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PREFACE

The quality of any day care center is a direct reflection of its staff. First Environments Early Learning Center recognizes that its employees are the center's most valuable component. The personnel policies reflect the respect felt for staff as professionals and provide a basis for understanding and meeting the needs of the center. First Environments is committed to providing a working environment that exemplifies cooperation and support. 

First Environments recognizes a need for uniformity and consistency in stating, policies related to its employees and employment practices. The value of adequate job descriptions that serve as guides for successful job performance in assigned duties is equally recognized. However, the Child Care Center always recognizes the importance of dealing with individuals and individual situations. 

This handbook is not an employment contract. It was created to provide information to employees of job expectations, terms of employment, and benefits provided. Employment at the center is at will. Either the center or the employee can sever the relationship for any reason or no reason.

1.0 DESCRIPTION OF THE CENTER

1.1 Purpose

The purposes of the Child Care Center are to support First Environments families, and to provide quality programming. To accomplish these ends the Center provides a safe consistent and enriched environment where developmentally appropriate activities encourage exploration and learning through "hands on" experiences.

1.2 Management Philosophy

First Environments provides employees' children with a caring, safe and secure environment that utilizes a child-centered curriculum. This type of curriculum is based on the emotional, physical, social and cognitive needs of the individual child. The developmental needs of the child are used to determine appropriate activities carried out with that child. Because children grow and develop at different rates, this approach offers them the opportunity to explore each area of development at their own pace.

The Staff of the Center creates an atmosphere of support and affection as well as provides the materials, equipment and experience required to optimize the experiences of each child. They also serve as examples to the children, since children learn as much by observing others as they do by direct instruction. The teaching staff acts as facilitators rather than the directors of activities.

The environment is carefully planned based on an assessment of the children's skills. Planning is most obvious by the presence of "interest centers" in every classroom. These centers include art, dramatic play, manipulative or small motor skills, gross motor play or blocks, sand, water, books listening, etc. Teachers make available a wide variety of activities in each "interest center." Children are encouraged to explore all interest centers. Teachers provide an external structure for the day and provide the children time to work in the centers. Their explorations of the environment are usually self-initiated. Because of the variety of materials, children can learn several different skills in each center. Children's creativity is enhanced by the open-endedness of the learning materials. A sense of responsibility and powerfulness is also promoted by allowing children to choose their own activities.

Some of the attendant beliefs of a developmentally appropriate, child-centered curriculum are:


· Play is the child's way of working and learning. 

· Children's play becomes their work as they discover new materials in the environment. 

· Learning is what children do; it is not something that is done to them. The classroom environment shall be designed to encourage self-learning with guided practice from the teacher. 

· Children grow and develop at unique, individual rates that are often unrelated to their ages 

· Classroom activities should support this developmental approach for each child. 

· Every child has the right to feel good about him/herself. 

· Emphasis of the child's positive self concept will be the focus of many classroom activities. 

· Children's natural curiosity and eagerness to learn are enhanced if children are free to follow their natural interests 

· A discovery approach to learning will be incorporated in the classroom to encourage and develop children's curiosity. 

· Children learn from interactions with other people. 

· The environment will be designed to encourage children to observe other children working, work with other children, and work individually. 

· Children need a variety of opportunities in order to encourage creativity. 

· The classroom will contain interest centers, thereby encouraging simultaneously occurring learning activities. In this way, each child has an opportunity to work in a variety of centers using a variety of materials. 


1.3 Goals

The goals established by the purposes and philosophy of the center are:


· To accept children as individuals, to nurture their individuality and creativity. 

· To promote critical thinking, so that children can verify and validate information for themselves. 

· To expose children to a variety of experiences, to increase their mastery of a variety of skills. 

· To encourage children to be active and resourceful in discovering for themselves the world around them. 

· To help children learn to trust in themselves and feel confident in their ability to make choices. 

· To increase children's capacity to confront new discoveries and integrate them into their world. 

· To foster the ability to be sensitive and supportive of one another's feelings. 

· To teach children to approach learning with confidence and joy, and be willing to take risks. 

· To nurture children's capacity to make commitments and become involved. 

· To help children learn self-control and accountability for their actions. 

· To enhance the child's mental processes by building confidence and self-esteem. 

· To provide children with an environment devoid of sexual, racial, religious or economic bias. 

· To maintain the lowest possible staff to child ratios. 

· To constantly encourage parent visitation, in-put, and participation.


1.4 Organizational/Structural Responsibilities for Personnel

1.41 Director

The Director shall serve as Chief Administrative Officer of the center and conduct the day-to-day activities of the center. The Director will recruit, hire, supervise and discharge any other employees of the agency.

1.42 Business Manager

The Business Manager shall report to the director, and is responsible for financial & business operations of the center.

1.43 Team Supervisor

Team Supervisor shall report to the director, and is responsible for classroom management and vision planning

1.5 Facilities

Employees are to enter or exit the building through the main entrance. The key & passcode is not to be shared with relatives or friends. 

2.0 YOU AND YOUR JOB

2.1 Employment

2.1.1 Equal Employment Opportunity Policy 

First Environments Early Learning Center does not discriminate in its hiring practices on the basis of age, race, creed, sex, or national origin.

2.1.2 Recruitment and Selection of Personnel 

No person who serves as a voting member of the Board of Directors of First Environments Parents Organization may be employed by the Center.

2.1.3 Application


1.
A candidate for any position in the Center must file a resume and application in writing. The candidate is responsible for describing their education, experience, interests and capabilities.


2.
Information regarding candidates may be obtained from references. 


3.
A physical examination, including TB test, form signed by a physician will be required. The cost of the examination is the responsibility of the employee.

2.1.4 Hiring Procedures for Teachers, Assistant Teachers, Aides, and Assistant Director


1.
Staff recruitment and employment is the responsibility of the Director.


2.
Position openings may be advertised in local papers and at local universities and technical institutes. Also, other day care facilities may be notified of openings.


3.
All applications will be reviewed by the Director. Two references will be checked using the Telephone Reference Form. This form will include questions concerning criminal records, drug and alcohol abuse, mental illness, emotional problems, and other conditions that might render the applicant unsuitable for employment in a child care facility. When problems are indicated, the Director and President will make a case review taking into consideration such factors as type of problem, duration of problem, time since problem, and age at the time the problem occurred. Conviction for child abuse, child neglect, or physical assault on a child presents an automatic bar to employment regardless of the circumstances.


4.
The top candidate may be asked to volunteer in the Center for a day of observation prior to employment.


5.
The Director, with feedback, from the Staff, will make the final selection.


6.
The Director will discuss the selection with the President of the Board of Directors for approval.

2.1.5 Employment Eligibility

All employees are required to complete form I-9, Employment Eligibility Verification within three days of employment. You must be prepared to show proof that you are an American citizen with two identifications, or an alien who has been authorized to work in the United States.

2.1.6 Employment Status

Exempt Employees/Salaried - Employees scheduled to work 40 hours per week.  Employees may work between 35 to 45 hours without effecting their pay.  Employees requesting to leave early must have approval from the Administration.  Employees who work over 45 hours may speak to the Director for adjustments in staff scheduling.

Non-exempt/Hourly – Employees are required to clock in when arriving and leaving school.  Clocking out is not required for your 1 hour lunch breaks, but is for doctor appointments, etc.  Employee who do not have their timecards completed will not be paid for that time until the next pay period.

Health Benefits are provided to all exempt employees free of cost.  All non-exempt employees who are regularly scheduled to work over 30 hours per week will be able to receive benefits.  The cost to non-exempt employees is determined yearly & determined by insurance cost.

2.1.7 Transfers

Transfers of staff within the child care center can occur at the discretion of the Director. Any staff member has the opportunity to request a transfer within the center by putting in an application, with the final decision resting with the Director.

2.1.8 Yearly Physical

Physical examinations are required for all newly hired (full- time or part-time) employees as a condition of employment. (A record of the physical exam must be filed at the center no later that two weeks after the first day of employment. A new employee who does not turn in a physical examination report within the first two weeks of employment, cannot return to work until the medical report is on file.) Thereafter, medical forms must be renewed each year.

2.2 Job Descriptions

2.21 Director

Purpose: 

The Director serves as the Chief Administrative Officer of the center. The function of the Director is to conduct the day-to- day activities of the center within the policies, philosophy and goals adopted by the governing board of the First Environments Parent Organization.

Within the policies developed and adopted by the Committee, the Director will be responsible for recruiting, hiring, supervising, placing on probation, suspending and terminating all employees of the center. He/she will be responsible for preparing budget projections, maintaining "fiscal control", negotiating contracts and assuring that the administrative structure is effective and efficient. He/she will recommend appropriate policies to the governing board in relation to the child care center, budget, program, personnel matters, acquisitions and maintenance of major real property and equipment. The Director develops an atmosphere of support for the center. Maintaining liaison with parents, as well as the community. 

Accountabilities and Major Work Activities: 

1.
Assess fiscal and program needs of the center and prepares budget. 

2.
Implement policies and recommendations of the Committee to meet fiscal and program needs. 

3.
Maintains fiscal controls for accountability. 

4.
Hires, supervises and terminates administrative and teaching staff. 

5.
Responsible for identifying developmental needs of children, professional needs of staff, support needs of families and implementation of curriculum. 

6.
Responsible for planning program to conform with approval standards and licensing regulations. 

7.
Monitors staff and program effectiveness. 

8.
Responsible for supervising center staff by communicating performance expectations, policies and procedures; evaluating, and communicating evaluation of staff performance; developing and implementing staff training. 

9.
Responsible for carrying out designated administrative responsibilities including enrollment and attendance records for children and staff, monthly reports, requisitions of supplies and equipment, inventory of supplies and equipment, staff scheduling, payroll, oversees food service program and other duties. 

10.
Responsible for implementing a Parent Involvement Program. 

11.
Responsible for recruiting, certifying and enrolling children as necessary. 

12.
Responsible for assuring order, cleanliness and safety of entire facility. 

13.
Responsible for maintaining a public relation program that includes marketing the center and providing public information. 

14.
Responsible for administering and adhering to all Personnel and Operational policies. 

15.
Responsible for conducting staff meetings, and attending training and study conferences. 

16.
Responsible for positive interpersonal relationships with staff, children and parents. 

17.
Responsible for willingness to be flexible to perform other job related tasks as the need arises to maintain a quality program. 

18.
Maintain records and files, these would include the following: 

Children's enrollment records 
Children's files 
Staff files per instruction of the Director 
Documentation of monthly fire drills 
Waiting list 
Menus and other necessary food records 
Lesson plans and newsletters 
Any local, state, or federal required forms, records, or other materials. 
List of qualified substitutes with phone numbers.


Qualifications:

1.
Minimum age of 21 years. 

2.
Four year degree in Early Childhood or related field. 

3.
Three - five years experience in child care or other children's program or one year experience as an Assistant Director and 33 course hours in child care administration. 

4.
NAEYC member preferred. 

5.
Current, medical report with tuberculin test. 

6.
No conviction of a felony, violent crime or any crime involving moral turpitude, child-abuse or neglect. 

7.
First Aid and CPR certified. 

8. Maintain training requirements in compliance with the center policies.

9. Successful completion of NCECAC I & II or testing out of NCECAC I & II

2.22 Business Manager

Purpose:  

Under direct supervision of the Center Director, this position is responsible for the financial operations of the center.  This position will conduct the day to day activities necessary to operate an efficient business, which include paying bills, maintaining waiting list, and keeping enrollment at center capacity, and maintaining all files related to the business operations of the center.

Accountabilities and Major Work Activities:

1. In cooperation with the Center Director, assesses the fiscal needs of the center and assists with preparing budget.

2. In cooperation with the Center Director maintains fiscal controls for accountability.

3. Responsible for carrying out designated administrative responsibilities including paying bills in a timely manner, overseeing health insurance and retirement plan, maintaining waiting list, keeping enrollment at capacity, submitting payroll and keeping records current, and other duties.

4. Responsible for maintaining professional relationship with accounting firm and analyzing reports.  Notifying Center Director of possible trouble areas in a timely manner.

5. Responsible to adhering to all Personnel and Operational Policies.

6. Responsible for creating positive interpersonal relationship with staff, children, and parents.

7. Responsible for willingness to be flexible to perform other work duties.

General Duties:

Prepare and put together all financial transactions for the month along with bank statements and give to the accountant.

*Maintain record and files.  

These would include the following:

Staff files

Children’s files

Documentation of monthly fire drills

Waiting list

Fire Drills

Any local, state, or federal required forms, records, or other materials

*Maintain minutes from monthly Board Meetings & monthly Staff Meetings.

*Maintain Health, Retirement, and Flex-One Benefit Plan

*Responsible for all parent tuition accounts to include both posting and drafting accounts to ensure timely payments.

*Responsible for charging parents for end of year parent hours, if needed.

*Plan and implement meetings with all staff and beginning staff to discuss benefits, and ensure sign up for all participants

*Maintain Web-Site

*Conduct tours as needed, along with directors for prospective parents.

*Assist with answering phone and relaying messages in a timely manner.

Yearly Duties:

*Prepare all staff and children’s files for annual licensing inspections.

*Bi-annually will prepare statements for sales tax refund

*Ensure immunizations are current on all enrolled children and submit to N.C. Health Dept.

Qualifications:

1. A minimum of an AA degree in Business or related field.

2. Extensive training in computer technology 

3. Current medical report with tuberculin test.

4. No criminal conviction of a felony, violent crime or any crime involving moral turpitude, child abuse, or neglect

5. First Aide and CPR certified

6. NAEYC member preferred

7. Successful completion of NCECAC I & II or testing out of NCECAC I & II.

2.23 Team Supervisor

Purpose: 

Team Supervisor will carry out the responsibilities of a Teacher in addition to having problem solving, communication, advisory, and supervisory duties.  This person will be available to teaching staff for guidance and advice on a daily basis, and will serve as a communications link between staff and administration.  The Team Supervisor will also be involved with vision planning in regards to growth and implementation of new programs and/or systems to better serve First Environments families.

Qualifications:
1. A minimum of an AA or BA in Child Development or closely related field.

2. A total of five years experience in a child-care setting.

3. Current Medical report with Tuberculin Test.

4. No criminal conviction for child abuse or neglect related offense.

5. Maintain training requirements in compliance with First Environment Policies

6. Successful completion of course in child care administration

7. Successful completion of NCECC or test out of NCECC

Knowledge, Skills, and Abilities:
1. Considerable knowledge of the theory and practice of modern group childcare.

2. Demonstrated ability of knowledge of physical, intellectual, and emotional development of children ages birth to 5 years. 

3. Demonstration ability of planning and implementation of developmentally appropriate curriculum.

4. Ability to effectively communicate with parents and other staff members.

5. Ability to communicate orally and in writing, the content and theory of the program.

6. Thorough knowledge of NC Day Care licensing Law and NAEYC philosophy.

7. Considerable knowledge of available community resources for families.

8. Sensitivity to individual needs of children, parents, and the community.

9. Maintains a professional attitude with staff, parents, and the community.

10. Exhibits strong leadership qualities to staff and parents.

Program and Curriculum Development:

1. Establishes and maintains a close working relationship with all teaching staff.

2. Assists Director with an orientation program for new staff members and assist in the ongoing training of staff, including the development and maintenance of learning centers.

3. Assists teachers with the development of appropriate curriculum, review lesson plans, monitors the implantation of curriculum in the classrooms, and assures that supplies for activities are available.

4. Meets with Directory, Office Manager, and other Team Supervisors on a weekly basis to discuss program related issues. 

5. Meets with teachers to discuss and review programs for individual children.

6. Plans classroom observations monthly and allows time for consultation with teaching staff.  Writes a summary and discusses observations with Director.

7. Consults with teachers to solve parent and children concerns.

8. Assists teachers with child assessments and scheduling parent conferences.

9. Works with the Directory and teaching staff on arranging special events and programs.

10. Participates in professional meetings and workshops.

11. Willing to work on areas of planning in order to incorporate new programs and/or systems to better serve the First Environment community.

12. Participates in the parent involvement program.  This includes planning and participating in parent education meeting, parent newsletter, maintenance of parent bulletin board, and assists classroom teachers with planning to include parents.

Operations:

1. Monitors supplies and equipment needs, which includes keeping an account of supplies on hand, working with budgetary allowances, and listing new supplies and equipment when needed.

2. Being alert to repairs that are needed and report to the Directory.

3. Willing to take on tasks to ensure quality operations of specific areas such as: nutrition, janitorial, nature trail, playgrounds, library, recycling, etc.

Administrative:
1. Assures adherence of staff to First Environments policies.

2. Assures order, cleanliness, and safety of the center.

3. Accepts additional responsibilities as the need arises.

4. Coordinates efforts among staff.

5. Submits reports to the Director for evaluation of personnel.

6. Participates in the evaluation of on going program.

7. Keeps Director in touch with levels of ability and classroom curriculum.

8. Communicates regularly with Director & Office Manager in order to effectively resolve any programming or budgetary issues.

9. Participates in gathering information for any grants or special interest areas the administration and Board select to pursue.

2.24 Classroom Teacher

Purpose:  

The Main responsibilities of the classroom teachers is to demonstrate good teaching practices, maintain the security and safety of the children in his/her care, and implement and educational program that is developmentally appropriate and congruent with the Center’s philosophy and goals.

Accountabilities and Major Work Activities:
1. Preparation and implementation of daily activities posted weekly.  Prepares and implements lesson plans that address all developmental areas.

2. Posting and following daily schedule appropriate for the age group of children.  Guides children though daily routine.

3. Delegates assignments and supervises assistant teachers.

4. Record keeping and observation of each child.

5. Maintenance of learning centers, using appropriate group management techniques.

a. Creates and frequently alters learning centers to keep them attractive and interesting

b. Assures that all practices and activities are in compliance with the N.C. licensing regulations.

6. Implementation of the Center’s N.C.  Licensing discipline policy.

a. Assures that all, practice and activities are in compliance with the N.C. Licensing Discipline Policy.

b. Reports any suspicion of child abuse or neglect to the Director.

7. Participation in staff development and staff meetings.  Participates in staff development and professional activities with consideration for licensing guidelines for training.

8. Promotion of parent involvement including Center newsletter, conferences, and parent meetings.

a. Actively encourages parents to be a part of Center activities and includes parents in considering classroom plans.

b. Communicates regularly with parents in both written and oral form.  Responsible for willingness to be flexible to perform other job-related tasks as the need arises to maintain a quality program.

Qualifications:
1. AA degree in Early Childhood Education or related field, or five years relevant classroom.

2. Two years experience in area of child development.

3. NAEYC member preferred.

4. Current medical report with Tuberculin test.

5. No criminal conviction of a felony, violent crime or any crime involving moral turpitude, child-abuse, or neglect.

6. First Aid and CPR certified.

7. Must maintain training requirements in accordance with the center’s policies and state licensing regulations.

8. Working towards successful completion of NAEYC

2.25 Administrative Assistant

Purpose:  

Under direct supervision of the Center Director and Business Manager, this position is responsible for ensuring good communication throughout the center, with parents, and our community.  This position will assist in the general day to day operations of the center to include answering phones and maintaining children and business files.  

Accountable to major work activities responsibilities:

1. Responsible for caring out administrative responsibilities that assists the Director, Business Manager, and classrooms.

2. Responsible for maintaining a professional relationship with staff and parents

3. Responsible to adhering to all Personnel and Operational Policies.

4. Responsible for willingness to be flexible to perform other work duties.

General Duties:

*  Support classroom with communications

*  Maintain resource library/articles

*  Sort mail

*  Maintain Parent Board

*  Children’s files-licensing readiness filing

*  Assist with waiting list

*  Prepare food program to be submitted monthly

*  Call in monthly employee statistics survey

*  Responsible for obtaining all supply orders from teachers 

*  Order all paper products & diapers in a timely manner

*  Take minutes at staff meetings and maintain records

*  Create monthly calendars for staff & parents

*  Conduct tours as needed for prospective parents

*  Answer phone and relaying messages in a timely 
manner

Yearly Duties:

*  Prepare all staff and children’s files for annual licensing inspections.

*  Assist Business Manager to ensure immunizations are current on all enrolled children and submit to N.C. Health Dept.

*Renew Food Program with the Dept. of Health and Human Services

Qualifications:

1. A minimum of an AA degree in Business or related field.

2. Training in computer technology

3. Current medical report with tuberculin test.

4. No criminal conviction of a felony, violent crime or any crime involving moral turpitude, child-abuse or neglect.

5. First Aide and CPR certified.

2.26 Assistant Teacher/Floating Teachers

Purpose:

The main responsibility of the Assistant Teacher is to assist the classroom Teacher with the implementation of the educational program.  The Assistant Teacher must maintain an effective working relationship with other staff in the classroom, parents, and children.

Accountabilities and Major Work Activities:

1. Follows and implements daily schedule appropriate for the age group of children he/she is responsible for.

2.   Assists Teacher with children’s records and reports. Discusses the program, problems and needs of individual children to assist in the evaluation of each child.

3. Uses developmentally appropriate materials and equipment which project heterogeneous, racial, sexual, and age attributes.

4. Assist Teacher in arranging classroom learning centers.

5. Adhere strictly to the center’s and N.C. State discipline policies.

6. Participates in professional development workshops.

7. Supervises and is actively involved with children in outdoor play and gross motor activities, always putting the safety of the children first.

8. Promotes children’s good habits in eating, resting, toilet training, hygiene and health care.

9. Assists Teacher during the children’s nap-time with planning daily activities and making needed equipment, toys, and games when commercial items are not available; repairing broken toys, torn books, etc.

10. Follows the Personnel and Operational policies of the Center.

11. Responsible for the willingness to be flexible to perform other job related tasks as the need arises to maintain a quality program.

Qualifications:

1. A high school or general education diploma

2. Current medical report and tuberculin test.

3. No criminal conviction of a felony, violent crime, or any crime involving moral turpitude, child abuse or neglect.

4. First Aid and CPR certified

5. Must main training requirements in accordance with the Center’s policies and state licensing requirements.

2.27 Cook

Purpose:

Prepares nutritionally balanced, attractive family-style meals for First Environments children and state and federal nutritional requirements for children.  Keeps an accurate inventory of supplies and orders replacement of supplies as needed.  Child care has special demands in that we care for children who in many instances, cannot care for themselves.  It is critical that the Nutritional Specialist be mentally and physically fit to perform the duties outlined in this job description.

Education/Experience:

1. Is at least 18 years old (21 years if responsible for driving a van).

2. Has a high school diploma or equivalent.

3. Has relevant experience in a licensed child care facility kitchen, commercial kitchen, public school cafeteria, or equivalent.

4. May be required to have food service/food handlers permit or license according to state/local regulations.

Physical Demands:

1. Will frequently lift or move average weight as in lifting, carrying, and holding children and infants (10 to 60lbs.)

2. Will occasionally move or lift average weight (10 to 60lbs.) in awkward or difficult position.

3. Will rarely lift heavy weights (over 60lbs.) normally only in emergency situations.  (Some children, equipment, or supplies may weigh more than 60 lbs.)

4. May be required to stand up for 95% of the day.

5. Must be able to interact with children on the playground or in a classroom, i.e., run, jump, etc.

6. Able to physically and mentally react immediately to unexpected circumstances.

7. Seeks assistance to perform physical demands of the job if necessary, i.e., lifting or moving heavy weights.

8. Must be able to stoop and bend to interact on child’s level.

Detailed Job Requirements & Personal Characteristics:

1. Displays respect for others, both children and adults (parents, supervisors, and co-workers).

2. Adapts to changing situations, accepts constructive feedback and implements appropriate action.

3. Is flexible to the daily business demands of the center, including scheduled working hours and room assignments, i.e., working in a classroom if necessary.

Planning, Preparation, and Maintenance of Equipment:

1. Is knowledgeable of state nutritional requirements of children. 

2. Plans, posts and follows approved menus that are nutritionally sound, making substitutions as needed, keeps accurate inventory records and places food order, all within center food budget.

3. Chops, cuts and prepares and serves food in amounts that are based on the number of children and staff eating that day.

4. Serves food at appropriate temperatures and in appropriate serving containers, i.e., not sending cans and/or large hot pans into the classroom.

5. Maintains effective, safe storage for food, cooking and serving supplies, equipment and utensils, and cleaning supplies in accordance with the state and/or local regulation. 

6. Keeps the refrigerator, stove and hood, can opener, and other appliances clean and in good working order.

7. Cleans the kitchen counters and shelves, (spills on floors as needed).

8. Lifts and carries bulk food appropriately when delivered and stores food on shelves above and below counter level in accordance with safety guidelines.  May involve use of a footstool. Physical demand: 10 to 60 lbs.

Safety and Sanitary Procedures:

1. Follows and First Environment and local regulatory health, safety, and hygiene procedures including but not limited to lifting, carrying (pan, dishes, & cans), hand washing, etc.

2. Empties and cleans trash and garbage cans, Physical demand 10-60 lbs.

3. Washes and sanitizes dishes and cookware using the sanitizer machine or local sanitizing methods as determined by local Health Department.

4. Understands emergency procedures and what to do in cases including but not limited to: fire, tornado, hurricane, chemical leak, CPR/First Aid when necessary; including lifting and carrying injured children.

Additional Responsibilities:

1. Ask for help and assistance when needs.

2. Maintains positive and supportive business, licensing and regulatory relationships.

3. Works in harmony with other center staff and shows enthusiasm toward the job.  Handles routine situations with good judgement, flexibility, and good humor.

4. Participates in and cooperates with group decisions; is a team player.

5. Establishes and maintains a friendly supportive rapport with the parents.

6. Provides ongoing positive customer service to all parents at all times.

7. Sees situations from the children’s point of view and shares the enjoyment of humorous situations.

8. Encourages children to seek assistance and shows trust and confidence in them.

9. Meets all requirements for van driving responsibilities if applicable.

10. Responsible for the food shopping as needed.

11. Other duties as assigned.

2.3 Probationary Period

The first three months of employment are a probationary period. During this introductory time, an employee will be provided with an orientation to the Center's policies, procedures, and services and the roles and responsibilities of the person's employment performance. After the first ninety days of employment, the Executive Director will prepare a written evaluation of the performance and discuss the same with the employee. If this evaluation is satisfactory, the person will become a regular employee. Unsatisfactory evaluation may result in the extended probation or termination. 

Training will not be paid for in advance during this period; however, employees will be reimbursed for training obtained during this time once they are regular employees. Employees will accumulate, but cannot use leave during the first three months.

2.4 Salary

Refer to Personnel Management Policies:

2.41 Overtime Pay

Generally, Center hourly employees are not required to work in excess of forty hours per work week. In the event that additional work in excess of normal operating hours is authorized and necessary for the proper functioning of the program, the Director shall initial each such "overtime earned" entry on time cards. The employee shall be granted the overtime pay at a rate of time and a half for any time worked in excess of forty hours per week. Make-up time for being late or out during regular working hours may be arranged with the supervisor's approval. So as not to exceed the forty hours per week limit, this makeup time must occur within the same week an employee is out.

2.5 Paydays and Distribution of Paychecks 

2.51 Time Cards

Employees must keep accurate daily arrival and departure times by signing in and out at the reception desk. Supervisors are responsible for verifying the accuracy of staff arrivals and departures.

Overtime hours will not be worked unless pre-approved by the Director or his/her representative. Abuse of overtime can be grounds for dismissal.

2.52 Salary Range and Wage Confidentiality 

Each position is assigned a salary range based on similar employment that provides salary rates that are competitive with other day care centers. Salary ranges will be approved by the center.

Your wages are not to be discussed with anyone other than the Director. 

Any questions pertaining to your wages are to be referred to the Director. Violation of this policy could result in disciplinary action.

2.6 Promotions

First Environments Early Learning Center will grant promotions, whenever possible, to the most qualified employee available when such an opportunity exists. Present employees will be given preference over other applicants in those cases where the employee meets the qualifications for the position under consideration. The Center will not, however, be obligated to sacrifice quality in order to award a promotion to an employee rather than filling, the position through other recruitment means. Promotions granted will not be based on race, creed, sex, religion, national origin, or age. Employees interested in being considered for a specific promotion should notify the Director or Assistant Director.

2.7 Annual Review of Performance

Full time employees are evaluated on a continuing basis in order to provide a high level of child care. A written evaluation will be given annually, or more often if needed. 

Staff members may voluntarily complete a Self-Evaluation. With the Self-Evaluation, the teacher rates herself/himself on personal qualities, teaching style and strategies, environment/climate design, relationship to other teachers, relationship to parents, and professional responsibilities.

The Director and the employee shall develop a professional growth plan that will assist the employee with meeting goals. It is the Director's responsibility to assure that the employee is working toward goal completion.

Employees maybe evaluated at the end of his/her three month probationary period, and one year after the signing of the "Staff Employment Agreement." The forms used for evaluation purposes will be given to the employee during his/her orientation period.

2.8 Salary Increases Based on Performance 

An employee may receive a performance salary Increase if he/she continues to demonstrate improvement or maintains a high level of performance. These increases may be granted in half-step amounts either every six months or once per year depending on the employee's job step.

Determining which employee should be given increases, and the amount of the increase shall be on the recommendation of the Director. The Director shall inform, in writing, each employee and the Parent Board as to the reason(s) why the employee did or did not receive an increase.

2.9 Unsatisfactory Employment Review

If the evaluation rating is less than satisfactory, the employee and the Director will set goals to raise the rating within a two week, 30 day or 90 day period. During, that time, the Director will observe weekly and document those observations and progress toward attaining established goals. At any time the employee may choose not to work toward the goals established, thus, ending his/her employment voluntarily.

2.10 Disciplinary Actions

2.10.1 Examples of Behaviors Subject to Disciplinary Action 

First Environments attempts to provide uniform administration of disciplinary action. The Center has established rules of conduct to protect you, your fellow employees, the children, and the Center. Examples of behaviors subject to disciplinary action are listed below. This list is not intended to be all inclusive:


· Inefficient or incompetent performance of duties 

· Negligence 

· Careless or improper use of Center equipment 

· Discourteous treatment of staff members or parents 

· Absence without approved leave 

· Abuse of sick leave 

· Habitual tardiness 

· Violation of any written regulations regarding performance of duties 

· Conviction of a felony or crime involving moral turpitude 

· Misuse of Center funds 

· Falsification of information on application 

· Participation in any action that seriously disrupts any operation of the Center 

· Harassment of Center employees 

· Willful damage or destruction of Center property 

· Willful acts that endanger the lives or property of others 

· Possession of firearms or other lethal weapons on the job 

· Brutality in the performance of duties 

· Refusal to accept a reasonable and proper assignment from a supervisor 

· Reporting to work under the influence of alcohol or illegal drugs 

· Possession of alcohol or illegal drugs on the job 

· Giving or accepting gifts in exchange for favors or influence 

· Dissemination of information that is confidential by law 

· Smoking, eating, or drinking in unauthorized areas 

· Failure to examine-children for signs of abuse or neglect 

· Abuse or neglect of children, use of corporal punishment, verbal abuse, mental abuse, sexual abuse, supplying of intoxicants, drugs, or dangerous weapons. 

· Failure to report any suspicion of child abuse or neglect to the Director or to government authorities as required by law 

· Leaving children unattended for any length of time 

· Inappropriate conduct and failure to serve as a model for children in matters of courtesy, respect, an behavior toward others 

· Removing a child from the Center or transporting a child in a personal vehicle without written consent of the parent and Center Director 

· Obtaining or providing medical treatment without express written parental consent


2.10.2 Dismissal Policies


1.
Dismissal may be without cause and in some cases, without warning. At the option of First Environments, alternative disciplinary actions may be taken prior to dismissal. In the case of immediate dismissal, the Director will tell the employee to leave the work site at once and to either report back to the Director the following day or remain away until further notice. All facts leading to immediate dismissal must be understood clearly by the Director and President. A written summary of the facts will be prepared with a copy placed in the employee's file and a copy given to the employee. Dismissal resulting from unsatisfactory application of an alternative disciplinary action will be based on a written record prepared by the Director and reviewed with the President.


2.
Dismissal of employees other than the Director is the responsibility of the Director in consultation with the President. A decision to dismiss the Director is the responsibility of the President.


3.
All relevant records regarding a dismissal will be kept in the employee's file. Evaluations, discussions of causes and events, and actions taken by the employee should all be documented.


4.
In the case of dismissal of the Director, the President will appoint a committee of the Board to consider the case. 


5.
Employees will be given two weeks notice except in cases of gross negligence or during a probationary period. In the latter instances dismissal can be immediate. In the case of immediate dismissal, the person responsible for the action will determine if two weeks pay will be given in lieu of two weeks notice.


6.
Dismissed employees will not be paid for accumulated leave time.

2.10.3 Appeal of Dismissal


1.
A dismissed employee has five days from the time of notification to notify the President in writing of an intent to appeal.


2. Within a reasonable time the President will review the documentation of the dismissed case in the employee's file, will confer with the employee, with two additional staff members, and with the Director.


3. The President will recommend to the Director that the dismissal be enforced or rescinded, with or without a probationary period. 


4.
In the case of dismissal of the Director, the President will appoint a committee of the Board to consider the case. The decision of the Board committee will be final. 


5.
Final action on any dismissal appeal will be made within two weeks of receipt of the employee's notification of appeal. The final action will be documented and given to the employee in writing. A copy will be placed in the employee's file.


2.10.4 Alternative Disciplinary Actions 

(The listing of alternative disciplinary actions found below does not imply that these actions must be taken in some specific order; depending on the severity of the problem, any of the listed actions may be taken. In applying any of the actions listed below, the Director will keep a record of the problem, of discussions with employee, and of any agreements reached or plans developed for dealing, with the problem. The record will be signed by the employee to acknowledge that it has been read. The employee's signature is not to be taken as evidence of agreement with what the record states).


Oral Warning:

The director will talk with the employee concerning the problem and will discuss what is expected and why. Reasons for unsatisfactory job performance, the employee's rationale for their behavior, and specific actions that need to be taken to remedy the situation will be detailed. The director should record the date of the interview and other relevant information for future use.

Written Warning:

The Director will prepare a written summary of the performance problem and will present it to the employee for discussion. The written summary should contain dates, a description of specific performance problems, actions required for improvement, a time frame for the implementation of change, and a notice that continuation of the problem may result in more severe disciplinary action up to and including dismissal. Previous actions, if any, relating to the problem should also be noted. Written warnings should be placed in the employee's personnel file and a copy should be given to the employee.

Probation:

An employee may be placed on probation with pay for a period not to exceed thirty working days for failure to perform assigned duties in a satisfactory manner. Notification will come from the Director. If the employee is not able to perform the job assignment adequately during the probation period, the employee may be dismissed. Probation will be administered only after consultation with the President of the Board.


Suspension:

The Director has the authority to suspend any employee for breach of contract.  An employee may be suspended without pay for a period not to exceed 15 working days, pending investigation of the charges. If the employee is exonerated by the investigation, the employee will be paid for the period of the suspension. Suspension without pay must be documented by memorandum forwarded to the President. The memorandum will include the beginning date of suspension, reasons for suspension, and date for return to pay status.

Resignation:

In the event that you decide to leave First Environments, to achieve a smooth transition, you must give at least two (2) weeks written notice of your resignation.  Management employees are to give at least thirty (30) days notice.  If you leave without giving notice, you forfeit consideration for reemployment.

A signed letter of resignation addressed to the director is required.  The letter must state your reason for leaving and your intended last day of work.  Also First Environments Early Center considers any one of the following as a voluntary resignation:

· Failure to return to work on the next regularly scheduled workday following the expiration of an approved Leave of Absence

· Absence from work for two (2) consecutive days without approval or proper notice

· Working elsewhere while on Leave of Absence – there is an exception  to this rule if Family/Medical Leave Act protection is in effect

· Failure to submit the proper Leave of Absence forms within the stated time guidelines

Involuntary termination may result in the following circumstances:

· Violation of company policy – dismissed employees’ forfeit consideration for reemployment with First Environment Early Learning Center.

· Layoff due to lack of available work

· Inability to meet the minimum standard of performance

Before leaving First Environments, you must return all property including, but not limited to, materials such as manuals/handbooks, ID cards, keys, computer equipment, office equipment, pagers and club memberships.

If you woe the company money or are responsible for any lost or damaged property, you are obliged to settle your accounts either in cash or by having the appropriate amount deducted from your final pay.  If First Environments owes you wages for hours worked, you will receive a final paycheck.

In the event you are leaving the company with a negative sick and/or vacation time balance, the outstanding balance will be deducted from your final paycheck.  If you separate from the company within three (3) months of your date of hire, you will not be eligible to receive pay for unused vacation time.

2.11 Attendance Policy 

Regular and punctual attendance is an essential requirement of continued employment. Employees must notify the Director or Assistant Director at least sixty minutes prior to their starting time if they will be absent or late, or the absence will be unexcused and will not be paid time. For the first unexcused absence, a written warning will be given. For the second unexcused absence, an employee will be placed on probation. If there is a third unexcused absence, the employee will be fired. In the event of an absence from work that is known in advance, employees shall notify the Director by 2:00 p.m. of the anticipated absence for the next day. Leave should be requested in writing on a Time Off form.

2.12 Hours of Work

2.12.1 Work Week and Hours of Employees

The work week commences at 7:30 a.m. on Monday and continues until 5:30 p.m. the following Friday. A work schedule shall be organized in a manner that assures that the Center will be properly staffed throughout the period that the Center is open for business. All staff will be expected to arrive and be ready to begin the day's activities at the appointed hour.

2.12.2 Break Time

All employees may have break time during the work day, with one fifteen minute break mid-morning and one fifteen minute break mid afternoon if workload and responsibilities permit it. Break times should be taken away from the classroom and children. Personal business and personal phone calls should be conducted only at a break time. Smoking is not allowed anywhere in the Child Care Center. An employee may not leave the classroom for a break unless there is adequate coverage by other staff.

When you have a scheduled meal break (lunch or dinner) during your shift, you may leave the center. If you remain in the center, you are requested to stay in a non-working area. Once you have clocked out or signed out on your time card, you are off duty and not authorized to perform any work for the agency. If you are requested to help in the center, you must clock back in.

2.13 Expenses

With prior approval from the Director, the center will reimburse individual staff members for equipment or classroom materials purchased. The employee must submit an itemized list of materials to be purchased to the Director for approval. The Director will decide which items on the list the employee will be authorized to purchase. Should the employee purchase items not previously approved by the Director, no guarantee of reimbursement for unauthorized items will be made. In order to get reimbursed for approved purchased items, the employee must submit to the Director, an original receipt from the place of purchase.

2.13.1 Staff Training or Instructional Expenses 

In order to provide maximum opportunity for professional development of teaching staff members, the Center shall provide opportunities for attendance at conferences, institutes and workshops, within budgetary limits. Regular, full time employees are required to attend a minimum of 20 hours of approved training each licensing year as required by North Carolina State law, and First Environment etc. Any staff member who does not attain the required training will be dismissed. All staff must complete a CPR course every other year.  CPR will be offered two times during a year.  Employees that do not attend will be expected to pay for certification.

Expenses eligible for reimbursement are defined within certain limits. Most payment for training will be at the discretion of the Director. The Director may elect to pay for training in advance of completion. In that case, the cost of the training will be deducted from the employee's paycheck if the employee does not attain a passing grade, or if she/he leaves the Center within three months of the training (i.e., Community College or University course). If a staff member does not attend a workshop/conference for which the Center has paid part or all of the expenses, she/he is responsible for reimbursing the Center for that amount. Failure to do so will be cause for termination of employment. In most cases, when a student at a local college/university, the center will pay up to $300.00 for tuition per semester.  The center will not pay for books. Employees need to submit a bill from the college/university for reimbursement.
Staff members will be responsible for receiving written credit notations about their participation in staff development activities, and turning in the documentation to the Director for their personnel file.

2.13.2 Travel

Staff members are to be reimbursed for official travel as designated by the Director and approved in advance. Reimbursement will be at the current IRS rate per mile. Mileage sheets should be kept by staff and handed in at the end of each month in which the employee traveled. Reimbursement payments for travel will be received on the following pay period.

2.14 Dress

Taking pride in your appearance influences how parents view our program. Therefore, it is requested that employees should be neat and clean at all times. Employees should dress appropriately to be actively involved with children. The following dress items are prohibited: halter tops, mini skirts, bare feet, and flip-flops.

2.15 Personal Property

At this time the center does not provide lockers in which staff may store personal items. You are encouraged to keep personal property with you, or in your classroom, stored in a locked cabinet, out of the reach of children.

3.0 PROGRAM DEVELOPMENT

3.1 Curriculum Objectives 

· A suggested outline of program activities will be given teachers to be used as a guide in developing a classroom activity. 

· Teachers are encouraged to use available resources to develop activities for a good daily routine. 

· Teachers will schedule weekly planning sessions with their individual classroom staff members. Help is available from the Director. Planning will include discussions pertaining to child behavior, and activities that will promote the social, physical and intellectual development of the children. Plans are to be completed, in writing, on Thursday for the next week's work. 

3.11 Developmental Observations

Observations of children take place continuously. Observations are the responsibility of the Teachers in each room. The observations serve to record progress and establish goals for each child. Observations would include narrative, reports and samples of children's creations.

3.12 Changing Classrooms

Children are segregated into classrooms by chronological age. Based upon a teacher's evaluation, a child may be placed above or below his/her chronological age. Division by chronological age is a general standard. It is not strictly followed due to the fact that children develop at different rates. 

3.2 Maintenance of Equipment and Materials 


1.
Adequate materials and equipment will be provided by the Center (within budgetary limits) to enrich each child's learning experiences.


2.
Staff members are expected to take care of materials and equipment and to teach the children to do so. 


3.
Staff may be held liable for destruction of materials and/or equipment.


4.
Rooms shall be kept orderly, especially when staff and children leave them.


5.
Staff members are expected to complete basic housekeeping tasks as assigned by the Director.


3.3 Behavior Management Policy

It is the policy of the center and the law of the State of North Carolina to neither spank nor physically punish a child. Constructive techniques for managing behavior and maintaining a child's self-worth should be applied. The Director and Assistant Director will provide guidance in these skills. The goal of behavior management is to teach the child self-control and self-correcting techniques. Employees are required to sign a statement. The following guidelines are used for a child: 

Children will not be isolated, denied food, sleep or bathroom use due to negative behavior. If uncontrollable behavior arises, a caring hold may be required. The center's behavior management policy does not allow threats or physical punishment by staff. Parents must abide by the same policy when in the center. Children are subject to suspension for a period of two weeks should parents violate center policy. Fees will be required during the two week suspension to ensure the child's slot is available at the end of the suspended period.

3.4 Health and Safety Policies

3.41 Sick Child Policies and Procedures 

If a child becomes ill while at the center he/she must be isolated from the other children by being taken to the sick child care area. The parent will be contacted and informed of the move by administrative staff. The parent will be asked to make arrangements to have their child taken home. Temperature will be taken two times, 20 minutes apart. 

Staff are required to document unusual incidents relating the health care of the child, such as a bowel movement with blood, a sore that may not be healing like it should, or a child who is unusually irritable without an apparent reason. All incident reports must be kept confidential and will be either brought to the parent's attention or shared upon request. 

If a child has a fever, diarrhea or is vomiting, the parent must be contacted. A child must be sent home if he/she has the following: 

· An oral temperature of 101 or higher. The child must stay home until the temperature has been normal (without medication) for 1.4 hours. If the temperature is due to a non-contagious condition such as teething or ears, we must have a note from the child's physician, stating so. We do not allow the administration of Tylenol unless fever is definitely due to an immunization reaction. In which case, a medication form must be completed by the parent or staff. 

· Diarrhea (watery or foamy bowel movements, more frequent than usual). Diarrhea is defined as three to four watery stools during a period of two hours. If the child is sent home for diarrhea, he/she should not return to the center until at least one normal stool has occurred. 

· Vomiting (more than usual spitting up). 

· Impetigo, a skin infection consisting of blisters surrounded by a reddened area. When the blisters break, the surface becomes raw, weeps and oozes. The lesions eventually become crusted and yellowish. 

· Conjunctivitis, an eye infection commonly referred to as "pink eye" is generally red with some burning, and there may be a thick yellow drainage. The child must be on medication for 24 hours before returning to the center and all signs of irritation must be gone. 

· Bronchitis, which can begin with hoarseness, cough, and a slight elevation in temperature. The cough may be dry and painful, and then becomes loose. 

· Any of the following childhood contagious diseases: measles, mumps, rubella, roseola, and chicken pox. Children with chicken pox may not return until all of the sores are crusted and there are no new eruptions. 

· Strep throat: If the doctor diagnoses a strep infection, the child should be on medication for 24 hours before returning to the center.


Some guidelines for common diseases:

With the following illness, may not return to the Center until . . . 


Chicken Pox -- Until all scales are dry 

Impetigo -- Until lesions have healed 

Measles -- Until return is advised by physician 

Pink Eye -- Until recovery is complete 

Scarlet Fever -- Until adequately treated and temperature is completely gone 

Mumps -- Until all swelling has disappeared or upon advice of physician 

Strep Throat -- Until adequately treated and temperature is completely gone 

Whooping Cough -- On advice of physician and coughing is completely gone

Before a child is accepted back into the center, staff may ask a parent to get a note from their child's doctor. Many times symptoms can be ambiguous and misleading. If something looks suspicious, staff must consider the possibilities. A doctor's note is the best way that we can be assured that the symptoms are not a sign of a contagious condition. By observing health standards, we will be protecting the child as well as the other children in the center.

3.42 Instructions for Sick Children


1.
Taking temperatures: If a child is warm to your touch and you suspect that he/she has a temperature, please have another teacher check to confirm your suspicions bet-ore you take the temperature. Then check the child's schedule or any notes the parent may have left to be sure there is not some special circumstance that may be causing the fever. Be sure to give the child time to cool down after a nap or after being physically active. Think about the time of day also. If the child is due to be picked up very soon, it may not be worthwhile to take the temperature and then upset the child right before he/she goes home. Under these circumstances make sure you inform the parent that they should take the child's temperature when they get home. If, in your judgment, you believe that the child has a fever that is in excess of 100 degrees, there are no other circumstances, and there are some other hints that the child is sick, then you should take the child's temperature. 

2.
Take the child's temperature and, if possible, use the digital thermometer. Review the instructions if you have never used the digital thermometer. Cover the thermometers with the plastic covers before you use them. For oral measurement put the thermometer under the child's tongue and tell them to close their mouth but not to bite down. For any armpit measurement, place the thermometer under the arm while the child's arm is being held next to their body.

3.
Temperature maximums:

4.
With an axillary temperature of 100 degrees, the child's parents must be called. 

It is the center's policy not to provide care for a child who has an oral/arm equivalent of 100 or higher. If a child has that high a temperature, bring the child, the thermometer, and the sick form to the office. The office staff will then be responsible for phoning the parent.


5.
Record: Record exact temperature on Sick Child Care Record forms.


6.
Additional Symptoms: Check with other staff to see if the child has exhibited any other symptoms of sickness, review daily records. All other symptoms should be recorded on the sick form.


7.
Note from Doctor: If child has a doctor's written memo stating that the child's temperature is due to non-infectious problem (teething), the child can be admitted to the center. 


8.
Runny Noses: Children with excessive drainage from their noses must be written up on a Sick Child Care Record form. Children with green mucous have an infection and should be under a doctor's care.


3.43 Medication and Medication Forms

No drug or other medication will be administered without specific instructions from a physician or the child's parent or guardian. A Medication Form must be completed and dated for each day the medicine is to be dispensed. Information on the agreement must include the child's name, the name of the medicine, the prescription number, the amount to be given, and the possible side effects of that drug. The parent must sign and date the form. When the medicine is dispensed, the hour is noted on the form and the staff member who administers the medicine must initial it. Staff members who fall to administer medication properly or fails to complete the appropriate forms may be terminated. 

All medications, lotions, and other over the counter drugs must be brought into the center in their original containers. A medication form must be completed for all over the counter drugs and lotions (i.e., sunblock or diaper lotions). Tylenol will not be administered to control a fever. If a child has a fever, the parent will be called and asked to take the child home. Medication is not to be mixed with formula, juice or food without specific instructions from a physician.

3.44 AIDS Policies and Procedures

Children infected with the HIV virus, ARC or AIDS will be eligible for enrollment at First Environments Early Learning Center. The Director, parent and child's physician will determine whether the child will be able to receive proper care it the center, and whether the child poses a threat of HIV transmission to others. (Note: "Most infected children, particularly those under 18 months of age, do not pose a risk to others. Only persistent biting behavior of the presence of exudative skin lesions would be a reason for exclusion." The American Academy of Pediatrics). 

It will be the center's policy that the child's and family's right to privacy is respected. All records of the child's MV status will be kept strictly confidential. The number of personnel aware of the child's condition will be restricted to those needed to ensure proper care of the child and to detect situations in which the potential for transmission may change. 

Day care practices, as recommended by the American Academy of Pediatrics concerning universal blood and body fluid precautions and procedures, will be followed by all employees. 

Procedures for Handling Blood and Body Fluids 

The following blood and body fluid precautions, practices and procedures have been recommended by the American Academy of Pediatrics and will be followed at the center.


1.
Disposable gloves will be worn by all care-giving staff when diapers are changed, or when it is necessary to clean up spills from blood, vomit or other human secretions or excretions. 


2.
Disposal paper towels will be used to clean the area and remove body fluids.


3.
A freshly prepared solution of household bleach, diluted 1:10, will be used to clean all surfaces. Should a mop be used, it will also be rinsed with the disinfectant.


4.
All disposable materials will be put in a plastic bag and sealed to be disposed of.


5.
Staff will thoroughly wash their hands with soap and water when the clean-up task is completed.


6.
Should clothing or throw rugs be soiled in the process, it will be wiped and laundered in hot water.


7.
Carpets stained with body fluids will be cleaned by manual removal of body fluids followed by shampooing with a commercial rug shampoo.

Transmission of HIV to other children and adults under the conditions set forth is extremely unlikely.

Employee Education


1.
All staff will receive education and training concerning the prevention and transmission of communicable diseases, HIV infection (Human Immunodeficiency Virus), ARC (AIDS Related Complex), or AIDS (Acquired Immune Deficiency Syndrome). 


2.
Care and educational teaching of children with HIV infection, ARC or AIDS will be part of regular work responsibilities, as all children will be treated with equal respect.


3.
Under no circumstances will an employee's, child's, or family's confidential information be disclosed to anyone except as provided by law or to those with a need to know as determined by the Director, family and medical physician.


General Guidelines and Cause for Disciplinary Action


1.
Testing for HIV infection is not a condition of employment with First Environments Early Learning Center.


2.
Employees are ethically and legally obligated to conduct themselves responsibility for the protection of the children, other staff members, and members of the community. Employees who know or who have reason to believe they are infected with HIV should inform the Director on a confidential basis.


3.
Persons infected with HIV will not be excluded from employment or restricted in their access to facilities, including use of telephones, office equipment, toilets, eating facilities and water fountains on the basis of their HIV infection.


4.
Refusal to provide care, services or educational instruction to HIV, ARC or AIDS infected children is grounds for disciplinary action including immediate dismissal.


5.
Failure to follow precautionary guidelines and procedures for handling blood and body fluids as outlined in these polices is also grounds for disciplinary action.


6.
Failure to maintain confidentiality is grounds for disciplinary action.


Employee Workplace Exposure to Blood or Body Fluids Suspected to be HIV Contaminated


1.
When an employee experiences a workplace exposure to blood or body fluids suspected to be HIV contaminated, the employee should:


Wash the area immediately with soap and water;

Notify the Director immediately by filling out an incident report and, workman's compensation report. The Director in consultation with a designated county public health official, will document and verify exposure to HIV;
Notify his/her private physician of exposure.

Assistance in securing HIV testing and counseling will be provided to employees who experience a workplace exposure to blood or body fluids that are known or suspected to be contaminated with HIV. 

2.
Results of the HIV antibody test should be reported to the Director in a confidential manner.

3.5 Emergency Procedures 

3.51 Fire Drills 

Fire Drill Forms will be filled out monthly, in accordance with licensing requirements. Drills will be scheduled by the Director, keeping in mind the climatic conditions and well-being of the children. The scheduled times should vary from month to month, and one fire drill a year must be held at nap-time. Forms will be completed immediately following the drills, and they will be filed in the center's designated folders.

3.52 Tornado Drills

Tornado drills will take place regularly and will be scheduled by the Director. Additionally, children will crouch down on the floor and cover their faces. Be sure you are in the area free of windows.

3.53 Bad Weather

The center will be open during bad weather if the agencies our open an there is a need for care. In the case of extreme weather conditions or emergencies, the Director will use discretion for staffing the center on a limited basis. Staff members are expected to make every effort to get to work during inclement weather.

3.54 Accidents 

In the event of any accident, all staff are required to complete an Accident Report and have it signed by the Director or Assistant Director. Make a copy for the office and a copy for the parent.

Minor Accident:

The staff member will bring the child to the center office. First aid will be administered. An accident report will be prepared. One copy will go into the child's folder and the other will be given to the parent. The parent will be called by a senior staff member in attendance (the Director or Assistant Director).

Serious Accident

If a child has an emergency inside the center or on the playground, a staff member will bring the child to the center office to be assessed by senior staff. If the child is not able to be moved, then a senior staff member will be called to the scene of the accident immediately. The following procedures will be followed:


1.
If the child has sustained a head, neck, spinal cord, or obvious leg fracture, the staff must call NIEHS security to alert Emergency Medical Service (EMS). The security office will respond with a staff member immediately. EMS is better equipped to transport these patients.


2.
If the child has none of the above and is able to be moved, the parent will be responsible for transporting the child to the hospital of their choice. If a parent cannot be located and the Director or other senior staff determine that the child should be treated by a physician, first the emergency contact person will be called to transport child and then the hospital of choice will be called for ambulance transportation. 


The Director, Assistant Director or Head Teacher will be responsible for the following:


1.
Assuring that authorization for medical treatment is taken with ill or injured person to the emergency. 


2.
Accompanying the ill or injured person to the hospital. (Remember that ratios must be maintained.)


3.
Notifying parents.


4.
Notifying the emergency contact person in the case of staff illness or injury requiring, transportation to medical facility.


5.
Notifying the medical facility about the person to be treated.


6.
Obtaining substitute staff if needed.

Incident Report:

If something unusual occurs related to a child, employees should fill out an Incident Report. It is important to accurately document such events for your own and for the center's protection.

3.6 Suspected Child Abuse/Neglect

All staff will comply with the provisions of the Child Abuse Reporting Act by bringing suspected cases of abuse and neglect to the attention of the Director. If necessary, the Director will report the suspected case to the County Department of Social Services. All cases that are reported to the Department of Social Services shall also be documented in writing and kept in the child's folder, or designed center folder for reports on child abuse and neglect. The written documentation of the report must be completed immediately following any report to DSS.

If an employee of the center is named as a perpetrator of child abuse or neglect, the employee must report such accusations to the Director immediately. The employee will immediately cease working directly with children. An investigation will be conducted by the center administration. If this investigation, DSS investigation, and the Day Care Section investigation find the employee innocent, the employee will be reinstated and will be paid for all days missed.

If the employee is found guilty, the employee will be terminated immediately. If the state investigations are inconclusive, the status of the employee will be determined by the Director.

Under no circumstances will the center tolerate negligent behavior on the part of staff members. The center shall provide staff development opportunities related to protection from child abuse and neglect claims.

3.7 Staff -Parent Relationships

We believe parents are the most significant adults in a child's life. We strive to create mutual respect between parents and the center staff; a partnership for the benefit of the child. Our doors are open to parents at all times and staff are expected to conduct themselves in a professional manner on all occasions.


During the year, the Center will sponsor events that parents will be encouraged to participate in and most staff will be required to participate in and/or attend. An open house in the spring, a summer picnic in July/August and a fall family potluck are a few of the ways we use to encourage communication and establish a relationship between a child's family life and his/her school.

Newsletter is put out monthly by board committee. The newsletter works to establish a link between the center and parents. The purpose of the newsletter is to serve as a network for staff and parents to exchange ideas, experiences and needs. It highlights children's activities by age group, new starts, graduates, staff news and parent and center activities.

3.8 Staff Relationships

A cooperative team effort is encouraged among staff. All staff are expected to conduct themselves in a professional manner at all times and to adhere to a professional code of ethics. Good communication between staff members is essential in order for positive working relationships to flourish. Should a staff member have a concern or question about the actions of a fellow staff member, he/she is encouraged to get together with that staff member and discuss the issue(s). If the concern or question cannot be adequately settled among the staff members, then it is important for the staff members to get together with their supervisor to discuss the issue(s).

3.9 Monthly Teacher Meetings

The Director will call teachers' meetings monthly for organization of work and in-service training. The Director will observe and work in the classrooms with teachers, in order to help ensure quality programming and act as a resource for the teaching staff.

4.0 DAILY OPERATIONS OF THE CENTER 

4.1 Admissions 

Applications for enrollment of children ranging from six weeks through 5 years old will be considered without regard to race, color, religion, sex, or national origin.  Priority for enrollment will be given to children of employees at the EPA and the NIEHS.  The overall enrollment of the Center should maintain a 65% federal population.  Second priority will be given to all other agencies including contractors of any of the federal agencies.  In the situation where a family would have another child (sibling) on our list, that sibling will be given first and foremost priority provided that the Center is at a 65% federal capacity.  If the Center is under 65% federal capacity then no child, including siblings can be enrolled, until the Center is again at a 65% federal capacity.  This means that only federal families will be enrolled at the Center.  

4.11 Maintenance of Waiting List

Children will be placed on a waiting list on a first-come, first-serve basis. The Director and Assistant Director will be responsible for maintaining the list.

4.12 Tuition Policies

Non-refundable registration/membership fee paid annually. A two-week tuition deposit is required once you have been accepted for enrollment. On occasion, special activities will be offered, i.e. gymnastics, field trips or special guest performers which may require additional fees. Parents must be notified in advance of these activities and any associated fees. 

The center is eager to accept most forms of financial assistance available to parents. We participate in the Department of Social Services Child Care Subsidy Program. Any questions or problems related to fees and payroll deductions should be addressed to the Child Care Center's Director. Center fees must continue to be deducted during time off in order to maintain the child's slot in the center.

4.13 Fees

Annual membership fees will be established at the May general membership meeting. Tuition is due on a bi-weekly basis. Tuition payments that are more than three working days late will be charged a $10.00 late charge. Tuition payments that are fourteen days late will serve as a notice of intent to remove the child from the Center and will constitute forfeiture of advance fees paid. Both these conditions are indicated on the enrollment agreement.

Parents who do not pick up children by 5:30 p.m. will be charged a late fee of $10.00 for each period of 15 minutes, or fraction thereof, past the Center's closing time. 

4.14 Special Needs Children and their Families 

The center will consider the enrollment of children with special needs. The center does not, however, primarily service such children. Each child will be considered on an individual basis. Before the application is considered, the parents must furnish the director with a complete evaluation.

4.15 Pre-enrollment Visit

The center requires parents to spend from two to three hours at the center with their child before the child comes to the center alone. This helps make the child's first experience at the center a pleasant one. It also gives the parent the opportunity to get to know the staff. "Mini" visits (less than one hour) are encouraged. Short stays help the child gain trust in the staff and become familiar with the surroundings. If at all possible, we encourage both parents to accompany the child during, these "mini visits.

4.16 Required Enrollment Information

Before a child's admission into the center, parents are required to complete the following forms:


· Enrollment Agreement 

· Child's Application 

· Child Information Form 

· Child's Medical Form 

· Immunization Record 

· Emergency Information Form 

· Child's Feeding Schedule (if child is 15 months or younger) - Discipline Agreement


4.2 Hours of Operation

Operating days and hours will be Monday through Friday from 7:30 a.m. to 5:30 p.m.

4.3 Children's Attendance

Regular attendance is expected of all children in the program. In order to maintain staff/child ratios, it is requested that parents call the center if they will not be bringing their child, or if they will be bringing their child in later than the scheduled time. Administrative staff will notify the child's teacher of any changes in schedule.

4.4 Arrival and Departure of Children

Arrival and departures are transitional times for children and need to be handled delicately. It is requested that parents bring the child directly into his/her classroom. It is important that the teacher is aware of all arrivals. Children may not be left unaccompanied in the parking lot, dropped off at the front entrance, left in the lobby, playground or in the halls. They are to inform the staff in writing of any special instructions or information that might be needed for that day. 

When picking up children, parents have been asked to come into the center through the front entrance of the building. If the child is outside on the playground, parents must let the child's teacher know he/she is picking, him/her up. Children may not be picked up from an outside entrance or over the fence. It is for the safety and security of the children that we have established these policies.

If someone other than the parent is going to be picking up the child, then parents are asked to contact the center in advance. A Pick-Up/Release Form with the parent's signature is required and an ID may also be required.

4.5 Children Who Are Not Picked Up at the Designated Time 

A late fee of $15 per 15 minute interval will be charged for late pick-up.

4.6 Meals and the Child Care Food Program

The center will be participating in the Child Care Food Program sponsored by the North Carolina Department of Public Instruction. The goals of this program are to provide nutritious and appetizing meals and snacks for children introduce different types of foods and help teach good eating habits. The center will avoid serving overly sweet items and encourage children to appreciate the natural flavors of a variety of wholesome foods. Seconds will be available for those children who want more. Our monthly menus will be posted on the parent bulletin boards.

Teachers are encouraged to sit with children at meal times and if appropriate, eat with them; however, teachers may not bring their own food to eat with the children.

If a child has a food allergy, be sure this is posted in a convenient place so that all staff will be aware of it. A food allergy must be documented, posted and copy kept in the child's file.

Parents of infants are asked to provide all baby food, cereal, juice and formula/milk. Staff are not permitted to mix or pour formula or water into a bottle or "sipper cup". All food items, bottles or "sipper cups" must be labeled with the child's first and last name. Children are not allowed to bring candy, sweets, gum or snacks to school. 

Meals and snacks are typically served at the following times:


Morning snack 9:00-9:30am 

Lunch 11:15-12:00pm 

PM Snack 3:00 - 3:30pm


4.7 Field Trips/Transportation Plan

Classes working on units are encouraged to take advantage of as many first hand experiences as possible. Notices must be sent home two weeks prior to the scheduled field trip that state where the field trip is taking place, the goals of the trip, the date, time of departure and expected return time. Each parent will be asked to sign and return an acknowledgment of the trip and give permission for their child to participate. This serves several purposes: to make the parent aware of what is taking place at school, to be sure that the child is on time and does not miss the trip, and to give the parent the opportunity to join if possible.

The center provides transportation for field trips in properly equipped rental vans. The following procedures will be adhered to:


1.
Classroom Participation: The field trips are for the threes and fours classes only. Infants, toddlers, and middlers and twos classes do not participate in field trips other than walks taken in the immediate vicinity of First Environments. 


2.
Parent Participation: Parent volunteers are required for field trips in order to maintain child/adult ratios of 1:3 for the threes and 1:4 for the fours. Field trips will be canceled if these ratios cannot be met. Parent responsibilities on field trips will be explained by the staff prior to departure. 


3.
All children will be buckled into seat belts and the number of passengers will not exceed the regulations established by the Office of Day Care Licensing or the manufacturer's designated capacity.


4.
All doors will be locked during operation of the vehicle, and the required teacher/child ratios will be maintained in all vehicles.


5.
Staff will carry emergency numbers, insurance information, first aid kits, and permission forms on all trips. 


6.
Advanced Notice: Advanced notice for field trips will appear in the monthly newsletter. This notice may precede the trip as much as six months or as little as one month. A second notice, two weeks prior to the trip, will be placed in the cubby holes in the rooms. The second notice will contain all the details for the trip.


7.
Release Forms: A standard release form signed by a parent is required for participation in a field trip. Forms will be provided.


8.
Alternative Arrangements: every effort will be made to accommodate parents who choose not to have their children participate in field trips. The following alternatives will be considered in order: 

a. Placement in another room for the day. 

b. Use of a parent as a substitute.


9.
Hiring of a substitute teacher.

In the event that none of these alternatives can be arranged, the care of the child not going on the field trip will be the responsibility of the parents, not of First Environments. 

Should an accident occur during a field trip:

1.
The driver or other adult will call the police and inform the center administration immediately.


2.
In case of injury, parents or an emergency contact person will be called and notified. Arrangements for transportation for treatment will be made with parents, according to the parent's wishes and extent of injury.


4.8 Playground Rules


1.
Children may not be out on the playground unless they are being supervised and the appropriate teacher/child ratios are maintained.


2.
Teachers must use good judgment on the number of children to allow to play on one piece of equipment at the same time. Suggest that children take turns, or direct their attention toward other equipment or activities.


3.
All playground equipment must be used appropriately and safely. Teachers are to make periodic checkups, and keep the administrative staff informed as to what pieces of equipment need to be repaired or replaced. Children should not be allowed to play on or with broken or damaged equipment.


4.
Daily cleaning, and checks for broken glass, or other litter must be conducted by all staff.


5.
Teachers are expected to interact and observe children closely while on the playground. Teachers should space themselves to all children can be seen.


6.
Children must keep their socks and shoes on while they are on the playground except under supervised water play.


7.
Play equipment for the sand area, riding toys, balls and other gross motor equipment are kept in the toy shed. After each use, all equipment should be returned to the toy shed and stored properly.


8.
Toy guns and other similar toys do not have any place in the Center or on the playground.


9.
Teachers must help children learn the safe and proper way to handle wheel toys and paved areas.


10.
Written accident reports with special attention surface conditions, type and extent of injury, age and sex of child, how the accident occurred, and weather conditions must be completed should a child have a minor or serious accident while on the playground. 


4.90 Children's Personal Belongings 

4.91 Infants Belongings 

· It is requested that parents of infants bring several changes of clothing for their child.


· Parents provide diapers. 


· Parents will supply all bottles and toddler cups. 


· Parents who are breast-feeding will be allowed to store milk in the classroom refrigerator.


· Parents can be encouraged to bring a special blanket or soft toy to keep in their child's crib. However, it must be marked with the child's name to insure that it does not get lost.


4.92 Preschoolers Belongings


· Parents are encouraged to dress their child in clothing that is washable and comfortable. When children are hard at work and play, they do get dirty. This is a part of healthy growth and development.


· It is requested that parents bring several changes of clothing if their child is under the age of three years old. 


· During toilet training time, it is best if the child is dressed in clothing that he/she can manage by him/herself. Hence, parents have been asked to keep this in mind. Parents have been encouraged to provide their preschoolers with an extra set of clothes, a sweater and appropriate seasonal clothing for active outdoor play (mittens, boots, bathing suit etc.), and with appropriate shoes for running, climbing and playing (flip flops, and thong sandals do not work well).


5.10. Birthday Celebrations

Birthdays can play an important role in the life a child. Parents are welcome to celebrate their child's birthday at the center. However, parents must limit parties to food, games, and music. With the exception of treat bags and balloons. Birthday celebrations should be centered around snack time and of short (1/2 hour) duration. For safety, we ask parents to refrain from using balloons.

5.11 Toilet Training

A child may be ready for potty training if he or she is:


· Walking 

· Staying dry for several hours 

· Able to communicate the need to use the toilet 

· Appears to be aware of wet or soiled diapers 

· Is in a cooperative mood


There is no definite age when a child is ready, and many toddlers and two-year olds alternate between periods of cooperative and negative behavior. It is our experience that toilet training is best started some time between 24 and 36 months of age. Both the parent and staff should use the same procedures for training so that they do not confuse the child. If there is too much anxiety or stress, then it may be better for the child to wait and try again at a later time. Hence, it is imperative that staff and parents work together and assist each other throughout this process. During toilet training, encourage parents to dress their child in suitable clothing and to provide clothing changes. 

5.12 Daily Record Keeping

Daily record keeping regarding attendance, diaper changing, and unusual incidents relating to a child's health such as a bowel movement with blood, a sore that may not be healing like it should, or a child who is unusually irritable without an apparent reason, is required of all staff. All incident reports are to be kept confidential and will either be brought to the parent's attention or shared upon request. Daily notes should also be kept concerning the child's developmental progress, social and group skills, and any other incidents that may be of interest and helpful when planning curriculum or sharing progress report with parents.

5.13 Use of Kitchen Materials

A written request for use of kitchen equipment or utensils maybe required by the cook. Supplies or other special food items needed for classroom cooking experiences or snack preparation must be given to the cook. 

5.14 Ordering Supplies

Most supplies are ordered bimonthly.  Please see your team supervisor for requests.  Major equipment is ordered at the beginning of each fiscal year (Sept.), and request should be given to the director no later than August 1st. 

5.15 Marketing the Center

It is the responsibility of all staff to promote the center, its philosophy, goals and objectives. Staff must display professional behavior at all times. However, it is primarily the responsibility of the Director and administrative staff to actively promote the center and center activities by the use of an informational brochure, articles in the company newsletter, and by speaking to interest groups and individual employees of the medical facility. It is equally important to promote a positive image and rapport with the local neighborhood and community residents.

5.16 Management Forms Used 

Listed below are the Management Forms all staff are required to use: 

Child Related: 

· Daily Attendance 

· Daily Report (Infants, Toddlers) 

· Accident Report Form 

· Incident Report Form 

· Field Trip Form 

· Sick Child Report Form 

· Medication Form


Personnel Related: 

· Expense Sheet (includes training and travel expenses) 

· Leave Request Sheet 

· Supply Request Form 

· Secretarial Work Request


6.0 PARENT INVOLVEMENT

The center is designed to provide high quality child-care and to help employees meet the challenges of balancing work and family. An important and necessary ingredient in creating quality child-care is parent involvement

6.1 Home -Center Communication

We believe parents are the most significant adults in a child's life. We strive to create mutual respect between parents and the center staff, a partnership for the benefit of the child. Our doors will be open to parents at all times. 

During the year, the center will sponsor events that all parents will be encouraged to participate in. An open house in the spring, a summer picnic in July/ August and a fall family potluck are a few of the ways we use to encourage communication and establish a relationship between a child's family life and his/her school.

A newsletter is published monthly by the Board Committee also works to establish a link between a child's home and school. The purpose of the newsletter is to serve as an open communication network for exchanging ideas, experiences and needs of the center and parents-It highlights children's activities by age group, new starts, graduates, staff news and parent activities. Community news, as it relates to children's programs, is also targeted from time to time. All staff will be encouraged, and at times will be requested to submit articles and ideas for the newsletter. 

6.2 Parent -Teacher Communication

Communication between the parent, child and teacher is important to ensure a good working relationship. We encourage daily communication between parents and teachers. Teachers of infants through two-year olds will send home daily report of the child's activities. On a weekly basis, teachers of children three and older, will send home simple report regarding the child's activities. Encourage parents to visit the classroom and speak with the teacher(s) as often as possible.

6.3 Parent -Teacher Conferences

It is our responsibility to communicate to the parents regarding their children's progress. Our primary method of communication is the Parent Teacher Conferences. The staff is required to conduct two Parent-Teacher Conferences annually. If a child has problem areas, it is the teacher's responsibility to discuss these areas with the parent and his/her strategy to correct the problem. When parents and teachers are able to work together to plan for the child's educational progress, the child benefits greatly.

7.0 STAFF EMPLOYMENT AGREEMENT 

In compliance with policies and procedures described within this handbook and Personnel Management Policies, I fully understand and agree to comply with all responsibilities and expectations during my employment with this organization. I also hereby acknowledge that I have read and received a copy of the employee handbook and job description.


	PRIVATE
______________________________ 
	_________________ 

	Employee's Signature 
	Date



	_______________________________ 
	_________________ 

	Director's Signature 
	Date
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