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Dear Parents/Guardians: 

We welcome you to another year at Southminster School.  We 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 off and continue the year in a positive and 

supportive learning environment.  We encourage parents to review the handbook each year 

for changes in school policy.   

Through our accreditation with AdvancED, parents and students can be assured of our 

continuous efforts for school development which focuses on improving school success.  In 

addition, our association with ACSI further extends available resources for improving 

student performance by utilizing appropriate research-based practices. 

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 mind, spirit, and body. 

Have a wonderful year! 
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ACCREDITATION AND MEMBERSHIPS 

 

Southminster School is accredited by: 

AdvancED (formerly Southern Association of Colleges and Schools 
Council on Accreditation and School Improvement and the Commission on International and 

Trans-Regional Accreditation) 
 

Memberships include: 

Association of Christian Schools International 

National Association for the Education of Young Children 

 

Partnerships include: 

Fort Bend Independent School District 

Brightwater Homeowner’s Association 

Fort Bend Family YMCA 
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VISION STATEMENT 

Southminster School provides a foundation through education which inspires individuals to use 

their God-given talents and gifts to the best of their ability so that God is glorified.  We pray 

that they develop a life-long love of learning and a heart for Christ, which serves other people. 

 

MISSION STATEMENT 

The mission of Southminster School is to provide the highest quality educational experience for 

children who want to learn within a Christ-focused environment from teachers and staff who care for 

and nurture the whole person mind, spirit, and body. 

 

ACADEMIC GOAL STATEMENT 

Southminster School children receive a strong academic foundation in a Christian environment, 

becoming independent learners who acquire, apply, adapt, and evaluate knowledge.  As independent 

learners, the children are given the opportunity for enrichment.  Children are challenged to realize 

their potential.  Southminster School maintains the highest quality education while engaging the 

children with a multi-sensory approach, utilizing individual learning styles.  
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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. 
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Parent-Teacher Organization (PTO) 

The mission of the PTO is to enrich the school experience of Southminster School families through services 

and activities designed to supplement and enhance the school life of the children.  Their goal is to provide 

unity and fellowship for the parents of Southminster School. 

A positive partnership between parents and the school fosters student achievement.  To that end, parent 

programs and school-wide events are designed to help families feel more connected to the school.   

Through fundraisers and our school Gala money is raised to extend and enrich the curriculum at 

Southminster School Parental support of these events is integral to broadening the experiences of our 

students. 

All parents of Southminster School are considered members of the PTO.  The PTO is made up of four 

officers and ten committee chairs.  The Head of School sits on the Board as an ex-officio member.  To learn 

more about the PTO, you may review the PTO Standing Rules, explanation of PTO positions, or PTO 

minutes located in the school office.  Each spring a new slate of Officers and Committee Chairpersons are 

nominated and voted into office by the PTO.  All parents are encouraged to become active members of 

this valued organization. 
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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 
2-year-olds to 4-year-old Preschool     9:00-2:00 
Pre-Kindergarten       9:00-2:00 
Bridge         8:00-2:00 
Kindergarten through Sixth Grade     8:00-3:15 
 
CARPOOL HOURS 

Morning  Afternoon 
Kindergarten through Sixth Grade   7:45 – 8:00  3:15 – 3:30 
3-year-olds through Pre-K    8:50 – 9:00  2:00 – 2:15 
2-year-olds      NO CARPOOL   NO CARPOOL 

 
EXTENDED CARE INFORMATION 
To meet the needs of our working parents and to provide a safe environment for our students, 
Southminster School provides an extended care program on a fee basis. 
 
Everyone that has enrolled their child in extended care will receive one key card (which is included in 
their extended care registration fee) to access the building during extended care hours only. Extra or lost 
key cards are $15 each. Please do not write the school name, address or any other identifying 
information on the Key Card. Each Key Card has an individual ID number coded to a specific family 
member. To insure the added safety of each child, all parents, grandparents, nannies, etc. who pick up 
during extended care must stop by the school office to have their driver’s license scanned in order to 
receive an ID badge for extended care pick-up. 
 
Medical Information: Children in 2-year-old or 3-year-old classes with an Epi Pen for allergies cannot 

enroll in extended care. 

Before School MORNING EXTENDED CARE    
Kindergarten - 6th Grade       7:00 – 7:50 
2-year-olds – Bridge        7:00 – 8:50 
 
AFTER SCHOOL EXTENDED CARE     
2-year-olds – Bridge        2:00 – 6:00 
Kindergarten through Sixth Grade      3:15 – 6:00 
 
MEETING WITH ADMINISTRATIVE STAFF 

General School Information 
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Should you need to meet with administration regarding policies and/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 Director of Preschool or Head of School.  On the rare occasion 
that this procedure does not suffice, the School Committee may become involved at the parents’ request.  
The Committee can be consulted through the Chairperson.  However, if the Head of School 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 
 

No rules are more important or taken more seriously than those having to do with a student’s health 
and well-being.  To ensure the safety and well-being of your child, Southminster School employs a full-
time registered nurse with valid Texas licensure.  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 shall 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. 
 
MEDICAL EXAMINATIONS AND IMMUNIZATIONS 
The school requires an updated physical form and immunization record yearly for preschool students and 
all new students.  Returning elementary students (Pre-K to 6th) will only be required to submit an updated 
immunization form for any NEW vaccines given.  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 GUIDELINES 
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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 in school.  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 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: 

 Complaint of fever/vomiting/diarrhea the night before 
 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, diarrhea, fever, 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.   

Students may return when they have been symptom-free WITHOUT the use of medications for 24 
hours.  If a student is unable to return to school by 10:00 am, the student MUST remain home until the 
following day. 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 Care 
Permission Slip Form 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.  These rules are for the 
protection of all Southminster students. 

VISION AND HEARING SCREENING 
Each year students in Preschool 4-yr-olds, Pre-K, K, 1st, 3rd, 5th, and ALL new students to the school are 
required by state law to have vision and 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 
minimal fee.  
 
MEDICATIONS  
Any child that requires an EPI pen for an allergy we request you also get an order for an antihistamine 
to be given first or along with if needed.  

Please remember to have your long term medication form (located on the website under forms) signed 
by your doctor and parent for EPI Pens and any Antihistamines (Benadryl, Zyrtec, etc.) that will be kept in 
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the clinic.  Please also remember to bring 2 Epi Pens (in the box with the pharmacy label attached) and 2 
separate containers of Antihistamines to the clinic THE WEEK BEFORE school starts. Please send in the 
Melt Away or single dose kind of Benadryl or whatever antihistamine that is ordered instead of 2 bottles 
of the liquid, the teachers have to carry this around all year, thank you. You must have a long term form 
for each medication. Please check the expiration date on all medication. The School Nurse cannot accept 
any expired medication. Students will not be allowed to start school until EPI Pens with pharmacy label 
and Benadryl labeled with student name and the Long Term Medication Forms signed by both doctor 
and parent are in the clinic and checked in by the nurse. EPI Pens WILL NOT be accepted the first day of 
school. Students may not be in class without an EPI pen in the clinic. 

Any student who must take medicine during school hours MUST comply with the following procedures: 

 All medicine must be furnished by the parent. 

 All medicine must be locked in the clinic cabinet. 

 All medicine, prescription and non-prescription, to be administered at school, MUST be 
accompanied by a written request signed and dated by the parent or legal guardian each day for 
short-term medications and every six months for long-term medications. 

 All prescription medication MUST be in the original pharmacy container and labeled by the 
pharmacist.  The label MUST include: 

o Student name 
o Physician’s name 
o Name of the medication 
o Amount of medication to be given and the frequency of administration 
o Date the prescription was filled 
o Expiration date of the medication 

 All non-prescription medications MUST be in the original container.  The written request must 
contain the following information: 

o Name of the student 
o Name of the medication 
o Amount of the medication to be given 
o When the medication is to be given 
o Reason the medication is to be given 
o Date 
o Signature of the parent or guardian 
o Expiration date of the medication 

There shall be no more than one (1) medication per properly labeled container.  If injectable medication 
is provided for any acute reaction, such as is given for asthma, insect bites or stings, hemophilia, etc., a 
physician’s written authorization, as well as, the parent’s written request IS REQUIRED.  Regular allergy 
injections WILL NOT BE given at school. 
 
Students may not keep prescribed or OTC medications, creams, or sprays (i.e. insect sprays, sun screen, 
cough drops, etc.) in their possession. 

EXEMPTIONS FROM PHYSICAL ACTIVITY 
The school’s physical education program 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 
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any other similar physical activity such as recess or after-school extracurricular programs.  A physician’s 
statement MUST be presented if more than three consecutive days are involved. 
 
CONTAGIOUS OR INFECTIOUS DISEASE 
It is the school’s policy that no student that is known to have a contagious or infectious disease shall be 
enrolled or remain in school.  Observe the following rules carefully.  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 wait 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 or students who have had at least 3 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 any and 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 CDC requirements.  
 
Students may return when they have been fever free (below 100◦) without the use of fever-reducing 
medications (i.e. Tylenol, Advil) for 24 hours.  If a student is unable to return to school by 10:00 am, the 
student MUST remain home until the following day. 
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EMERGENCY FORMS 
 

For the utmost safety of your child, the school MUST have a complete and accurate Emergency Contact 
Form.  The Emergency Contact Form must have the names 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.  The parent can FAX  
It is the school written permission for someone other than those designated 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. 
 

 
EMERGENCY PREPAREDNESS/CHILD ABUSE & MALTREATMENT/HOMELAND SECURITY 

 
EMERGENCY PREPAREDNESS 
Emergency procedures have been put in place to assure the safety of your children.  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 type of emergency 
determines the location of pick-up.  If for some reason parents are unable to retrieve their children in a 
timely manner, the school is prepared to care for the children until a parent arrives.  In the event of an 
evacuation, Southminster School’s designated emergency shelter is the Brightwater Clubhouse located at 
2410 Brightwater Drive. Our secondary emergency location is the YMCA.  The school’s Emergency Plans 
are available for review by logging into ParentsWeb. 
 
CHILD ABUSE & MALTREATMENT 
Southminster School has developed policies and procedures regarding child abuse and neglect to 
advocate for and protect our children from any suspected child abuse or neglect.  Protection of the child 
is our ultimate goal and as professional caregivers we must never lose sight of that fact. All staff members 
receive 1 hour of required training on preventing and responding to child abuse and neglect at the 
beginning of each school year. Parents are encouraged to review our Child Abuse & Neglect policies by 
logging into ParentsWeb. 
 
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. 

 

 



 

13 

ADMISSIONS/TUITION/WITHDRAWAL POLICIES 

ADMISSIONS POLICY 
1. Southminster School admits students of any race, color, national, 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, national, 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.  Placement priority is 
designated in the registration paperwork. 

3. Age requirements: 
 Two-year-olds -- Two by September 1st  
 Young three-year-olds – Three by September 1st  
 Older three-year-olds -- Must be three and a half by September 1st  
 Four-year-olds -- Must be four by September 1st  
 Pre-Kindergarten (five days a week) -- Must be four by September 1st  
 Bridging Class -- Must be five by September 1st   
 Kindergarten -- Must be five by September 1st 
 First Grade -- Must be six by September 1st 
 Second through Sixth Grade -- Successful completion of prior school year 

4. Preschool: 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. Elementary -- Pre-K through Sixth:  Applications are considered upon receiving the completed 
application, testing, and the corresponding paperwork. 

6. 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. 

7.  All new applicants are required to participate in admissions screening/testing. 
8. 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. 

 
TIMELINES FOR REGISTRATION 
Registration Packets - available online 2nd school week in January 
Registration Packets accepted - on posted dates 
Testing Dates - to be arranged with school office as appropriate 
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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.   
 
Parents/guardians of all students must accept the enrollment offer in March by signing a contract and 
submitting a Commitment Fee.   The Business Office or Head of School must sign the contract to complete the 
process and hold the student’s place. 

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

 Three payment plans are available: annual, semi-annual, and monthly (10 payments). 
o Annual Plan (1 Payment) -- Payment of the tuition balance is due by July 1.   
o Semi-Annual Plan (2 payments) -- Pay in two installments (by July 1 and by Jan. 1). 
o Monthly Plan (10 payments) – (July – May) by Automatic Bank Withdrawal through FACTS 

Tuition Management Program.  All Facts fees are paid for by the family, including, but not 
limited to, registration, bank and credit card fees.  

o Note:  The monthly payment in March is skipped because the Supply Fee for the 
following school year is due that month.   

 Late payments: 
o Annual and semi-annual 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 received after 

the 15th of the month.   
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 30 days delinquent may be subject to removal from 

school.   
 A student with extended care payments more than 30 days delinquent will not use services until 

the balance is paid. 
Please contact the Head of School if an extenuating circumstance arises with regard to tuition or extended 
care payments. 
 
DELINQUENT ACCOUNTS 
Once an account is 30 days past due the following restrictions apply: 
 Restrict participation in extracurricular activities 
 Hold report card 
 Restrict participation in optional school field trips 

At 60 days past due the following restriction may apply: 
 Withdrawal from school 

 
RETURNED CHECK FEE  
A fee of $25.00 will be added to all returned checks and/or Facts payments.  
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RECEIPTS 
Printed receipts will be available through Parent Web or by request of the Business Office.  

FINANCIAL AID 
Each year the Finance Sub-Committee allocates funds to be used for student financial aid.  These funds are used 
for families who demonstrate a financial need for tuition aid.  Financial aid is evaluated and allocated during the 
spring and summers months for the upcoming school year. Information about applying for financial aid may be 
obtained from the Business Manager at any time. Contingency scholarship funds for family financial 
emergencies may be available. 
 

PROMISE TO PAY ALL TUITION/WITHDRAWAL POLICY 
 

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 over 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 Head of School.  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, cancelled, 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 Head of School and Business Manager will consider written requests to break the contract under 
extenuating circumstances (these extenuating circumstances DO NOT include a parent voluntarily requesting 
to withdraw a child from the school).  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. 
 
Under no circumstances will any registration, re-enrollment, testing, or commitment fees be refunded. 
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CARPOOL PROCEDURES 
 

Morning Carpool Drop-off - 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.  
If parents arrive after carpool is over, they must park, walk 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 Pick-up – ALL students three-years-old and older 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.  
Elementary tags will have the child’s grade level and last name.  
 
Carpool tags must be placed on the rear view mirror so the teachers can see the number and call it out as 
parents arrive to pick up their children.     
 
A second carpool tag will be provided on an as-needed basis.  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 (going home with another student, being picked up by a grandparent, etc.).   
 
For preschool children ages 3 and 4 we recommend not participating in afternoon carpool until the child 
can buckle himself/herself in the seat.  If parents choose to participate and the child cannot buckle the 
seat belt without assistance, parents must move to the BUCKLE ZONE which is located outside the red-
painted circle drive along the curb.  For safety reasons parents may not get out of the car to buckle the 
child in while in the carpool line. 

 
DAY CARE 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. 
 If a child is no longer using a bus service, the school must be notified in writing. 

 
CARPOOL SAFETY 
THE PARKING LOT IS ONE WAY (enter from Brightwater – leave 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 REFRAIN from using cell phones once carpool has begun.  This policy 
will be strictly enforced.   
 
Walk-up parents must use the crosswalk.   
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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.  All carpools will take place in the circle drive in 
the front of the school. 
 
Two parking spaces have been designated as Fifteen 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. These spots are to be used for quick drop-off and/or pick-ups ONLY.  
 
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 the safety procedures.  
 
*Please refer to Carpool Map at the end of this Handbook. 
 

AFTERNOON PICK-UP PROCEDURE (WALK IN) 
 
During afternoon pick-up, parents of one-year-olds and two-year-olds must enter the back preschool 
door to facilitate movement in the building.  A Toddler Badge is required for parents of 18 months & 2 
year olds to be able to enter the school through the back door to pick up their child. The door will be 
monitored by a staff member who will ask to see the badge.  If an alternate person will be picking up the 
child, that person must check in at the front office.  If you do not have a badge you must check in at the 
front office to receive a temporary badge. 
 
Toddler Badge 
This badge is required for parents of children in the 18 month & 2-year-old classes to be able to enter the 
school through the back door to pick up their child.  

 Each parent is allowed one free badge per year. 

 Lost badges are $1 each.  

 Badges for nannies, babysitters or grandparents are $1.00 each. 

 A valid driver’s license is required and will be scanned into the Raptor system in order to 
create the badge. 
 

Walk-up Badge 
This badge is required to identify parents of 3 & 4 year old preschool, Pre-K and Bridge children that prefer 
to pick up their child outside the Preschool door. Carpool is strongly recommended.   

 Each parent is allowed one free badge per year. 

 Lost badges are $1 each.  

 Badges for nannies, babysitters or grandparents are $1.00 each. 

 A valid driver’s license is required and will be scanned into the Raptor system in order to 
create the badge. 

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. 
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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 the same-day Extended Care fee of $10.00, $5.00 per hour, and the 
$25 registration fee if applicable.  These fees will be added to the family’s account 
 
 

 
EXTENDED CARE 

 
Extended care is available for Southminster School students both before and after school for an additional 
fee.  Extended care opens at 7:00 a.m. and is available until 6:00 p.m.   
 
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 TTH class may not register for extended 
care on any day besides Tuesday or Thursday). 
Medical Information: Children in 2-year-old or 3-year-old classes with an Epi Pen for allergies cannot 

enroll in extended care. 

Regular Users - Parents who plan to use extended care on a regular basis must complete an Extended 
Care registration form, pay an annual registration fee, and must complete an Extended Care Form for an 
entire semester.  Extended Care will be charged and must be paid on the first of each month for that 
month. 
 
Occasional Users - Families who plan to use extended care at any time during the school year must 
complete an extended care registration form and pay an annual registration fee.  This will ensure that 
emergency contact information as well as medical information is readily available to the caregivers 
especially during hours when the school office may be closed.  Parents who use extended care must sign 
up at least 1 day in advance or be subject to an additional $10.00 per day fee.   
 
Extended Care services must be paid on the first of each month. 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 $1.00 per minute after the following times: 

 6:00pm – Preschool, Pre-K, Bridge and Elementary students. Teachers will be locking doors for 
the evening by 6:00pm. 

 
EARLY DISMISSAL 
On early release days Extended Care MAY be available for Regular Users and Occasional Users.  
Availability will depend on the kind of early release day, for example, if it is a Teacher In-service, all 
staff may be required to attend training therefore care would not be available. The additional hours 
will be billed at the regular extended care rate.   All other children must be picked up by 11:00 am.  
Students who have not been picked up when carpool ends will be sent to Extended Care and will be 
charged the same-day Extended Care fee.  Minimum charge will be $15.00.  This fee will be added to the 
family’s account. 
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AFTER SCHOOL TUTORING 

 
After school tutoring will be available for grades 1-5 beginning in October.    Individual teachers will contact 
parents about schedules, as needed.  Students will remain under the care of teaching staff until tutoring 
begins.  Tutoring will end at 4:00 and students must be picked up at that time.  Students who are enrolled 
in Extended Care will be taken to Extended Care. 
 

SNACK TIME AND LUNCH POLICY 
 
SNACK TIME 
Please send a healthy snack each morning.  This should be labeled “SNACK” and the student’s name 
should be on it.  Daily snacks must be nutritious and include at least one of the following, which can be 
included in the child’s daily food needs:  

 One serving from the fruit or vegetable group  

 One serving from the milk group  

 One serving from the grain group 

 One serving from the meat or meat alternative group 
 
*Beverages with added sugars, such as carbonated beverages, fruit punch, or sweetened milk may not 
be served.* 
 
We realize parents may choose to provide snacks and meals from home.  Therefore, Southminster School 
cannot be responsible for any food choices made by parents.  
 
A separate snack is also required for children enrolled in Afternoon Extended Care or after school activities and 
should be labeled accordingly.  If needed, snacks can be purchased from the office for $1.00.  Accounts will be 
billed for snacks requested without payment. Students must have parent’s permission to purchase office snacks.  
Parents are responsible for informing the teacher of any allergies or food restrictions.  
 
GENERAL LUNCH POLICIES 
Students may bring a sack lunch or purchase lunch from the caterer, Select Lunch.  All questions regarding 
food service should be directed to the front office. 
 
*Beverages with added sugars, such as carbonated beverages, fruit punch, or sweetened milk may not 
be served.* 
 
GUESTS AT LUNCHTIME 
Lack of space limits the school from having regular lunchroom guests.  However, the school does permit 
parents or guardians to join a student for a special occasion lunch, such as a birthday. 
 
 
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, as this disrupts instructional time. 
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FAST FOOD  
Fast food should not be brought in on a regular basis.  However, this policy does not apply to special 
occasions such as birthdays or parents joining a child for lunch. On those occasions a parent may bring 
fast food. Caffeinated drinks such as soft drinks and tea, as well as milkshakes are not permitted.  Teachers 
must be informed of birthday celebrations to be held during lunch or snack at least one week prior to the 
event. 

CLASSROOM VISITS 
Parents are always welcomed to visit the classroom.  Visitations should be arranged with the office and 
in advance of the time of the visit.  Visitors must check in at the front office to be entered into the V-
Soft System.  Parent visits may last no longer than 30 minutes (unless the parent is volunteering or it 
is a special celebration) since children work better with fewer distractions and less interruptions.  In 
order to ensure a meaningful visit, siblings or friends (children) are not allowed in the classroom.  If a 
conference is needed, please schedule one through the office rather than using the visitation as a 
conference time.  For nursing moms Southminster provides a comfortable place within the school’s 
clinic that enables a mother to breastfeed her child in private.  
 

CLASS CELEBRATIONS AND ACTIVITIES 
There are several occasions during the school year when class celebrations/activities are held including: 
Fall Harvest, Thanksgiving, Christmas, Valentine’s Day, Rodeo Days (Preschool), Easter, and End of the 
Year. Our school also has many small celebrations for various reasons throughout the school year.   
 
In the event that food is provided for students, it MAY NOT be homemade. Whether items are store-
bought or from a restaurant, an accompanying ingredients list is required. 
 
Class parties are kept as simple as possible with emphasis on the meaning of the special event.   The room-
parents will coordinate parties with help from parents and teachers.  SIBLINGS MAY NOT BE BROUGHT 
TO A CLASS PARTY.   
 
BIRTHDAY CELEBRATIONS  
In School - 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 the years of his/her birth.  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 simple birthday treats for snack time or lunch to honor the birthday child.  The 
Department of Health requires that the treats be store-bought.  Please make arrangements with the 
teacher as some of our children have food allergies.  Gift giving and other party-type activities are not 
appropriate for school.   
 
Parties (Private) - 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. 
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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 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.  These 

forms will be available online only.  The driver’s license must be scanned at the front desk into 
the V-Soft System (NOTE: This is a different security check and does not apply to the background 
check). 

 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.  

 Volunteer hours will be tracked by the V-Soft System. 
 Should volunteers wish to hold a special meeting in the school, arrangements should be made 

with the school office to reserve a meeting room. 
 Volunteers MUST dress appropriately.   
 Things heard or seen at school are confidential. 
 Volunteers may not bring young children.   
 Volunteers MUST sign out and return the badge to the school office when finished volunteering 

at the school. 
 

FIELD TRIP VOLUNTEER POLICY 
 

To enrich our elementary curriculum, there will be scheduled experiences during the year that may be on or off 
campus.  Field trips are a wonderful learning experience for students and parent participation is necessary to 
meet the standard of appropriate adult-child ratio. Any child not participating in a field trip may not attend 
school on that day.   
 

Field Driver/Chaperones Requirements 
In order to schedule a field trip off campus we need several parents to drive and chaperone. All field trip 
drivers and chaperones need to be background checked. We need this completed by October 1st so the 
teachers will be able to plan a field trip sometime during the school year. The teachers need to know by 
October who they will be able to count on to help with field trips. We cannot accept last minute 
background check requests.   
Background Check Procedure (Drivers and Chaperones) 
Parents who plan on driving or being a chaperone for field trips must fill out and complete the following 
requirements by October 1st of the current school year: 

 Complete and submit a Background Check Form found on our school website with copy of valid 
driver's license to school office to process 
 

Fingerprinting 

 Fingerprinting must be through FAST to qualify to drive and chaperone on overnight field trips 
(i.e. the fifth grade trip) 
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 Once you have completed fingerprinting you must bring the FAST receipt you received back to 
the school for documentation   

 
Other Field Trip Guidelines 

 Approximately two weeks prior to each off-campus field trip, permission slips will be sent home 
for parent signature and return 

 All drivers must submit a copy of their current auto insurance at least 2 weeks prior to the 
scheduled field trip 

 We cannot accept background and fingerprinting requests after October 1.   

 Parents cannot drive their own child to the field trip, all students must attend the field trip as a 
group 

 Any child not participating in a field trip may not attend school on that day 

 No siblings are allowed on school field trips 

 Any planned field trip may not take place without the support of enough parents to be qualified 
chaperones and drivers 
 

FIELD TRIP DRESS CODE 
For everyone’s safety, dress code must be adhered to by parents and children.  Parents must purchase a 
Southminster School T-shirt (Be a Hero or Red T-shirt).  Elementary students are required to wear the 
Southminster Be a Hero T-shirt with jeans or khaki’s.  Order forms are available online.   
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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 
 2221 W. Loop South 
 Houston, Texas 77027 
 713-940-5200 (Main #) 
 www.dfps.state.tx.us 
 Hotline 1-800-422-4453 
 
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 CPSC Internet website 
(www.cpsc.org) or through the DFPS Internet website (www.dfps.state.tx.us). 
 

SIGNING IN AND OUT 
 
Two-year-olds:  Each parent must sign the child in to the classroom on a daily basis, leaving a number 
where the parent can be reached in case of an emergency.  If arriving after 9:15 a.m., the parent must 
accompany the child to the school office, sign him/her in, and take the child to chapel.  This is for the 
child’s safety. 
 

Three-year-olds and four-year-olds:  The teacher will check in the children as they arrive each morning 
either through carpool or parental escort.  If arriving after 9:15 a.m., the parent must accompany the 
child to the school office, sign him/her in, and take the child to chapel.  This is for the child’s safety. 
 

EARLY PICK-UP 
 

Parents picking up their children earlier than 15 minutes prior to the close of school must check in with 
the school office.  The child will be brought to the office to avoid disruption to the classroom. 
 

LUNCHES 
 

All preschool students in the 3 and under classes MUST bring nutritious lunches from home.  Teachers do 
not have the capability to heat lunches for their students. All preschool children must be able to drink 
from a sippy cup instead of a bottle (no bottles allowed). They must also be able to eat finger foods 
independently.  The preschool students in the 4-year-old classes may order from the caterer.  

PRESCHOOL INFORMATION 

http://www.tdprds.state.com/
file:///C:/Users/User/Downloads/www.cpsc.org
http://www.tdprds.state.com/
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Parents are responsible for informing the teacher 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.  This will ensure that the health requirement is met.  
 
 

TOILET TRAINING POLICY 
 
All students enrolled in a 3-year-old and older class must be independently toilet trained by the start of 
school.  This means students should be able to communicate when they need go to the bathroom and are 
able to go to the bathroom on their own requiring minimal assistance with clothing (ie: buttons, snaps, 
zippers, etc.).  No diapers or pull-ups are allowed in 3-year-old and older classes. If a student is not 
independently toilet trained by the first day of school, his/her start date may be delayed until the 
requirement is met. 

 
 

REST TIME 
 

Texas Protective and Regulatory Services require that all children 2 years through 4 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 inches 
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 each day to be washed.  Plastic 
mats must be covered with a pillow case or blanket that will go home at the end of each day to be washed. 

 
 

PARENT/TEACHER COMMUNICATION 
 

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

 
 

CONTACTING TEACHERS 
 

Teachers may be contacted by sending a note in the child’s red binder or by email.   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.   
 
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. 
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DISCIPLINE PHILOSOPHY 

 
Discipline which 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 disciplinary action 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 time table 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. 
 
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. 
 
 
Discipline must be: 

 Individualized and consistent for each child; 

 Appropriate to the child’s level of understanding; and 

 Directed toward teaching the child acceptable behavior and self-control. 
A 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 and 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 
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SPECIAL EVENTS INCLUDING ANIMALS 
 

During special event days that may include animals, the owner must remain with and supervise the care 
of the animal(s).  Owners must provide proof of animal’s updated shots/vaccinations 
 
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. 
 
Parents are required to complete a student emergency procedure card each year that indicates consent 
for their child to participate in water activities such as sand/water table and Splash Day. 

 
PRESCHOOL DRESS CODE 

 
Footwear – Closed toe shoes with closed heel are required for safety.  We recommend sneakers or 
rubber-soled shoes.  Slip-on sandals, clogs 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 to play in, paint in, and rest in.  All preschool 

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

their backpack each day.  Spills and accidents can happen with any child. 

Coats/Jackets -- The children go out to the playground every day (weather permitting).  Please send a 

coat or jacket with the child in the fall and winter months. 
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ELEMENTARY INFORMATION 

 
 

CONTACTING TEACHERS 
 

Teachers may be contacted by leaving a message in the school office or by sending a note with your child 
in the child’s daily folder.   Teachers will return calls during their breaks or in the afternoon.  We will not 
be able to call a teacher out of the classroom nor will calls be transferred into the classroom. 
 

PARENT/TEACHER COMMUNICATION 
 

At the beginning of the school-year parents will receive information regarding the child’s activities.  
including a daily schedule for the child’s class.  Teachers will maintain Teacher Websites, with all necessary 
information. Some teachers may opt to send newsletters or enroll in Remind, but parents need to refer 
to the websites for most information. Other classroom correspondence will be sent home weekly in a 
classroom binder.   
 
Teachers will have a school email address and will respond within 24 hours.  Please use other communication 
tools for immediate concerns. 
 
Scheduled conferences will be held once in the fall and once in the spring.  Progress reports and report 
cards will provide insight to the child’s academic, social, physical, and emotional growth.  Personal 
conferences may be requested by the teacher or parent at any time the need arises. 
 

GENERAL ATTENDANCE AND ABSENCE POLICY 
 

Regular attendance is essential to the satisfactory completion of the academic program.  Each student is 
expected, except in the case of illness, or for other urgent reasons (as determined by the Head of School), 
to start school on the opening of each term and to remain in regular attendance until the closing day.  
Each student will be required to make up all work missed during an absence. 
 
Students absent from school must bring a note from home explaining the absence.  Students will ordinarily 
be given the same number of days absent to complete make-up work. 
 
PLANNED ABSENCES 
Excessive absences are detrimental to the student’s progress.  It is requested that absences be kept to a 
minimum.  If a student needs to be absent due to a family emergency or other circumstance, the following 
steps must be taken: 

 Parents meet with the classroom teacher to discuss individual procedures for completing work 
that will be missed including scheduling dates for tests and quizzes. 

 All tests and quizzes will be completed no later than one week after the student’s return to school. 
 For a planned absence that involves a family trip, all homework is due upon the student’s return 

to school. 
 For planned absences longer than a week, parents must notify the Head of School via email. 

 

ELEMENTARY INFORMATION 
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ILLNESS AND RETRIEVING MISSED ASSIGNMENTS 
Parents must notify the school nurse if a student has a communicable disease (i.e. strep, flu, ringworm, 
lice, etc.) or there is an anticipated extended illness.  A doctor’s note is needed to return to class. 
 
For those students in kindergarten through fifth grade who have missed more than one day of school, 
parents may request that the teacher gather assignments and books.  Parents may pick them up from the 
school office. 
 
 
TARDIES 
Classrooms will be open at 7:45 am.  Those who arrive after 8:00 am will be considered tardy and MUST 
stop at the front desk to get a tardy slip before going to class.  Students arriving before 10:00 am will be 
considered tardy.  Students arriving after 10:00 am or leaving before 11:30 am will receive an absence.  
Students who are tardy are responsible for getting assignments, turning in missed class work, and 
making up any quizzes or tests.  Students coming in tardy can be a disruption to the class as a whole, 
therefore excessive tardiness will result in an equivalent absence. Four tardies will equate to one 
absence. Please make every effort to arrive to school on-time.  
 
 

COMPUTER USE RULES AND AGREEMENT POLICY 
 
All students have access to computers in the library and computer lab.  They must, therefore, adhere to 
the school’s basic rules of computer usage. Prohibited activities include, but are not limited to, the 
following: 

 Harassment 
 Vandalism 
 Viewing or retrieving inappropriate materials from the Internet 
 Use without authorization 
 Use of inappropriate language 

 
Parents and students must sign an Acceptable Use Policy (AUP) which will be sent home for review the 
first week of school. 
 
Additionally, students in 3rd-6th grades with access to individual Samsung Chromebooks and Kindles will 
also have to sign, and abide by, a User Agreement for their individual devices. 
 
 

DISCIPLINARY POLICIES 
 
GENERAL PHILOSOPHY 
Character development in a Christian environment is worthy of pursuit.  Southminster School expects 
students to be a credit to themselves, their families, and their school.  The school’s goal is to provide a 
safe, secure environment where students can grow emotionally, as well as intellectually. Students who 
consistently follow established rules are likely to be happy children who feel safe because boundaries for 
behavior have been established.  Acceptance of school rules means the expectation for behavior is 
understood and valued. 
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INDIVIDUAL ACCOUNTABILITY FOR BEHAVIOR 
Each student will be held personally accountable for his/her actions.  The entire class will not be punished 
for the behavior of one or a few students.  Students will be held responsible for the consequences of their 
actions and penalties will relate to offenses and be age-appropriate. 
 
BEHAVIOR EXPECTED IN THE CLASSROOM 
Classroom behavior should always contribute to an atmosphere that supports learning. 

 Students will be in class on time with all the necessary materials to begin work. 
 Students will not disrupt or show disrespectful behavior which would interrupt the flow of class 

activities. 
 Students will leave the classroom neat and tidy. 

 
BEHAVIOR OUTSIDE THE CLASSROOM 
Students are reminded that due to the nature of the church/school campus they come in frequent contact 
with members and visitors of the church, church administration, school administration and staff, and 
younger students of the school. 

 Behavior outside the classroom will be courteous, respectful, and considerate toward others. 
 Students will walk in the halls, will keep their hands to themselves, will not push and shove others, 

and will speak in quiet voices. 
 To help ensure a smooth flow of traffic, students will walk on the right side of the halls. 

 
ZERO TOLERANCE BULLYING POLICY 
Children are expected to treat each other and faculty kindly and with respect. Children engaged in bullying 
behavior, as defined by administration, will receive a discipline infraction which will be shared with the 
parent(s) and placed in the child’s permanent school record. After three discipline infractions the child is 
subject to suspension and/or expulsion.  

 
CONSEQUENCES FOR INAPPROPRIATE BEHAVIOR - MINOR INFRACTIONS 

 Most minor infractions are resolved with the teacher’s guidance.  Apologizing to a fellow student 
or to an adult is an important part of discipline and often the best solution to resolve simple 
conflicts. 

 Students who have inappropriate conduct may be separated from others in a short “time-out” 
period in the classroom or on the playground.  This allows the child to cool off and think about 
his/her behavior.     

 In each student’s red binder, a discipline form will document the child’s day.  Should a minor 
infraction occur, parents will be informed in this way. 

 It is the classroom teacher’s responsibility to provide an appropriate learning environment.  
Teachers, therefore, will notify parents if there are repeated classroom problems.  The teacher 
and parents working together can usually come up with a reasonable plan to help a student get 
his/her behavior under control. 

 
 
FIGHTING 
The school will not tolerate fighting.  Students who are observed by a teacher to be fighting will be sent 
to the school office.  Parents may be called to come and pick up the student(s). 
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SEVERE BEHAVIOR PROBLEMS 
Severe behavior problems, as determined by the Head of School, may result in either suspension or 
expulsion. In addition, students who have exhibited repeated, disruptive behaviors may not be allowed 
to re-enroll for the following school year.  
 
SUSPENSION 
A suspended student is prohibited from attending class. Any work assignments during the suspension, 
including class work, tests, and homework must be made up. Suspension is a serious matter, and will 
become a part of the student’s permanent record. 
 
EXPULSION 
An expelled student is no longer permitted to attend Southminster School for the remainder of the school 
year. Any student who is expelled will not be able to re-enroll the following school year. Expulsion is the 
most severe disciplinary action, and will become a part of the student’s permanent record as well.   
 
Suspension and/or Expulsion may be given for the following: 

 Taking or damaging school property 
 Theft of personal belongings 
 Cheating 
 Unacceptable and unsanitary behavior in the restroom or classroom 
 Harassment  
 Threatening or bullying behavior 
 Possession, use, or distribution of alcohol, tobacco, or prescribed or non-prescribed drugs 
 Physical abuse  
 Fighting 
 Possession of a weapon real or toy such as, but not limited to guns and knives 
 Instruments potentially injurious to others such as, but not limited to lighters, matches, smoke 

bombs, fireworks, and homemade weapons 
 Inappropriate use of computer resources 
 Profane language 
 Forgery 

 
 

GRADING, CLASS PROMOTION AND GRADUATION REQUIRMENTS 
 
GRADING 

 PRE-K, BRIDGING, AND KINDERGARTEN - Academic and social progress is evaluated by 
using a comprehensive developmental assessment.  There are no number grades. 

 FIRST THROUGH SIXTH GRADE - Academic progress is reflected by numerical grades.  
Conduct and work habits, plus enrichment subject grades are evaluated with marks of 
Excellent, Satisfactory, Needs Improvement, and Unsatisfactory. 

 Report Cards – Report cards will be sent after each 9-week marking period to students in Pre-K 
through 6th grade.  A grade of 69 (F) or below will indicate that a student has failed a subject area 
for the marking period for students in 1st-6th grade.  

 Progress Reports – For students in 1st-6th grade progress reports will be sent home midway 
through each marking period to provide additional information about a child’s progress. 
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HOMEWORK 

 Southminster School’s philosophy with regards to homework is that it should be assigned to 
advance the skills of students for purposes of remediation, review, or advancing skills.  To that 
end, assignments are not given solely to “give the students work to do,” but rather aid in the 
grasping of concepts taught in class at the teacher’s discretion. 

 Reading (parents to children or children to parents) should be routine for all of our students.  Daily 
homework will include a number of minutes read nightly/weekly and a record keeping process 
set up by the classroom teacher. 
 
 
 

PROJECTS 

 Projects should be assigned with ample notice of due dates.  The project should include a rubric 
which gives parents and students information about the requirements.  Indicate on the projects 
what amount of adult assistance is appropriate. 

o Kindergarten and First Grade:  2 projects per year; done with assistance; limited writing 
requirements 

o Second Grade:  2 projects per year including research skills and limited citing of articles, 
internet articles; interviews etc.; done with assistance; minimal writing requirements 

o Third Grade: 3 projects per year including research skills and citing; limited assistance; 
extended writing requirements 

o Fourth Grade: 3 projects per year including research skills and citing; little to no parental 
assistance; extensive writing requirements 

o Fifth and Sixth Grade: 3 projects per year including research skills and citation; little to no 
parental assistance; extensive writing requirements, visual and oral presentation 
requirements 

 

 

RETESTING FOR FAILING GRADES 

 Students should not be retested on material at any grade level, with the exception that the 
teacher feels that there were extenuating circumstances that affected a student’s performance 
on a given day.  If a special circumstance exists, a teacher may use one of the following approaches 
to retest: 

o The student reviews the old test and answers the questions that were missed.  Correct 
answers then receive only half the original merited points. 

o The student takes a new test on the same material and the grades from the previous test 
and current test are averaged to reach the grade. 

 Students who receive modifications should be given a test that already reflects the required 
modifications and therefore is graded on all tested material.  A student who does not have a 
modification plan in place and filed in the school office may not receive any adjustments to his/her 
testing. 
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INCOMPLETE WORK 

 Kindergarten through First Grade – Students are still learning to pace themselves to complete 
work. Students who have incomplete work and have made an effort to work towards completion 
during the allotted time should be given an opportunity to complete it during a break, centers, or 
recess. 

 Second and Third Grade – During the first marking period students need to adjust to the new pace 
of the current grade.  Students who have incomplete work and have made an effort to work 
towards completion during the allotted time should be given an opportunity to complete it during 
a break, centers, or recess.  However, it should be noted to students and to parents that 
incomplete work will be graded accordingly after the first marking period unless a modification 
plan exists. 

 Fourth, Fifth, and Sixth Grade – All students are required to complete work on time.  There will 
be no time given to finish work later unless a modification plan exists. 

 Grading of incomplete work: (the reduction will be on incomplete work or wrong answers 
whichever is greater).  NOT APPLICABLE to a test. 

o Incomplete work of ¼ of the assignment – automatic 10-point reduction 
o Incomplete work of ½ of the assignment – automatic 20-point reduction 
o Incomplete work of ¾ of the assignment – automatic 30-point reduction 

 

LATE/MAKE-UP WORK 

If a project, homework, or assignment is not turned in on time a student can lose points.  Kindergarten 
through Second Grade – a reminder of work to be turned in and a note home to parents.  Third Grade – a 
reminder of work to be turned in, a note home to parents and 5 points off for each day assignment is 
missing.  Fourth, Fifth, and Sixth Grade – an automatic 10-point reduction to grade for each day it is 
missing and a note home to parents. 
 
Planned Absences - If a student needs to be absent due to a family emergency or other circumstance, the 
following steps must be taken: 

o Parents must meet with the classroom teacher and obtain a Planned Absence Form 
o Allow time to meet with the classroom teacher to discuss individual procedures for completing 

work that will be missed including scheduling dates for tests and quizzes 
o All tests and quizzes will be completed no later than one week after the student’s return to 

school 
o For a planned absence that involves a family trip, all homework is due upon the student’s return 

to school 
o Planned Absence Form must be signed by both the parents and teacher and submitted to the 

Head of School no later than two days prior to the absence.  Final approval is by the Head of 
School 

 
 
TUTORING 
Tutoring is provided by the classroom teacher once a week from 3:15 to 4:00. Teachers will invite students 
to participate in tutoring based on academic need. 
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CLASS PROMOTION  
Kindergarten - A student shall be promoted to first grade if: 

 The student meets the attendance requirements. 

 The student satisfactorily completes the Kindergarten curriculum. 
 
First through Sixth Grade: A student shall be promoted to the next grade level if: 

 The student meets the attendance requirements. 
 The student achieves an overall yearly average of 70 or above in each major subject area. 
 Parents of a student who achieves an overall yearly average of less than 70 in any major subject 

area can request that the Head of School review the student’s placement for the following year.  
 

FIFTH AND SIXTH GRADE GRADUATION REQUIREMENTS 
Successful completion of fifth grade will include average yearly grades in each of the major subject areas 
that are not less than 70 (F).  All tuition and fees must be up to date. The student must complete a 
minimum of 15 hours of documented community service.  Half of the service hours must be earned 
outside of the school.  All service hours must be verified by the adult overseeing the service project via a 
signed document provided by Southminster School. 
 
GRADUATION FEES 
Each year several events mark the occasion of our fifth and sixth grade students’ graduation.  A $50 fee 
will be assessed to graduates to cover the cost of cap and gown and graduation activities. 
 
FIFTH AND SIXTH GRADE OVERNIGHT FIELD TRIP 
Each year, the fifth and sixth grade classes take an overnight field trip. Fees will be determined each year 
by fundraising success, class size, and trip itinerary. 
 
 

SCHOOL SUPPLIES 
 

Students in Pre-K through 6th grade are asked to have a backpack, large supply box, a water bottle, a box of baby 
wipes, and a box of Kleenex on the first day of school.   Backpacks with wheels are not allowed.  They do not fit 
in the cubbies and are a safety hazard in the halls.  Other school supplies needed for the school year are 
purchased by Southminster School.  Should a student misplace or misuse materials or consume the allotted 
supplies, the purchase of additional materials will be at the parents’ expense. 

 
 

UNIFORM/ GUIDELINES FOR HAIR/ DRESS CODE 
 
Students in Pre-K, Bridging, and Kindergarten through 6th grade are required to wear the Southminster 
School uniforms as supplied by Parker School Uniforms.  Only khaki pants, shorts, and skorts may be 
purchased from other stores (i.e. Kohl’s, Target, Academy, etc.).  Cargo shorts or pants are not 
acceptable; they must be from the uniform section of the store from which they were purchased. Each 
child should have at least one complete “Casual” uniform.  Students in Kindergarten through 6th grade 
should have one complete “Formal” uniform.  Each child should be neat, clean, well groomed, and dressed 
in complete and proper uniform each school day. Parents will be notified if the student is in an incorrect 
or incomplete uniform. 
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School Outfitters by Lands’ End purchasing website may be accessed at: 
http://www.landsend.com/pp/SchoolSearch.html?action=landing&selectedSchoolNum=900172206  
 
 
 
UNIFORM COMPLIANCE 
Uniforms must be in good order, without stains or tears.  A student who is not in the appropriate daily 
uniform, or has a uniform which is not in good order, will receive a uniform compliance viloation form 
which parents must sign.  If 2 infractions are received in a marking period, the student will not be allowed 
to participate in the next Spirit or Free Dress Day. 

 
 
 
GUIDELINES FOR HAIR 

 No extreme haircuts or hair colors are permissible (e.g. head shaving, mohawks, or any other extreme 
haircuts; pink, purple, or blue hair color, etc.).  

 Hair must be neat, clean and well-groomed, and err on the side of moderation 
 
 
 
ACCESSORIES 
The girls’ hair accessories may be red, white, navy blue, black, or the Southminster School plaid.   
 
 
 
FOOTWEAR 
Students should always wear appropriate shoes and socks.  Shoes should have a rubber sole with closed toes 
and heels.   

 
 
 
RESALE OF SCHOOL UNIFORMS 
Uniforms in good-to-excellent condition will be resold during scheduled used-uniform sale every summer.  
Parents may contact the school office for more information.  Any other arrangements for used uniforms should 
be made between parents.   

 
 
 
LABEL PLEASE! 
All clothing and personal items should be labeled with the student’s name.  Don’t forget to label the sweatshirts 
and cardigan sweaters. 
 
 

http://www.landsend.com/pp/SchoolSearch.html?action=landing&selectedSchoolNum=900172206
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 MONDAY “FORMAL” UNIFORM REQUIREMENTS – PRE-KINDERGARTEN THROUGH SIXTH GRADE 
Students are required to wear the “Formal” uniform every Monday during the school year.  Students will 
be notified in advance should the Head of School require the formal uniform on special occasions. 
 

GIRLS BOYS 

Pre-Kindergarten Pre-Kindergarten 

Monogrammed red polo with khaki pull-on shorts, 
pants, or skort, white socks 

Monogrammed red polo with khaki pull-on shorts, 
or pants, white socks 

Bridge/Kindergarten Bridge/Kindergarten 

White peter-pan, collared broadcloth blouse, plaid 
jumper with navy bike shorts, white socks or solid 
white/navy tights 

Monogrammed French blue dress shirt, khaki 
shorts/pants, monogrammed navy sweater vest, 
white socks  

First – Second Grade First – Second Grade 

White peter-pan, collared broadcloth blouse, plaid 
jumper with navy bike shorts, white socks or solid 
white/navy tights 

Monogrammed French blue dress shirt, khaki 
shorts/pants, white socks, monogrammed navy 
sweater vest 
 

Third Grade – Sixth Grade Third Grade – Sixth Grade 

White monogrammed  ¾ sleeve blouse, plaid skirt 
with navy bike shorts, monogrammed navy  
sweater vest, white socks or solid white/navy tights 

Monogrammed French blue dress shirt, khaki 
shorts/pants, white socks, monogrammed sweater 
vest 

 
 
 
 
TUESDAY-THURSDAY UNIFORM REQUIREMENTS 

A school uniform is required daily and students may choose to wear these items on Tuesday, 
Wednesday, and Thursday. 

GIRLS BOYS 

Pre-K Pre-K  

White broadcloth blouse, plaid jumper with navy bike 
shorts, white socks, white/navy tights  OR  
Monogrammed red, navy, or white shirt, plaid, khaki or 
navy pull-on shorts, pants, or skort, white socks 

Monogrammed red, navy, or white shirt, khaki 
or navy pull-on shorts or pants, white socks 

Bridge/K – Sixth Grade Bridge/K – Sixth Grade 

Monogrammed red, navy, or white shirt, plaid, khaki or 
navy shorts, pants, or skort, white socks  

Monogrammed red, navy, or white shirt, khaki 
or navy shorts or pants, white socks 
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FRIDAY “CASUAL” UNIFORM REQUIREMENTS 
Students will be required to wear the “Casual” uniform every Friday during the school year and at special times 
as determined by the Head of School. 

GIRLS BOYS 

Pre-K Pre-K 

Any Southminster T-shirt, khaki or jean pull-on 
shorts, pants, or skort, white socks 

Any Southminster T-shirt, khaki or jean pull-on 
shorts or pants, white socks  

Bridge/K – Sixth Grade Bridge/K – Sixth Grade 

Any Southminster T-shirt, khaki or jean shorts, 
khaki skort, or khaki pants, white socks 

Any Southminster T-shirt, khaki or jean shorts or 
pants, white socks 

 

Note the Following Information 
GIRLS BOYS 

Only the monogrammed cardigan sweater can be worn 
inside the building on “Formal” dress days. 

Only the monogrammed cardigan sweater can 
be worn inside the building on “Formal” dress 
days. 

Only white socks may be worn (no colors, no patterns). Only white socks may be worn (no colors, no 
patterns). 

Navy modesty shorts MUST be worn under plaid 
jumper or skirt. 

 

 

 

THE FOLLOWING ITEMS APPLY AT ALL TIMES: 
 
PE UNIFORM 
For students in fifth and sixth there is a required PE uniform that includes: 
 A gray Southminster T-shirt  
 Navy blue Southminster shorts  
 Tennis shoes  
 Solid colored sweatpants may be worn during winter months for outside PE days 

No necklaces or bracelets should be worn during PE.  A student who does not have the required PE 
uniform will not be allowed to participate in PE class activities and will receive a zero for the day. 

 

WINTER WEAR 
During the winter months students may wear winter coats/jackets.  Students must remove their winter 
coats/jackets when in the classroom.  If students feel the need to wear a jacket in school, they MUST wear the 
formal uniform sweater (on Mondays), the Southminster zip up hoodie, the Mariner pull-over hoodie, or the 
red Southminster sweatshirt. 
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FREE DRESS, FRIDAY DRESS AND SPIRIT DAYS 
 
FREE DRESS DAYS 
The Head of School will occasionally designate a school day as “Free Dress Day.”  Students should be neatly 
dressed in clothes that fit appropriately.  All clothing must be modest, unrevealing, and appropriate for wear in 
a Christian environment.  Spaghetti straps, boys’ muscle shirts, and shorts/skirts that are too short will not be 
allowed. Girl’s shorts, skirts or dresses should be no shorter than two-inches above the knee.  Boy’s shorts should 
be knee length.  Clothing with inappropriate language, advertising, or symbols will not be allowed.  Pants with 
holes or cutoff shorts will also not be allowed.   
 
FRIDAY  
Students may wear ANY Southminster shirt (Be a Hero, Mariner Mile, Fall Fest, etc.) with blue jeans on Fridays.  
Blue jeans MAY NOT be bleached, have holes, be ripped, or be a different color.  Regular blue jeans are permitted 
only. 
  
SPIRIT DAYS 
Spirit days at Southminster School are held the LAST FRIDAY of every month (or the Friday before a 
holiday).  Children can wear denim blue jeans or shorts with a shirt for the given spirit event (college, 
sports team, etc.) 

 

 

 


