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Welcome to
St. Theresa Early
Childhood Center

in Memorial Park!
We are delighted and honored that you have chosen our center, and that you are

entrusting us with your child’s well-being, growth, and happiness.

STECC is a state-licensed child care center and is required to uphold the Texas
Department of Family Protective Services Minimum Standards as well as the Early

Childcare Center Guidelines of the Archdiocese of Galveston - Houston.

The STECC Policy handbook is available to you at any time and if you need additional
copies, please let the administrative staff know. Parents can use this handbook when
reviewing the center’s policies. We recognize that no manual can cover all situations,

however most policies can be found within this manual. Parents will be notified in writing
of any updates to our policies and procedures.

Melanie Leadingham M.Ed. Sp.Ed. & ABA • STECC Director
melanie.leadingham@sttheresa.cc

713-869-3783 ext 1817

Jennifer Mata • STECC Assistant Director
j.mata@sttheresa.cc

713-869-3783 ext 1818

Kelly McCarty • Admissions Director
k.mccarty@sttheresa.cc
713-864-4536 ext 1706

Melissa Swanson • Accounting
m.swanson@sttheresa.cc

713-869-3783 ext 1806

STECC has modified operating hours until further notice
STECC is open Monday through Friday

7:30 a.m. - 5:30 p.m.
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Arrival Procedures & Pick-Up
Drop-off begins at 7:30 a.m.  Parents will park their car in front of the Church Office
Building and walk around the Church Office Building, following the signs to the ECC.
Parents can use the PIN pad to open the gate (PIN will be provided), or use their key
access card for entry, If you need assistance, please ring the doorbell at the STECC
fence

● A health check may be conducted on the child/children or staff if they appear to
have symptoms of illness. See Health Check for more information.

● Parents are encouraged to drop off at the classroom door but are welcome to
enter the facility/classroom.

● Parents are assigned a PIN to confirm check-in and check-out.
● Please be sure to label all of your child’s belongings.
● Try to limit your drop-off time to around 5 minutes.  This will help with your child’s

transition from home to school.

While we do allow children to be dropped off and picked up at the times most
convenient to the families, in order to ensure appropriate child-to-caregiver ratios, and
to maintain a consistent learning environment, we encourage all drop offs to be
between opening and 9:00 am.

*Please note: If you are dropping your child off after 8:30 am, breakfast is no
longer being served in the classrooms. Please ensure that your child has eaten
breakfast prior to being dropped off. We understand that some days, this can be
a challenge, however, this is important in order to maintain the class schedules
and ensure a consistent learning environment for everyone. Please check with
your lead teacher for a copy of your child’s class schedule.

Please inform the office if you will need accommodations in drop-off times so that we
can prepare the schedule, accordingly.

Pick-Up is encouraged to begin after 2:30 p.m., please notify ahead of time if your child
needs to be prepared for an earlier dismissal.

● When you arrive to pick-up your child, parents can ring the doorbell at the
STECC fence, use the PIN pad to open the gate, (PIN will be provided), or use
their key access card

● Siblings under the age of 18 years old, will not be allowed to pick up your child.
● Your child will only be released to the people you have designated as “Authorized

Pickups”.  No exceptions will be made without written consent.
● We have the right to request to see a driver’s license or ID for anyone picking up

your child.
● Children picked up after closing will be charged $25 for the first minute and $5 for

every additional minute.

Breastfeeding Provisions:
Mothers are welcome to bring bottled/bagged breast milk (clearly labeled with the child's
name and date of expression).  Mothers are also welcome to come to STECC at any
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time to breastfeed their infant.  Prior notice is appreciated, but not required.  We will
provide an adult-sized chair.

Child Maltreatment Information and Reporting
*Child abuse and neglect are against the law in Texas,

and so is failure to report it.*
● If you suspect a child has been abused or mistreated, you are required to report

it to the Texas Department of Family and Protective Services or to a law
enforcement agency.

● You are required to make a report within 48 hours of the time you suspected the
child has been or may be abused or neglected.

What is Abuse? Abuse is mental, emotional, physical, or sexual injury to a child or
failure to prevent such injury to a child.
What is Neglect? Neglect includes (1) failure to provide a child with food, clothing,
shelter and/or medical care; and/or (2) leaving a child in a situation where the child is at
risk of harm.
How do I make a report?

1. Call the abuse and neglect hotline at 1-800-252-5400.
2. When you make a report, be specific. Tell exactly what happened and when. Be

sure to record all injuries or incidents you have observed, including dates and
time of day and keep this information secured.

3. Reports should be made as soon as possible but no later than 48 hours before
bruises and marks start to fade. It is important for the investigators to be able to
see the physical signs.

4. Give the agency person any information you have about the relationship between
the child and the suspected abuser.

5. Please provide at least the following information in your report.
a. Name, age, and address of the child
b. Brief description of the child
c. Current injuries, medical problems, or behavioral problems
d. Parents’ names and names of siblings in the home

Will the person know I’ve reported him or her? Your report is confidential and is not
subject to public release under the Open Records Act. The law provides for immunity
from civil or criminal liability for innocent persons who report even unfounded
suspicions, as long as your report is made in good faith. Your identity is kept
confidential.
Finally, err on the side of caution. If you have reason to suspect child abuse, but are
not positive, make the report. If you have any doubts about whether or not it is abuse,
call the hotline. They can advise you if the signs you have observed are abuse.

*Failure to report is a Class B criminal offense, punishable by a $2,000 fine and/or
imprisonment for up to 180 days. Failure to report also could subject you to

considerable monetary liability in a civil rights action.
CHILD ABUSE HOTLINE 1-800-252-5400
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CMG Safe Environment Training
CMG connect is a new web-based platform that will assist us to ensure that all
employees and volunteers who are in a position of trust with children and vulnerable
adults within our schools and parishes are trained to recognize behavior patterns of
potential abusers and provide proactive measures for preventing abuse in any context.

“Safe Haven-It’s Up to You” is a three part video which provides vignettes of real-life
situations to educate the viewer about methods of grooming, desensitization, bullying
and neglect, all of which can lead to abuse.  Each part of the video is immediately
followed by a brief questionnaire to further develop understanding.

Education is the key element of the Safe Environment program. All clergy, employees,
contracted school personnel, and volunteers over the age of 18, who work in any
capacity with or around children, the elderly, and adults with special needs are
required to complete the Archdiocesan Safe Environment Online Training.
All individuals listed above must submit to a criminal background check before they may
begin employment or volunteer with ministries, groups, movements, and organizations.

In addition, all individuals listed above must complete the mandatory online renewal
training upon the 5 year anniversary of the prior training and submit a new background
check as a condition of continued ministry and/or continued employment in this
Archdiocese.

We strongly encourage every parent and adult family member to take the CMG Safe
Environment training class.  Please visit the website
https://galvestonhouston.cmgconnect.org. This is a free training!
All Room Parents/Volunteers/Employees in the center are required to complete
this training.

Under the Texas Penal Code any area within 1,000 feet of a child -care center is a
gang-free zone, where criminal offenses related to organized criminal activity are
subject to a harsher penalty.

Communication:
STECC uses Tadpoles and Tadpoles Parents application to communicate with
parents.  Please download the Tadpoles Parents application from the App Store.

In the case of an emergency, the STECC Director will communicate directly with faculty,
and families will be notified via email (through Tadpoles Parents) and phone (text, also
through Tadpoles Parents).  Daily communication will be emailed after the child is
checked out via Tadpoles Parents. Instant Messaging is also available through your
Tadpoles App.
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Developmental Activities and Activity Plans

STECC promotes indoor and outdoor physical activity based on research that has
shown that learning in young children is the result of interaction between the child’s
thoughts and experiences with materials, ideas, and people. The quality of these
interactions is enhanced by providing structure and a variety of opportunities to practice
and explore new skills.

While planning children’s activities, STECC keeps in mind the diverse and
ever-changing developmental needs of children, the abilities and interests of the
children in the group, and the importance of children’s play in developing physically,
emotionally, intellectually, and socially.

Planning indoor and outdoor daily activities ensures the children have a variety of
activities that meet their developmental needs. A written schedule and weekly activity
plan can be found in your child’s classroom and is available electronically upon request.
These plans include the duration, frequency, and type of indoor/outdoor activities.

Weather conditions may affect our outdoor activity. Please refer to the Child Care
Weather Watch infographic on our website for more information on our guidelines.

Discipline & Guidance Policy
Praise, reinforcement, and positive behavior support are effective methods of behavior
management of children. When children receive positive, nonviolent, and understanding
interactions from adults and others, they feel safe, begin to develop good self-concepts,
problem solving abilities, and self-discipline. Based on this belief, STECC uses a
positive approach to discipline and practices the following guidance and behavior
management techniques.

WE DO
✓ Believe in redirection.
✓ Communicate with children using positive statements.
✓ Communicate with children on their level.
✓ Speak with children in a calm, quiet manner.
✓ Explain appropriate and inappropriate behavior to children
✓ Give attention to children for appropriate behavior.
✓ Praise and encourage the children.
✓ Reason with and set limits for the children.
✓ Apply rules consistently.
✓ Model appropriate behavior.
✓ Set up the classroom environment to prevent problem behaviors
✓ Provide alternatives and redirect children to acceptable activity.
✓ Give children opportunities to make choices and solve problems.
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✓ Help children talk out problems, with age-appropriate language and think of
solutions.

✓ Listen to children and respect the children’s needs, desires, and feelings.
✓ Use storybooks and discussion to work through common conflicts

WE DO NOT
⛔ Inflict corporal punishment in any manner upon a child.

○ Corporal punishment is defined as the use of physical force to the body as
a discipline measure. Physical force to the body includes, but is not limited
to, spanking, hitting, shaking, biting, pinching, pushing, pulling, or
slapping.

⛔ Use any strategy that hurts, shames, or belittles a child.
⛔ Use any strategy that threatens, intimidates, or forces a child.
⛔ Use food as a form of reward or punishment. (with the exception of rewards

during potty training)
⛔ Use or withhold physical activity as a punishment.

Parents will be contacted and a conference will be scheduled should a behavior plan be
necessary.  Each child’s behavior plan will differ based on their individual needs and
development. The need for suspension or expulsion would be determined on a case by
case basis, if STECC is not able to provide the resources necessary for a child to
succeed.

Emergency Preparedness Plan:
The first responsibility of staff in an emergency evacuation or relocation is to move the
children to a designated safe area.

● Children 24 months or younger, children with limited mobility, or children with
special needs (i.e., visual or hearing impairments) will be transported by being
carried by a caregiver, in an evacuation crib (there are 4 cribs for evacuation), or
in the 6 passenger buggy.

● Floaters and Office Staff should report to the infant group to assist in any way
possible.

In case of an emergency, and as staff and children are relocated, 2-way radios, the
iPads, emergency folder, first aid bags, and supplies will be transported by the lead
teacher (or representative) of each class.  This will ensure the access to contact
information and easy communication with parents, emergency/first responders, and
STCC/STCS staff as well as allowing us to provide care for the children until they are
reunited with their parents.
To contact the STECC in case of emergency relocation, dial 575-921-4993 to reach
the Director.
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In the event of SEVERE WEATHER:
All STECC children and staff will go into the Church Office and gather in the
windowless hallway. 2-way radios, iPads, emergency folders, first aid bags, and
supplies will be transported by the lead teacher (or representative) of each class.
We will remain in the Church Office Hallway until the threat is lifted.

St Theresa Church Office
6622 Haskell Street, Houston, Texas, 77007

In the event of EMERGENCY EVACUATION AND RELOCATION:
Any time that it has been deemed unsafe to remain on the St. Theresa Campus;
our relocation area is:

Memorial Elementary School:
6401 Arnot St Houston, TX 77007 (713)-867-5150

Parents will be contacted immediately upon arrival and arrangements will be made
for safe pickup.

In the event of a FIRE:
STECC children and staff will evacuate following the map posted in classrooms and
gather in the parking lot in front of the church office (nearest the handicap parking
space beside the walkway of the STECC).  Parents will be contacted immediately
upon arrival at our evacuation location. The iPads (with Tadpoles—our child
tracking system), emergency binders, first aid bags, and supplies will be
transported by the lead teacher (or representative) of each class.

In the event of a LOCKDOWN:
Staff should lock doors, cover windows, and keep children as quiet and calm as
possible.  STECC management will keep in contact with other administrative staff of
the campus via 2-way radios or CRISIS-Go application. They will remain in
classrooms until the lockdown is lifted.

Please see the following page for the Emergency Evacuation Map
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Extra Clothing:
Every infant must have three extra sets of clothing in their diaper bag.
Every child over 12 months must have at least one extra set of clothing (including
socks) at all times.

Tuition Payment Plan
Tuition is due on the 1st of each month, payable through Brightwheel, our tuition
management system.

Infant Room $1,400/Monthly
Cruisers Room $1,375/Monthly

Toddler Room $1,350/Monthly
2 Year Old Class $1,325/Monthly

PAYMENT OPTIONS
● Unless otherwise specified tuition will be automatically paid on the 1st of each

month
● Please contact Melissa Swanson at m.swanson@sttheresa.cc if you would like to

pay tuition in full. A 3% discount will be applied to all accounts paid in full.
● Sibling discounts will be applied to your account, if applicable. Please note:

Sibling Discounts will not be combined. The largest discount possible, will be
applied to your Brightwheel account

● Siblings of a child enrolled in STECC will receive a 5% discount to their oldest
child’s tuition

● Siblings of a child enrolled in STCS will receive a 3% discount to their STECC
tuition

● Parents agree to pay the full amount required by the financial agreement for the
entire school year, without rebate for the child’s withdrawal. A prorated tuition
rebate may be granted by STECC if withdrawal from STECC with a 30-day written
notice or the Director’s request that the student withdraw.

● Tuition amounts are reviewed annually and will increase based on the needs of
the program and facilities. Tuition increases will usually become effective August
1, with a 30 day prior notice

AGREEMENT
Once payment plan has been set up through your Brightwheel account, you agree to the
following terms:

1. Enrollment is contingent upon setting up your billing plan with BRIGHTWHEEL
2. All monthly payments are due on the 1st of each month; an additional $30.00 late

payment fee will be assessed
3. A 2.9% fee will be charged for each credit card transaction
4. A $0.90 fee will be charged for each ACH transaction
5. A $30.00 service charge will be collected for each returned check
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6. You have read and agree to abide by the St. Theresa Early Childhood Financial
Responsibilities, outlined herein as well as the STECC Policy Handbook

7. Late Pick-up fees will be charged to your Brightwheel account. You will be
charged $25 at 6:01 p.m. and $5 for every minute after.

DELINQUENCY POLICY
Timely payment of tuition, in accordance with the financial agreement, is important to the
operating budget, therefore, parents understand and agree to the following Delinquency
Policies:

● Until a specific charge (monthly tuition or a fee) has been paid within 10 days of
its due date, a late fee of $30 will be added in each successive month to each
such unpaid charge.

● STECC reserves the right to withdraw the child after 30 days of nonpayment
● If there are recurrent problems in tuition collection, acceptance of re-enrollment for

the next school year will be conditional on the approval of the Tuition Review
Committee and may be contingent upon payment in advance (by July 1) and in
full, of tuition and fees.

If it is necessary to retain the services of an attorney to enforce the terms of this
agreement or to collect any amounts due pursuant to the terms of this agreement, the
responsible party agrees to pay and shall be responsible for the payment of all attorneys’
fees and costs of court incurred by St. Theresa Early Childhood Center to enforce this
agreement and/or to collect any payments to which St. Theresa Early Childhood Center
is due

Inquiries regarding financial assistance may be made to the Director, Melanie
Leadingham.

Food/Meals:
Infants:

● All food will be provided by parents.
● All bottles, food containers, cups, utensils, and bags should be clearly marked

with the child’s first name and last initial.
● Infants are fed according to the Infant Feeding form schedule that is completed

and updated by the parents each month.
● Feeding forms are required under 12 months of age or if the child is still receiving

formula/breastmilk.
Toddlers:

● All food, with the exclusion of special event snacks, will be provided by parents.
● All bottles, sippy cups, food containers, utensils, and lunch boxes must be clearly

labeled with your child’s first name and last initial.
● Refrigeration is available but heating is not.  Only cold or room temperature food

will be served.
● Children arriving before 8:30 a.m. must bring a nutritious breakfast and lunch.
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○ Children arriving after 8:30 a.m. will not be served breakfast, please feed
them before arrival. Please see the classroom schedule for meal and snack
times.

Grievance Policy
Parent Concerns – STECC has a procedure for parents to communicate concerns or
issues about their children to the director. The procedure is as follows:

1. Speak with your child’s classroom Lead Teacher
2. The Lead teacher will report any concerns/questions to the director
3. The director and lead teacher will address the concerns and follow-up with the

parent regarding the issue
4. If the issue is with the caregiving staff or lead teachers, you may contact the

director first, or if the issue has not been resolved by the caregivers and lead
teachers:

5. Make an appointment with the director to share your concerns/issues OR the
director may contact you to schedule an appointment

6. Director will meet with the family to address concerns/issues.
7. As a team, the parents and director will decide on measurable steps toward a

favorable outcome within a specified time period
8. The director will address the concerns with the caregivers and provide

measurable steps. Director will follow-up with caregivers and parents

If the concerns/issues are not resolved, a follow-up meeting will be scheduled with the
director, parents, and Enrique Benitez (St. Theresa Parish Manager).
If you have any complaints about this Early Childhood Facility:
Feel free to contact the Texas Department of Family Protective and Regulatory Services

Child Care Licensing
2221 West Loop South
PO Box 16017 Houston, Texas 77222-6017
713-940-3009

Health Checks
When a child or staff member's temperature is checked upon arrival we will be using the
following guidelines to determine if they can be admitted to the center for the day.

● Temperatures between 99.5 and 100.3 without the presence of other symptoms
[see below] of illness will be admitted into the center and temperature checks will
be taken every 30 minutes throughout the day to ensure the temperature does not
rise above 100.3. Parents will be notified if the temperature rises or new
symptoms develop.

● Temperatures between 99.5 and 100.3 with the presence of other symptoms of
illness will not be admitted into the center. Staff and children can plan to come
back 24 hours later and will have their temperature checked again upon arrival
unless a doctors health clearance is provided.
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● Temperatures of 100.4 and higher with, or without, the presence of other
symptoms of illness will not be admitted into the center. A child or staff member
who was ill may return to the child-care center when: (1) They are free of
symptoms of illness for 24 hours; or (2) You have obtained a health care
professional's statement that they no longer have an excludable disease or
condition.

[Signs or symptoms of a respiratory infection, include a cough, shortness of breath, sore
throat, and low-grade fever;]
Unless otherwise specified, any individual meeting the following criteria will not be
admitted into the center:

● Symptoms of COVID-19
● Fever of 100.4 degrees Fahrenheit (oF) or higher or report feeling feverish
● Undergoing evaluation for SARS-CoV-2 infection (such as pending viral test)
● Diagnosis of SARS-CoV-2 infection in the prior 10 days (children)/5 Days (staff)

See Illness - COVID Policy for more information

Illness:
When a child is ill, we ask that he/she be kept at home.  This enables us to maintain a
healthy environment for all of our STECC families.  Children having contagious
symptoms, as listed in the state Minimum Standards Handbook, must be excluded from
the center.
An ill child cannot be admitted for care if one or more of the following exists:

1. If the illness/condition prevents the child from participating comfortably in
child-care center activities including outdoor play;

2. The illness/condition results in a greater need for care than caregivers can provide
without compromising the health, safety, and supervision of the other children in
care;

3. The child has one of the following symptoms and signs of possible severe illness
such as:

a. Feeling feverish or a measured temperature of 100.4 degrees or higher
b. Cough
c. Shortness of breath or difficulty breathing
d. Chills
e. Repeated shaking with chills
f. Muscle Pain
g. Headache
h. Sore Throat
i. Loss of Taste or Smell
j. Lethargy
k. Uncontrolled diarrhea (i.e., A diapered child's stool: Is not contained in the

diaper; and/or Exceeds two or more stools above the normal for that child;
and A toilet-trained child's diarrhea is causing soiled pants and clothing.),
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l. Two or more vomiting episodes in 24 hours,
m. Rash with fever,
n. Mouth sores with drooling,
o. Behavior changes, or other signs that the child may be severely ill; or

4. A health-care professional has diagnosed the child with a communicable disease,
and the child does not have medical documentation to indicate that the child is no
longer contagious

a. (unless a medical evaluation by a health-care professional indicates that
you can include the child in the child-care center's activities):

Symptoms that prevent the child from participating comfortably in school activities; or if
your child requires additional care that cannot be given without compromising health and
safety of other children, you will be asked to keep your child at home until symptoms
subside. The ultimate decision about a sick child remaining in care will always be made
by the director or administrative team.

A child may wait to be picked up in the STECC office.  The child must be picked up
within an hour of first contact with the parent.  If the child is not picked up promptly,
emergency contacts will then be called.

A child who was ill may return to our child-care center when:
1. The child is free of symptoms of illness for 24 hours (for fevers, without the use of

fever suppressing medication); or
2. You have obtained a health care professional's statement that the child no longer

has an excludable disease or condition.

Guidelines for Returning to School for other common illnesses:
Symptom: Stay Home: When child can return:
Diarrhea (See Above) Yes 2 normal stools in a row
Vomiting (2x in 24 hours) Yes 24 hours after last episode
Lice Yes After first treatment
Strep throat Yes 24 hours after first treatment

as prescribed by doctor
Unexplained Rash Yes Rash is gone or doctor’s note
Pink/red eye with oozing Yes Doctor’s note /clearance
Hand, Foot, & Mouth Yes Doctor’s note /clearance

Resources:
Communicable Disease Chart for Exclusion from Childcare
https://www.dshs.texas.gov/assets/0/76/111/848/1084/1101/bce667f8-53f9-43fe-a8b6-0
1a71c6df4fe.png
TDFPS Child Care Minimum Standards (Pg 128 for Illness)
https://hhs.texas.gov/sites/default/files/documents/doing-business-with-hhs/provider-por
tal/protective-services/ccl/min-standards/chapter-746-centers.pdf
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Texas Administrative Code
https://texreg.sos.state.tx.us/public/readtac$ext.TacPage?sl=R&app=9&p_dir=&p_rloc=
&p_tloc=&p_ploc=&pg=1&p_tac=&ti=25&pt=1&ch=97&rl=7

Illness - COVID Isolation & Quarantine
Isolation
What to do when your child might have COVID-19.

DAY 0: Child is sick or has a positive COVID-19 test
DAYS 1–5: Child stays home and isolates away from other people to the extent
possible.
DAY 6: Is the child fever-free for 24 hours without the use of fever-reducing
medication? AND is the child free of symptoms or symptoms improved? AND
is the child 2 years of age or older and able to consistently wear a mask in the
ECE program?

YES: Return to the ECE program
NO: Continue to days 6–10

DAYS 6–10: It is safest to continue isolation until the end of day 10
● For children who have symptoms, continue isolation until the child is

fever-free for 24 hours without the use of fever-reducing medication and
other symptoms have improved.

● For children who were severely ill, or whose fever persists past day 10,
consult a healthcare professional before returning to the ECE program.

After day 10, return to the ECE program.

Quarantine
What to do when your child might have been exposed to COVID-19.

DAY 0: Child has been in close contact with someone who has COVID-19
Does the child need to quarantine?

Did the child have confirmed COVID-19 within the last 90 days AND is the child
without symptoms?

YES: Return to the ECE program & continue to monitor for symptoms
NO: Continue to the next question

Is the child up to date with COVID-19 vaccines?
YES: Return to the ECE program
NO: The child should quarantine (see below)

DAYS 1–5: Child stays home and quarantines away from other people to the
extent possible. Monitor for symptoms.
DAY 6: Is the child 2 years of age or older and able to consistently wear a
mask in the ECE program?
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YES: Return to the ECE program
NO: Continue to days 6–10

DAYS 6–10: It is safest to continue to quarantine until the end of day 10
After day 10, return to the ECE program.

If the child has or develops symptoms at any point during their quarantine period, they
should isolate immediately. Consult a healthcare professional for testing
recommendations.
Resource: Isolation and Quarantine in Early Care and Education (ECE) Programs

Immunization Policy -Archdiocese of Galveston- Houston
It is the policy of the Archdiocese of Galveston-Houston to require all children under the
age of five enrolled in mother’s day out and early childhood programs at parishes of the
Archdiocese to be immunized against vaccine preventable diseases caused by
infectious agents in accordance with the immunization schedule adopted by the Texas
Department of State Health Services.

Current immunization requirements can be found at
www.dshs.state.tx.us/immunize/default.shtm.

A child who fails to produce the required evidence shall not be accepted for enrollment.
The ONLY exception to the foregoing requirement is an affidavit signed by a licensed
physician (M.D. or D.O.) authorized to practice in the State of Texas, and which is on
the physician’s letterhead. The affidavit must state that in the physician’s opinion, the
immunization required would be injurious to the child’s health and well-being or to any of
the child’s family or household members. Unless a lifelong condition is specified, that
affidavit is valid for one year from the date signed by the physician and must be
renewed every year for the exclusion to remain in effect. Immunizations are not in
conflict with the Catholic faith.

AFFIDAVITS OR WAIVERS FOR CONSCIENTIOUS OBJECTIONS WHICH MAY BE
PERMISSIBLE FOR ATTENDANCE IN PUBLIC SCHOOLS, DO NOT QUALIFY AS AN
EXEMPTION FOR ENROLLMENT IN PROGRAMS OCCURRING AT CATHOLIC
PARISHES.
(See Attorney General Opinion Ga-0420 at
https://texasattorneygeneral.gov/opinions/opinions/50abbott/op/2006/htm/ga0420.htm).

Immunization Schedule
The following page is a chart of the required immunization schedule at St. Theresa
Early Childhood Center.  This schedule includes recommendations from the Department
of Health and Human Services / Center for Disease Control, and is in effect as of 2022.
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● Staff members are not required to provide an immunization record but are
encouraged to receive immunizations for vaccine-preventable diseases based on
the level of risk the employee presents to children by the employee’s routine and
direct exposure to children

● Staff and children are not required to be tested for TB.
For more information, please visit
https://www.cdc.gov/vaccines/schedules/downloads/child/0-18yrs-child-combined-sched
ule.pdf

Injury:
A Caregiver certified in CPR/First Aid will administer first aid for injuries as necessary,
and then parents will be notified via an incident report through Tadpoles
Communication. If a child is seriously injured, we will call 911, and then notify parents by
phone immediately.
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Medical Emergency:
For an illness or injury that requires the immediate attention of a health-care
professional,

● emergency medical services will be contacted, or the child will be taken to the
nearest emergency room.

● The child will be given first-aid treatment or CPR when needed.
● The child's parents will be contacted.
● The physician or other health-care professional identified in the child's record will

be contacted.

Medicine:
Medicine can only be administered to a child as stated on the original label directions or
as amended in writing by the child’s health-care professional, and only when
accompanied by the Authorization to Administer Medication form.  All medicine must be
in the original container labeled with the child’s full name and the date brought to the
STECC.  Medicine cannot and will not be administered after its expiration date.

Nap:
All children are required to have a nap time.

○ Infants will sleep on their own schedules.
○ Children 17 months and older will have a designated nap time.  A cot will be

provided for your child.  You may bring a small pillow and blanket.  All nap items
(except for the cot) will need to fit in the small space of their assigned cubby.
Personal blankets and pillows will be sent home to be washed weekly.

Parent Participation Policy
● Please remember that we cannot be responsible for any child who is not properly

checked into the center. This is the way we know who is here in case of a center
emergency.

● When visiting the center, siblings must remain with their parents at all times.
○ Please do not allow your older children to play on playground equipment

that is intended for children under 3 years old.
● Parent Conferences -

○ can be scheduled at any time to help the parent and teacher communicate
and share in the child’s progress.

○ There need not be a problem situation for you to request a conference.
○ Parents are encouraged to have a conference at any time convenient with

both the staff and the parent about the child, so that they might both be
better able to understand the child and his/her needs.

○ Conferences may be set up by contacting the director.
● Parent Participation -
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○ During daily events and special events, parents/guardians will enter
through the STECC gate to check-in.

○ Parents must notify the director in writing, if someone, other than those
authorized on the Release Authorization form, will be picking up their
child.

○ If your child will be absent please notify us via Tadpoles (mark absent) or
email.  Please let us know if the reason for the absence is due to illness.

● Updated Contact Information -
○ It is very important to keep the center updated with current and correct

contact information in the event that your child becomes sick or has some
type of emergency that requires you to be contacted.

● Parent’s Rights and Provisions:
○ Parents are welcome to schedule a time to meet with the STECC Director

by emailing her at melanie.leadingham@sttheresa.cc or calling the
STECC at 713-869-3783.

You have the right to:
● Review the Policies and Procedures of the operation.
● Visit the STECC at any time during the hours of operation.
● Observe your child, program activities, building, and equipment without

prior notice during the hours of operation.
● Participate in all STECC activities.
● Review the copy of the minimum standards and the STECC’s most recent

licensing inspection report at any time by going to the following web-site
www.dfps.state.tx.us. The most recent inspection report is also always
available near the Red Room door.

School Days and Hours:
● St. Theresa Early Childhood Center (STECC) is open from 7:00 a.m. - 6:00 p.m.

Monday - Friday. (Unless otherwise specified)
● Weather related school closings will be announced through Tadpoles messaging,

email, and text message.
○ Usually, if HISD closes, we will be closed as well.

● Please refer to our School-Year Calendar for a list of our closures and events
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School Calendar:

Policy Handbook 2022-2023 Page 21 of 24



Staff Training Requirements
All STECC Staff are required to complete professional development training annually.
The following are the subjects that each staff member will be trained in:

● Child growth and development
● Guidance and discipline
● Age-appropriate curriculum
● Teacher-child interaction
● Factors’ indicating a child is at risk for abuse or neglect
● Warning signs indicating a child may be a victim of abuse or neglect
● Procedures for reporting child abuse or neglect
● Community organizations that have training programs available to child-care

center staff members, children, and parents
● Recognizing and preventing shaken baby syndrome and abusive head trauma
● Understanding and using safe sleep practices and preventing sudden infant

death syndrome (SIDS)
● Understanding early childhood brain development
● Emergency preparedness
● Preventing the spread of communicable diseases, including immunizations
● Administering medication, if applicable
● Preventing and controlling and responding to emergencies due to food or an

allergic reaction
● Understanding building and physical premises safety, including identification and

protection from hazards that can cause bodily injury such as electric hazards,
bodies of water, and vehicular traffic

● Care of children with special needs
● Child health (for example, nutrition and activity)
● Safety
● Risk management
● Identification and care of ill children
● Cultural diversity for children and families
● Professional development (for example, effective communication with families

and time and stress management)
● Topics relevant to the particular age group the caregiver is assigned (for

example, caregivers assigned to an infant or toddler group should receive
training on biting and toilet training)

● Planning developmentally appropriate learning activities
● Observation and assessment
● Attachment and responsive caregiving
● Minimum standards and how they apply to the caregiver
● Providing High Quality Experiences during COVID-19 for Emergency Child Care

Settings
● Special Considerations for Infection Control during COVID-19
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Sunblock/Mosquito Repellent/Diaper Ointment:
● If you want your child to have sunscreen or mosquito repellent, we encourage it

to be applied at home.
● If the parent supplies these items, permission is implicit and we do not need to

obtain permission for each use. Aerosols are not permitted.
● Parents need to give permission before over-the-counter creams or powders are

used

Withdrawal Policy:
Your child is enrolled at St. Theresa Early Childhood Center on a year-round basis.
When withdrawing your child, we require a minimum of 30 days’ written notice.  A family
withdrawing their child without appropriate notice will be charged tuition for the next full
month.  There will be no prorated or discounted tuition for partial attendance.  The only
exception is if your child enrolls in PreK-3 at St. Theresa Catholic School.  In this case,
your child will be welcome to attend STECC, until the first day of PreK-3 at St. Theresa
Catholic School and your August tuition will be prorated.
If your child will be attending PreK-3 in the fall and you have plans to withdraw your
child during the months of May, June, or July, a withdrawal form must be filled out and
returned to the office by May 1.

Withdrawal Form:
Please see the following page
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St. Theresa Early Childhood Center Withdrawal Form
Date: __________________________

I ________________________________ (print parent name) will be withdrawing my

child/children____________________________ (print child/children’s name) from St.

Theresa Early Childhood Center.

Our last day of child care will be ____________________ (date). Please accept this as

my 30 day notice for withdrawal of my child/children, as required by my STECC Policy

Handbook.

Will your child be attending St. Theresa Catholic School next year? ⎕ Yes⎕ No
If you answered no, why not?
________________________________________________________________

Reason(s) for leaving:
Child aging out?⎕ Yes ⎕ No ⎕Other (please explain):
________________________________________________________________
________________________________________________________________

To help us serve our clients better and continue growing, please answer the following:
Would you refer STECC?⎕Yes⎕No:
If you answered no, why not?
________________________________________________________________

Is there anything about the campus, staff, director, or management team that you’d like
to share?
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________

Parent Signature: _________________________________
Date: _______________________
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