paid up front at time of enrollment 

 $25 per month per child with tuition payment 

 COVID fees can be paid in two ways: 

 $200 per child paid up front at time of enrollment 

 $25 per month per child with tuition payment 
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 Returned checks will incur a $25 fee, in addition to all 

applicable late fees 

 It is the parent’s responsibility to remit payment to the 

office staff or through the Smartcare App by the 26th of 

each month. 

 Daily fees of $50 per child per day for drop-ins will be 

added to the next month’s tuition statement 

 If your child is enrolled in the Mother’s Day Out program 

and is picked up after 3pm, you will be charged a late 

fee of $10, per child, for every 5 minutes that you are 

late 

 If your child is enrolled in our Extended Day program 

and is picked up after 5:30pm, you will be charged a 

late fee of $10, per child, for every 5 minutes that you 

are late 

 Field trips and special events are not included in 

monthly tuition, registration or supply fees 

 Child Care Tuition Assistance 

 The Texas Workforce Solutions helps eligible working 

families pay for child care.  For more information 

regarding childcare assistance, see: 

www.childcare.wrksolutions.com. 

 

 

http://www.childcare.wrksolutions.com/
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Absence Policy 

 There is no credit or refunds given for days missed due 

to family vacations, holidays, illnesses, other absences, 

emergencies, disaster declarations, city or state 

closures 

 Drop-in days are available for currently enrolled 

children for a charge of $50 per child per day 

 There are no penalties for being absent, but you should 

notify the office staff when your child will not be able to 

attend 

 Bereavement and extended absences are considered 

on an individual basis, and should only be discussed 

with the director or assistant director 

 Individual teachers are not authorized to make 

decisions regarding tuition, absences, or late arrivals 

 

Withdrawal Policy 

We must provide enough staff, based on the expected 

attendance for that day, to remain in compliance with 

licensing requirements for staff to child ratios. 

 Thirty days written notice is required for withdrawal from 

the program, and will be strictly enforced 
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 If a thirty-day notice is not given, the regular monthly 

tuition amount will be due for that month 

 

Health and Wellness Policies 

Your child’s health and safety are of the utmost 

importance. In order to provide a safe and nurturing 

environment for your child, please adhere to the following: 

 Children exhibiting any of the following signs of illness 

should not be brought to school: 

 Cough 

 Shortness of breath or difficulty breathing 

 Sore throat 

 Chills 

 Repeated shaking with chills 

 Diarrhea 

 Muscle pain 

 Loss of taste or smell 

 Headache 

 Runny nose 

 Vomiting 

 Feeling feverish or a measured temperature equal 

to or greater than 100.0 degrees Fahrenheit 
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 Known close contact with a person who is lab-

confirmed to have COVID-19 

 Children should be free of all symptoms listed above 

without the use of medications for at least 3 days (72 

hours) after recovery before returning to school 

 In the case of a child who has symptoms that could be 

COVID-19 and does not get evaluated by a medical 

professional or tested for COVID-19, the child is 

assumed to have COVID-19 and may not return to the 

school until the child has a medical professional’s note 

clearing the child for return based on an alternative 

diagnosis. 

 In the case of a child who has been lab confirmed with 

COVID-19, the child is required to self-quarantine for 14 

days – on day 14 they must be tested a second time. If 

the second test is negative, the child can return to 

school only after they are completely symptom free for 

3 days (72 hours) without the aid of medication.  

 If a child has come in contact with a person who is 

COVID-19 positive, but has no symptoms, they must 

quarantine for 14 days. If at the end of the 14 days they 

are still symptom free, they may return to school with a 

doctor’s note. 
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 If the child has developed symptoms during the 

quarantine period, they must be tested and then 

follow the positive COVID-19 protocol.  

 If your child becomes ill with a communicable 

bacterial, fungal, or parasitic infection you must inform 

the school office staff as soon as possible 

 Your child will not be allowed to return to class at 

Saint Paul ECM without a note from their physician. 

 If your child displays symptoms of fever, vomiting, or 

diarrhea, or of COVID-19 we will call you to come and 

pick up your child. 

 If we are unable to reach you within 15 minutes, 

we will reach out to the emergency contacts on 

your child’s enrollment form 

 Children must be picked up within 30 minutes of 

parent notification 

 All medication needs to be signed in with the Saint Paul 

ECM office staff with the appropriate paperwork.   

 Medications must be labeled with prescription, or 

for age appropriate use in the original container, 

with a doctor’s note. 

 Do not keep any medications in diaper bags, 

backpacks, or take them into classrooms.  
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 Medication administered at Saint Paul ECM must 

be administered by staff members that are trained 

in medication administration. 

 Medication administered at Saint Paul ECM must 

meet the following guidelines 

(www.dfps.state.tx.us): 

 All medicine must be in the original container 

 The container must be labeled with the child’s 

name 

 All medicine must be labeled with the date of 

the prescription 

 The medicine must include directions on how 

to administer the medication 

 The name of the physician prescribing the 

medication must be on the container 

 All medications must have an expiration date 

and we cannot administer medication after 

the expiration date 

 The medicine may only be administered to 

the child for whom it was intended. 

 The parent must sign an authorization form and 

include the dates and times for Saint Paul ECM 

staff to administer the medication 

http://www.dfps.state.tx.us/
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 We cannot apply bug spray or sunscreen at school. 

These items must be applied by a parent at home. 

 Children who are four years old or older are required to 

submit a hearing and vision screening from their 

physician annually. 

 Upon arrival at school, Saint Paul ECM staff members 

will check your child for signs of illness (such as fever, 

runny nose, cough, rashes, scratches, bruises, etc.) 

 If your child shows signs of illness or COVID-19 at 

drop off during their health check, they will not be 

allowed to attend school on that day 

 If your child receives a bump, bruise, or scratch during 

the day, you will receive an incident report 

documenting the time and place the injury occurred. 

 

Emergency Preparedness Procedures 

The following measures are in place to ensure the safety 

of children and staff during the unlikely event of an 

emergency, including, but not limited to, loss of power, 

water, or central air for more than 2 hours, natural events such 

as tornadoes, floods, or hurricanes, health events such as 

medical emergencies, communicable disease outbreak, 
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and human-caused events such as an intruder, explosion, or 

chemical spill. 

Fire Codes and Fire Drills 

 Combustible Materials: No combustible liquids such as 

varnish, paint thinner, etc. will be stored in any school 

room or cabinet. 

 Corridors and Exit Routes: All corridors and exit routes 

will be kept clear of furniture, art work, lunch kits, nap 

pads, etc. 

 Exits: Teachers will locate all exits from your child’s room 

and all exits from the building. They will know which exit 

to use in case of fire or other emergency. They will also 

know which exit is the “back-up” exit in case the 

primary exit is obstructed. 

 Fire Evacuation Plan: Fire evacuation plans are posted 

near each room exit at all times. This plan marks the 

primary and secondary exit routes. 

 Pull Stations: Pull stations are located in every 

classroom, as well as in the office and next to all 

external doors. 

 Fire Extinguishers: Fire extinguishers are located at the 

beginning and end of each main hallway. Each of our 

fire extinguishers can be used on any type of fire. Each 
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extinguisher has similar operating procedures. The basic 

operation of a fire extinguisher is as follows: 

     1. Take fire extinguisher off of wall holder 

     2. Stand back from fire about 6-8 feet 

     3. Pull out ring pin 

     4. Hold fire extinguisher upright 

     5. Aim nozzle at base of the fire 

     6. Squeeze handles 

     7. Spray using a side to side motion 

 

The procedures are written on the outside of the fire 

extinguisher. Teachers will be familiar with these 

instructions. 

Fire Evacuation Procedures 

 The teacher will line children up at the appropriate exit 

in a calm, orderly manner, and will count all children 

before leaving the room. 

 The teacher will bring their emergency bag (with 

binder), class tablet, and walkie talkie. 

 The classroom light will be turned off and door will be 

closed upon exit. 
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 All classes will relocate to the far end of the parking lot, 

by the trash can. Teachers will count their students 

upon arrival. 

 Infants will be transported in evacuation cribs. 

 The Houston Fire Department will be called (911) in 

case of actual fire or explosion. 

 Everyone will stay out of the building until the all-clear 

signal is given. 

 In the event that we have to relocate for any reason: 

 Staff will first move children to: 

Neff Early Learning Center 

8200 Carvel Ln.  

Houston, TX 77036 

 When all children and staff have been relocated, 

we will begin reaching out to parents and 

emergency contacts to inform them about the 

situation. 

 The director and assistant director will have copies 

of all student information forms containing your 

child’s pertinent emergency contact information. 

 ECM staff members will remain with your children 

at all times until you are able to come and get 

them upon evacuation and/or relocation. 
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 All ECM staff, students, and parents will follow the 

directions of local authorities (i.e. fire department, 

law enforcement, emergency medical services, 

etc.) at all times.  

 In the event of relocation, ECM staff will contact 

local law enforcement authorities to report the 

situation when necessary. 

Air Pollution 

 If the Houston Health Department issues and air 

pollution alert advising schools to keep children indoors, 

the school will comply with the request and children will 

play in the music and movement room on a modified 

schedule. 

Intruder/Lock Down Procedures 

 Administration will call 911, and will notify teachers of 

the lockdown using the walkie talkies. 

 Teachers will follow the Lock Down procedures outlined 

in the staff handbook. 

 Nobody will be allowed to enter or leave the shelter 

during the emergency, until the “all clear” signal is 

given. Classes will then resume normal activity. 
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 In the event of an actual intruder, the office will be in 

contact with the police department for continuous 

information and instructions until the incident is under 

control. 

 Following the conclusion of the incident, parents will be 

notified with instructions for reunification. 

Toxic Fumes or Hazardous Material Release 

 If it’s outdoors: All doors will be shut tightly and 

classrooms will be prepared for “Shelter in Place.” All 

children outside will be instructed to go inside 

immediately. A damp towel, sheet, mat cover, etc. will 

be placed under the door or doors and covering the 

air conditioning vent. Duct tape will be used to seal 

doors and windows in severe cases. The office 

personnel will shut off the heating or cooling system in 

the buildings. No one will be allowed to leave the 

shelter during the emergency until the “All Clear” signal 

is given. The office will be in contact with the Police 

Department and the Fire Department for continuous 

information and instructions until the incident is under 

control. 

 If it’s indoors: Teachers and students will exit as quickly 

as possible, taking care to avoid the fumes or 
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hazardous material. They will follow the fire drill 

procedures. If it is necessary to close the school, Staff 

will first move children to: 

 

Neff Early Learning Center 

8200 Carvel Ln.  

Houston, TX 77036 

 When all children and staff have been relocated, 

we will begin reaching out to parents and 

emergency contacts to inform them about the 

situation. 

 The director and assistant director will have copies 

of all student information forms containing your 

child’s pertinent emergency contact information. 

 ECM staff members will remain with your children 

at all times until you are able to come and get 

them upon evacuation and/or relocation. 

 All ECM staff, students, and parents will follow the 

directions of local authorities (i.e. fire department, 

law enforcement, emergency medical services, 

etc.) at all times.  
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 In the event of relocation, ECM staff will contact 

local law enforcement authorities to report the 

situation when necessary. 

Tornado or Severe Weather 

 The office will monitor the radio when the weather looks 

ominous. If a tornado or severe weather alert is issued, 

all teachers will be notified. 

 If a tornado is spotted or is eminent in the area, all 

classes will calmly proceed to their storm drill location in 

the building. 

 The teachers will bring their emergency bag (with 

binder) and a flashlight. 

 The children and staff will remain in their storm drill 

locations until the office issues an “All Clear." 

 

Medical Emergencies Policy 

Saint Paul Early Childhood Ministries is equipped with first 

aid supplies. Staff members maintain current infant, child, 

and adult CPR and pediatric first aid certification, and each 

classroom has an up to date first aid kit. 

If a child has a minor accident, staff will administer 

appropriate first aid and provide a written report to the 
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family. If a child has a serious injury, a trained staff member 

will provide first aid and a parent/guardian will be contacted 

to pick up the child. If there is an emergency requiring 

immediate medical attention, 911 emergency personnel will 

be called, and the parent and/or the child’s physician will be 

notified. 

 

Food Allergy Policy 

Every child with a known food allergy that has been 

diagnosed by a medical professional must have a food 

allergy emergency plan provided by the child’s pediatrician. 

The child’s parent must sign and date the plan, and provide 

a copy to Saint Paul ECM. 

 

Non-Discrimination Policy 

Saint Paul ECM does not discriminate against any child 

or family based on race, color, national origin, sex, religion, or 

disability.  Reasonable accommodations will be made to 

provide services to all children enrolled in our program. 
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Infant / Toddler Feeding Guidelines 

 Only foods sent by the parents will be fed to infants. 

These foods should be based on infants’ individual 

nutritional needs, and should be appropriate to their 

developmental stage. 

 All bottles must be prepared at home. 

 Formula or expressed human milk needs to be in a 

plastic bottle, with the child’s name and date. 

 Milk will be refrigerated until the child is fed, and will be 

gently shaken prior to feeding. 

 Milk will be discarded after one hour if not consumed 

when offered. 

 Milk may be warmed in hot water. Milk or other liquids 

will not be warmed in a microwave oven. 

 Cow’s milk is not recommended for infants less than 12 

months of age; whole milk is recommended for children 

ages 12-24 months. 

 No solid foods in bottles will be served. 

 Infants unable to sit are held for a bottle feeding. 

 Infants and toddlers / twos do not have a bottle while 

in a crib or on a nap mat. 

 Infants and toddlers / twos do not carry bottles, sippy 

cups, or regular cups while walking or crawling. 
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 Children using training cups while in care must have 

each cup labeled with the child’s first name and last 

initial. 

Provisions for Breastfeeding Mothers 

 Saint Paul Early Childhood Ministries supports the 

importance of breastfeeding, and will therefore 

provide a space for mothers to breastfeed their 

children as needed. For more information, please 

contact the school office. 

Food / Lunch Policy 

 While we do not serve breakfast, children are permitted 

to bring breakfast items with them to school during 

early care. 

 No breakfast items will be served after 8:45am 

 Saint Paul ECM does not provide lunches. Each child 

must bring their own lunch and a drink daily. 

 Saint Paul ECM does not provide snacks. Each child 

must bring their own snacks (labeled as a snack, 

separate from the lunch) daily. 

 Saint Paul ECM is not responsible for the nutritional 

value of the lunch or snacks provided, or for meeting 

the child’s daily food needs 
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 If your child’s lunch needs to be kept cold, please send 

it in an insulated lunchbox with an ice pack 

 Please be sure that the items you send are foods that 

your child (2 years through Pre-K) can eat without 

assistance 

 Assistance will be provided for children in the 

infant and toddler rooms 

 Please do not send carbonated or sugary drinks 

 In the event of birthdays or other special events, 

parents may bring in a nut-free snack to share with their 

child’s class that is store bought and in the original 

packaging with visible nutritional labels 

 

Food Considerations 

 Food needs to be cut into pieces no larger than ¼ inch 

square for infants and ½ inch square for toddlers and 

twos. 

 Foods with expired dates will be discarded. 

 Do not sent hot dogs cut in rounds, whole grapes, nuts, 

popcorn, hard pretzels, or chunks of carrots. These 

foods are the main cause of choking in children and 

will not be served to your child if found in their snack or 

lunch. 
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 All families are expected to comply with the allergy 

restrictions noted for their child(ren)’s classroom. 

 Please see the Center for Disease Control guidelines 

posted in the Parent Resources section of our website 

for information on age appropriate foods and choking 

hazards 

 For more information on age-appropriate foods, please 

see the Parent Resources section of our website. 

 

Child Custody Policy 

It is Saint Paul Early Childhood Ministries’ intent to meet 

the needs of children, especially when the parents may be 

experiencing difficult situations such as divorce, separation, 

or remarriage. However, Saint Paul ECM cannot legally 

restrict the noncustodial parent from visiting the child, 

reviewing the child’s records, or picking the child up unless 

Saint Paul ECM has been furnished with current, appropriate 

legal documents. Copies of these court documents must be 

kept in the child’s file. 

 

 

 



31 
 

Arrival Procedures 

It is important for your child(ren) to arrive on time, in order 

to benefit from the whole program offered. Please do your 

best to have your child(ren) at school by 9am. Upon arrival 

at Saint Paul ECM, please adhere to the following 

procedures: 

 Upon arrival, pull up under the red awning and wait for 

a staff member to meet you at the car. Temperatures 

of everyone in the car will be taken. 

 If anyone in the car has a temperature of 100.0 or 

greater your child cannot come to school. If this is 

the case, please follow the return to school policy 

for possible exposure to COVID-19, found in the 

Health and Wellness section of this handbook. 

 After temperatures are taken, you will sign in your child 

with your key fob at the tablet.  

 Texas law does not permit us to grant exceptions 

to this rule 

 If a child is not signed in, parents will be contacted 

and required to return to the school and sign in 

their child 

 Repeated failure to sign in your child may result in 

termination of a child’s enrollment 
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 A staff member will take your child and their belongings 

into the school, will help your child wash their hands, 

and will take them to class. 

 Parents and guardians must supervise children at drop 

off and pick up times. 

 Please direct any questions or concerns during drop-off 

to an administrator. 

 

Dismissal Procedures 

It is essential for children to be picked up on time. Please 

be sure to adhere to the following procedures: 

 When you arrive to pick up your child, pull up under the 

red awning and wait for a staff member to bring your 

child out to you. 

 Please sign out at the Smartcare tablet using your key 

fob. 

 If someone doesn’t come to the door please feel free 

to ring the doorbell or call the school. 

 If your child is to be released to any person other than 

a parent or guardian: 

 That person must be at least 18 years old 
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 They must be authorized in writing prior to any such 

release 

 They must show a valid photo ID 

 Please notify the office immediately if an 

authorized individual is to be removed from a 

child’s enrollment form 

 If an unauthorized person attempts to pick up your 

child, we will notify you immediately and the child 

will not be released 

 If you will be late to pick up your child, please let the 

office staff know as soon as possible 

 Late fees will apply 

 

Water Activities Procedures 

Saint Paul Early Childhood Ministries has Splash Day 

when seasonally appropriate. This event allows children to 

experience water activities such as sprinklers, water toys, 

water painting, and water tables in a safe and nurturing 

environment. For more information about splash day, please 

ask our office staff. 
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Classroom Pets and Visiting Animals 

Always check with the office staff before bringing any 

animal to school to visit a classroom. The office staff will let 

you know if a visit is possible, or if there are any children in the 

classroom with pet allergies. Parents will be informed in writing 

when an animal will be visiting.  

 

Open Door Policy 

*Due to COVID-19 Protocols we cannot allow the Open 

Door Policy at this time. However, should you have an 

emergency or need to speak with someone in person, please 

contact the school administration, who will address this on a 

case by case basis. 

Saint Paul ECM has an Open Door Policy, and parents 

are welcome to visit our campus at any time. All visitors to the 

school grounds must follow proper check-in procedures. To 

make arrangements for a visitor to come on campus, please 

have them sign in at the school office. They must present a 

picture ID, and will receive a visitor badge, which needs to 

be turned in when they leave campus. 
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Smartcare Communication 

We use an app called Smartcare to communicate with 

parents. With the Smartcare app, parents sign their children 

in and out, and receive updates and photos throughout the 

day of their child’s activities and more.  

Please download the Smartcare App for free from the 

App Store and the Google Play Store. If you have any 

questions please speak to the school administration. 

 

Grievance Policy 

Saint Paul Early Childhood Ministries prides itself on open 

and honest communication. We believe that students, 

parents, and employees all have the right to voice their 

complaints. If you have any concerns, please address them 

by following these steps: 

 Please start by discussing your concerns with your 

child’s classroom teacher 

 Open and honest communication between you 

and your child’s teacher will help to build a 

relationship between the school and your family 
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 Developing positive relationships between a 

teacher and their students’ families is a 

fundamental aspect of quality teaching and 

student learning 

 

 

 

 

 

 

  

 When teachers and families have strong 

relationships, this helps children feel more safe 

and secure at school 

 According to Maslow’s Hierarchy of Needs, 

children whose needs for safety and security are 

being met are more likely to take risks that lead 

to academic and social-emotional learning, 

which helps them move closer to achieving self-

actualization 

 If for any reason you feel your concerns are not 

addressed appropriately by your child’s classroom 
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teacher, please inform the director or assistant 

director of the school 

 If you still feel your concerns have not been fully 

addressed, please submit a complaint in writing to 

our school board director April Dickson at 

aprildickson@yahoo.com 

 

Notification of Policy Changes 

Saint Paul Early Childhood Ministries reserves the right to 

amend the policies and procedures in this handbook at any 

time. In the event of any policy changes, we will send home 

a letter notifying you of those changes. 

  

mailto:aprildickson@yahoo.com
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Student Expectations 
 

Dress and Grooming 

School is a time of learning through play and 

experience. Please make sure your child is dressed 

appropriately: 

 Sneakers or closed heeled and toed shoes are 

required 

 Flip flops, sandals, crocs, and boots or shoes with 

heels are not allowed unless there is a special 

occasion 

 Shorts must be worn under dresses or skirts at all times 

 No spaghetti straps 

 Dress your potty-training children in comfortable 

clothing that is easy to pull up and down. 

 Do not send your child to school wearing valuable 

jewelry, watches, or hair accessories 

 While jewelry is allowed, Saint Paul ECM is not 

responsible for items that are broken or 

misplaced 
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 We take our children outside year-round, unless we 

are experiencing severe weather conditions, so 

please be sure to dress your child appropriately for the 

weather 

 Some activities your child participates in at school 

may get a little messy, so please dress your child in 

clothes that are easily washed 

 If an item of clothing that does not meet our dress 

code is required for religious or cultural reasons, our 

office staff will be more than happy to work with you 

 

Discipline and Guidance 

At Saint Paul ECM, the focus of discipline is to train and 

educate, rather than to punish or chastise. Discipline is most 

effective when it permits the child to express his or her 

emotions, while teaching them to express those emotions in 

a constructive way that is not disruptive to the class 

environment.  

The purpose of discipline is to help children develop self-

control, and to become responsible for managing their own 

behavior. Knowing what behavior is appropriate in a specific 

situation is an important skill. We are committed to helping 
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children learn to express their feelings appropriately, to 

consider other people’s feelings, and to develop conflict-

resolution skills. 

We utilize cool down spaces, redirection, and positive 

reinforcements which are directly related to the child’s 

behavior, and encourage the child’s participation when 

appropriate. Teamwork with parents is very important, and 

teachers work closely with parents to understand each child 

and to determine which methods of redirection are most 

effective for that child. 

Most of the time, challenging behaviors can be 

predicted by patterns in behavior that teachers may be able 

to identify after observing a child’s behavior over a period of 

time. By identifying these patterns of behavior, teachers are 

able to directly address the cause of the behavior, which 

allows them to utilize redirection techniques to prevent the 

challenging behavior all together. When the cause or 

purpose of the challenging behavior is identified, we are then 

able to teach the child positive and supportive strategies that 

they can use to effectively manage their behavior on their 

own. 

Enrollment is subject to termination if a parent refuses to 

work with the staff in resolving a behavior issue and/or the 
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behavior persists and the result is a chronic situation requiring 

greater need for care for the child than Saint Paul ECM can 

provide. 

The following minimum standards for discipline and 

guidance can be found at http://www.dfps.state.tx.us and 

below: 

 Discipline must be: 

 Individualized and consistent for each child; 

 Appropriate to the child’s level of understanding; 

and 

 Directed toward teaching the child acceptable 

behavior and self-control. 

 A teacher may only use positive methods of discipline 

and guidance that encourage self-esteem, self-control, 

and self-direction, which include at least the following: 

 Using praise and encouragement for good 

behavior instead of focusing only upon 

unacceptable behavior; 

 Reminding a child of behavior expectations daily 

by using clear, positive statements; 

 Redirecting behavior using positive statements; and 

 Using brief supervised separation or time away from 

the group, when appropriate for the child’s age 

http://www.dfps.state.tx.us/
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and development, which is limited to no more than 

one minute per year of the child’s age. 

 There must be no harsh, cruel, or unusual treatment of 

any child. The following types of discipline and guidance 

are prohibited: 

 Corporal punishment or threats of corporal 

punishment; 

 Punishment associated with food, naps, or toilet 

training; 

 Pinching, shaking, or biting a child; 

 Hitting a child with a hand or instrument; 

 Putting anything in or on a child’s mouth; 

 Humiliating, ridiculing, rejecting, or yelling at a child; 

 Subjecting a child to harsh, abusive, or profane 

language; 

 Placing a child in a locked or dark room, bathroom, 

or closet with the door closed; and 

 Requiring a child to remain silent or inactive for 

inappropriately long periods of time for the child’s 

age. 
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Biting Policy 

 If your child bites or is bitten, the incident will be 

documented on an incident report that must be signed 

by each child’s parent, teacher, and the director or 

assistant director of the school 

 We are restricted by licensing from revealing the 

names of the children involved in the incident to 

parents, so the children involved will be referred to 

as Child A and Child B 

 The parents of each child involved in the incident 

will then receive a copy of the signed form, and the 

originals will be placed in the children’s files 

 The parents of the biting child will be asked to work 

with their child in discouraging the behavior 

 In an attempt to help the parent become aware of 

the frequency of the teacher’s attempts to prevent 

such incidences of aggressive behavior, a tally 

sheet may be kept for documentation purposes, 

and will be shared with the parent on a regular basis 

 If a child bites twice in one day, the parent will be 

notified, and asked to pick up their child for the 

remainder of the day 



44 
 

 If a child habitually bites, a meeting with the parents, 

teacher, and director may be requested to address the 

issue 

 If the behavior continues to be frequent, the parents 

may be asked to remove their child from Saint Paul ECM 

until the behavior stops 

 If the behavior continues upon returning to Saint Paul 

ECM, the child’s enrollment may be terminated 

 

Required Supplies 

 All children at Saint Paul ECM must bring one of the 

following for naptime: 

 A crib sheet and blanket 

 A washable nap mat to be used on top of our sleep 

mats 

 A lightweight blanket 

 Children may also bring a security blanket or lovie 

to use at nap time 

 Infants should bring a diaper bag with the following 

items (labeled with their first name and last initial): 

 A package of diapers to keep in the classroom 

 Baby wipes 

 At least 2 changes of clothes 
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 Each change of clothes should be placed 

inside of a gallon Ziploc bag with your child’s 

first name and last initial on the front 

 Any necessary diaper creams or ointments with 

note on file 

 Bring bottles already prepared 

 We do not refill or sanitize bottles, and empty 

bottles are rinsed and placed in the child’s bag 

for washing and sanitizing at home 

 Breastfeeding accommodations are provided 

in the crib room if requested 

 Any baby food or snacks your child will use 

throughout the day. 

 A fitted crib sheet 

 Bibs and teething rings 

 If your child regularly uses a pacifier, please send 

one in their bag 

 Please check your child’s take home folder weekly. 

 Toddlers through Pre-K students should bring a 

backpack with the following supplies (labeled with their 

first name and last initial): 
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 Two changes of clothes inside of a gallon Ziploc 

bag with your child’s first name and last initial 

written on the front 

 Any necessary pull-ups, diapers, wipes, or diaper 

creams (with appropriate paperwork on file) that 

your child may need throughout the day 

 Please keep the Weekly Take Home Folder that your 

child’s teacher provides inside of their backpack 

 Toddlers and Pre-K Students should bring a lunchbox with 

the following (labeled with their first name and last 

initial): 

 A healthy, child-friendly lunch 

 See the Parent Resources section of our 

website for information on age appropriate 

foods 

 A no spill cup or thermos for water 

 A drink for lunch time (please no carbonated 

beverages) 

 Snack foods for morning and afternoon snack/ drink 

 An ice pack if necessary 

Please see your child’s “Items to Bring to School” list for more 

details. 
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Toys 

We have plenty of toys at school. We ask  

that you leave your child’s toys at home or in your  

car. If an item is brought to school, it will  

be put up in the backpack or diaper bag. 

 

Naptime 

All children will have a rest time during the day. Our 

infant classroom will nap on each child’s individual schedule, 

while the rest of our classrooms will nap at a designated time 

specific to their class. Please see your teacher’s classroom 

schedule for specific times. 

 All infants will be placed to sleep on their back without 

blankets, pillows, or other soft items in their cribs  

 All other children will sleep on designated mats, in any 

position they choose  

 Children must stay on their mats for 1 hour, after which 

time they may choose a quiet activity provided by the 

teacher for the remainder of quiet time 
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Hand Washing and Hygiene 

Hand washing is an important self-help skill that is taught 

at school. Please follow through with these healthy habits at 

home. 

All children and staff must wash their hands at the 

following times: 

 Arrival to the facility and after breaks 

 Before and after serving food or drinks 

 Before and after eating or handling food, or feeding 

children 

 Before and after administering medication or medical 

ointment 

 Before and after diapering 

 After using the restroom or helping a child use the 

restroom 

 After coming in contact with bodily fluid 

 After playing outdoors or with sensory items 

 After handling trash 

For the proper handwashing procedure, please see the 

Hand Washing Diagram posted at each sink. 
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Suspension and Expulsion 

Excessively challenging, inappropriate, or harmful 

behavior could result in disciplinary action being taken by the 

school such as, but not limited to: 

 The director meeting with parents 

 The child being sent home early 

 Dismissal from the program 

We will make all accommodations we are capable of 

making, however the school may (at its discretion) request 

the withdrawal of any child whose needs cannot be met in 

our program. 
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Licensing Information 
 

Local Licensing Agency 

Saint Paul Early Childhood Ministries is licensed under the 

direction of the Texas Department of Family and Protective 

Services. They can be contacted at: 

Texas Department of Family and Protective Services 

5425 Polk St. 

Houston, Texas 77023 

(713) 767-2000 

https://www.dfps.state.tx.us/ 

 

Minimum Standards and Licensing Inspections 

Our most recent licensing reports and a copy of our 

Minimum Standards as issued by the Texas Department of 

Family and Protective Services are available to review at any 

time. The most recent licensing report and the Minimum 

Standards are located in our office, and are available upon 

request. 
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Child Abuse and Neglect 

Child abuse is any act that endangers or impairs a 

child’s physical or emotional health and development. Our 

staff is required to have one hour of training each year on 

preventing and responding to abuse and neglect of 

children. State law requires anyone who suspects child abuse 

or neglect to report those suspicions to the Texas Department 

of Family and Protective Services, or to a local law 

enforcement agency. If you have questions about a situation 

or are unsure if abuse or neglect is occurring, call the Texas 

Abuse Hotline at 1-800-252-5400. You may report your 

allegations to the Texas Abuse Hotline through the internet at 

http://www.txabusehotline.org. This secure website provides 

a way to explain your concerns in writing. Call 911 if a child 

appears to need immediate medical attention, or otherwise 

appears to be in immediate danger! 

For more information, see page 44 of this handbook for 

a complete copy of the DFPS “Reporting Suspected Abuse 

or Neglect of a Child in Texas: Reporting Basics” which can 

help answer any additional questions. 

 

 

http://www.txabusehotline.org/
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Gang Free Zone 

Our school is a gang free campus. According to House 

Bill 2086 that passed during the 81st Legislature, Regular 

Session, Chapter 42 of the Human Resource Code which 

includes section 42.064, effective September 1st, 2009 all 

areas within 1000 feet of our school are also a gang free 

zone. This means that certain gang-related criminal activity 

or engaging in organized criminal activity within 1000 feet of 

our school is a violation of this law and is therefore subject to 

increased penalty under state law. 

 

Tobacco, Alcohol, and Drug Use 

We are a tobacco, alcohol, and drug free campus. At 

no time may anyone use or distribute tobacco, alcohol, or 

drugs on the school campus. Failure to comply will result in 

the person being asked to leave the campus immediately 

and/or calling the police department. 
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