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MISSION

The staff of St. William Early Childhood Development Center strives to live our lives in service to
God.  We have been called to minister to our church, each other and the families entrusted to 
our care.  We serve, first by love, and by providing a nurturing, developmentally appropriate 
environment that encourages each child to develop spiritually, mentally, physically, socially and 
emotionally.  We share our love of the Lord by sharing our gifts and talents that He has blessed 
us with.  We will, through prayer, be a witness of Christ by loving and serving others and provide
a witness through our words and actions in teaching the Catholic faith to children and their 
families.

We are a self-supporting extension of St. William Catholic Church and therefore follow the 
standards set by the Church.

WELCOME

The staff of St. William ECDC welcomes you and your child.  Our doors are always open to 
parents.  Children feel good about having their special place to explore and have fun.  We are 
proud that we can provide this loving environment for them.  

When visiting our center it is required that all visitors check in at the ECDC office and receive a 
name badge.

Many of your questions will be answered in this handbook.  However, should you require 
assistance of any kind, please do not hesitate to contact your child’s teacher or the ECDC 
office.  

Thank you for allowing us the privilege of ministering to you and your family.

Our classes are open to any child regardless of race, nationality, or religion beliefs.

PROGRAM

Our program offers a Catholic faith based learning environment for children ages 18 months to 
five years of age.  Your child will participate in a variety of learning center activities which 
include art, books, puzzles, manipulatives, nature, music, and dramatic play.  Social skills are 
developed through sharing, taking turns, thinking, reasoning, and solving problems.  Bible 
stories, Bible verses and prayers are included in each teaching unit.

The center is licensed through the Texas Department of Family and Protective Services.  Each 
member of our staff will receive a minimum of 24 hours training per school year.  The staff is 
certified in CPR and First Aid.  SIDS and Shaken baby, Child Abuse and Neglect are other 
trainings we receive each year.

The children entrusted in our care are a gift from God and we want to care for them in the best 
way possible.

CURRICULLUM
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The curriculum is designed for appropriate stages of development.  Since children learn best 
through hands on activities, lessons are built around play and experimental learning.  Weekly 
Gospel lessons, stories about Saints and the Catholic faith are included in our weekly teaching. 
We believe that children learn the concept of God, through appropriate faith activities.  The 
curriculum is designed to help children develop in all facets of life; spiritually, mentally, 
physically, emotionally, and socially.

HOURS/DROPOFF/PICKUP/SCHOOL CLOSINGS

School begins at 9:30 a.m.  We respectfully request that children not be dropped off at school 
until starting time.

We ask that children not arrive too late.  A child who arrives 30 minutes late may find it difficult 
to become involved when the rest of the class has already started an activity.  If you arrive at 
9:45am or later, please stop at the office and an office staff member will take your child to their 
classroom.

Class dismissal is at 1:30 p.m.  We ask that you be prompt in picking up your child.  Late is 
defined as 1:35pm.  Anyone later than 1:35pm will be given a written notice.  Parents who are 
consistently late in picking up their children will be required to pay a $15.00 late fee per incident 
following the first warning.  Our staff will make every effort to accommodate emergency 
situations.  Please notify the office if you will be late at 512-600-8201.  The front doors will be 
unlocked by 1:20pm if you wish to pick up early.  If the front door is locked, please ring the bell.

The teacher must be advised if someone other than the designated person is to pick up your 
child.  If your plans change after you drop your child off in the morning, and someone else will 
be picking up your child, please call the school at 512-600-8201.  It is mandatory that the person
picking up your child is listed on the authorized pick up form and must show a photo ID.    

We adhere to the announcements issued by the Round Rock Independent School District 
regarding bad weather and school closings.  If RRISD is closed, then St. William ECDC will also
be closed.  If RRISD is delayed, then St. William ECDC will be closed.  You will receive an email
with any changes to our schedule.  You may also check the church website for updates.

FEES

A non-refundable registration fee is due each year at the time of registration, along with an 
activity/supply fee.  Please see the fee schedule below. Full or partial activity/supply fees may 
be refunded if the office is notified by the dates listed below:
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Tuition Fee’s for 2018-2019

Tuition Rates  : (5% Sibling discount on each additional child)

Tuition Rate Contributing Parishioner
Non-Contributing

Parishioner/Non-Parishioner
2 Days a Week $185.00/monthly or $1,665.00/annually $205.00/monthly or $1,845.00/annually

3 Days a Week $260.00/monthly or $2,340.00/annually $290.00/monthly or $2,610.00/annually

4 Days a Week $305.00/monthly or $2,745.00/annually $345.00/monthly or $3,105.00/annually

Registration Fees: (Non-Refundable)

Children Parishioner Non-Parishioner

1 Child $75.00/annually $100.00/annually

Family $100.00/annually $125.00/annually

Activity/Supply Fee: (Per Student) (NOTE: If you withdraw your child, a full refund 
will be given prior to June 30th.  Half refund will be given prior to July 31st.  No refund will be 
given after July 31st.

Number of Days Cost per child

2 Days a week $125.00/annually

3 Days a week $145.00/annually

4 Days a week $165.00/annually

Tuition is due monthly. For your convenience, you have the option to pay tuition in one payment,
two payments (at the beginning of each semester), or nine monthly installments.  

A penalty fee of $15.00 will be charged if payment is not received by the 15th of each month.  
Tuition can be paid using cash, check, credit cards or online at www.saintwilliams.org.  In order 
to ensure your child’s place, there will be no refund for days missed due to illness, vacation, or 
inclement weather.
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Upon registration, it is assumed that each child is committed to the entire school year.  It 
is required the ECDC office is given a 30 day written notice with the intent to withdraw.  

Tuition payment should be placed in the tuition box provided by the front door.  All checks 
should be made payable to St. William ECDC.

*Please Note-If you are 30 days past due on a tuition payment, your child will no longer be able 
to attend class and their spot will be forfeited. 

Please contact the ECDC office if you have any questions or concerns.

HEALTH & IMMUNIZATION RECORDS/ILLNESS

Each child must have an up to date immunization record and health check-up before beginning 
school.  

Every effort is made to prevent the spread of disease.  The following guidelines are set to 
protect your child and others from contagious illnesses.  It is requested that children who 
demonstrate the following symptoms not be brought to school:

 Evidence of a fresh cold
 Temperature of 100.4 degrees or higher
 Sore or discharging eyes
 Discolored nasal discharge
 Upset stomach, vomiting or diarrhea within the past 24 hours
 Rash or skin irritations of unknown origin
 A child with head lice must see a doctor, be treated and provide a doctors note before 

returning to school.

Should any of these symptoms appear during school hours your child will be separated from the
other children and cared for until your arrival.  

In the event of exposure to a contagious disease within your child’s class,  a letter will be sent 
home to the entire class.

No medication will be given at school.  All medications should be given before and after 
school.  If medication is necessary, the parent is required to come to the school office to 
administer medication. 

With written authorization your child will be given ½ tsp of Benadryl in case of an emergency.

The program exercises reasonable care and judgment in all matters related to safety.  In all 
emergencies the program has permission to take such reasonable measures as are, in the 
judgment of the teacher or director, necessary for the welfare and safety of the child until a 
parent can be reached.

STUDENT ABSENCES

Please notify your child’s teacher by 9:00am if your child will be absent.  There is no refund of 
tuition or make-up days if a child misses due to illness or vacations.  If you know your child 
will miss school more than a week, please notify your child’s teacher and the ECDC office.
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CLASSTIME/CLASS SCHEDULE

At St. William ECDC, children can look forward to having a lot of fun!  Class schedules differ 
with age groups.  Your child’s teacher will provide a detailed schedule of daily activities.

DISCIPLINE

All discipline is based on understanding the individual needs of each child.  St. William ECDC 
has adopted a discipline policy that promotes good behavior and self-discipline in children.

Pictures of classroom rules are posted in each classroom.  Teachers will clearly explain 
classroom and outside rules daily and provide reminders when needed to help children clearly 
understand their limits.

Disciplinary action will be appropriate to the age of the child and misbehavior involved.  Under 
no circumstances will harsh or cruel treatment, such as shaking or striking be permitted.  
Likewise, children will not be allowed to hurt each other.  This includes, but is not limited to, 
pushing, hitting, kicking, etc.  Children who repeatedly engage in this type of behavior will be 
temporarily removed from the classroom.  It is important that all children feel safe and secure in 
their school environment.

Please refer to the Discipline and Guidance Policy for St. William Early Childhood 
Development Center that was given to you at the time of registration.  By state law, this form is
required to be kept on file in the office.

TRANSITION

The first few weeks of school may be difficult for parent and child.  The best thing to do is come 
in briefly, get them settled, give a good hug and kiss and reassure them that you will be back.  
Please stay positive and cheerful in their presence.

BE POSITIVE AND QUICK!  The longer you stay for reassurance, the harder it will be to leave. 
Being on time to pick up your child will build a feeling of trust with your child.

Our staff does a wonderful job in comforting the children; however, if a child is extremely 
upset, parents may be called to pick up early while we work together to help the child 
adjust.

POTTY TRAINING, CLOTHING, DIAPERS AND PERSONAL ITEMS

Children should come dressed in play clothes and closed-toe shoes.  We encourage parents to 
send their child in practical, easy to manage clothes.  If your child is still in diapers, please send 
him/her in a fresh/dry diaper in the morning.  Please provide clothes with snaps or velcro inner 
leg openings.

Please dress older children in clothing that can be handled with minimal assistance (easy snap 
pants, no belts or overalls).  Please have girls wear shorts under their dresses. 

All children must keep an extra set of clothes in their backpack or diaper bag in case of 
accidents. If still potty training, please provide 2 or 3 sets of clothing.

Children in diapers need at least 4 disposable diapers in their backpack daily.  Pull-ups and 
diapers are required until a child sits on the potty willingly and consistently stays dry at home.  
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Please only use underwear as the very last stage of potty training.  This will eliminate stress and
embarrassment for the child.

Beginning with the 3 year old class, all children must be potty trained.  If your child is not 
completely potty trained, please notify your child’s teacher.

If your child has a special blanket or cuddle toy for quiet time, please label it with your child‘s full
name.  Please be certain that all diaper bags, cups, coats, sweaters and lunch boxes are 
labeled with your child’s full name.  If items are not labeled upon arrival, the teacher will label
items with a sharpie.

LUNCH/SNACK

Your child will need a lunch of finger foods and a drink.  Please do not send candy.  Food 
items such as hot dogs, corn dogs, grapes, apples, strawberries, ham, and cheese must be cut 
by the parent, to allow the children to swallow their food without difficulty.   Please check your 
child’s lunch box for leftovers.  Teachers will put unfinished food in the lunch box for you to see 
what your child has eaten.  We are unable to chill or heat food, so please send ready-to-eat 
food for your child.

Each child will be asked to provide snack for the class according to the teacher’s schedule.

No beverages with added sugar, such as carbonated beverages, fruit punch or 
sweetened milk are allowed during lunch and/or snack times.  Water is best to bring to 
school.

When it’s your child’s turn to provide snack for the class, please provide a healthy snack.  
Please ask your child’s teacher for snack ideas, if needed.  

If you have been notified that there is a student in your child’s class with a food allergy, 
please only send the appropriate food items for snack and lunch.  Parents of the child with 
food allergies may be asked to provide daily snack for their child.

CHILD’S FOLDERS

Please do not place anything in another child’s folder.  If you have something for another 
student, please give it to your child’s teacher to place in the folder.  Parents should contact the 
ECDC for approval if they wish to distribute any type of advertising.

CHANGE OF ADDRESS/EMAIL/PHONE

Please inform the ECDC office and your child’s teacher immediately if your home address, 
email, telephone number or work number should change.  You can email this information to 
ecdc@saintwilliams.org or stop by the ECDC office.

BIRTHDAYS

Parents may provide their child’s class with a mini cookie, a mini cupcake or other small treat.  
Please notify your child’s teacher in advance of your plans.  Party invitations may be distributed 
in class only if all children are invited to the party. Please give invitations to your child’s teacher 
to place in folders.
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REST TIME

We will have no rest time in the classrooms.

WATER ACTIVITIES

Parents will be notified at least a week in advance of any water activities including hose play, 
outdoor water tables, water balloons, and small wading pools.  Activities will be supervised at all
times. A separate permission slip with information on water activities will be sent home that 
must be signed and returned to school.

TRANSPORTATION

No transportation is provided to and from school.  

ANIMALS

Parents will be notified at least one week in advance of any pets that we will have at the school. 
Parents will be required to sign a permission form.

ARRIVAL/DEPARTURE

Parents must sign their child in and out each day.  Parents must provide the following 
information:

Time in/out

Signature of person bringing child/picking up child

When dropping children off in the 3 year old and Pre-K classrooms, we ask that the parents 
drop the children at the door to enable the children their independence.  The teachers and aides
will offer the children assistance if needed.

It is extremely important that our teachers and aides be available at arrival and departure to 
monitor the children in the program.  They will not be able to walk children to and from the 
parking lot. If there is a medical reason you are unable to walk to the building to drop off or pick 
up your child, you must contact the ECDC office to make special arrangements.

If you wish to talk to your child’s teacher, please schedule a time to meet after school.  Your 
child’s teacher must have full attention on her class.

PLEASE NOTE:  After school, families remaining on the church grounds must use the 
restrooms in the Parish Hall and supervise children at all times.

SAFETY

Please do not leave children unattended in your vehicle at any time.  If a child is found 
unattended in a vehicle by an ECDC staff member, 911 Emergency will be called.

7



TOYS

We ask that the children leave personal toys at home  .  Bringing toys often leads to problems
(loss, breakage, or conflicts among children).  Occasionally, a show and tell toy or object may 
be requested from home (no toy guns, weapons, etc.).

APPOINTMENTS WITH YOUR CHILD’S TEACHER

To help answer any questions or concerns you might have, teachers are available for 
appointments.  We ask that you use these appointed times and not try to have an impromptu 
conference with teachers at the beginning or end of the day.  Setting up an appointment is 
beneficial for you, the teacher and your child because undivided attention is focused on your 
questions and concerns.  During school hours, your child’s teacher will be caring for the children
in her class.

Please email or call your child’s teacher to schedule a meeting time to discuss any concerns.

PARENT COMMUNICATION

Teachers will communicate with parents about the week’s activities and any special or unusual 
events concerning their children.  All teachers post a monthly calendar listing the events and 
lessons for the week/month.  When communicating information about general school-wide 
events, flyers or letters will be put in your child’s folder that is kept outside each classroom in a 
file box.  Each child’s folder is labeled with their name.

We encourage parents to express their concerns, questions, comments and suggestions about 
our program policies, procedure, staff and structure.  The Director is available Monday-
Thursday 10:00am-1:00pm.

If there are any changes in policy procedures during the school year parents will be notified in a 
letter from the ECDC office.

PARENT SURVEY

Each year our parents are asked to complete a survey about the program.  The results of the 
survey are compiled and distributed to the Director, Supervisor, and the Pastor.

REVIEW OF MINIMUM STANDARS AND LICENSING INSPECTIONS 

The center has a copy of the Minimum Standards and licensing reports available to parents at 
all times.  These are located in the ECDC office and they are posted on our information board in
the front of the school.

HOW TO CONTACT OUR LOCAL LICENSING OFFICE, FPS CHILD ABUSE HOTLINE AND 
PRS WEBSITE

The licensing office phone number, contact person, FPS child abuse hotline, and FPS website 
is posted in the office and on the bulletin board by our front doors.  You may contact the 
licensing office at www.dfps.state.tx.us  The FPS Child Abuse hotline is 1-800-252-5400.

8

http://www.dfps.state.tx.us/


ABUSE AND NEGLECT

By law, our staff is to report any signs of abuse and neglect.  If we suspect that a child is 
showing signs of abuse and neglect we will report it to the FPS Child Abuse hotline.  The St. 
William ECDC staff has all been trained on recognizing signs of abuse and neglect. 

EMERGENCY PLAN

Throughout the year our school will practice the following drills:

 Fire Drill

 Disaster Drill

 Lock Down Drill/Reverse Lockdown

In case of an emergency that we need to evacuate the school, a parent will be contacted either 
by email or by phone call to come and pick up your child as soon as possible.  

We will designate 3 areas where your child will be ready to be picked up:

 Main Church

 Parish Hall

 Pavilion

If we have to evacuate off campus, the instructions on where to pick your child will be in an 
email or instructions will be given in a phone call.  Please also check the church website for 
information or the church office at (512)255-4473.

DONATING/VOLUNTEERING

Several times throughout the year we ask for donations to help other ministries in the church.  
Items may be dropped off at the designated area in front of the school.

All parents are encouraged to attend the Ethics and Integrity in Ministry workshop provided by 
the Diocese of Austin.  For more information, please contact Tommy Sustaita, EIM/Volunteer 
Coordinator at tsustaita@saintwilliams.org.  

CHANGES AT HOME
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Sometimes things happen at home that can cause a change in your child’s behavior at school.  
Please let your child’s teacher and office know so she can help your child.

Examples:

 Grandparent or any visitors that come to stay a while.
 Someone in the family is ill, in the hospital or has passed away.
 New family members.
 Remodeling your home.
 Parent traveling.
 Change in marital status
 Moving

OUTDOOR PLAY

The children at St. William ECDC will go outside every day, weather permitting.  Dress your 
child appropriately to enjoy God’s beautiful world.  Girls should wear shorts under dresses.

VISION/HEARING SCREENING/IMMUNIZATION REQUIREMENTS

The laws of the Texas Department of Family and Protective Services require that we have a 
vision and hearing screening on file for all children 4 years of age.  This screening is 
typically during your child’s 4 year old well check. 

The laws of the Texas Department of Family and Protective Services require the following
immunizations for all children enrolled in a child care.

DPT/DT Polio (PV) HepB     MMR      HIB       HepA PCV7      Varicella

The ECDC office will notify the parent when a child’s immunizations are due.  It is the parents 
responsibility to keep up with their child’s immunizations.  The parent will have 30 days to obtain
these immunizations and return verification of these immunizations in writing to the Center’s 
office.  Failure to comply by the deadline will result in dismissal from the Center until we 
receive an updated record.

REQUIRED FORMS DUE BY THE FIRST DAY OF SCHOOL
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By Texas law, ECDC is required to have certain forms on file for every child in the program.  
Forms are due by the first day of school:

Before a child is admitted in the program, the school must have the following completed forms:

1) Enrollment Information

2) Health Requirements Form (includes medical statement, Health Statement, 
immunization records, and vision and hearing information if 4 years of age by 
September 1st)

3) ECDC Approval Form (showing that the parent has read and received the 
Parent/Student Handbook)

4) Emergency Contact Form/Student Information

5)  Benadryl Permission Form

6) Field Trip Permission Form

7) Water Activity Permission Form

8) Lunch/Snack Form

HIRING POLICY

Kindness, vitality, enthusiasm, joy of life and ability to project these qualities to the children are 
important Characteristics when choosing ECDC staff.  They must be more than teachers; each 
must be a special individual who loves children.

In the best of all worlds, complete harmony would exist.  But since we, as staff, and you as 
parents, are human and individuals with varying ideas, we know that times of disagreement will 
arise.  When this happens, we ask that you first talk with your child’s teacher.  If no agreement 
can be reached, please contact the Director.

CONTACT INFORMATION

Church Website: www.saintwilliamd.org

Church Phone: 512-255-4473

ECDC Webpage: https://www.saintwilliams.org/node/20

ECDC Email: ecdc@saintwilliams.org

ECDC Phone: 512-600-8201

Volunteer Coordinator: Tommy Sustaita tsustaita@saintwilliams.org

ACKNOWLEDGEMENT AND RECEIPT OF THE 
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ST. WILLIAM ECDC PARENT HANDBOOK

Please return this form to the ECDC Office the first week of school.  Thank you! 

I acknowledge that I have received a copy of the St. William Catholic Church Early 
Childhood Deployment Center Handbook.  

I understand that it contains important information on policies and procedures. I realize 
the handbook is not intended to cover every situation that may arise, but is a general guide 
to refer to.

I understand that it is my responsibility to familiarize myself with the materials and agree 
to follow the provisions and other policies/rules of the center.

I further understand and acknowledge that the center may change, add or delete any 
policies or provisions in this handbook as it sees fit in its sole judgment and discretion.

I acknowledge and understand that this Parent Handbook supersedes and replaces any and
all prior handbooks or materials previously distributed.

You are required to read the handbook in its entirety. By initialing next to each of the 
bulleted points below, you signify that you have specifically paid close attention to the 
following sections of the Parent Handbook that are of particular importance.

 Illness Policy ______________ (Initial)

 Late Pick Up Policy _______________ (Initial)

 Tuition and Fees_______________(Initial)

 Forms turned in on time_______________(Initial)

Child’s Name:___________________________________________________     Age:_____________________

Parent or Guardian’s Name (PLEASE PRINT)

_________________________________________________________           _________________________________
Parent or Guardian’s Signature                                                Date                 

Updated 8/6/18
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