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I. Program
A. Purpose and History

The main purpose of St. Luke Infant Care Center (SLICC) is to provide high quality, affordable 
care to infants, ages two months to two years. This is done in a caring and affirming atmosphere in 
which parents and staff participate together in the development of the infants’ social, emotional, and 
physical skills.  At St. Luke Infant Care Center, the childcare philosophy is guided by profound respect 
for each child and recognition of the importance of building self-esteem in young children. 

St. Luke Infant Care Center, an outreach ministry of St. Luke United Methodist Church (SLUMC), 
was established in August 1981 to provide high-quality child care at a reasonable cost for infants and 
toddlers of University of Texas student families.  The program initially received grants from the Wesley 
Foundation but is now self-supporting.  The Wesley Foundation of Austin is the United Methodist 
Church on the UT campus and provides funding to local churches for student ministries. As 
opportunities for quality care near the UT campus increased, our focus has opened to all Austin 
families.  Currently returning families and SLUMC families are given priority status on the wait list.  

The Center operates under the guidance of the SLUMC Administrative Board and the SLUMC 
Staff Parish Relations Committee (SPRC).  The SPRC employs the director who manages the center and 
hires and supervises the staff.  The St. Luke Infant Care Center Advisory Board, which meets monthly, 
is composed of two representatives from SLUMC, the Director, two parent representatives from each 
classroom and two staff representatives.

B. Licensing and Accreditation
St. Luke Infant Care Center is licensed by the Texas Department of Family and Protective 

Services (TDFPS).  The program is also accredited by Texas Rising Star.

C. Children Served and Hours of Operation
SLICC serves children ages 2 months through 2 years in four classrooms.  We work to maintain 

low ratios (1:4 infants; 1:5 young toddlers, 1:6 older toddlers) in order to allow teachers to develop 
relationships with children and their families.  

Children are placed in classes according to their age when they begin our program.  Both infant 
classrooms have the same age range (2 months-12 months) so infants will be placed based on space. 
Parent requests for a specific classroom will be honored when possible. 

The Center operates Monday through Friday from 7:30am to 5:30pm.  We offer full year part 
time and full time care.  Part time hours are 7:30am to 12:30pm or 12:30pm to 5:30pm.  Parents 
provide all food for infants.  Once children are eating table food the Center provides two nutritious 
snacks daily as well as organic whole milk.  Children bring their own lunches.  

D. Discrimination Statement
Access to St. Luke Infant Care Center shall not be limited on the basis of race, color, creed, 

national origin, religion, age, gender, sexual orientation, political affiliation or physical disability. 



II. The Philosophy and Goals
A. Philosophy

St. Luke Infant Care Center believes in providing a safe, positive and caring environment in 
which children can explore and learn through play and developmentally appropriate activities. 
Children have daily opportunities to participate in activities to promote growth in each area of 
development.  Building children’s self-esteem is an important part of our curriculum and involves the 
whole St. Luke community emphasizing respect and honor for children, teachers and parents.

B. Goals for Children
Goals for infants and toddlers during their time in our program are taken from the Creative 

Curriculum. 
To learn about self and others:

1. Trusts known, caring adults
2. Regulates own behavior
3. Manages own feelings
4. Responds to others' feelings with growing empathy
5. Plays with other children
6. Learns to be a member of a group
7. Uses personal care skills

To learn about moving:
8. Demonstrates basic gross motor skills
9. Demonstrates basic fine motor skills

To learn about the world:
10. Sustains attention
11. Understands how objects can be used
12. Shows a beginning understanding of cause and effect
13. Shows a beginning understanding that things can be grouped
14. Uses problem-solving strategies
15. Engages in pretend play 

To learn about communication:
16. Develops receptive language
17. Develops expressive language
18. Participates in conversations 
19. Enjoys books and being read to 
20. Shows an awareness of pictures and print 
21. Experiments with drawing and writing 

III. Curriculum
At SLICC we use an emergent, play-based curriculum based on the goals for development 

stated in the previous section.  Our teachers use observations to develop individual plans for each 
child as well as a group plan for the whole class.  Both individual and group plans are on display in 
each classroom and parents are encouraged to take time to see what their child is doing.  



IV.  Guidance (Discipline)
Our Guidance and Discipline Guidelines are as follows: 
1. Guidance and 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.

2. A caregiver may only use positive methods of guidance and discipline that encourage self-esteem, 
self-control and self-direction, which include:

• identifying and accepting children's feelings while encouraging emotional expression of 
those feelings;

• modeling and reinforcing positive behavior by using praise and encouragement of 
appropriate behavior instead of focusing only upon unacceptable behavior; 

• anticipating children's behavior and gently enforcing consistent limitations; 
• reminding a child of behavior expectations daily by using clear, positive statements;
• redirecting children's inappropriate behaviors to a more acceptable alternative; 
• encouraging social problem solving with peers; and
• following through on logical consequences when appropriate

3. Behavior problems are dealt with at school rather than parents being asked to discipline their child 
for events that occur at school. When behaviors continue to be a concern, parents will be involved 
in creating a guidance plan that will be implemented and evaluated over time.  In some cases, a 
referral may be made or a consultant may be used to assist with solving the problem.

4. There must be no harsh, cruel or unusual treatment of any child.  The following types of guidance 
and disciplinary actions are prohibited:

• corporal punishment or threats of corporal punishment;
• punishment associated with food, naps or toileting
• 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.
All adults are expected to follow the above guidelines while in the center.  This includes staff, 
administration, volunteers, cooping parents, parents, family members and others authorized to drop 
off or pick up a child.

V. Guidelines and Procedures
A. Calendar

SLICC follows the AISD calendar for Winter Break and Spring Break.  You will be provided with a 
calendar at the beginning of each school year that lists school closings.  The calendar will also list 2 or 
more dates when the program is closed for staff development throughout the year.  This is a time for 
staff to participate in training and make environmental changes.



B. Tuition
Tuition is due on or before the first of each month.  Tuition received later than 10 days past the 

due date will accrue a $20 late fee.  Tuition plans may be made with the director, but tuition must be 
paid in advance.  We ask that all tuition payments be made by check or money order.  Please make 
checks payable to SLICC or St. Luke Infant Care Center.  Deposit check or money order in the tuition 
envelope found directly to the left of the office door and sign the tuition record with your child's name 
and the check number.  Returned checks will result in a charge of $25.  Tuition is not pro-rated for 
vacation, absences or for any days the program is closed.  After tuition is received, a receipt marked 
“paid” will be emailed for families' records.

C. Arrival and Departure
Important: You (or your designated person) are responsible for your child/ren until you hand 

them off to a classroom teacher at arrival and once staff releases them to you at departure.  Upon 
arrival children must be signed in on the sign in/out sheet in the classroom. You must also fill out daily 
information at the top of your child's daily sheet.  Parents are encouraged to share with the teacher 
any relevant information that might affect their child's day at school.  Please say good-bye to your 
child so your child knows that you are leaving and will return at pick-up time.  If you know that your 
child is going to be absent please notify the Center.  Notification assists us with staffing and keeps us 
informed about illnesses which may be contagious.

When picking up your child, it is important that you talk with your child's teacher so s/he can 
inform you of any significant events of your child's day.  This also ensures that staff know which 
children are still in their care.  

SLICC closes and late fees begin accruing at 5:30pm each day.  Failure to pick up on time will 
result in a late fee of $1 for every 1 minute late.  This late fee will be added to your monthly tuition 
balance.  Your promptness allows our staff to attend to their evening commitments.  Arriving a few 
minutes early allows you time to touch base with the teacher about your child's day.  If you know you 
will be late, please call the center to inform staff of your expected arrival time. 

Do not place your child in or out of their car seat on top of the counters during arrival or 
departure.  The counter tops are “adult spaces” with hot crock pots, plugged in appliances, and other 
possible hazards that are intentionally kept out of the children's reach.  Car seats being placed on top 
of counters also creates a falling hazard.

Do not leave any child unattended in your car during arrival or departure.  This includes older 
siblings.  According to the Texas Department of Family and Protective Services, under Texas law, a 
parent can be charged with a class C misdemeanor for intentionally leaving any child 7 years or 
younger unattended or left with a child under 14 in a car for more than five minutes. If the child is 
injured as a result of being left in the car, the crime can be increased to a felony, punishable by up to 
two years in jail and a $10,000 fine.  It will take longer than five minutes to pick up or drop off your 
child in most cases.  Our center cannot allow children to be left unattended.  If you need assistance, 
please do not hesitate to ask.

D. Authorized Release of Children
Children will only be released to parents or guardians or those persons authorized by the 

parents or guardians in the Enrollment Information.  There must be at least two alternate pick-up 
people on the form in the event that you are unable to pick up your child. 

Under the laws of the state of Texas, both parents have the right to pick up their child, unless a 
court document restricts that right.  An enrolling parent who chooses not to include the child's other 



parent on the authorized pick-up list must file an official court document (for example; current 
restraining order, sole custody decree, etc.)  with the center.  Absent that document, the center may 
release the child to either parent, provided that the parent documents his paternity/her maternity of 
the child.  

Special arrangements must be made for any unauthorized adult to pick up your child.  To 
ensure that your child is going home with his/her appropriate ride please follow this procedure:

a) Permission must be given in writing on the Enrollment Information Form.  Including the full 
name and phone number of the authorized person who will be picking up your child.  

b) Provide your child's teachers with a note including the authorized persons full name and date 
of expected pick up (this can be written at the top of your child's daily sheet).  

c) Upon arrival of the designated adult, the teacher and/or director will ask for the adult's name 
and to see a picture ID.  Children will not be released to anyone under the age of 18 years or to 
anyone appearing to be under the influence of alcohol or drugs.

VI. Enrollment
St. Luke Infant Care Center is open to children of St. Luke United Methodist Church members as 

well as the greater community.  Siblings of current children and alumni are given priority on the wait 
list as well as members of St. Luke United Methodist Church.  Enrollment is determined each semester 
and any time an opening becomes available.  Once a child is enrolled, that child remains eligible for 
enrollment until the end of the semester of their 2nd birthday.

A. Wait List
Enrollment is based on the availability of slots.  Childcare slots are not guaranteed to anyone. 

Openings will be determined after considering classroom placement of all currently enrolled children. 
These openings will be filled from the waiting list giving priority to siblings of children who are 
currently or were previously enrolled and St. Luke United Methodist Church members.  Non-priority 
families will be enrolled after all current priority families have been contacted.  

An enrollment application and a $25 non-refundable fee are required for a child’s name to be 
placed on the waiting list.  When a vacancy occurs, the Director reviews the waiting list and an 
applicant is contacted.  The contacted family must make a decision within 7 business days.  The non-
refundable one time registration fee and refundable tuition deposit are due within 7 business days of 
accepting a spot.  See attached fee schedule for amounts.  Unless alternate arrangements are made, 
the director has the right to offer the spot to the next family on the list if the appropriate fees are not 
paid within 7 business days.   If a family decides to decline enrollment after the tuition deposit and 
registration fee are paid, only the tuition deposit will be refunded.  Once enrolled, the tuition deposit 
is credited to your child’s last month of attendance at the Center when 30 days written notice of 
withdrawal is given.  

The Center reserves the right to assign children to classrooms according to the needs of the 
individual child and in consideration of the Center as a whole. 

VII. Health
A. Emergency Contacts

It is important that we be able to contact parents or other designated contacts in the event of 
emergency or illness.  Parents are responsible for keeping contact information up to date by 
contacting the office in person or through email when information changes.  



B. Hand-washing
We strive to maintain a healthy environment and to keep the spread of illness to a minimum. 

Hand-washing is the best way to keep from spreading germs.  Hands should be washed by all children 
and adults when entering the classroom. We also encourage you to have your child wash his or her 
hands before going home.  Adults modeling proper hand-washing helps children develop this 
important habit. 

C. Illness & Health Checks
Health checks will be performed on arrival of all children.  Health checks are a visual or physical 

assessment of a child to identify potential concerns about a child's health, including signs or 
symptoms of illness and injury, in response to changes in the child's behavior since the last date of 
attendance. 

According to the Texas Administrative Code, Title 25, Part 1, Chapter 97, Subchapter A, Rule § 
97.7: Diseases Requiring Exclusion from Schools:
(a) The school administrator shall exclude from attendance any child having or suspected of having a 
communicable condition. Exclusion shall continue until the readmission criteria for the conditions are 
met. The conditions and readmission criteria are as follows:
  (1) amebiasis--exclude until treatment is initiated;

  (2) campylobacteriosis--exclude until after diarrhea and fever subside;

  (3) chickenpox--exclude until the lesions become dry;

  (4) common cold--exclude until fever subsides;

  (5) conjunctivitis, bacterial and/or viral--exclude until written permission and/or permit is issued by a 
physician or local health authority;

  (6) fever--exclude until fever subsides without use of fever suppressing medications;

  (7) fifth disease (erythema infectiosum)--exclude until fever subsides;

  (8) gastroenteritis--exclude until diarrhea subsides without the use of diarrhea suppressing 
medications;

  (9) giardiasis--exclude until diarrhea subsides;

  (10) head lice (pediculosis)--exclude until one medicated shampoo or lotion treatment has been 
given;

  (11) hepatitis A--exclude until one week after onset of illness;

  (12) infections (wounds, skin, and soft tissue)--exclude until drainage from wounds or skin and soft 
tissue infections is contained and maintained in a clean dry bandage; restrict from situations that 
could result in the infected area becoming exposed, wet, soiled, or otherwise compromised;

  (13) infectious mononucleosis--exclude until physician decides or fever subsides;

  (14) influenza--exclude until fever subsides;

  (15) measles (rubeola)--exclude until four days after rash onset or in the case of an outbreak, 
unimmunized children should also be excluded for at least two weeks after last rash onset occurs;

  (16) meningitis, bacterial--exclude until written permission and/or permit is issued by a physician or 
local health authority;



  (17) meningitis, viral--exclude until fever subsides;

  (18) mumps--exclude until nine days after the onset of swelling;

  (19) pertussis (whooping cough)--exclude until completion of five days of antibiotic therapy;

  (20) ringworm--exclude until treatment has begun;

  (21) rubella (German measles)--exclude until seven days after rash onset or in the case of an 
outbreak, unimmunized children should be excluded for at least three weeks after last rash onset 
occurs;

  (22) salmonellosis--exclude until diarrhea and fever subside;

  (23) scabies--exclude until treatment has begun;

  (24) shigellosis--exclude until diarrhea and fever subside;

  (25) streptococcal sore throat and scarlet fever--exclude until 24 hours from time antibiotic 
treatment was begun and fever subsided; and

  (26) tuberculosis, pulmonary--exclude until antibiotic treatment has begun and a physician's 
certificate or health permit obtained.

(b) The school administrator shall exclude from attendance any child having or suspected of having a 
communicable disease designated by the Commissioner of Health (commissioner) as cause for 
exclusion until one of the criteria listed in subsection (c) of this section is fulfilled.

(c) Any child excluded for reason of communicable disease may be readmitted, as determined by the 
health authority, by:

  (1) submitting a certificate of the attending physician, advanced practice nurse, or physician assistant 
attesting that the child does not currently have signs or symptoms of a communicable disease or to 
the disease's non-communicability in a school setting;

  (2) submitting a permit for readmission issued by a local health authority; or

  (3) meeting readmission criteria as established by the commissioner. 

In addition to the above criteria, the Texas Department of Family and Protective Services 
(TDFPS) determines that children may be excluded from attendance for the following :

1. The illness prevents the child from participating comfortably in child care center activities 
including outdoor play.

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

3. The child has one of the following, unless medical evaluation by a health care professional 
indicates that you can include the child in center activities:

1. Under the arm temperature of 100.0 degrees or higher or oral temperature of 101.0 
degrees or higher accompanied by behavior changes or other signs or symptoms of 
illness.

2. Symptoms and signs of possible severe illness such as lethargy, abnormal breathing, 
uncontrolled diarrhea, two or more vomiting episodes within 24 hours, rash with fever, 
mouth sores with drooling, behavioral changes or other signs that the child may be ill 



(for example, chicken pox, lice or conjunctivitis)
4. Or 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 child who has any of the above described symptoms may not return to school until 24 hours 
after the child is symptom free.  If your child is seen by a health care provider for symptoms of illness 
that do not exclude him/her from care, please request a note to share with the school stating your 
child is not contagious.

If your child returns to school with a doctor's note and their fever increases to 103.0 degrees or 
higher, you will be contacted to pick them up.  Because of the increased risk of dehydration and other 
possible complications of high fevers in young children, we feel it is best for the child to be monitored 
by a parent when their fever is this high.  This may also indicate that a secondary infection or virus is 
present and may warrant another visit to the doctor.  They may return when their fever remains 
lowered for at least 24 hours.  Other extenuating circumstances may exclude the child with a doctor's 
note such as extreme lethargy, fussiness to the extent of requiring extended one on one care, etc. 
Such cases of exclusion are at the director's discretion.  

Please inform the center if your child is ill.  A brief health check will be conducted upon arrival 
and the child will be sent home immediately if symptoms of fever, contagious diseases or illness are 
present.  Should a child become ill at school, he or she will be isolated from the other children as 
much as possible, made comfortable and supervised while the parent is notified.  If staff is unable to 
reach a parent, an emergency contact person listed on the child's admission record will be notified. 
The center does not have extra staff to care for a sick child.  The parents/guardians or designated 
adult must pick up the child within one hour of being notified or the late pick up fee will be charged. 

D. Medication
In order for medication to be given:

• The parent or guardian must complete and sign the Authorization for Dispensing Medication 
form.

• Medication must be in its original container, labeled with the child's full name and the date the 
medication is brought to the center.  Parents may want to ask for two separate containers one 
for school and one for home. 

• All medication must be given directly to a staff member upon arrival at the center. 
• Medication can only be given in the doses recommended on the label.  If no dosage is listed for 

a particular age or weight, the parent must request written instructions from the physician (for 
example, most medication states “for children 2 and under see a doctor”).

• An accurate measuring devise that measures the dosage specified on the instructions must be 
provided by the parent and labeled with the child's name. 

• The center will not accept primary responsibility for administering medication.  Parents are 
encouraged to request medications that are only required twice daily and therefore are 
administered at home.  

• A standing order, available in the office, authorizing medication for chronic medical conditions 
may be completed in special situations.

• Under no circumstances may medication be kept in a child's cubby.  Medication boxes are 



provided for each room for the safe storage of any and all medication.

E. Immunizations
Each child must be immunized according to the requirements of the Texas Department of 

Health.  A copy of the current immunization records must be on file in the office before your child can 
attend school.  Parents are responsible for continuing to provide up to date immunization records. 

F. Cleanliness and Sanitation
A rigorous routine for cleanliness is maintained to minimize the spread of germs:

• Toys in all classrooms are disinfected at least once per day using the 4-step sanitizing process
• High chairs and tables are disinfected before each use
• Staff wear synthetic gloves for every diaper change
• Disposable surface covers are used for each diaper change
• The changing pad is disinfected using the 4-step sanitizing process after each diaper change 
• Used diapers are disposed of in covered trash cans which are emptied twice daily
• Children and staff wash their hands after each diaper change
• Children and staff wash their hands prior to eating
• Staff washes their hands and wears gloves when preparing and serving meals 
• Individual moist paper towels are used to wipe infant’s hands before and after eating
• Dishes are washed and disinfected after meals
• Floors are swept and mopped daily
• A custodial service thoroughly cleans the center daily

G. Accidents/Emergencies
While every effort is made to ensure children's safety, accidents with young children will occur. 

Staff are trained in CPR and First aid procedures.  In the event of a minor injury (i.e., scrape, bruises, 
bites etc.) a staff member will administer appropriate first aid and comfort the child.  An incident 
report form will be completed and sent home with your child explaining the nature and treatment of 
the injury.  Depending on the nature of the injury the parent will often be notified at the time of the 
injury to be made aware.

If the injury is major (i.e., broken limb, head injury, requiring stitches, etc.) a parent is 
immediately contacted.  Should a parent be unavailable, alternate names on the child's health form 
are contacted.  If no one can be reached, the child's physician will be contacted to determine what 
action should be taken.  Should immediate medical attention be needed, EMS will be called to 
transport the child to an emergency room accompanied by a staff member.  The staff witnessing the 
injury will complete an incident report.

If an injury is determined to need medical attention or you as the parent wish to seek a 
medical opinion for an injury, the Director must be notified immediately.  A record of the doctor's 
recommendations and/or treatment must be given to the director.  The incident will be self-reported 
to licensing as required by the  Texas Department of Family and Protective Services within 48 hours.

VIII. Child Assessment
A. Assessment

The Ages and Stages Questionnaires – Third Edition will be used throughout your child's 
enrollment in our program to collect information about your child's growth and development.  This 



screening and assessment tool utilizes parent involvement and is only conducted with written 
permission from the parents of a child.  This developmental assessment becomes part of the child's 
portfolio which also contains works samples, photos and observations.  This information will be used 
for the purpose of informing parents and planning for the child.  The portfolio will be able to travel 
with your child to their next school after they turn two as a tool to help their new teachers get to 
know them.

B. Special Needs
If your child has special needs and/or is receiving services from another entity we request that 

you share a current Individual Education Plan (IEP) so that we can best meet your child's needs.  If an 
IEP is not available, we will work collaboratively with other organizations providing services to your 
child to develop an IEP.

IX. General Information
A. Naps

Infants sleep on an individualized and as needed basis.  Parents provide a portable sized crib 
sheet and a sleep sack/wearable blanket for their child.  No loose blankets, crib bumpers, stuffed 
animals, lovies, or other similar items are allowed in cribs or with a sleeping infant (12 months and 
under).  Swaddles are also not allowed according to current  Texas Department of Family and 
Protective Services policies.  Infants will be placed on their back to sleep until they have demonstrated 
the ability to consistently roll both back to stomach and stomach to back.  Parents are responsible for 
taking home crib sheets and sleep sacks at the end of each week and returning them clean at the 
beginning of each week.  All nap items must be labeled with the child's name.

Both toddler rooms have a designated rest period of 2-3 hours as part of their schedule. 
Children who rise early are offered alternative quiet activities after one hour of rest time.  Mat covers 
are provided by the center and washed weekly.  Parents are responsible for taking home blankets and 
lovies at the end of each week and returning them clean at the beginning of each week.  All nap items 
must be labeled with the child's name. 

B. Holidays
Holidays are celebrated by incorporating child-centered, hands-on, concrete activities into the 

children's daily routines.  The emphasis is on recognizing and appreciating diversity while introducing 
the children to family customs and traditions found within and between cultures.  Parents are always 
welcome to share a developmentally appropriate activity (cooking, story etc) that illustrates a tradition 
from their family's culture.  We request that parents not bring candy, other non-nutritious food treats 
or non-food items to school for holidays.

C. Cell Phones
Our classrooms are 'cell phone-free zones'. We believe this helps maximize parent-child, as 

well as staff-parent, communication at arrival and departure times. 

D. Birthdays
Birthdays are special days for children.  It is a time to recognize an important milestone in their 

lives.  In the infant rooms, families may provide a special birthday treat for their child to enjoy during 
the day.  We are not able to serve a group treat in the infant rooms due to the variations in food 
readiness and ability.



 In the toddler rooms, families may provide one special birthday treat in individual serving sizes 
to share during afternoon snack in the child's class.  We encourage you to consider a treat that is 
consistent with our program's healthy nutritional goals.  If you wish to provide a birthday treat, please 
discuss your plans with your child's teacher at least a week in advance.  For safety reasons, balloons 
and other party favors are not allowed at the center.  If you choose to have a party at a location away 
from the center instead and wish to distribute invitations at school, you must bring enough invitations 
for all the children in your child's classroom or mail them instead.

E. Clothing
Children should wear comfortable, washable clothing that is suitable for active and messy play. 

Please make sure your child has at least one complete change of clothes (seasonally appropriate) at 
school in the event that accidents or spills occur.

Children go outside every day unless it is raining (and sometimes even then).  We ask that you 
dress your child appropriately for the seasonal weather (e.g. cool, light clothing for summer; jackets, 
mittens, hats, and layers during colder months). Sturdy footwear will ensure the safety of your child 
both inside and outside.  Children's shoes must have rubber or other non-slip soles.  Closed-toe shoes 
are preferred.  Crocs and flip-flops are not allowed.  If a child's shoes appear to present a 
developmental issue or safety hazard we will ask you to substitute another pair of shoes. 

F. Inclement Weather
If AISD announces closings due to severe weather SLICC will also be closed.  In the event of bad 

weather, watch or listen to the local news or call the center.  If severe weather develops during the 
school day you may be asked to pick your child up early to ensure that everyone is able to make it 
home safely.  

G. Emergency Relocation
If an emergency situation develops that requires that children or staff be relocated away from 

the center building, the point of contact for the parents is the director's cell phone.  That number can 
be found at the front of this handbook.  For full emergency procedures, please see our risk 
management plan available in the office or contact the Director for a copy.

H. Outdoors
We consider outdoor play an essential element of the curriculum that supports children's 

growth.  Except in extreme weather conditions, children go outside everyday.  If a child is well enough 
to be at school, the child is assumed to be well enough to go outside.  If you have questions about 
whether or not your child can participate in outdoor play you may want to consider keeping your child 
home until you feel they are ready to fully participate in our daily program, both inside and outside. 

Outdoor air quality is checked daily.  In the event of unhealthy air quality, outdoor time will be 
adjusted to limit the amount of time spent outside.  Extreme weather will include a wind chill at or 
below 15⁰ F and heat index at or above 100⁰ F.

During cold weather, children need to be dressed in warm clothing.  Layered clothing allows 
children to adapt to changing weather throughout the day.  Please keep extra clothes for your child at 
the center to help teachers adapt your child's attire to the weather. 

During summer months, we ask parents to apply sunscreen (SPF-35 or higher) prior to arrival in 
the morning.  School staff will reapply again mid-morning and afternoon.  Insect repellent with 
Picaridin will be used when necessary.  DEET is not used at the center unless provided by the parent. 



Water activities, drinking water and shade are provided to help children stay cool.  In extreme heat, 
the schedule and duration of outdoor play will be adjusted.  Staff is trained in first aid and will watch 
for signs of heat stroke or exhaustion.  

I. Water Play
The Center provides opportunity for water play when the weather is warm enough.  Written 

permission is required from parents to allow a child to participate.  Infant water play takes place in 
high chairs on the front porch with trays of water for splashing and implements for pouring.  Toddler 
water play takes place on the playground with sensory tables filled with water, child-sized buckets and 
pitchers for pouring and carrying water and with sprinklers.  NO WADING POOLS ARE USED AT ANY 
TIME.  Toddler parents are required to provide appropriate shoes, waterproof diaper covers, ear plugs 
(if necessary) and any other items their child may need to participate.  These water play activities 
usually take place two or three times a week.

J. Items from Home
Your infant needs to bring the following items to school:

1. Completed enrollment information along with the physician signed health statement and current 
immunization records (this must be received for your child to attend care).

2. Enough bottles for the day.  Bottles must have a lid and be labeled with your with your child's first 
name and last initial.  All bottles go home each day.

3. Extra unprepared formula or frozen breast milk and a clean bottle.  This is for back up and emergencies 
only.  All other bottles must be ready to feed when brought to the center.

4. Any solids your child will eat during the day. 
5. 2 crib sheets.  Portable crib size only, no full size sheets as they pose a suffocation hazard.
6. A sleep sack/wearable blanket.  Blankets and swaddles are not allowed (See Infant Bedding 

Requirement Attachment) 
7. Several pacifiers if your child uses them.
8. Diapers, Disposable.  At least 30 per week but feel free to bring an entire package or box at a time.

Or Diapers, Cloth. Enough assembled diapers for one day and  a bag for dirty diapers.
9. Wipes in a box or resealable package.
10. Diaper cream.
11. Nasal aspirator.
12. At least 2 complete changes of clothes.
13. A few pictures from home of parents, siblings, pets etc to display near your child's crib.

Your toddler child needs to bring the following items to school: 
1. Completed enrollment information along with the physician signed health statement and current 

immunization records (this must be received for your child to attend care).
2. Prepared lunch in a single, closed container your child can eat from (must be labeled with your child's 

first name and last initial).
3. Diapers, Disposable.  At least 30 per week but feel free to bring an entire package or box at a time.

Or Diapers, Cloth. Enough assembled diapers for one day and  a bag for dirty diapers.
4. Wipes in a box or resealable package.
5. Diaper cream.
6. At least 2 complete changes of clothes.
7. A lovey if your child uses one.
8. A lightweight blanket for nap time.
9. 1 bottle for nap time if necessary for your young toddler (must have a lid and be labeled with your 



child's first name and last initial).
10. 1 pacifier for nap time if necessary for your young toddler.
11. An 8”x11” collage of family pictures including parents, siblings, pets and other important pictures 

labeled with the names your child is familiar with.  This will be posted at their eye level in the 
classroom. 

Please leave the following items at home:
1. candy, chewing gum, junk food
2. toys from home, including jewelry, due to possible safety concerns
3. guns and other toy weapons

K. Nutrition 
1. The Child Care Licensing Minimum Standards require that children in full time care receive half 

of their daily nutritional needs while in care.
2. The school provides a morning and afternoon snack.  Snacks are nutritious, low in sugar, fat 

and salt and reflect the diversity in our program.  Our snack menu is posted and copies are 
available in the office. 

3. Parents must provide a lunch that meets the daily food needs.  The center will provide whole 
milk for morning snack and lunch.  Parents will be contacted if the child does not have a lunch 
or if lunches consistently do not include the required components.  Staff are happy to share 
suggestions for lunches. 

4. Lunches must come in one container that your child can eat from and are stored in the 
refrigerator. 

5. Parents of infants will provide and update a feeding plan at least once a month and bring 
snacks, meals and bottles for their child's plan.  Parents may bring formula already prepared or 
expressed breast milk. The center provides milk served with meals after the child is 12 months 
old. 

Recommended/Provided Daily Food Needs:
State Nutritional Requirement for children in care 
7+ hrs daily

Provided by the Center through AM & PM Snack

2 servings of dairy 2+ servings

1.5 servings meat/meat alt. 0 servings

2+ servings fruit/vegetables 1+ servings

2+ servings grains 1+ servings

Breastmilk/Breastfeeding
Parents are welcome to provide breast milk and/or breastfeed their child at the center.  Adult 

rocking chairs are provided in the infant classrooms.  If a parent desires more privacy, they are 
welcome to nurse in the church nursery. 

L. Nut Free Zone
All common areas of the center are considered  “nut free zones”.  Due to the  potential risk 

posed to children by nut allergies, food containing nuts (peanuts and tree nuts) are not allowed in our 



program.  This includes lunches, family events and birthday treats.  When preparing something that 
only your child will eat (for example, lunches), it is OK to include items that are labeled “processed in a 
facility that also processes nuts”. However, if you are providing something that will be shared with 
others in the program (for example, birthday treat or family event), food labels that say “may contain 
peanut or tree nuts” or similar wording are NOT OK.  We appreciate your strict adherence to this 
policy in order to keep all children in our program safe. 

M. Childcare Services Outside of Center
It is not the mission of the center to provide child care in any location other than the center 

during regular operating hours.  Any arrangement for child care outside the center is strictly a private 
arrangement between parents and the staff member.  These arrangements should be made away from 
the center and cannot interfere with the operation of the center or the individuals' job duties.  Parents 
also understand that staff members are free to accept or reject such requests from parents. 

N. Gang-Free Zones
Childcare centers in the state of Texas are designated as gang free zones which means gang-

related criminal activity or engaging in organized criminal activity within 1000 feet of a center is 
subject to increased penalty under the law.

O. Photographs
Talk with program staff prior to taking photos or filming at any special events.  Some children in 

our program do not have permission to be photographed, so it is important that images never be 
posted to photo sharing or social networking websites.

P. Animals
Our Monkey Room (18-24  months) has gerbils.  Our other classrooms have fish tanks. Children 

do not assist in the care of animals and do not handle the animals.  They are for observation purposes 
only.  Outside animals may not be brought into the center.  Please let us know if your child has 
allergies or fears related to animals. 

X. Parent Communication and Participation
Open parent-staff communication is one of the cornerstones of quality child care because it is 

only through open communication that we can work as partners to provide children with the highest 
quality care possible.  Please do not hesitate to ask any questions and/or share any concerns.  

A. Parent Involvement 
Parents are encouraged to be active participants in their child's  experience at SLICC.  Parents 

are always welcome to observe and volunteer in their child's classroom.  Parents are encouraged to 
share a special talent, hobby or family tradition with the school.  Throughout the year there will be 
opportunities for parents to attend parent meetings, family get-togethers and participate in special 
school activities.  Periodically parents will be asked to complete a parent survey.

B. Parent Advisory Board 
The Parent Advisory Board (PAB) is composed of two parent representatives from each room, 

two representatives from SLUMC and two staff representatives who meet monthly with the Director. 
Parent representatives provide the parent’s perspectives and accept responsibilities for being in 



contact with the other families to solicit ideas, concerns and recommendations and/or relay to the 
Director specific individual concerns.   Previous PABs have assisted in writing grant proposals, 
organized fundraisers, studied the feasibility of expansion and discussed issues ranging from the 
Health Policy to the logistics of toddler snacks.  Every family is encouraged to consider serving on the 
PAB.  Parent representatives volunteer to serve.  The Board serves in an advisory capacity only and it 
does not set policies.

C. Co-oping
The Center offers two co-oping options for parents. Parents who participate in the first level of 

this program work as the assistant in a classroom in order to receive a rebate on the following month’s 
tuition.  The current rebate is $40 off for each 4.5-hour shift worked.  Co-oping parents are required to 
participate in 24 hours of training before they can co-op as well as have a name based and finger print 
background check done according to DFPS policy. Parents who participate in the second level will work 
as an extra helper in the classroom and will not count in the ratio.  The current rebate for the second 
level of co-oping is $20 off for each 4.5-hour shift worked.  Co-oping parents at this level are required 
to participate in a 2 hour orientation as well as have a name based state background check. Co-oping 
opportunities are based on the needs of the center as well as the availability of the parent.

D. Parent Work Days
Each semester a workday is planned to thoroughly clean the children’s classrooms and to 

complete major projects.  It is mandatory for every family to participate in some way.  A list of projects 
is posted and if a family cannot be present on the workday, they can choose a project that can be 
completed before or after the workday or at home.  If this is not an option, a $50 workday fee will be 
added to the following month's tuition to cover the cost of not being able to participate.  Workdays 
are typically a held on a Saturday morning in October, February and June.

E. Parent Get-Togethers
Picnics, fundraisers, potlucks and other gatherings are planned to provide an opportunity for 

families to come together to socialize and sometimes focus on a topic of interest to all.

F. Daily Communication 
The most important way for parents to be involved is through regular communication with staff 

about your child.  Please briefly share with us your child's experiences since we last saw him/her. 
Knowing anything unusual that has taken place will help us better understand your child's behavior 
and  needs.  It is also helpful if you let us know if there are any major events occurring in your family 
life  like visits to or from special people, moving to a new house, changes in family status such as 
weddings, divorces, birth, death etc. 

Knowing this type of information also helps us better provide for your child’s needs.  Please ask 
to speak with the teacher away from the classroom if you are more comfortable sharing information 
privately.  There are usually sufficient staff members present for teachers to accommodate these 
requests but sometimes due to schedules or staffing the teacher may have to ask that you schedule a 
special time to speak with each other.  

We will share information with you about your child’s day with us.  There will be written 
information concerning eating, sleeping, and diapering as well as verbal exchanges of pertinent 
information.  There is also information posted in each classroom about the day's planned activities.

If your child will not be at school, please call to let us know.  If your child is ill, please let us 



know so we can be alert to similar symptoms in other children. 

G. Communication about Accidents or Illness
We will always provide you with written information about any accident your child has at 

school.  We will usually give you written information about any symptoms of illness we observe.  If an 
injury or illness is unusual or serious, we will call to inform you.

Please communicate with your child's teacher about any incidents that occurred at home that 
may have left marks (i.e. scratches, bruises, etc).  Also, please communicate any information about 
illness such as ear infections, coughs, etc.  This information allows teachers to more accurately address 
the child's needs during the day and ensures parents receive accurate incident or illness reports.

H. Parent-Teacher Conferences
All parents are encouraged to participate in yearly parent-teacher conferences.  The 

conferences offer teachers and parents the opportunity to discuss a child's progress, share concerns, 
and plan together to meet a child's developmental needs.  The conferences help increase consistency 
between home and school, and this helps us provide the best care possible for your child. 

The need for extra parent-teacher conferences may arise from time to time.  Sometimes staff 
who have concerns about behavior we are seeing at school may request these.  At other times these 
are requested by parents who have questions about their child or about things that are happening at 
school.  We are always willing to meet with parents to discuss your child and/or our program. 

I. Confidentiality
Families share detailed information with us as they complete and submit forms for their child's file. 
We understand that your privacy is important to you.  Children's files are kept in a locking file cabinet 
in the office.  The director and teachers are the only individuals with free access to the files.  Parents 
also have access to their child's file.  Except in the case of regulation authorities, we only share 
information with other professionals with written parent permission.  

J. Dealing with Problems
If you have any questions or concerns, they should be addressed first with the teacher in your 

child's class.  If you are not satisfied with the information the teacher provides (or if you are not able 
to speak with the teacher), please contact the director.  Hopefully all problems and concerns can be 
resolved with either the teacher or the director.  

However, if you have concerns which the director does not adequately address, or if you have 
concerns about the director, please contact the Chair of the Staff Parish Relations Committee (SPRC) of 
St. Luke United Methodist Church.  

Parents have the right to contact TDFPS at (512)834-3195, 14000 Summit Dr Ste. 100, Austin, 
TX 78728 if they have complaints about violations of Minimum Standards for licensed child care 
facilities or allegations of child abuse.  Parents may also view a copy of the Minimum Standards and 
recent licensing reports located in the center's office or on the TDFPS website at www.dfps.state.tx.us. 

K. Child Neglect/Abuse
Texas State Law requires the staff of this child care facility to report any suspected abuse or 

neglect of a child to the Texas Department of Family and Protective Services (Child Abuse Hotline 800-
252-5400) or a law enforcement agency.  Staff is oriented and trained regarding symptoms of child 
abuse and reporting policies and procedures.  When staff has a reasonable cause to suspect child 



abuse or neglect they are required to report to Child Protective Services.  When appropriate, parents 
or guardians are informed that a report has been made. 

L. Inspections
The following inspections & documents are available in the office at any time:

• Annual Fire Dept. Inspection
• Annual Custodial Care Sanitation Inspection
• Documentation of Liability Insurance
• Semi-Annual Gas Pressure Test
• Texas Child Care Minimum Standards
• Certificates of compliance for all cribs

The following inspections & documents are available in the office as well as online:
• Texas Child Care Minimum Standards: 

http://www.dfps.state.tx.us/Child_Care/About_Child_Care_Licensing/
• Annual DFPS Licensing Inspection:

http://www.dfps.state.tx.us/Child_Care/Search_Texas_Child_Care/
• Semi-Annual Food Handlers Inspection:

www.ci.austin.tx.us/health/restaurant/search.cfm


