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A Note From the Director: 
 

Welcome to HOPE Ministries. We are 
looking forward to a year of blessing and growth 
as we work together to fulfill our responsibilities in 
educating and caring for your children.   

We ask that you take the time to read this 
handbook carefully.  It contains the policies and 
procedures that govern the daily operation of 
HOPE Ministries.  Cooperation between parents 
and staff will help insure that we have a safe and 
productive environment for your children.   

 
     Thank you, 
     Jeanette Staskewicz 
 
 
 
“For I know the plans I have for you”, declares the 
Lord, “plans to prosper you and not to harm, plans 

to give you HOPE and a future.” 
Jeremiah 29:11 
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MISSION STATEMENT 
The purpose of HOPE Ministries is to give parents who are furthering 
their education the opportunity to place their children in a child care 
program that is biblically and educationally based. Our center is an 
outreach ministry of First Assembly and we are here to serve parents 
and children.  In each activity, we endeavor to provide an opportu-
nity for individual, spiritual, physical, mental, and social development 
for the child as well as the parent.  We hope to give you and your 
child a firm foundation for future years. 

 
ADMISSION GUIDELINES 

1.   An application must be completed. 
2.  Admission is based on a mutual understanding by the center’s 

administration and the parents. 
3.   A single parent and not living with boyfriend/girlfriend 
4.  Must be a high school or college student (12 hour minimum class 

schedule) 
5.   21 years of age or younger 
6. Monthly attendance to ConnecTeen evening meetings 
7. Must participate in all  HOPE Ministries Fund Raisers 
8.  No one will be discriminated against based on race, sex, ethnic, or 

faith background.  
9. Families are accepted on a trial basis for the first six weeks 
10. Parents agree to use the center for school hours only. 
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DISCIPLINE POLICY 
Discipline is designed to train, instruct, encourage, and support in 
such a way that a child will choose to do what is right.  Discipline 
does not mean punishment, but training and teaching.   
At all ages, we will advise the children of what behavior is acceptable, 
unacceptable, and why.  Timeout is the primary form of discipline 
and will be based on the child’s age, one minute per year of age.  
After verbal re- direction has been tried and a child does not respond, 
he/she will be set apart from the situation in a quiet area. They will 
be allowed to rejoin the rest of the group for play and activity when 
his/her set time is up. 
 
 *  Children will not be subjected to discipline that is severe, 

humiliating, or frightening. 
 * We will not allow discipline to be associated with food, rest,  
  or toilet training.  
 * Spanking or any other form of corporal punishment is 

prohibited. 
 * Parent intervention will be requested when timeout is no  
  longer effective.  

 
HOURS OF OPERATION & HOLIDAYS 

The center is open Monday- Friday, 7am – 4pm.  We cannot be 
responsible for children brought earlier than 7am.  Any child that 
remains at the daycare past  
4 p.m.  Will be assessed a late fee of $1 per minute.  Please sign your 
child in and out of the center every day.  Be sure the teacher 
acknowledges you and your child before leaving.  If  the Ft. Zumwalt 
School District closes due to inclement weather, we will also be 
closed.   
Please arrange for alternative childcare so you will be prepared for 
these circumstances. You will be provided, at the time of admission, a 
list of Holidays that HOPE will be CLOSED. 
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OPENING PROCEDURE 
Upon arrival at HOPE: 
The staff will pray over the day. 
 
As children arrive: 
Each child and parent will be greeted by a staff member.  The staff 
will assist the child with putting his/her personal belongings and 
lunch in their proper place as the parent signs their child in on the 
designated sign- in sheet. 
The staff member will speak with the parent about who will be 
picking up the child and anything else that the parent needs to notify 
the staff about.  The staff member will then help get the child 
comfortable in his/her surroundings and with the parent’s departure. 
 

CLOSING PROCEDURES: 
 
 As children leave: 
A staff member will greet each parent at the door. As the parent is 
signing the child out, staff will assist the child with collecting their 
belongings and any leftover food.  The staff member will talk with 
the parent about their child’s day and anything important of which 
the parent needs to be made aware.  The staff member will check the 
sign- out sheet and make sure that all times and signatures are 
present. 
 
If someone other than the parent is picking up your child, HOPE 
staff must be notified by the parent who is picking the child up prior 
to the child’s departure.  This person’s identification will be checked 
before entry into the building is allowed. If someone other than the 
parent comes to pick up your child and their name is on the list of 
people the child can be released to, a staff member will call to inform 
you that your child was released to that person. 
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If someone comes to pick up the child without prior notification 
from the parent and their name is not on the list, the parent will be 
contacted and verification received before that person will be allowed 
into the building.   If that person is not verified by the parent, the 
child will not be released and the person will be asked to leave.  If 
they refuse, the police will be notified to assist in the situation.
 
Closing HOPE at the end of the day
Staff will recheck the sign
been signed out and then do a thorough walk
HOPE facility.  All cribs, bathrooms, play areas and closets are 
checked before leaving for the day.  The staff is required to sign off a 
closing checklist that all rooms have been checked and the 
sign- in/out sheet is accurate. These are kept on file in the director’s 
office.  The staff will then pray over the day and for the salvation of 
the parents and children before leaving the building.
 
What to do if no one answers the HOPE door
If there is ever a time when you come to pick up your child and no 
one answers the HOPE daycare door, first try knocking on the door.  
The door bell may not be functioning for some reason or we don’t 
hear it.  If still no one comes to the door,  please either call the 
church office at 636
to the offices and they will be able to assist you with getting your 
child.  Our staff at times will take the children with them on walks 
throughout the church or just simply outside in the play area.  We 
will always let the church office staff know when this is being done 
and where we will be so that they can assist you with locating us.
 
In case of an emergency
In case of an emergency, if no one can be reached at the HOPE 
phone number or in the church office, please call the church 
emergency number, 



 

If someone comes to pick up the child without prior notification 
from the parent and their name is not on the list, the parent will be 
contacted and verification received before that person will be allowed 
into the building.   If that person is not verified by the parent, the 
child will not be released and the person will be asked to leave.  If 
they refuse, the police will be notified to assist in the situation. 

Closing HOPE at the end of the day: 
Staff will recheck the sign- in/out sheet to verify that all children have 
been signed out and then do a thorough walk- through of the entire 
HOPE facility.  All cribs, bathrooms, play areas and closets are 
checked before leaving for the day.  The staff is required to sign off a 
closing checklist that all rooms have been checked and the  

in/out sheet is accurate. These are kept on file in the director’s 
office.  The staff will then pray over the day and for the salvation of 
the parents and children before leaving the building. 

What to do if no one answers the HOPE door: 
If there is ever a time when you come to pick up your child and no 
one answers the HOPE daycare door, first try knocking on the door.  
The door bell may not be functioning for some reason or we don’t 
hear it.  If still no one comes to the door,  please either call the 

636- 936- 1912 or go to the other side of the church 
to the offices and they will be able to assist you with getting your 
child.  Our staff at times will take the children with them on walks 
throughout the church or just simply outside in the play area.  We 
will always let the church office staff know when this is being done 
and where we will be so that they can assist you with locating us. 

In case of an emergency: 
In case of an emergency, if no one can be reached at the HOPE 
phone number or in the church office, please call the church 
emergency number, 636- 288- 5656.   
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WHEN YOUR CHILD IS ABSENT 
It is mandatory that you call the center when you know your child is 
going to be absent.  We enforce a three- strike policy where if you 
fail to call the center  
3 times  and/or 3 consecutive days, your child will no longer be en-
rolled and you will be required to re- enroll.  Our office phone is 
636- 936- 8668.  You need to call in by no later than 9:00 a.m. so 
that we can notify our volunteers as soon as possible.  Please be con-
siderate of those caring for your child and abide by this rule. 

 
 
 
 

MEALS 
Our center will provide snacks; however, lunch is the responsibility of 
the parent.  No gum or candy is allowed.  Please follow the nutrition 
guidelines for lunches we have provided.  Due to limited storage, we 
can only store food for one day at a time.  If your child arrives after 
8am, please make sure they have had breakfast. 
 

HEALTH FORMS 
Missouri state law requires that a Student Health Examination Form 
and a Certificate of Immunizations be completed. These forms may 
be obtained from your physician and must be submitted to our of-
fice  at admittance.  All updates to your child’s records need to be 
provided to us throughout the year. 
 

MEDICATION 
Staff will give medication to your child when it is needed. Before we 
can render this service, you must fill out a medical form listing the 
dates, specific times, and the amount to be given.  Medication must 
be in the original container.  Place the medication along with a 
proper measuring cup or spoon in a zip lock bag.  We cannot give 
medication for fever. 
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ILLNESS 
As a child development center, we are mandated by state law to 
exclude children exhibiting certain symptoms.    Please remember 
that because our concern is the well being of your child and their 
classmates, at times we must make judgment calls.  Any child who is 
suspected of being ill or exhibits any of the following signs and 
symptoms shall be placed in an isolation area.  The parents will be 
notified immediately so the child can be removed from the center as 
soon as possible.   
 

1. Severe coughing, causing the child to 
become red or blue in the face or to make a 
whooping sound. 

2. Difficult or rapid breathing. 
3. Diarrhea, more than one abnormally loose 

stool within a 24- hour period. 
4. Temperature of one hundred degrees 

Fahrenheit or higher taken by the auxiliary 
method.  

5. Conjunctivitis (Pink Eye) 
6. Rash 
7. Any other unusual sign or symptom of illness.  
8. If your child is given antibiotics for any infection, including ear 

infections, they must be on the medication for 24 hours before 
returning to our center.  

 

We require that your child remain free of temperature and/or 
symptoms for 24 hours prior to returning to the center without the 
assistance of any fever- reducing medications (i.e.: Children’s Tylenol, 
Acetaminophen, Ibuprofen , etc.)  This is for your child’s protection 
as well as the protection of the other children. 
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SLEEPING MATS 
Each day your child will have a set time for rest.  We have provided 
children over one year of age with a non- porous school mat, sheet, 
and blanket for this purpose.  Cribs, blankets, and sheets are also 
provided for the infants. 
 

CLOTHING SUGGESTIONS 
Have  a change of clothes in your child’s drawer/
backpack at all times.  This should include extra 
underwear, socks, and shoes.   
If your child does not have a change of clothes when 
necessity arises, the parent will be immediate called to 
either pick up their child or bring in clothes .  Dress your child 
appropriately for the weather.  Layering is a great idea for transitional 
weather. Label all your child’s belongings. For health reasons, 
children must wear shoes at all times.  Rubber soled shoes are 
preferred.       
 

LOST ARTICLES 
We try to make sure there are no lost or misplaced clothing or other 
items.  However, the center cannot be held responsible for any lost 
items.  
 

TOYS 
Please do not allow your child to bring toys to the center.  
This tends to cause sharing problems between children and 
disrupts the day’s activities.   
 

WITHDRAWAL OF CHILDREN 
We request a 2- week notice before removing your child from the 
center.  This will give us ample opportunity to find another family 
that can benefit from our services. 
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Thank you for taking the time to read 
this handbook.  We look forward to an 

exciting year working with you and your  
child as you further your education. 

 
 

The Staff at HOPE Ministries 
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I have read the parent handbook and agree 
to work together with HOPE Ministries in 
the furthering of my child’s development.   

 
I also agree to attend the required evening 

classes. 
 
 
 

______________________    ___________ 
Parent Signature                    Date  
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4750 Highway 70 
St. Peters, MO  63376 

 
(636) 936-8668 - HOPE 

HOPE@stcharlesassembly.org  
 

(636) 936-1912 - Church Office 
www.StCharlesAssembly.org 


