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Dear Parents/Guardians:

My name is Carly Hawkins and I am proud to be the Director at Southminster!

We welcome you to another year at Southminster School and are thrilled to have new and

returning families bless our halls.  This handbook is updated each year and is designed to help

teachers, parents, and students start the year in a positive and supportive learning environment.

We require parents to review the handbook each year for changes in school policy and sign an

acknowledgement that the handbook was read.

Guidelines found in this handbook were designed to give you a clear understanding of our policies

and procedures and assure you of our intent to provide a quality educational experience for all the

children of Southminster School.  Please review this document carefully.  Parents and students

must abide by all policies and procedures identified in this handbook.

With your help, Southminster School will continue to excel at providing a nurturing environment

where your child can grow in mind, spirit, and body.

Have a wonderful year!

In His Service And Yours,

Carly Hawkins

Director of Southminster School



VISION STATEMENT

Southminster School educates and inspires individuals

to use their God-given gifts to glorify Him.

 

MISSION STATEMENT

To provide the highest quality of education to children

in a Christ-centered environment by nurturing

the mind, spirit, and body.

 



STATEMENT OF FAITH

We believe in one true and living God who is greater than our understanding and revealed to us as Father, Son,

and Holy Spirit.  This sovereign God creates and rules in love, promising never to forsake us. As God’s people, we

are called to a life of praise and worship for this gift.  We demonstrate God’s love for us through our love for

other people and creation.  God made us for life in a community of grace.

We believe that Jesus was God in the flesh, the living Word, made known to us through God’s written Word, the

Holy Bible.  Jesus lived a truly human life, suffered and died for our sins.  God raised Jesus from the dead,

defeating both sin and death.  Jesus is the Christ, the Son of God and our living Lord.  God promises that all

things will be renewed through Christ.

Our Christ calls us into discipleship:
to love and to live in the presence of God,
to love and to live for our neighbors,
to strive for justice and work for peace.

Our Christ calls us to seek God’s kingdom by:
praying for ourselves and for others,
serving Christ in our daily tasks,
hoping for what we have not yet seen.

We believe the Holy Spirit is God’s active presence in the world, which enables us to become believers.  The Holy
Spirit empowers us to grow in the new life to which God calls us.

A MINISTRY OF SOUTHMINSTER PRESBYTERIAN CHURCH

Southminster School is a ministry of Southminster Presbyterian Church, a Christian family governed by the ECO:

A Covenant Order of Evangelical Presbyterians. We are proud of our diversity and called by God to reach into the

world with a mission of praising Him, serving others, and giving of ourselves in love.

As with all of Southminster Presbyterian Church’s missions and ministries, Southminster School operates under

the authority of the Session, a local body of elected and ordained Elders.  The governance of Southminster

School is delegated to the Session’s School Committee, which is responsible for overseeing the school’s

operations, finances and use of facilities on behalf of the Session and, ultimately, the church.  Consequently, the

School Committee is subordinate to the Session and functions only on the basis of this delegated authority.



SCHOOL OFFICE NUMBERS
Main Office (281) 261-8872
Office Fax (281) 499-4430
Church Office (281) 499-2310

SCHOOL WEBSITE CHURCH WEBSITE
www.southminsterschool.org www.southminpres.org

SCHOOL OFFICE HOURS 7:45-3:30

SCHOOL HOURS

Preschool 9:00-2:00

Pre-Kindergarten 9:00-2:00

Bridge and Kindergarten 8:00-3:00

SCHOOL DAYS AND MONTHS OF OPERATION
Monday – Friday August - May

CARPOOL HOURS Morning Afternoon
Bridge and Kindergarten 7:50 – 8:00 3:00 – 3:10
3-year-olds through Pre-K 8:50 – 9:00 2:00 – 2:10

MORNING EXTENDED CARE
Bridge - Kindergarten 7:00 – 7:50
18 months – Pre-K 7:00 – 8:50

AFTER SCHOOL EXTENDED CARE
18 months - Pre-k 2:00 – 6:00
Bridge - Kindergarten 3:00 – 6:00



ADMINISTRATIVE PROCEDURES

MEETING WITH ADMINISTRATIVE STAFF
Should you need to meet with the administration regarding policies or procedures, every effort will be made to
address your needs or concerns immediately.  It is recommended that you schedule a meeting with the school
office in advance so a mutually beneficial time can be arranged.

CONFIDENTIALITY
All information in student files is considered confidential.  Information obtained by Southminster School will be
released to others only if a current release form signed by the parent/guardian is on file.  Information obtained
from other schools or individuals cannot be released by Southminster School.

GRIEVANCE PROCEDURE
Our goal is 100% satisfaction. However, if you have a concern about your child’s progress or activities, that
concern should first be discussed with your child’s teacher.  After this conference, if concerns remain, it is
appropriate to seek an appointment with the Director of Preschool.  On the rare occasion that this procedure
does not suffice, the School Committee may become involved at the parent’s request.  The Committee can be
consulted through the Chairperson.  However, if the Director of Preschool and/or the School Committee deem
that the relationship between the school and the parents has reached a non-agreement point, the family may be
asked to withdraw from school or not be allowed to re-register for school for the following year. If a family is
dissatisfied and representing the school in a negative and/or disparaging manner, the family may be asked to
withdraw from the school or not be allowed to re-register for school for the following year to best meet the
needs of both the family and the school community.

SCHOOL HEALTH GUIDELINES

To ensure the safety and well-being of your child, Southminster School has a registered nurse with valid Texas
licensure on site from 8AM-3PM.  Due to liability issues, the school nurse cannot diagnose for parents.  If you are
concerned about medical issues, please seek your doctor’s advice.  The nurse is available during school hours to
handle injuries and illnesses that occur during that time.

SOUTHMINSTER SCHOOL’S IMMUNIZATION POLICY
Every student enrolled in Southminster School must 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. A student who fails to present the required evidence shall not be accepted for enrollment,
unless the school has a medical exemption signed by a licensed physician (M.D. or D.O.) authorized to practice in
the state of Texas. For information concerning medical exemptions, please contact the school nurse. Although it
is recommended, we do not require routine immunizations of our staff.

MEDICAL EXAMINATIONS AND IMMUNIZATIONS
The school requires an updated Physician Statement and immunization record yearly for preschool students. All
students must turn in an updated health assessment yearly. These forms must be on file before the first day of
school.  For all new students, the exam must have been conducted in the 12 months prior to the opening of
school and must include a current immunization record.

CLINIC
Students will be sent to the clinic in case of illness or accident.  The parent or guardian will be notified by the
school nurse if the student is unable to remain at school. The child must be picked up within one hour of parent
notification.  It will be the parent’s responsibility to get medical attention unless an emergency is so great that



the student must be taken immediately from school to a doctor.  In case of such an emergency, the parent will be
notified. School personnel will administer care to cuts, scratches, and minor accidents.

For the protection of all, students will not be able to remain in school and parents will be notified if the student
complains of:

▪ Fever of 100◦ or more

▪ Suspected contagious disease

▪ Vomiting

▪ Diarrhea

▪ Feeling too ill to remain in school

Students must be kept at home if they show any indication of the above-mentioned symptoms of illness.
Students who are ill (i.e. vomiting, fever, multiple bouts of diarrhea, etc.) will be sent home.  Students may not
return until they have been fever-free (below 100◦) without the use of fever-reducing medications (i.e. Tylenol,
Advil) for 24 hours. Students may not return until they have been free of any vomiting and/or diarrhea for 24
hours without the use of medications. If a child returns to school before the allotted time or with continual
symptoms, parents will be called and required to pick the child up from school.

First aid supplies are kept on hand for minor injuries only.  All parents must complete an Emergency Card for
each student.  This form must be signed and returned to the clinic by the end of the first week of school.

Please notify the school office if your child has any contagious infection or illness so exposure notices may be
sent to the parents/guardians of other students in your child’s class.  Students with contagious illnesses or
infections must get permission from the doctor before returning to school.  If a student is hospitalized for any
reason, there must be a doctor’s release before returning to school.

ALLERGY POLICY
Southminster School will accept 2-year-olds with an EpiPen on a case-by-case basis. Children two and three years
of age with EpiPens may only attend Extended Care until 3PM (when the nurse is present). Children four and
older who require EpiPens may participate fully in all programs offered at Southminster School. There must be an
Allergy Emergency Action Plan posted in the classroom and on file in the clinic for each allergy a child has. This
plan must be filled out and signed by the child’s physician.

Classes may be designated as “Allergen-Free” or “Allergen-Aware” based on the needs of a child in the
classroom.  In Allergen (i.e. peanut) Free classrooms, students may not bring any items into the classroom
containing that allergen. In Allergen-Aware classrooms, students may bring in items containing the allergen,
however they must be labeled to aid the teacher in helping the child with the allergy become more independent.
VISION AND HEARING SCREENING
Each year, students in Preschool 4-year-old classes, Pre-K, Kindergarten, and ALL new students to the school are
required by state law to have vision, hearing, height and weight screening.  Screening may be done by your
doctor or at school.  Parents will receive prior notice of school screenings and will be notified of any apparent
deficiencies.  The school nurse will administer the vision and hearing tests to students for a nominal fee.

MEDICATIONS
We request that any student who requires an EpiPen for an allergy also have an antihistamine to be given first or

along with the EpiPen, if needed.

Parents must complete and return a Medication Consent Form signed by parent and doctor for EpiPens and any

antihistamines (Benadryl, Zyrtec, etc.) that will be kept in the clinic.  Parents are asked to provide two EpiPens (in



the box with the pharmacy label attached) and one container of antihistamines (melt-away or single-dose) to the

clinic the week before school starts. Students will not be able to start school until these medications are

checked in with the School Nurse.

Please check the expiration date on all medications. The School Nurse cannot accept any expired meds.

Any student who must take medication during school hours must comply with the following procedures:
● All medication must be furnished by the parent.
● All medication must be locked in the clinic cabinet.
● All medications (prescription and non-prescription) to be administered at school must be accompanied

by a Medication Consent Form. A doctor’s signature is required of all long-term prescription medications.
● All prescription medication must be in the original pharmacy container and labeled by the pharmacist.

The label must include:

o Name of student
o Name of physician
o Name of medication
o Dosage and frequency of administration
o Date the prescription was filled
o Expiration date of the medication

There may only be one medication per properly labeled container.  If injectable medication is provided for any
acute reaction (i.e. asthma, insect bites or stings, hemophilia, etc.), a physician’s written authorization and the
parent’s written request is required.  Regular allergy injections will not be given at school.

Students may not keep prescribed or over-the-counter medications, creams, or sprays (i.e. insect sprays,

sunscreen, cough drops, etc.) in their possession.

EXEMPTIONS FROM PHYSICAL ACTIVITY
The school’s physical education program and outdoor playground time is designed to meet the needs of all
students who are physically able to attend school.  Written requests from parents for exemption from P.E.
covering one to three days at a time should be sent to the school nurse and/or the classroom teacher.
Exemptions will also apply to any other similar physical activity such as recess or after-school extra-curricular
programs.

CONTAGIOUS OR INFECTIOUS DISEASE
No student known to have a contagious or infectious disease will be enrolled or remain in school. Do not send
students to school unless the following conditions have been met

▪ CHICKEN POX – Have doctor’s permit to re-enter school or wait until all vesicles have scabbed over.

▪ DIPHTHERIA – Have doctor’s permit to re-enter school.

▪ FIFTH DISEASE – Re-admit when student has been fever-free for 24 hours without the aid of any

fever-reducing medications.

▪ GASTROENTERITIS – Re-admit when diarrhea and/or vomiting has subsided for 24 hours without the

aid of any medications.

▪ HEAD LICE – Exclude until the student has been treated and/or doctor’s permit to return to school.

▪ HEPATITIS – Have doctor’s permit to re-enter school; parents of children with close contact will be

notified on recommendation of attending physician.



▪ INFLUENZA – Re-admit when student has been fever-free for 24 hours without the aid of any

fever-reducing medications.

▪ IMPETIGO – Have doctor’s permit to re-enter school or until all sores are healed.

▪ MEASLES – Have doctor’s permit to re-enter school.

▪ MENINGITIS – Have doctor’s permit to re-enter school.

▪ MONONUCLEOSIS – Have doctor’s permit to re-enter school.

▪ MUMPS – Have doctor’s permit to re-enter school.

▪ PERTUSSIS (WHOOPING COUGH) – Have doctor’s permit to re-enter school.

▪ PINK EYE – Have doctor’s permit to re-enter school. Students who have had at least three doses of

antibiotics may return the next day.

▪ RINGWORM OF SKIN – May attend school with doctor’s permit following prescribed treatment.  The

area must be covered.

▪ RINGWORM OF SCALP – May attend school with doctor’s permit following prescribed treatment.

▪ SCABIES – Have doctor’s permit to re-enter school.

▪ STREPTOCOCCAL INFECTIONS (STREP THROAT & SCARLET FEVER) – Have doctor’s permit to re-enter

school and has been fever-free for 24 hours without the aid of any fever-reducing medications.

▪ TUBERCULOSIS – Have doctor’s permit to re-enter school.

Listed above are some of the most commonly known contagious and/or infectious diseases; however, the rules
apply to all contagious and/or infectious diseases. Illness and/or diseases not listed above will be addressed on a
case-by-case basis in accordance with school policy and Centers for Disease Control requirements.

EMERGENCY FORMS
The school must have a complete and accurate Emergency Contact Form.  The Emergency Contact Form must
have the names, phone numbers, and addresses of any designated persons who may pick up your child from
school. The teachers and office staff will only release a child to the parents or to those individuals designated by
the parents and listed on the Emergency Contact Form. A parent must provide written permission for someone
other than those designated on the card to pick up a child.
It is the parents’ responsibility to inform the school of any changes in address, phone numbers, and persons
designated to pick up children.  Please contact the school office to update information.

COVID-19 GUIDELINES
The current guidelines from the Centers for Disease Control are included in Appendix __



SAFETY & SECURITY

EMERGENCY PREPAREDNESS PLAN
Emergency procedures have been put in place to assure the safety of your children in regards to Evacuation,
Relocation, Shelter in Place, and Lock Down.  These procedures were developed by the staff in conjunction with
local emergency personnel.  It is important to know exactly where the children will be located for pick-up if there
is an emergency.  The school’s Emergency Plans are available for review by logging into Parents Web. If you
would like a hard copy of our Emergency Plan, please contact the front office.

Evacuation (on site)

● Teachers and staff escort children to designated meeting spot, bringing:

✔ Classroom backpacks: Include class rosters for tracking students, daily attendance sheets,

emergency contact information for each student, emergency cards that include authorization for
emergency care for each student

✔ Cell phones

● Administration and staff will assist students with limited mobility.
● School Nurse brings to designated meeting spot:

✔ First aid kit

✔ Emergency Rescue Medicine (EpiPens)

● Facilities Manager brings to designated meeting spot

✔ Nutritional Needs Bins containing animal crackers, diapers, wipes, and gloves (two bins

containing 125 sets each)
● Director of Preschool, and Business Manager will search all areas to ensure that everyone has left the

building.
● Account for all children (using attendance sheets), staff (using staff list) and visitors. Director of Preschool

will check in with each teacher to ensure all children are accounted for.
● Communication and Relocation (if needed) will begin when everyone is out of danger.

Relocation (off site)

● Teachers and staff will escort children to designated meeting spot

✔ Brightwater Clubhouse – 2410 Brightwater Drive, Missouri City, TX 77459

✔ Fort Bend YMCA – 4433 Cartwright Road, Missouri City, TX 77459

● Administration and staff will assist students with limited mobility.
● Director of Preschool, and Business Manager will search all areas to ensure that all have left the building
● Account for all children (using attendance sheets), staff (using staff list) and visitors. Director of Preschool

will check in with each teacher to ensure all children are accounted for.
● The Director will leave note at school site to indicate where we are going.
● Teachers bring:

✔ Classroom backpacks: Include class rosters for tracking students, daily attendance sheets,

emergency contact information for each students, emergency cards that include authorization
for emergency care for each student

✔ Cell phones



● School Nurse brings to designated meeting spot:

✔ First aid kit

✔ Emergency Rescue Medicine (EpiPens)

● Facilities Manager brings to designated meeting spot

✔ Nutritional Needs Bins containing animal crackers, diapers, wipes, and gloves (2 bins containing

125 sets each)

✔ Battery-operated radio

● Communication will begin when everyone is out of danger.

Disaster Drill/Shelter in Place (on site) *See map of downstairs hallway

● Teachers will escort children to their designated spot in the downstairs hallways and have children
crouch against the wall, protecting their head and neck with their hands.

● Administration and staff will assist students with limited mobility.
● Director of Preschool, and Business Manager will search all areas to ensure that no one is missing.
● Account for all children (using attendance sheets), staff (using staff list) and visitors. Director of Preschool

will check in with each teacher to ensure all children are accounted for.
● Teachers bring:

✔ Classroom backpacks: Include class rosters for tracking students, daily attendance sheets,

emergency contact information for each student, emergency cards that include authorization for
emergency care for each student

✔ Cell phones

● School Nurse brings to designated meeting spot:

✔ First aid kit

✔ Emergency Rescue Medicine (EpiPens)

● Facilities Manager brings to designated meeting spot:

✔ Nutritional Needs Bins containing animal crackers, diapers, wipes, and gloves (two bins

containing 125 sets each)

✔ Battery-operated radio

● Communication and Relocation (if needed) will begin when everyone is out of danger.

Lock Down

● An announcement will be made to alert teachers and staff to the Lock Down

✔ “Teachers and staff, we are now on a Day 1 schedule.”

● If class is inside the building, teacher will instruct children to crouch into a corner of the room in which
they are currently located. The corner chosen should be farthest away from windows and doors.

● Teachers will hang magnet over the window in the door, lock and close the door, turn off lights, close
blinds, and keep the children quiet.

● If class is outside the building, class will hide on the playground.
● Teachers will have:

✔ Classroom backpacks: Include class rosters for tracking students, daily attendance sheets,

emergency contact information for each students, emergency cards that include authorization
for emergency care for each student



✔ Cell phones

● Teachers will send an email to emergencygroup@southminsterschool.org with:

✔ Location (where are you in the building)

✔ Roster (Teacher name/number of children present/name of any children missing)

✔ Status (safe or under threat)

● Communication and Relocation (if needed) will begin when everyone is out of danger.

Communication
The Director of Preschool will communicate with staff, families, and local authorities (fire, police, EMS, health
department) using cell phones, Remind, emergencygroup@southminsterschool.org, and email blast when
possible. Teachers will use emergency cards to notify parents/guardians of potential disaster. Director of
Preschool will communicate as soon as possible with the child care licensing representative or Department of
Family and Protective Services at (800) 252-5400 for any occurrence that renders all or part of the school
program unsafe or unsanitary of children. The Director of Preschool will coordinate necessary provisions if off
site evacuation is required.

The communication will include the type of emergency, sheltering location, and any additional details specific to
the emergency as soon as all children are safely sheltered. Additional notification will be sent when the
emergency is remedied and sheltering precautions are lifted. For lock downs, children will not be released until
the area is deemed safe by local law enforcement. Once it has been determined to be safe, parents will be
notified of the timeframe and location for reunification with their child.
All Southminster employees are required to attend an in-service in August to familiarize them with the school’s
emergency preparedness plan.  Staff is not to speak to the media or release any information. When approached
by the media, a staff member’s response should be: “I am not the designated spokesperson for my school. I will
be happy to take your name and number and have that person contact you.”

Continuous Care after Relocation

Once all children have been accounted for and the current location has been deemed safe, teachers and staff will
allow children access to water fountains and restroom facilities. Snacks will be provided from the Emergency
Nutrition Bins. Diapers, wipes, and gloves will also be in the Emergency Bins. Teachers will continue to monitor
students. Teachers will have activities for Children in the class backpack.

Reunification
Once it is deemed safe by local authorities to release students, the location and timeframe will be communicated
to staff, families, and emergency contacts (if necessary) using email, Remind 101 and cell phones. Using the
student emergency cards to confirm who is authorized to pick a student up, school staff will ask parents to show
identification and sign their child out using the daily attendance sheets.

HOMELAND SECURITY
The school has prepared for scenarios as described by the Secretary of Homeland Security.  If this type of
emergency takes place, the children will be moved to our most secure location.  The children will be released
only to the persons listed on the student emergency contact form.

WEAPONS
Pursuant to Sections 30.06 and 30.07 of the Texas Penal Code, Southminster School does not permit the
concealed or open carry of firearms on the property, including but not limited to the field, playgrounds, or
church and school buildings.

mailto:emergencygroup@southminsterschool.org
mailto:emergencygroup@southminsterschool.org


CHILD ABUSE & NEGLECT REPORTING

Southminster School staff is required by Texas State law to report any suspected child abuse or neglect to Child
Protective Services (CPS). All reports are confidential. A report made to CPS does not mean abuse or neglect took
place, and Southminster School staff does not investigate whether abuse took place. CPS staff will investigate
reports, and Southminster School will support families who have an involvement with CPS to preserve
confidentiality in accordance with state law.

Southminster School has developed policies and procedures regarding child abuse and neglect to advocate for
and protect our students.  All staff members receive the annual required training on preventing and responding
to child abuse and neglect.

I. Types of Child Abuse
A. Physical Abuse = physical injury that results in substantial harm to the child, whether intended or

not
1. Possible indicators

a) frequent injuries (bruises, cuts, black eyes, burns) without adequate explanation
b) Burns or bruises in unusual patterns that may indicate the use of an instrument
c) Lack of reaction to pain
d) Aggressive /disruptive/destructive behavior
e) Passive/withdrawn/emotionless behavior
f) Fear of going home or of certain caregiver
g) unseasonal clothing that may hide injuries to arms or legs

B. Sexual Abuse = fondling a child’s genitals, penetration, incest, rape, sodomy, indecent exposure,
and exploitation through prostitution or production of pornographic materials

1. Possible indicators
a) Symptoms of a sexually transmitted disease
b) Injury to genital area
c) Pregnancy
d) Difficulty sitting of walking
e) Fear of adults of the opposite sex
f) Sexual behaviors, somments, or play
g) Knowledge of sexual relations beyond age expectation
h) Sexual victimization of other children

C. Emotional Abuse = Mental or emotional injury that results in observable impairment of a child’s
development or psychological functioning (i.e. confining child to dark closet, habitual
scapegoating, belittling, rejecting)

1. Possible indicators
a) Over compliance
b) Low self-esteem
c) severe depression/anxiety/aggression
d) Difficulty making friends or interacting with peers
e) Lagging physical/emotional/intellectual development
f) Caregiver belittling child/withholding affection/unconcerned with child’s

problems
D. Neglect = Failure to provide for a child’s basic needs necessary to sustain the life or health of the

child, excluding failure caused primarily by financial inability unless relief services have been
refused

1. Possible indicators
a) Malnourishment
b) Poor hygiene
c) Dirty clothing



d) Stealing or begging for food
e) Child unattended for long periods
f) Needing glasses, dental care, or medical attention
g) Frequent absence from school
h) Transporting a child without appropriate child restraints (e.g. car seats, seat

belts, etc.)
i) Transporting a child while under the influence of illegal drugs or alcohol

II. Risk factors
A number of risk factors for child abuse and neglect have been identified. These risk factors are not
present in all social and cultural contexts, but provide an overview when attempting to understand the
causes of child maltreatment.

A. Child: It is important to emphasize that children are the victims and are never to blame for
maltreatment. A number of characteristics of an individual child may increase the likelihood of
being maltreated:

1. Being either under four years old or an adolescent
2. Being unwanted, or failing to fulfill the expectations of parents
3. Having special needs, crying persistently or having abnormal physical features.

B. Parent or caregiver
1. Difficulty bonding with a newborn
2. History of abuse or neglect
3. Lack of awareness of child development
4. Substance abuse, including during pregnancy
5. Nonbiological, transient caregivers in home (i.e. boyfriend/girlfriend)
6. Low income
7. Mental health issues
8. Physical, developmental or mental health issues of a family member
9. Isolation or lack of a support network
10. Family violence
11. Community violence

III. Prevention Techniques
A. Family-friendly workplaces and policies
B. Public engagement and enhancement campaigns
C. Legislation for criminal justice reform
D. Affordable quality preschool programs
E. Improved quality of childcare through licensing and accreditation
F. Parenting skills and family relationship programs
G. Access to affordable medical care

Houston-Area Child Abuse Resources

The Thread Alliance
121 N Post Oak Ln Apt. 406
Houston, TX 77024
281-937-2612
www.thethreadalliance.org

Texas Department of Family and Protective Services
1110 Avenue G,
Rosenberg, TX 77471
(832) 595-3000
www.hhs.texas.gov/services/safety/child-care

The Children’s Assessment Center
2500 Bolsover
Houston, Texas 77005
713-986-3300
www.cachouston.org

Child Advocates of Fort Bend
6415 Reading Rd
Rosenberg, TX 77476
281-341-9955
www.cafb.org



Crime Stoppers of Houston
713-521-4600
www.crime-stoppers.org

Childhelp
800-4-A-Child (422-4453)
www.childhelp.org

If you suspect a child is a victim of abuse or neglect, call the Abuse Hotline at 800-252-5400, or report
online at www.txabusehotline.org

ADMISSIONS, TUITION & WITHDRAWAL POLICIES

ADMISSIONS POLICY
1. Southminster School admits students of any race, color, nationality, or ethnic origin to all the rights,

privileges, programs and activities generally accorded or made available to students at the school.  It
does not discriminate on the basis of race, color, nationality, or ethnic origin in administration of its
educational policies, admission policies, financial aid, or other school-administered programs.

2. Admission is based on availability of space, developmental, scholastic, and behavioral qualifications of
applicant, and resources available to meet student needs.

3. Age requirements:

▪ 18 months – 18 months by September 1

▪ Two-year-olds -- Two by September 1

▪ Young three-year-olds – Three by September 1

▪ Older three-year-olds -- Must be three and a half by September 1

▪ Four-year-olds -- Must be four by September 1

▪ Pre-Kindergarten (five days a week) -- Must be four by September 1

▪ Bridge Class -- Must be five by September 1

▪ Kindergarten -- Must be five by September 1

4. Preschool, Bridge and Kindergarten: Applicants are considered, once requirements are satisfied,
according to the following priorities:

▪ Current students and siblings

▪ Alumni

▪ Members of Southminster Presbyterian Church

▪ Waiting list

▪ Community

5. Waiting List – If space is not available at registration, we will place you on the waiting list.  When a space
becomes available, the waiting list will be contacted.

6. All new applicants are required to participate in admissions screening/testing.
7. Parents are expected to disclose in writing any significant confidential information which may affect their

child’s educational progress.  Such sharing includes, but is not limited to, any of the following: diagnostic
evaluations, behavioral issues, medications, or specific family situations.  Failure to disclose such
pertinent data at any time during the school year may result in dismissal.

http://www.txabusehotline.org


TIMELINES FOR REGISTRATION
Registration Packets will be available at the front office and will be accepted on the dates posted on the school
calendar. Testing dates will be arranged with the school office as appropriate.
REGISTRATION PROCEDURES
Registration materials will only be accepted from families whose financial accounts are current.  Appropriate fees
must accompany all completed applications before being accepted.

TUITION POLICY
Southminster School is a non-profit school that depends primarily on tuition paid on behalf of the students.  The
School Committee has adopted the following payment schedule:

▪ All fees are paid for by the family, including, but not limited to, registration and supply fees.

▪ Southminster School requires an original signed Tuition Express form from each family.

▪ Two payment plans are available within Tuition Express: annual and monthly payments

o Annual Plan (1 Payment) -- Payment of all tuition is due by July 1.
o 9 - payments – (September – May,)

▪ Late payments:

o Annual and Monthly payments must reach the Business Office by the dates posted on the tuition
schedule.

o A late charge of $25.00 per child will be imposed on any tuition payment.
o A late charge of $25.00 per child, per month, will be imposed on any fee (Facility Fee, Extended

Care Fee, Lunch Fee, etc.) left unpaid for 30 days.

▪ No one whose account is in arrears will be allowed to register for the next year until the account is

settled.

▪ A student with tuition payments more than 60 days delinquent will be subject to removal from school.

Please contact the Director of School if an extenuating circumstance arises with regard to tuition.
DELINQUENT ACCOUNTS
Once an account is 30 days past due, the child’s records and supporting documents will be held and requests to
transfer/provide documents will not be honored until the account is current. After an account is 60 days past
due, the student may be subject to withdrawal from school.

RETURNED CHECK FEE
A fee of $25.00 will be added to all Tuition Express payments.

RECEIPTS
Printed receipts will be available through the Business Manager.
PROMISE TO PAY ALL TUITION
Parents/guardians promise to pay the school the tuition and fees set forth in accordance with the selected
payment option on their signed contract.  The school incurs expenses based on anticipated enrollment.  In order
for the school to plan and maintain services for the entire year, it is essential that all tuition and fees be received
in accordance with the tuition policy and signed contract.  Therefore, the parent/guardian promises to pay total
tuition and fees, regardless of attendance, even if the student voluntarily withdraws or is expelled from school
prior to the end of the academic year.

WITHDRAWAL POLICY
All requests for withdrawal must be in writing to the Director. Parents should understand that the overhead
expenses at Southminster School do not diminish with the departure of some students, and that their obligation
to pay the tuition and fees for the full academic year is unconditional after receipt of the contract by the school.



They should further understand that no portion of such yearly fees paid or outstanding will be refunded,
canceled, or transferred, notwithstanding the absence, withdrawal or dismissal of the student.

By signing the contract, parents agree that if the contract is placed in the hands of an attorney for collection of
delinquent tuition, or if a suit is brought against them for collection of such delinquent tuition, or if the same
is collected through probate, bankruptcy, or other judicial proceedings, then they shall be obligated to pay any
and all reasonable attorney’s fees and costs associated with the attempted collection of the delinquent
tuition.

After an enrollment contract is broken and terms of that contract are not fulfilled by the parents, Southminster
School reserves the right to reject any future re-enrollment or new enrollment applications from the family.

The Director and Business Manager will consider written requests to break the contract under extenuating
circumstances. The written request must be received at least two weeks prior to the month in which the student
will be withdrawing.  Transcripts will be released to other schools only after account balances are cleared and
approval by the Business Manager.

Registration, re-enrollment, testing, supply, commitment, and facility fees are non-refundable.

PARENT NOTIFICATION PROCEDURES

Southminster School has multiple ways of communicating with parents.
The teachers will use:

● Students’ red binders for communication about daily happenings
● Phone calls and email to share joys and concerns with parents
● Classroom newsletters/websites
● Class Remind accounts for reminders

For whole-school communications printed copies of notifications and announcements will be sent home. In
addition, emails will be sent, and texts will be sent through Remind. If there are any policy changes made at any
time during the year, parents will be notified by email.

CONTACTING TEACHERS

Teachers may be contacted by sending a note in the child’s red binder, by email or by calling the school. Teachers
will return calls or answer emails during their breaks or after class.  Teachers will respond to emails within 24
hours. The office will not call a teacher out of the classroom nor will calls be transferred into the classroom.

Please refrain from contacting your child’s teacher via phone or text message during the school day. It is against
licensing regulation for their phones to be accessed while supervising children. Please contact the front office for
any needs during the school day.

ARRIVAL AND DISMISSAL PROCEDURES

MORNING CARPOOL
When dropping a child off in morning carpool, please do not let the child out of the car until a staff member is
there to receive the child. Southminster School is not responsible for the child until the child is given directly into
the supervision of a school employee or appointed volunteer.  Neither the school, nor Southminster Presbyterian
Church, nor the employees, volunteers, or members of the school or church are responsible for any injury to the
child, which may result from the failure to deliver the child to a school employee or appointed school volunteer



at the beginning of the school day. For safety purposes, drivers must remain in the vehicle in the carpool lane
and may not go around other cars waiting in the carpool line.

If parents arrive after carpool is over, they must park and sign the child in at the school office.

Children may not be dropped off anywhere other than in the designated areas at the designated times.

AFTERNOON CARPOOL
All students will be given a carpool tag.  Preschool tags will display a picture of the child’s class (Teddies, Pandas,
Lions, etc.) above the child’s last name.

Carpool tags must be placed on the rear view mirror so the teachers can see the name and call it out as parents
arrive to pick up their children. There will be a $1 charge for any additional tags.  If the child is not being picked
up by the designated driver indicated on the emergency card, the driver must come inside and present a valid
driver’s license.  Parents must notify the teacher in writing of any change in pick-up routine.

Once your child is in the care, Parents must pull up to the Buckle Zone located outside the red-painted circle

drive along the curb. For safety reasons, parents may not get out of the care to buckle the child in the carpool

line.

DAYCARE BUS PICK-UP

Bus drivers must adhere to our carpool policy.  Please make them aware of this policy. A written letter informing

the school of dates and time of pick up is required.

PARKING LOT SAFETY
The parking lot is one-way (enter from Brightwater, exit through Cartwright) during all school hours. The speed
limit on church/school property is 5 MPH.  All vehicles, including those that are not in the carpool line, must
adhere to the one-way policy during school hours. For the safety of the children, parents must not use cell
phones once carpool has begun.

Children should have easy access into the vehicle from the right rear passenger door. For safety reasons, children
will not be loaded from the left side of the car.

Two parking spaces have been designated as 15-Minute Drop-Off spots. These spaces may not be used during
carpool, as backing out of the designated space could be hazardous to children, parents, and vehicles.

Parents must not park in the red fire lane in front of the school for any reason. This lane needs to remain open at
all times for emergency personnel. The safety of our children is of utmost importance, and we expect complete
compliance with safety procedures.

Please refer to Carpool Map at the end of this section.

EARLY PICK-UP
Parents or those persons designated on the Emergency Contact Card should go to the main office to sign out the
child. The main office will call for the student from the classroom. Parents may not go to the classroom to
retrieve students.

LATE PICK-UP
Students who have not been picked up when carpool ends (see daily schedule), will be sent to Extended Care
and will be charged $25.00.  These fees will be billed via Tuition Express.



EXTENDED CARE

Extended Care is available for Southminster School students both before and after school for an additional fee.
Extended Care opens at 7:00AM and is available until 6:00PM

This service is available only on days that school is in session and may only be utilized on the days that the child
regularly attends school.  (I.e. a child who is enrolled in a Tuesday/Thursday class may not register for Extended
Care on Monday, Wednesday, or Friday).

Children two and three years of age with EpiPens may only attend Extended Care until 3PM (when the nurse is
present).

Parents who sign up for extended care must pay the monthly fee. Drop in days are accepted and a charge of $25
per day will be billed to the families Tuition Express account.

Delinquent accounts are subject to late fees and penalties. Extended Care will be suspended for delinquent
accounts.

Parents will be charged a late pick-up fee of $5.00 per minute after 6:00 p.m.

Morning Extended Care is available on ALL school days. Afternoon Extended Care is not available on early release
days.

SNACK AND LUNCH POLICY

SNACK TIME
Please send a healthy snack and water bottle each day. This should be labeled as “snack” with the student’s
name on it.

Beverages with added sugars, such as carbonated beverages, fruit punch, or sweetened milk, may not be served.

A separate snack is also required for children enrolled in afternoon Extended Care or after school activities and
should be labeled accordingly.

Parents are responsible for informing the teacher of any allergies or food restrictions.

LUNCH
Students are required to bring lunch everyday.

● Teachers do not have the capability to heat lunches for their students.
● Beverages with added sugars, such as carbonated beverages, fruit punch, milkshakes, or sweetened milk

may not be served.
● Parents are responsible for informing the school of any allergies or food restrictions.
● Texas Health Requirements require that food such as meat sandwiches or milk be kept at 41 degrees and

not be left off temperature for more than two hours.  Each child must have a cold pack or “cooling
system” in his/her lunch daily.

● All preschool children must be able to drink from a sippy cup (no bottles allowed). They must also be
able to eat finger foods independently. Foods that pose a high choke risk (grapes, hotdogs, etc) must be
cut up into smaller pieces.



FORGOTTEN LUNCHES
If a student forgets his/her lunch, parents must drop the lunch at the front desk. Parents may not take lunches to
the classroom.

FAST FOOD
Fast food should not be brought on a regular basis. Parents may bring fast food for special occasions, such as
birthdays or parents joining a child for lunch. Teachers must be informed of birthday celebrations to be held
during lunch or snack in advance.

CLASSROOM VISITS

Parents are always welcomed to visit the classroom.  Visitations must be arranged with the office in advance of
the time of the visit.  Visitors must check in at the front office to be entered into the Raptor System.  Parent visits
may last no longer than 30 minutes (unless the parent is volunteering or it is a special celebration).  Siblings or
friends (children) are not allowed in the classroom.  If a conference is needed, please schedule one through the
classroom teacher.
Southminster School provides a comfortable place within the school’s clinic that enables a mother to breastfeed
her child in private. Parents have the right to breastfeed or provide breast milk for their child while under our
care.

CLASSROOM CELEBRATIONS AND ACTIVITIES

SPECIAL EVENTS
Preschool students are not transported off campus for any reason, including field trips. To enrich our preschool
curriculum and ensure the safety of all students, field trips are brought to our school campus. SIBLINGS MAY
NOT PARTICIPATE IN ANY FIELD TRIPS OR SPECIAL EVENTS DUE TO LICENSING REQUIREMENTS.
Each year, parents are required to complete a student emergency procedure card that indicates consent for their
child to participate in water activities such as sand/water table and Splash Day.

CLASS PARTIES
Class parties will be held for Christmas, Easter, and the End of the Year. Food provided for students may not be
homemade. An accompanying ingredients list is required for both store-bought and restaurant food.

Class parties are kept simple with emphasis on the meaning of the special event. The room parents will
coordinate parties with help from parents and teachers. Parents are welcome to participate in any school event
or celebration. Siblings may not attend class parties or special events during school hours.

BIRTHDAY CELEBRATIONS
Students will receive a birthday blessing during the chapel service closest to his/her birthday. Children may bring
pennies to add to the “Birthday Bank” to count their age. This money will be given to a children’s charity at the
end of the school year.  If the child has a summer birthday, it will be celebrated in May. Parents are always
welcome to attend chapel.

Parents may send store-bought birthday treats for snack time or lunch to honor the birthday child. Please make
arrangements with the teacher as some of our children have food allergies.

Invitations to private parties may be given out at school only if all children in the class are included. The school
encourages parents to be aware that sponsoring a birthday party that excludes children in the class is hurtful to
the excluded children and detrimental to the development of community spirit. The school relies on parents to
guide their children when making a party list.



VOLUNTEER POLICY

Volunteering is an integral part of the school program and a great way to get involved.  There are many areas in
school where we need and want parent assistance.  We have volunteer opportunities for everyone, whether
volunteering for a few hours or on a regular basis.  We encourage parents to get involved by contacting the PTO
or the school office for more information.  Volunteer information will also be available at the Preschool and
Elementary parent orientations.

GUIDELINES

▪ Volunteers must complete a background check form with a copy of a valid driver’s license.  The driver’s

license must be scanned at the front desk into the Raptor System.

▪ Volunteers check in at the front office, pick up and wear the volunteer badge while on campus.  School

personnel must know who is in the building and for what purpose.

▪ Volunteers MUST dress appropriately.

▪ Volunteers must sign out and return the badge to the school office when finished volunteering at the

school.

CARPOOL MAP



● 5 MPH

● Cell phone use is prohibited

● Enter from Brightwater Dr.

● Exit onto Cartwright Rd.

● Carpool tag must be visible

● 15 minute parking spots are not available during carpool hours

● No parking in the fire lane

● Badges required at walk-up door

● Pull up to Buckle Zone to buckle children into car seat

● Please use crosswalks to access Walk-Up Door

MINIMUM STANDARDS
A copy of the state minimum standards is available for review in the office, and the most recent licensing
inspection report can be found posted in the school entrance. If a parent would like to contact the local licensing
office, the necessary information is listed below.

Child Care Licensing
P.O. Box 16017

Houston, Texas 77222-6017
(713) 940-3009
www.dfps.state.tx.us
Child Abuse Hotline 1-800-252-5400

Under the Texas Penal Code, any area within 1000 feet of a child-care center is a gang-free zone, where criminal
offenses related to organized criminal activity are subject to harsher penalty.

Parents may access a listing of recalls or unsafe children’s products through the Consumer Product Safety
Commission website (www.cpsc.org) or through the Department of Health and Human Services website
(www.dfps.state.tx.us).

TOILET TRAINING

All students enrolled in a three-year-old class must be in the process of toilet training by the start of school. This
means students should be able to communicate when they need to go to the bathroom and are able to go to the
bathroom on their own, requiring minimal assistance with clothing (i.e. buttons, snaps, zippers, etc.).  No diapers
are allowed in three-year-old and older classes.

REST TIME

Texas Department of Family and Protective Services require that all children two years through four years bring a
rest mat to school labeled with the child’s name.  The mat should be waterproof or washable and at least 5/8
inch thick.  The mat should be free of holes and tears.  If the child’s mat incurs any holes or tears during the
school year, the parent will replace the mat.  Cloth mats must go home on Fridays to be washed.  Plastic mats
must be covered with a pillowcase or blanket that will go home at the end of each day to be washed.

http://www.tdprds.state.com
http://www.tdprds.state.com


PARENT/TEACHER COMMUNICATION

At the beginning of the school year, parents will receive a daily schedule for the child. A monthly calendar
informing parents of the themes, classroom activities, and special events will go home each month.
Correspondence with the teacher will come home daily in a red classroom binder in the child’s school bag.

Twice a year there will be scheduled conferences with the child’s teacher.  The fall progress report is informal and
is meant to update parents on a child’s social, physical, emotional, and (when appropriate) academic
development.  In the spring, a more formal report of a child’s progress will be shared.  The teacher or parents
may request personal conferences at any time the need arises.

DISCIPLINE PHILOSOPHY

Discipline that is firm, consistent, and tempered with love will be administered in the school.  Our faculty
maintains standards of behavior in the classroom through kindness, love, and a genuine regard for all students.
However, when discipline becomes necessary, school faculty will take appropriate action.

The safety and well-being of all the children is of paramount importance. If a child has repeated difficulty in
adhering to the standards of behavior that have been designated for the school and the classroom, parents will
be contacted to discuss a plan and a timetable for improvement. If improvement is not made in a reasonable
amount of time, this may be cause for dismissal.  Southminster School will contact the parents in writing if we
can no longer meet the needs of the child.

Discipline must be:
● Individualized and consistent for each child
● Appropriate to the child’s level of understanding
● Directed toward teaching the child acceptable behavior and self-control

A caregiver may only use positive methods of discipline and guidance that encourage self-esteem, self-control,
and self-direction, which include at least the following;

● Using praise and encouragement for good behavior instead of focusing only upon unacceptable behavior
● Reminding a child of behavior expectations daily by using clear, positive statements
● Redirecting behavior using positive statements
● Using brief, supervised separation from the group, which is limited to no more than one minute per year

of the child’s age
There must be no harsh, cruel, or unusual treatment of any child.  The following types of discipline and
guidance are prohibited at Southminster School:

● Corporal punishment or threats of corporal punishment
● Punishment associated with food, naps, or toilet training
● Pinching, shaking, or biting a child
● Hitting a child with hand or other objects
● 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
● Requiring a child to remain silent or inactive for inappropriately long periods of time for the child’s age

BITING
In the event that a student bites another person three or more times in a given school year, the student will be
removed from the classroom for a period of time determined by the administration.



PRESCHOOL DRESS CODE

Footwear Closed-toed shoes with closed heels are required for safety.  We recommend sneakers or rubber-soled
shoes.  Slip-on sandals, clogs, CROCS and flip-flops are a danger because of the playground surface and the
possibility of being stepped on during outside activities.

Clothing Children should wear clothes that are comfortable in which to play, paint, and rest.  All preschool

children MUST have a change of clothes (shirt, pants, underwear/diapers/pull ups, socks and shoes) in their

backpack each day.

Coats/Jackets Parents should send a coat or jacket with their child in the fall and winter months as the children

go out to the playground every day (weather permitting).


