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Introduction of Nursery Program Guidelines  

The St. Thomas More nursery is provided for parish families so parents may attend Mass on 
Sundays and participate in monthly and weekly ministry events including Adult Faith Formation 
classes  giving them the opportunity for spiritual growth while leaving their child in a caring and 
loving environment. Childcare is provided Sunday mornings for infants at least 6 months old 
(typically mobile infants) until the child reaches kindergarten age. For programs outside Sunday 
mornings, Nursery Care is extended through elementary age children. 
 

Our Nursery Staff consists of many volunteers from this ministry and a few paid caregivers who 
all provide a safe, positive, fun first church experience for our children. In order to keep our 
nursery program safe and in compliance with Diocese of Austin policies on Ethics and Integrity in 
Ministry (EIM), all employees and adult nursery volunteers are required to complete an 
application for ministry (which permits the Diocese to run a criminal background check) and 
attend an EIM Workshop every three years. Please visit www.austindiocese.org to find EIM 
compliance information. Teen caregivers are supervised by EIM compliant adult caregivers at all 
times and should have attended a Called to Protect for Youth workshop through Religious 
Education, Youth Group or at their Catholic School. All paid staff including teens and adults must 
be in compliance with EIM. 
 

The Nursery program is successful due to the volunteers and parents who work together each 
week to make this nursery possible. Our caregivers who staff the Sunday Mass nursery are 
parents who utilize the nursery and volunteer one Sunday per month. Caregivers for other 
ministry programs are recruited within our parish and are either paid staff or volunteers. 
 

Our nursery rooms are located in the family center in Nursery Rooms 1, 2 and 3 just past the gift 
shop. We also utilize Room 102 in the Religious Education building when necessary. 
 

Our hours of operation: 
Sunday Co-Op Nursery 8:45am – 12:15pm to serve the 9:00am & 10:45am Masses 
Availability is based on number of children & volunteers that are present 15 minutes prior 
to the start of mass. 
  

Weekly Programs available with Reservation: 
Monday 3:30-5:30pm and 6:30-9:00pm 
Tuesday 3:30-5:30pm and 6:30-9:00pm 
Wednesday 3:30-5:30pm and 6:30-9:00pm 
Thursday Closed 
Friday 9:00am –12:00noon and 7:00-9:00pm 
Saturday Closed 
 

Additional childcare hours may be requested and approved when deemed necessary for a 
ƳƛƴƛǎǘǊȅΩǎ ǎǳŎŎŜǎǎΦ IƻǿŜǾŜǊΣ ŀƭƭ ŜǾŜƴǘǎ Ƴǳǎǘ ŜƴŘ ǇǊƻƳǇǘƭȅ ŀǘ фΥллǇƳΦSchedules of arranged 
childcare will be posted outside the Nursery Rooms. 
 
The Nursery will be closed during Holy Week and on major holidays.   Sunday Co-Op Nursery will 
be closed on the following holiday weekends and the Sundays nearest the following holidays: 

New Year’s Day Memorial Day Thanksgiving & the Friday After 
Good Friday & Easter Fourth of July Christmas Eve 
 Labor Day Christmas 

http://www.austindiocese.org/
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Diocese Requirements on Ethics & Integrity in Ministry (EIM) 
All clergy and paid staff, and all volunteers working with youth and vulnerable adults, at any parish or 
diocesan location, are required to complete an Application for Ministry AND are required to attend 
an EIM workshop every three years. These requirements and the process to be compliant are listed 
on the Austin Diocese web site at www.austindiocese.org ÕÎÄÅÒ Ȱ%)- ɉ%ÔÈÉÃÓ Ǫ Integrity in 
-ÉÎÉÓÔÒÙɊȱȢ 4ÈÅ !ÐÐÌÉÃÁÔÉÏÎ ÆÏÒ -ÉÎÉÓÔÒÙ ÉÓ ÏÎÌÉÎÅ ÏÎ ÔÈÉÓ ×ÅÂ ÓÉÔÅ ÁÌÏÎÇ ×ÉÔÈ ÔÈÅ ÃÕÒÒÅÎÔ ÓÃÈÅÄÕÌÅ ÏÆ 
both EIM Workshops and EIM Refresher Workshops.  

1. Ministry Leaders Needing Childcare 

Ministry Leaders are to contact the Nursery Coordinator, Kelli Merchant at 258-2055 or 
stmnursery2055@gmail.com prior to the scheduling of an event that may possibly need 
childcare. The Nursery Coordinator may suggest times when childcare is already available 
but attendance is low. This will assist us in saving costs and decreasing our manpower. 
 
a. Reservation and Promotion of Childcare 

The Nursery is available with a reservation during the hours of operation throughout the 
week. Additional time may be granted if deemed necessary for the success of the 
ministry. Ministry Leaders must contact the Nursery Coordinator at least 10 days prior 
to the event which will need childcare. Ministries are required to promote that childcare 
is available by reservation only. Reservations may be taken by someone in the Ministry 
or the Nursery Coordinator. Parents must make reservations for their own children no 
later than 72 hours prior to the event and only if space is available will reservations be 
accepted after this deadline. The Nursery must establish staffing needs based on the 
ages & number of children. 
 

b. Staff Recruitment and the Number of Children 
All Nursery staff members recruited must be interviewed, trained and hired by the 
Nursery Coordinator. The Nursery Coordinator will be responsible for verifying the 
staff’s compliance in EIM. Per Diocese requirements, the Nursery needs to always have 
at least 2 caregivers per room no matter the number of children. Childcare may not be 
available for groups with less than 6 children. The Nursery must also have at least one 
caregiver per every 6 children after the Diocese requirement is met. 
 

c. Payment of Childcare 
For events that are open to the entire parish and are events where all parishioners are 
encouraged to attend, childcare will be available for no cost to the parent. Events that 
are designated for specific ministries or have attendance limited to specific parishioners, 
there will be a ‘free-will’ donation box located in the Nursery Room where childcare is 
provided. The suggested donation will be posted but typically will be $2 per hour per 
child. These donations will be counted and deposited directly into the Nursery account. 
We ask for this donation so that we may continue offering childcare to our parishioners. 
 
There is no cost to use the Nursery during times where unpaid volunteers are recruited 
and utilized. 

  

http://www.austindiocese.org/
mailto:stmnursery2055@gmail.com
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d. Ministry Responsibilities 
Ministries must provide the Procedures for Parents Using the Nursery document to all 
parents who utilize the Nursery within their ministry. Ministries must also assist in the 
delivery and collection of completed Children’s Information Forms from the parents and 
return all forms to the Nursery Coordinator so that the child’s information can be shared 
with the staff. These two documents will be provided by the Nursery Coordinator. 
  
Ministries should also provide snacks and clear drinks if necessary for the duration of 
childcare. A list of approved snacks and peanut-fee snacks will be provided upon 
request. Ministries can also provide structured activities (such as movies, games, crafts, 
Bible stories). 
 

2. Staffing Guidelines 
 
a. Teens, Volunteers and Paid Staff 

Caregivers of the Nursery can include volunteers and paid staff of various ages. 
Volunteers who are in Middle School and High School are considered “helpers” and shall 
never be in a supervisory role. Any caregiver under the age of 18 must remain in the 
room with an adult supervisor. Per Diocesan requirements, the Nursery must have at 
least one EIM compliant adult over 21 years of age in each classroom and at least one 
EIM compliant adult supervising and available to assist as needed. The preferred 
scenario is to have at least 2 EIM compliant adults in each classroom and a ‘Supervisor’ 
serving in an overall supervisor capacity over all classrooms. Per Texas Workforce 
Commission, the Nursery is allowed to hire students who are 14 years of age. All paid 
staff must be in compliance with the Diocese policies on Ethics & Integrity in Ministry. 
 

b. Ratios and Number of Children 
Our main focus is to provide quality care and supervision of your child by striving to 
maintain high adult-to-child ratios. Although we are not required to adhere to the 
caregiver:children ratios which have been established by the State of Texas for childcare 
facilities, we have considered their guidelines when establishing our suggested ratios. 
 
Per Diocesan requirements, we are required to have at least 2 caregivers present in 
each room at all times no matter the number of children present. Teen caregivers must 
be present with an adult at all times. We will strive and always plan to have a 
caregiver:child ratio of at least one caregiver to every 6 children. For infants 6 months to 
18 months, we will strive and always plan to have a caregiver:child ratio of at least one 
caregiver to every 4 children. 
 
Due to these ratios, the Nursery may be closed to any additional children based on the 
number of caregivers present. For Nursery Co-Op programs, we will accommodate our 
regular volunteers’ children first and then follow a first-come, first-serve basis.  
 
Our parish never allows for ‘drop-in childcare’ for any event and reservations must 
always be made for the children needing childcare.  Reservations should be made at 
least 72 hours (3 days) prior to the start of the event when childcare is needed. Any 
drop-ins will be turned away unless there is space available following the caregiver:child 
ratios. 
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Our Nursery is best suited when there are no more than 3 caregivers and at most 15 
children per room.  This is due to the limited amount of actual play space in each room.  
At the discretion of the Nursery Coordinator and the paid or volunteer staff, these 
numbers may be adapted to suit the parish’s need at that time.  
 
For infants, it may be better to decrease the number of infants in the room when they 
will be in nursery care for longer than 2 hours. This is based on their activity level, 
sleeping schedule, eating schedule and general behavior. 

 
c. Staff Badges 

All caregivers should wear a St. Thomas More Nursery badge that verifies that date of 
the caregiver’s attendance at an EIM Workshop. Badges should be securely stored 
within the Nursery Rooms. If a badge is ever lost, please notify the Nursery Coordinator 
as soon as possible. 
 

d. Supervisory Role 
When possible, the Nursery will have a single caregiver who is in a Supervisory Role 
whose responsibility is to monitor all the Nursery rooms being used. They are to visit 
each room and assist with any tasks, be the runner and the communicator among the 
rooms. This person is the decision-maker based on his/her discretion in regards to the 
issues at hand. If it is not possible for the Nursery to provide a “supervisor”, the ministry 
leader needing childcare should check on the Nursery rooms at least once during their 
event. 
 

3. The Nursery Rooms and Grouping of Children 
The Nursery consists of 4 rooms in the Family Center and Religious Education Building. 
Typically, Nursery Rooms 1, 2, and 3 are used for Sunday Mass Nursery and when the 
Preschool is not in session.  Other programs typically only use Room 102 especially 
when there are smaller groups of children and/or events occur closer to the vicinity of 
Room 102. 
 
a. Smaller versus Larger Groups and Evening Sessions 

Children are grouped primarily by month of birth and developmental characteristics. 
Changes may be made at the discretion of the Nursery Coordinator in order to keep 
populations of rooms equal. When there are less than 15 children using childcare, 
all children no matter what age will be combined in one room 
 
During events where multiple rooms are being utilized and there are activities and 
snacks available for various ages, the Nursery will divide the children based on their 
age and developmental characteristics. A typical suggestion is to keep children’s 
ages within an 18-month span but can be adapted based on children present. 
 
Many evening sessions of childcare allow siblings to remain together in the room no 
matter the age difference.  
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4. Parents Using Childcare 
 

a. Children’s Information Form 
This form which has been provided by the Nursery directly to the parents using 
childcare or through the Ministry Leaders must be fully completed and returned by 
all parents using childcare. This is the Nursery means of communication to parents 
and will be on file to be used by caregivers in an emergency situation. Parents are 
also encouraged to include any special information about their child on the sign-in 
sheet. 
 
For those parents attending RCIA or who are Sunday School Teachers, we happily 
provide childcare for your children while you attend your program. Please note that 
the Nursery is closed on some Sundays that  you continue to meet for RCIA and 
possibly Sunday School. If you wish to use the Nursery after your RCIA and Sunday 
School sessions are completed, we ask that you participate as a volunteer in our 
Sunday Mass Nursery Co-Op ministry. 

 
b. RSVP for your Attendance 

Parents who use childcare during ministry events must notify your Ministry Leader 
and/or the staff of your attendance so that we can ensure the proper number of 
caregivers. Reservations for childcare must be made at least 72 hours (3 days) prior 
to the start of the event where childcare is needed. 

 
c. Guidelines and Procedure Documents Provided to the Parents 

All parents who use childcare and do not need to volunteer must read and adhere 
to the Nursery Procedures for Parents Using the Nursery document. All parents who 
use and volunteer in the Nursery must read and adhere to all documents of 
procedures, guidelines and training. 

 
5. Sunday Mass Co-Op Volunteers 
 

a. Definition of a Co-Op Program 
For those volunteering in the Sunday Mass Co-Op Program, we allow you 60 days to 
become EIM compliant from your first day of using the Nursery. After 60 days and 
with no EIM compliance, we will ask you not to use the Nursery for Sunday Mass. 
Parents who are using the Sunday nursery and are EIM Compliant are required to 
volunteer at least one Sunday per month. If you do not comply with this guideline 
and do not volunteer twice within a 2-month timeframe, you will be asked to not 
participate in the nursery program. We only do this in fairness to the other 
volunteers in the program. 
 

b. Adhering to Guidelines, Procedures and Training Materials 
All documents outlining the required guidelines, procedures and training have been 
given to the Co-Op Volunteers. It is the responsibility of the caregivers to read and 
comply with the information given. If procedures and guidelines including the 
Diocesan policies are not followed by the caregivers, it may result in dismissal from 
the Nursery ministry. 
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c. Finding Subs 
If a volunteer is not available on their assigned day, you are responsible for 
attempting to find a sub for your day using the Nursery ministry database which is 
made available to you.  This database may not be used for any other purpose. 

 
d. Signing in as a Sunday Mass Co-Op Program Volunteer 

On the day you volunteer, you must sign yourself in under the Caregivers Section on 
the Sign-In/Sign-Out sheet. This will be the Nursery’s only record of your attendance 
and volunteerism. 
 

6. Volunteers in the Nursery 
At various times, childcare is provided by volunteers who do not participate in a Co-Op 
program. 
 
a. Adhering to Guidelines, Procedures and Training Materials 

All documents outlining the required guidelines, procedures and training have been 
given to the Co-Op Volunteers. It is the responsibility of the caregivers to read and 
comply with the information given. If procedures and guidelines including the 
Diocesan policies are not followed by the caregivers, it may result in the dismissal 
from the Nursery ministry. 
 

b. Finding Subs 
If a volunteer is not available on their assigned day, you are responsible for 
attempting to find a sub for your day by using  the Nursery ministry database which 
is made available to you. 
 

c. Signing in as a Volunteer 
On the day you volunteer, you must sign yourself in under the Caregivers Section on 
the Sign-In/Sign-Out sheet. This will be the Nursery’s only record of your attendance 
and volunteerism. 
 

7. Paid Staff in the Nursery 
At various times, childcare is provided by paid staff who can be adults or teens under 
the age of 18. These teens are never allowed without an adult present and are never 
allowed in a supervisory role. 
 
a. Employee Forms 

The Nursery Coordinator will be responsible for ensuring that paid caregivers have 
completed all required Employee Forms which include W-4, I-9 with copy of 
appropriate identification, an Authorization for Direct Deposit Form with cancelled 
check or deposit slip, and a signed copy of Acknowledgement of Employee 
Handbook. All completed forms must be given to the Nursery Coordinator and 
processed by the St. Thomas More Accountant prior to the paid caregivers first day 
of paid work. 
 

b. Training and Materials 
The Nursery Coordinator hosts one training session per year and it is the 
responsibility of the paid staff to attend this training. If paid staff has been hired 
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after this training, the Nursery Coordinator will place you with a seasoned caregiver 
who will provide “on-the-job” job training. All paid staff must read all documents 
contained in the Employee & Training Folder. Failure to comply with any of the 
procedures outlined to you may result in your dismissal. 
 

c. Paid Staff Responsibilities 
The staff member’s function will include unlocking & locking the room doors, 
ensuring pagers are available or designating a means of communication to the 
parent during their child’s nursery stay, ensuring Children Information Forms and 
Sign-In/Sign-Out forms are available & completed. These blank forms along with 
Nursery Guidelines & Procedures will be clearly marked and located in each room in 
the Nursery Program notebook. The Nursery staff member will be responsible for 
appropriate procedures and emergencies that may occur.  
 
Paid Staff is responsible for ensuring the appropriate clean-up and maintenance of 
the room and its contents. Please remember, we share these nursery rooms with 
the preschool and other ministries and need to respect the needs of our children. 
Toys for Rooms 1, 2 and 3 are located on the shelves in each room’s bathroom. The 
small room located off Room 3 has toys the nursery may use. All of these toys must 
be cleaned and returned to their proper bin and location. Guidelines on how to 
clean the nursery rooms will be located in each Nursery Program notebook and 
posted near the room’s exit. 
 

d. CPR, AED and First Aid Training 
We also strive to have at least one CPR, AED & First Aid Trained and Certified person 
on the Nursery premise during nursery hours and so it is encouraged as a paid 
employee that you have this training. St. Thomas More has also implemented an 
Emergency Management Manual – this manual plus useful tools are located in each 
Nursery Room. The manual is available electronically and it is the responsibility of 
the paid staff to read this manual. 
 

e. Direction from the Ministry 
Some ministries have provided their own schedule utilizing their own snacks, 
activities, Bible stories and movies. It is the paid staff’s responsibility to follow the 
ministry’s suggestion as these activities may be a significant part of their ministry. 
 

f. Time Sheets and Pay Dates 
All completed time sheets should be delivered to the Nursery Coordinator either in 
the Nursery mailbox located in the Parish Office, left in the Nursery Program 
Notebooks or via e-mail with the electronic timesheet. A schedule of time sheet due 
dates and payroll dates is located in the Nursery Program notebook found in each 
nursery room.  Any delay in turning in timesheets will result in payment being 
delayed until the next pay date. 
 

g. Finding Subs 
If you are unable to fulfill your shift, it is your responsibility to find a sub and to 
notify the Nursery Coordinator. If you are a paid staff member for Mothers of Young 
Children or the second Friday evening of the month, you must notify the Nursery 
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Coordinator and the Ministry Leader of your absence. They will direct you 
concerning whether or not you will need to find a substitute. 
 

h. Signing in as a Paid Staff 
On the day you work, you must sign yourself in under the Caregivers Section on the 
Sign-In/Sign-Out sheet. This will be the Nursery’s only record of your attendance 
and volunteerism. 
 
 

8. You and Your Child’s Stay in the Nursery 
 
a. Schedule 

Parents are encouraged to share their child’s own schedule for potty breaks, eating 
and sleeping on the Sign-in/Sign-Out sheet. Caregivers will do their best to follow 
your schedule. Diapers are changed as needed or as directed by the parent. 
 
The Nursery will not be supplying snacks for the children so we ask that you bring a 
snack for your own child. Your Ministry Leader may also provide snacks for all the 
children. We ask that you bring dry snacks such as crackers, granola bars, pretzels, 
etc. We also ask that you bring clear juices either in a sippy cup or juice box such as 
apple juice for your child. We do not provide refrigeration for any snacks or 
beverages.  If there is one child with allergies in the Nursery during short visits of 90 
minutes or less, snacks may possibly not be given to the children.  
 
Your child will have outside playtime (weather permitting). Please dress your child 
appropriately for the weather and please dress your child in closed toed shoes. If 
you return to the room and you can not locate us, there should be a sign stating we 
are on the playground with directions to which playground (the big playground is 
the one located across the hall from the Religious Education Staff Offices and the 
small playground is located off of Nursery Room 3 and the Family Center). 
 
For children in diapers, parents should put child in a clean diaper immediately prior 
to bringing child to Nursery, however, diapers are changed as needed or as directed 
by the parent. 
 
We will try to incorporate a Bible Lesson, a craft or a group activity during your 
child’s time in the nursery. 
 

b. Sign-in Procedures 
We will often have an initial “Check-In Station” outside the rooms. This is where you 
will be assigned a room. You may bring your child who will utilize the room into 
his/her assigned room and help them get acquainted with the room, meet the 
caregiver and sign them in. Please be considerate and limit traffic in the rooms. 
 
For ministry and other events, there may not be an initial “Check-In Station”, in 
which case you may bring your child directly to his/her assigned room. 
 
At the Sign-In Area in your child’s room, please do the following: 
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1. Log your child in on the Sign-In/Sign-Out sheet. Use one line per child and 
include the information requested. Be sure to include special instructions such 
as potty training, nap times, feedings, allergies, etc. 

2. Please make a label with your child’s name, pager number and any known 
allergies and place this label on your child’s back. 

3. Give diaper bag with all possessions labeled and child to a staff member wearing 
a badge. 

4. Pick up your assigned vibrating pager and please note the pager’s number you 
picked up on the Sign-In/Sign-Out sheet. Keep the pager in a place you will be 
able to feel it and be sure to remember to return the pager when you pick up 
your child.  If pagers are not available, please include a cell phone number that 
you have on you or note which room you will be located.  In this case be sure to 
set your cell phone to vibrate. 

 
After check-in, the staff will aid in separation by following your guidance. Long 
goodbyes often make clingy children become more so, and can upset other children 
who are already settled in. The majority of children adjust satisfactorily quite 
quickly; however, some children need to become engaged and then say goodbyes. 
We will encourage the first approach as much as possible, but will be flexible. 
 
Some children who are experiencing separation anxiety might benefit from shorter 
stays in the nursery at the beginning. You can gradually increase their time until 
they are happily staying for the entire event. 
 

c. Sign-Out Procedures 
Parents are requested to pick up their child as soon as possible or within 15 minutes 
after the close of each church activity. Children can be picked up in the classroom 
after signing the Sign-In/Sign-Out sheet. Your child will not be released to anyone 
but the parents or legal guardians and after the pager has been returned. If there is 
a change of plans and someone else is to pick up your child you are to note this on 
the Sign-In sheet. No other parent is to encourage another child to come with them 
without the consent of the child’s parent or legal guardian. 
 

d. Locating a Parent 
If your child cries for 15 minutes and cannot be comforted, or appears sick, the 
Caregiver will notify you by paging you, calling your cell phone or visiting your room. 
This is why it is so important to collect your correct pager or write down the number 
of your pager, include your cell phone or room number on the Sign-In/Sign-Out 
Sheets. We will never bring a child to you and we encourage you to respond quickly. 
Please be discreet when coming to your child’s room by quietly knocking on the 
door if you do not see a staff member. 
 

e. Suggested Diaper Bag Contents 
Please bring the following labeled items as necessary for your child: 

 
- A clearly labeled diaper bag, sack or backpack (labels are provided) 
- Extra diapers (disposable only please) 
- Labeled plastic baby bottles and/or sippy cups 



6/29/2011 

11  

- Labeled pacifiers if applicable 
- Change of clothing (even for the potty training children) 
- Your child’s favorite comfort item; however, we kindly ask that you do not bring 

any weapon-like toys (be sure to collect this upon leaving) 
- Infants should bring their own snack, formula, or baby food  
- Children should also bring their own snack and juices if necessary, please 

consider other children’s allergies when packing a snack 
- Appropriate outerwear including shoes for the weather (we may play outside) 
 

f. Policy for Sick Children 
Sick children will not be admitted into the Nursery. No caregiver will give medication 
of any kind. Some signs of illness are: 
 
- Unusual fatigue or irritability 
- Coughing, sneezing, runny nose, watery eyes 
- Fever (child should be fever free without medication for 24 hours before 

returning to nursery) 
- Vomiting or diarrhea (any time within the previous 24 hours) 
- Inflamed throat 
- Rash or cold sores 
 
We appreciate your cooperation in keeping all our children healthy by not bringing a 
child who may be sick. Caregivers assist in this effort by following strict hygiene 
procedures and washing and disinfecting toys on a regular basis. Gloves can be 
found in each room and are also worn by the caregivers whenever changing a 
diaper. 
 
If a sickness or an accident were to happen during your child’s time in the nursery, 
the parent must be notified. Details of the event must be shared with the parent 
and an “Improving Training and Facilities” document completed, signed by parents 
and filed. These documents are located in the Nursery Notebook in each room. First 
Aid Kits are found in Room 1, 2, 3 and Room 102. First Aid Kits are also found in the 
Family Center Kitchen and the Religious Education Workroom. 
 

g. Changing a Diaper and Potty Training Procedures 
- Be sure to continually check for soiled diapers! 
- Prepare diaper changing area (there are pads in each bathroom or changing 

tables) with wipes, diapers, paper towels and disinfectant 
- Be sure to always keep your eye on the child 
- Minimize contact with child’s soiled clothes or diapers 
- Always use rubber gloves which are found in each room 
- Clean the child’s bottom from front to back with a fresh disposable wipe. 
- Throw all soiled disposable items wrapped in the latex glove in covered 

receptacle. Dirty diapers can go directly to the garbage can located outside the 
Nursery hall exit (between Room 1 and 2) or outside the doorway close to 
Brennan Auditorium. 

- Place all soiled clothes in plastic bag which are found in the Nursery cabinets in 
each room to be given to parent 
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- Clean any spills on diaper changing area 
- Remove gloves and wash or wipe hands with wipe 
- Place clean diaper on child 
- Wash child’s hands 
- Clean and disinfect the diaper changing area 
- Wash your hands again 
- For those who are potty training, try to minimize contact but assist the child in 

the removal of clothes if necessary 
 

h. Maintaining a Clean & Safe Environment 
When you are a caregiver, please remember that these children are precious. 
Consider some of the following: 

- Whenever a child puts a toy in his/her mouth, remove it and put it on the 
counter top to be washed later. 

- Always keep a headcount of children you are caring for. 
- Remember names and engage the child by singing, reading books, playing. 

Get on the floor to their level. 
- There are cabinets labeled “Nursery” in Rooms 1, 2 and 3 – use these items 

as additional toys, crafts, coloring sheets. Paper towels, additional rubber 
gloves & diapers are located in these cabinets for use in the nursery. 

- There is usually a rocking chair located in the Library to rock any infant. 
- Movies and/or music are available in each room. 
- Wash all the children’s hands and your hands when returning from the 

playground. 
- Talk to the parents about how things went and be as positive as possible! 
- Avoid mishaps by diverting children’s attention to other things. 
- If an accident was to occur, be sure to share all details excluding names of 

any other children with the parent. The caregiver must fill out the Improving 
Training & Facilities document if the accident caused an injury or it is in our 
control to improve the training of the caregivers or improve the nursery 
facilities. This document which is found in the Nursery Program notebook 
must also be signed by the parent of the injured child.  

- There are additional toys in the room off of Room 3 and additional infant 
toys, and playpen are located in the closet near the exit. Feel free to use 
these toys as ‘something new’ or as needed. 

- There is a notebook full of ideas for craft projects and materials for these 
projects available in the closet near Room 3. 

- At the end of the nursery session, have the children sit in “circle time” to 
read a book, sing songs, play ‘Simon Says’. This will assist in an orderly 
dismissal of children and you can keep your continual count of children! 

 
i. Rules of the Nursery and Playground 

In order to maintain a safe, nurturing environment, all children are required to 
follow the rules anytime they are in the Nursery: 
 
- No balls of any kind are allowed in the room unless they are rolled on the floor 
- No rough-housing, pretend fighting, etc. 
- No running in rooms or hallways 
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- No tree climbing 
- No climbing on physical structure of playground equipment 
- Bottoms and bellies on the swings 
- No throwing of rocks 
- Slide down on bottoms 
- When using tire swing, two children at a time and no aggressive swinging or 

spinning 
- Children leaving the nursery for any reason, including using the restroom, must 

be supervised by a caregiver at all times 
- Use respectful voices and language 
- Do not hurt others 
- Listen and obey the staff and volunteers 
- Caregivers should position themselves so that they can see all the children 
 
Consequences: 
- Warning 
- Time out – the time out will last the same number of minutes as the child’s age 

and will occur in an area which can be supervised at all times. 
- If the caregiver has followed these procedures and decides that a child is still 

not under control, the caregiver may page the parent. The child must remain in 
the direct supervision of the parent and may not be brought back to the nursery 
for the duration of that day’s events. 

- Discipline for children under the age of two will consist of a simple statement of 
the rules and redirection to a more appropriate activity. 

 
Parents are to discuss these rules and consequences with your child and help 
Nursery staff to enforce them. 
 

j. In an Emergency Situation 
Unfortunately there may be an emergency situation with an intruder or a natural 
disaster during your stay in the Nursery. Although it is unlikely that this will happen, 
it is best that you are informed on how to deal with the situation. Paid staff have 
been trained on the procedures developed by St. Thomas More to respond to these 
situations. If you wish to be better prepared, an Emergency Manual document can 
be provided and is available (along with tools) in each of the Nursery Rooms. 
 

9. From the Austin Diocese: How to Report an Incident of Concern 
The Diocese of Austin is committed to preventing harm from happening to any of our 

children or vulnerable adults. If you are aware of sexual abuse and/or neglect of a child 

or vulnerable adult by a volunteer, employee or clergy member, our Ethics and Integrity 

in Ministry policies require that you report that information to the diocesan chancellor 

at (512) 949-2400 or superintendent of schools at (512) 949-2400. A Notice of Concern 

can also be submitted and is available on the diocesan Web site at 

www.austindiocese.org (click on the link HOW TO REPORT ABUSE). These reports may 

be made anonymously. It is also state law that abuse and/or neglect of a minor must be 

http://www.austindiocese.org/
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reported to local law enforcement or the Texas Department of Family and Protective 

Services at 1-800-252-5400 or www.dfps.state.tx.us. 

If you are experienced abuse by someone representing the Catholic Church, you may 

contact the coordinator of Pastoral Care at (512) 949-2400. 

 

 

 

 

Stewardship Prayer 

Almighty and ever-faithful Lord,  

gratefully acknowledging Your mercy  

and humbly admitting our need,  

we pledge our trust in You and each other.  

 

Filled with desire,  

we respond to Your call for discipleship  

by shaping our lives in imitation of Christ.  

We profess that the call requires us  

to be stewards of Your gifts.  

As stewards, we receive Your gifts gratefully,  

cherish and tend them in a responsible manner,  

share them in practice and love with others,  

and return them with increase to the Lord.  

 

We pledge to our ongoing formation as stewards  

and our responsibility to call others to that same endeavor.  

Almighty and ever-faithful God,  

it is our fervent hope and prayer  

that You who have begun this good work in us  

will bring it to fulfillment in Jesus Christ,  

our Lord. Amen. 

 
 
 
 
 
 
 
If there are any questions, concerns or comments on these procedures, please do not hesitate to contact 
the Nursery Coordinator, Kelli Merchant at 512-258-2055 or stmnursery2055@gmail.com. Again, thank 
you for your support in this wonderful ministry! 

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

