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This document provides a general description of the Nursery / Childcare Ministry 
and should be available to any Parent / Guardian requesting Nursery or Childcare Ministry Services.  It is also available for any member of the Parish community 
interested in learning more about the Nursery / Childcare Ministry.

For Information or to Volunteer, please email: nursery@st-william.org 
PHASE I

Sunday Nursery for 9:30, 11:30 and 1:30 Masses will begin on January 15th  
· Children Ages 12 Months to 3 Years Old
· Space is limited
· No Registration – First Come First Serve
· Authorized Pickup Form must be filled out (See Form Link on left side of page)
· Please read important information below
· For questions or more information, please fill out the form at the bottom of this page
 
Baptism Classes on Saturdays – Begins this Month, January 21(Spanish) & January 28 (English)
· Children Ages 12 Months to 10 Years Old
· Please register for childcare at the time you register for the Baptism Class
· Space is limited
· Authorized Pickup Form must be filled out (See Form Link on left side of page)
· Please read important information below
· For questions or more information, please fill out the form below
The nursery is located in the Education Building (Building 4).  The entrance to the Nursery is near the Playground.  This will be the only entrance and exit available at this time.  Restrooms are not available, except for children in childcare.
SIGN IN PROCEDURE

· Staff member will take the temperature of the child needing care

· If a child has a fever or any signs of illness, they will not be able to stay in the nursery

· Parent / Guardian will sign child in at the Sign-in Table
· Only staff are allowed in the Nursery Room

· At the discretion of the Nursery Staff, the number of children accepted may be adapted to suit the safety and needs of the children in care.
REQUIRED FORMS

· Authorized Pickup Form (Required for all children)
· Food Allergy & Anaphylaxis Emergency Care Plan Signed by Parent / Guardian (If Needed)

· Special Needs Information Form Signed by Parent / Guardian (If Needed)

SEPARATION ANXIETY
After check-in, the staff will aid in separation if needed. Long goodbyes often make separation harder on the child and the parent and can upset other children who are already settled. Our loving and experienced staff will ensure your child is loved and cared for. The majority of children adjust satisfactorily very quickly.  
Some children who are experiencing separation anxiety might benefit from shorter stays in the nursery at the beginning. Parents may gradually increase their time until they are happily staying for the entire event.  If staff members are not able to comfort a child after 10-15 minutes, they will send a text to the Parent / Guardian to come to the Nursery. If a child appears sick, the Nursery Staff will notify the parent by texting or calling their cell phone.

SIGN OUT PROCEDURE
Due to limited space, we ask that only one parent / guardian pick up their child immediately after Mass or the ministry event they attended. If a parent / guardian does not arrive within 5 minutes, Nursery Staff may begin contacting authorized pickup persons by phone. Children can be picked up in the classroom after signing child out. Children will not be released to anyone but the parent or guardian or name listed from the authorized pickup form.

It is important to pick up your child immediately after Mass or event so staff have time to disinfect, clean, vacuum and prepare the classroom for the next event. 

DIAPER BAG / BACKPACK ITEMS 
Parents are asked to bring the following labeled items for their child:

· A clearly labeled diaper bag or backpack 

· Extra diapers (disposable only please)

· Labeled plastic baby bottles and/or sippy cups

· Labeled pacifiers, if needed
· Change of clothing (even for potty-trained children)

· Child’s favorite comfort item, if needed (no weapon-like toys allowed.  One small item)
· Child should be provided with their own snack, formula, or baby food from home
· (Baby Formula or Water only)

· Appropriate outerwear including shoes for the weather season (we may play outside) 

· Nursery is not responsible for lost or broken toys that children bring to the Nursery

POLICY FOR SICK CHILDREN
Sick children will not be admitted into the Nursery.  Some signs of illness include, but not limited to:

· Unusual fatigue or irritability

· Coughing, sneezing, runny nose, watery eyes

· Fever (child should be fever free without medication for 24 hours before returning to nursery)

· Vomiting or diarrhea (any time within the previous 24 hours)

· Inflamed throat

· Rash or cold sores 

Nursery Staff will assist to ensure health and safety by following strict hygiene procedures and washing and disinfecting toys and hand washing.  

If an illness or an accident happens during a child’s time in the nursery, the Parent / Guardian must be notified. Parent / Guardian will be notified of the details of the illness or accident.  An incident form will be filled out and signed by the staff member and Parent / Guardian. A copy will be given to Parent / Guardian upon request and original will be placed in the Nursery file. 
Nursery & Childcare Staff may NOT give medication of any kind. 
Only basic First Aid will be performed if needed.
All Nursery Staff are required to attend a CPR/1st Aid/AED course yearly.

RULES FOR NURSERY AND PLAYGROUND
In order to maintain a safe, nurturing environment, all children are required to follow the rules anytime they are in the Nursery & Childcare:

· No balls of any kind are allowed in the room unless they are rolled on the floor

· No roughhousing, pretend fighting, etc.

· No running in rooms or hallways

· No tree climbing

· No throwing of rocks

· Use respectful voices and language

· Do not hurt others

Guidance and Discipline:
· Verbal Warning and Redirection to a more appropriate activity
· If the Nursery Staff decides that a child’s behavior is dangerous to themselves or someone else, Nursery Staff may contact the Parent / Guardian to pick up the child. Once picked up, the child must remain in the direct supervision of the Parent / Guardian and may not return to the nursery for the duration of that day’s events.
EMERGENCY SITUATION PLAN
Although it is unlikely that this will happen, it is best that you are informed on how emergency situations are handled. Nursery staff are trained to respond to these situations. With ANY emergency situation, Nursery Staff will contact parents as soon as possible once the children and situation is safe.  It is important that we have your correct contact information at all times.
· Fire
· Disaster / Tornado
· Lock Down
· Reverse Lock Down

In case of an emergency that we have to evacuate the building, Parent / Guardian will be contacted and notified by phone to pick up their child at the assigned designated meeting space as soon as the children and situation is safe. 
From the Diocese of Austin: How to Report an Incident of Concern
Ethics and Integrity in Ministry (EIM)
Click on Link: https://www.austindiocese.org/eim
If in Immediate Danger:  Call 911

The Diocese of Austin is committed to preventing harm from happening to any of our children or vulnerable adults. If you are aware of sexual abuse and/or neglect of a child or vulnerable adult by a volunteer, employee or clergy member, our Ethics and Integrity in Ministry policies require that you report that information to the diocesan chancellor at: https://www.austindiocese.org/report-to-diocese  (512) 949-2447 or superintendent of schools at (512) 949-2400. 
These reports may be made anonymously. It is also state law that abuse and/or neglect of a minor must be reported to local law enforcement or the Texas Department of Family and Protective Services at 1-800-252-5400 or www.dfps.state.tx.us 
~~~
St. William Nursery & Childcare Staff are required to attend yearly training in Child Abuse Reporting and Prevention and must be current with their Ethics and Integrity in Ministry (EIM)~ VIRTUS status at all times.  
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