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Kiddie College Learning Center Mission Statement, Purpose, and Goals

Kiddie College Learning Center is committed to providing high quality education in a safe, nurturing environment. We aim to see each child blossom in all areas of development such as physical, cognitive, emotional, and social development of the child. Kiddie College Learning Center believes with the collaboration of parents the future well-being of each child will be maximized. 

Our Philosophy

Kiddie College Learning Center offers a creative, fun, nurturing atmosphere to our children. We believe that each child develops at their own pace and we meet the child where they are and challenge them in an exciting way with our engaging curriculum and age appropriate activities. With a touch of STEM (science technology engineering and math) added to our curriculum, your child will develop reasoning and problem-solving skills during play. While doing this we nurture each child and encourage them to explore as we build their self-esteem and develop early critical thinking and reasoning skills.  Kiddie College Learning Center recognize that we are investing in future scientist, engineers, and teachers. 

Goals

Kiddie College Learning Center is committed to providing the best possible climate for maximum development and achievement of goal for all employees. We are excited to build a long-lasting team within the school. 

We are dedicated to maintaining an atmosphere where these goals can be accomplished by providing a comfortable work place for each team member. Kiddie College Learning Center has an open line of communication where problems or concerns can be discussed and resolved in a respectful atmosphere between all parties. 















Staff Qualifications

All Staff Members

Have a genuine liking for children and respect for them as individuals. 
Have a knowledge and understanding of child development and the needs of young children. 
Establish good communications and develop positive relationships with parents. 
Maintain a good working relationship with co-workers.
Be a self-motivator by attending staff meetings, workshops, trainings, and reading literature pertaining to child development. 
Maintain up to date knowledge with new technology and new ways of teaching children. 

                        			Directors
Must be 21, have 60 credit hours of college credits with at least 21 hours pertaining to Early Childhood Education, forty full-time hour weeks of employment in a licensed program serving 6 weeks to 12 year of children, and six approved clock hours on special needs children. Must be highly motivated and take charge individual, with the ability of lead others. Person must have First Aid/CPR certification and food/sanitation license. Directors are to keep abreast of DCFS updates and make sure all Teachers and Teacher assistants are following DCFS standards and are meeting program goals. 

	Purpose- Person will overview the day to day operations of the center and 
	Is responsible for the planning and supervision of children’s activities, 
	Orientation of newly employed staff, and in-service training, of themselves
	and all other staff. The person is also responsible for all administrative 
	duties i.e., up keep of all files, corresponding to staff and parents, monthly
	newsletter, making sure the classrooms are clean and sanitized, Head start 	
	paperwork is complete, food program, 

	Administration
1. Be knowledgeable of day-to-day operations and be able to delegate responsibilities amongst the staff. 
2. Assist with obtain new and maintaining current grants and other funding sources. 
3. Ensure that the school’s social media outlets (webpage, etc.) is current and updated regularly. 
4. Ensure that system that send parents/guardians notices (such as school closings) is working properly and contact tech support if not. 
5. Monitor classroom supplies and order additional supplies as needed. 
6. Insures the preparation of policy interpretation. 
7. Insures the preparations of procedure statements and manuals.
8. Insure the development of record-keeping and data retrieval systems essential to effective administration and to the operation of the programs. 
9. Recruit children, process applications, determine tuition, place children, set starting dates, maintain maximum enrollment. Inform parents of center policies. Maintain records of children’s starting dates and termination dates. Inform bookkeeper of this data. 
10.  Confer with a parent who expresses a complaint or concern verbally or in writing. Meet with any parent whose child is experiencing difficulty or whose child is targeted for intervention, be it medical, educational, or psychological. Monitor communication between teachers and parents. 
11.  Conduct monthly meetings for all staff, provide weekly thirty minutes for director and teacher, conduct meeting for aids as needed. 
12.  Maintain good communication lines with other preschools in the community. 

                                             LEAD TEACHER(S) 
Must be 21, have at least 60 credit hours of college credits with at least 6 credits pertaining to Early Childhood Education, thirty-nine full time (40 hour) weeks of employment in a licensed program serving 6 weeks to 6-year children, and six approved clock hours on special needs children. All staff must be highly motivated and energetic. All staff must be able to handle children, any situations and incidents that may occur. All staff should be able to lead their classroom and guide their teacher assistants, must have First Aid-CPR certification and food/sanitation license. 
Purpose: Lead teachers are to make sure that the classroom is cleaned and sanitized at all times. Responsible for a specific group of children' s day to day schedule and supervises all staff that is assigned to assist them. The person will act as a coordinator in the absence of the director from the center. Experience with leading a classroom, maintain a creative and interactive classroom, flexibility with hours, communication skills with parents and staff, serve as a leader for the teacher assistants, classrooms are clean and sanitized, artistic, creative, be able to crawl and interact with children on their level, be compassionate to children's feelings. Have a variety of songs, dances, art, and outdoor activities. 
Key Responsibilities 
1. To offer a program that meets the emotional, physical, intellectual and social needs of both the individual and the group. 
2. To interact with the children and to encourage their involvement in activities. 
3. To prepare a warm and safe environment that is orderly, clean, and appealing which permits the child to grow and explore. 
4. To use appropriate and positive discipline and to train the aide so that discipline is consistent
5. To plan lessons based on a curriculum outline. To provide aides with the opportunity to have input to program. 
6. To observe, record, and report significant individual and group behavior. 
7. To maintain all records and files. 
8. To supervise, train, and evaluate aide. 
9. To establish and maintain good communications with parents through monthly newsletters, monthly theme calendars, parent/teacher conferences three times a year and on a daily informal basis. 
10. To keep staff informed of program goals and developments both with children, parents, and administrators. 
11. To attend staff orientation, staff meetings, class programs, fun day and other functions. 
12. To prepare material needed in the program. 
13. Must complete MEAL PARTICIPATION REPORTS (MPR’s). MPR’s must 
include breakfast, snacks and lunch. Please be sure that you complete this report on a daily basis for your classroom. 
                                         CO-TEACHER/TEACHING ASSISTANT 
Must be 21, have at least a high school diploma,  CDA with training and be highly motivated with patience and passion for children. Assist the Lead teacher when expected. Person must have FIRST Aid/CPR certified. Ensure that all items in the classroom are cleaned and sanitized daily and make sure that you are following DCFS standards and meeting the goals of the program. 
Co-teacher/teaching assistant- Assist all qualified staff in the supervision of an assigned group of children. Aid in retrieving materials for the children and any other tasks the lead teacher requires you to do. Must like children and can comply with all DCFS standards and program rules. Clean and sanitize classroom daily, must like art, music, movement, outdoor activities, trained in CPR/First aid, be able to get on the floor and interact with children at their level, be compassionate to the emotional needs of children. Be able to clean a kitchen and prepare food as trained. 


Key Responsibilities 
1. To interact, initiate and encourage the children in the activities during the day. 
2. To help the children control behavior using a positive, appropriate approach; always using consistent technique. 
3. To provide the nurturance but to help the children become independent. 
4. To promote integral learning during snack times; to help the children learn good social skills. 
5. To maintain good communication with parents and to make each parent feel at ease at the preschool. 
6. To assist the teacher in planning activities for the group and to offer suggestions and information about the children. 
7. To develop a cooperative and supportive attitude within the room.
8. To assist the head teacher in record keeping by assisting on observations regarding the children’s health, behavior and development. 
9. Must assist with the completion of MEAL PARTICIPATION REPORTS (MPR’s) on a daily basis for your classroom. MPR’s must include breakfast, snacks and lunch. Please be sure that you complete this 
10. Must assist with food catered to the center and keep cooling area clean. 



All persons maintaining a position with Kiddie College Learning Center must pass a background check that includes but is not limited to clearance through CANTS (Child Abuse and Neglect Tracking System) and drug screening. 









				    Policies and Procedures

                                             Answering company’s Phone
When answering the company’s phone should be done in the following manner: Thank you for calling Kiddie College would you like to enroll your child today:.

			Attendance for Students
If a student is absent, it is the responsibility of the teacher or teaching staff to record the absence in the attendance book as well as report it to the program director on a daily basis by 10 AM.

				Background Check/Physical Examinations
				
Before any person is hired and can begin work, the law requires that they undergo a background check and physical. If the background check indicated=s that there are any criminal convictions on your record you will not be allowed to work in the center. The physical must indicate that a TB Test has been performed and it must indicate a negative result. In addition, if a person was born after 1957 they must have or show proof of 2nd Measles, Mumps and Rubella (MMR) vaccination.

				Change of Policy
Kiddie College Learning Center reserves the right to adjust its policies (i.e. sick/personal leave, holiday pay, etc.) with proper notice to staff. 

				Drug and Alcohol Policy 
Kiddie College Learning Center HAS A NO TOLERANCE DRUG AND ALCOHOL POLICY: AND RESERVE THE RIGHT TO DO RANDOM TESTING
The use and abuse of drugs and alcohol can seriously impair your ability to perform your duties safely and efficiently. Drug and alcohol use and abuse not only jeopardize the public’s and co-worker’s safety, they undermine the public’s confidence in Kiddie College Learning Lab itself. Because a drug- or alcohol- impaired employee can pose a significant threat to the safety of the pubic and co-workers, as well as the employee’s own safety, Kiddie College Learning Lab has established this policy as part of its ongoing efforts to maintain a drug-and alcohol-free workplace. 
All employees are expected to report to work free of alcohol and illegal drugs and not to sell, distribute, dispense, possess, or use or conspire to sell, distribute, dispense, possess, or use an illegal drug or alcohol on the company’s premises, during working time, or when engaged in company business or an activity sponsored by Kiddie College Learning Lab. The only exception is for employees attending a company- sponsored event or attending events as representatives of Kiddie College Learning Lab at which alcohol is served. In such instances, minimal consumption of alcohol is permitted (but not encouraged) so long as the employee’s behavior remains acceptable to Kiddie College Learning Center. 
Employees using a prescription drug which may impair mental or motor functions so as to affect the employee’s ability safely to perform his duties must report the use of that prescription drug to his/her supervisor prior to reporting to work after its use. 
Kiddie College Learning Center looks to all its employees to support this policy to better the overall safety, health, productivity, and welfare of all employees. Employees are asked to discourage co-efforts to enforce this policy and in any investigation of its violation. 

Work Related Accident

An employee is subject to be tested if he/she is involved in a work-related accident that requires off-site medical care. 
Reasonable Cause Testing. When there is reasonable cause to believe that the employee has inappropriately used drugs or alcohol, the employee may be required to submit to a drug and /or alcohol screening test. 
“Reasonable cause” testing may be based upon such things as:
(1) Specific observations concerning the appearance, behavior, speech, or body odors of the employee, including observation of drug use, drug possession, or possession of drug paraphernalia, physical signs or symptoms of being under the influence of a drug or alcohol, signs and symptoms of chronic and /or withdrawal effects of drugs;
(2) A pattern of abnormal or erratic behavior as evidenced by the employee’s work time actions, appearance, or conduct; or
(3) Arrest or conviction for a drug-related offense. 
(4) Having an on-the-job accident requiring medical attention and/or involving property damage. 

Reasonable cause can also be based upon a report received from a third-party observer if the report is independently corroborated. 
An employee who is required to submit to a reasonable cause drug screen will be suspended until the results of the test are disclosed to Kiddie College. If the test result is negative, the employee will be paid for the regularly scheduled hours missed. In any reasonable cause situation, Kiddie College will ensure that the employee is transported to an appropriate facility and then transported back to the work site, where a spouse, family member, or other individual will be contacted to transport the employee home. If the employee refuses to agree to any of these procedures and attempts to operate his own vehicle, Kiddie College will take appropriate efforts to discourage the employee from doing so, up to and including contacting local law enforcement officials. Any employee failing to cooperate with any of the procedures described above will be subject to discharge if the refuse to comply being drug screened based upon any of the reasons listed. 

Equal Employment Opportunity
It is the policy of Kiddie College Learning Center to provide equal opportunities without regard to race, creed, color, age, sex, and national origin. The policy covers all phases of employment, including but not limited to recruitment, employment, placement, promotion, demotion, or transfer, layoff, recall, termination. 


				EMPLOYEE EVALUATIONS 
Performance reviews are done every six months (In the months of June and December). The purpose of the evaluation is to provide the individual with feedback on performance and to examine together the strengths and growth areas of an employee. The model for the performance appraisal is as follows: 
Preparation – Employees should be given a self-evaluation and turn it in to the director. Employees are also encouraged to review their files and accumulate information their supervisor should be aware of for an annual review. These written evaluations will be shared with and signed by the Director and the employee. Each employee will be given a copy of his/her evaluation. Each employee will be given the opportunity to make a written statement in response to all or part of the evaluation, The Director will sign and date any statement made by a staff member and place it in his/her personnel file. 

				EMPLOYEE RELATIONS/CHAIN OF COMMAND 
The company wants all employees to feel free to discuss concerns with their leaders. However, when there is an (employee-employee) related issue, we encourage the employees that are involved to first try to resolve the issue between them. If the work-related issue can’t be resolved on that level, then please discuss it with your program director (employee-program director). If your program director does not adequately address the problem, we encourage you to discuss the problem with the owner (employee-owner). 
GROUNDS FOR TERMINATION OF EMPLOYMENT 
The following are reasons for terminating a staff members’ employment: 
·   Damaging, tampering with, or defacing Company’s property 
·   Dereliction of duties, neglect; 
·   Dishonesty or fraud 
·   Excessive tardiness and/or absentees 
·   Failure to carry out job description 
·   Falsified documents (i.e. employment application, transcripts, time sheets) 
·   Gossiping and/or creating discord amongst employees 
·   Job Abandonment (i.e. not coming to work and not communicating w/leadership) 
·   Insubordination (disobedience, unruliness, noncompliance, etc.) 
·   Incomplete file documentation; 
·   Intoxication at the day care 
·   Neglecting/leaving a child alone for ANY reason 
·   Physically, mentally or verbally abusing any child 
·   Theft of any property or monies; theft of time. 
·   Unsafe work performance; 
·   Use of illegal substances 
·   Using disciplinary means outside of DCFS protocol; 
	
1. HARRASSMENT 
Kiddie College Learning Center are committed to maintaining a work environment which encourages and fosters appropriate conduct among employees and respect for individual values and sensibilities. Kiddie College Learning Center prohibits any form of unlawful harassment, including harassment based upon race, color, religion, national origin, sex, age, handicap, or status as a disabled veteran or a veteran of the Vietnam era. 
In addition, it is a violation of our policy for any employee, male or female, to harass another employee by making unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature where: 
o Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment; or 
o an employment decision affecting an employee is based on that individual’s acceptance or rejection of such conduct; or 
o Such conduct interferes with an individual’s work performance or creates an intimidating, hostile, or offensive working environment. 

Kiddie College Learning Center affirm their commitment to complying fully with both the letter and spirit of state and federal legislation relating to harassment in the workplace. In order to fulfill this commitment, Kiddie College Learning Center have a policy for handling harassment complaints. Any employee, who believes he or she has been subject to any unlawful harassment, as stated above, must immediately file a complaint directly with the owner. 
Kiddie College Learning Center will then conduct an investigation of the complaint. In all cases, personnel not involved in the alleged unlawful harassment will conduct the investigation. Every effort will be made to keep all matters relating to the investigation and claim report confidential to the extent feasible.
Following the investigation, Kiddie College Learning Center will evaluate the facts and evidence. If the complaint is substantiated, appropriate corrective action will be taken. If the complaint is not substantiated, the matter will be closed. In either event, however, the employee who filed the complaint, as well as the person who purportedly violated the policy, will be advised of the results of the investigation, the determination made, and the action taken.
Any employee found in violation of this policy or whose conduct is found to be contrary to the objectives of this policy shall be subject to disciplinary action, up to and including termination. Kiddie College Learning Center prohibit any form of retaliation against any employee for filing a bona fide complaint under this policy or for assisting in a complaint investigation. 
REPORTING HARASSMENT
Kiddie College Learning Center are committed to maintaining a workplace of mutual respect, dignity and positive values free of discrimination and harassment. If you believe you have experienced harassment or discrimination in the workplace or believe you have been treated in an unlawful, discriminatory manner, you must immediately report the incident directly to Kiddie College Learning Center., the Human Resources Administrator (the owner). 
Kiddie College Learning Center will investigate all claims. If Kiddie College Learning Center
finds the claim violates the policy or the law Kiddie College Learning Center
will conduct an investigation. If following the investigation, the complaint is substantiated, appropriate corrective action will be taken. You will be advised of the results of the investigation, the determination made, and the action taken. 
IMMIGRATION LAW COMPLIANCE 
Kiddie College Learning Center is committed to employing only United States citizens and aliens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin. Each employee must complete an I-9 form and present only necessary documentation to establish identity and employment eligibility. 
Employees with additional question or seeking more information on immigration laws and issues may conduct the owner. 
INCIDENT REPORTS 
Incident reports (documents any incidents that a student is involved in) should be done as soon as an incident occur. The report should be accurate and professionally written. The process shall go as follows: 
1. The teacher writes up the incident report and submits it to their supervisor. 
2. The supervisor/program director proof reads the report and assure that the report is accurate and professionally prepared before it is given to the parent/guardian. 
3. In addition to receiving an incident report upon picking up their child, the parent/guardian should also be notified by telephone after the incident when it happened. 
MANDATED REPORTER 
Please understand that by accepting a position at Kiddie College Learning Center  you are a mandated reporter of child abuse and it is your full obligation to report any and all signs of child abuse. 
MEAL PARTICIPATION REPORTS (MPR’s) 
MPR’s must include breakfast, snacks and lunch. Please be sure that you complete this report on a daily basis for your classroom 
                    			    MEDICATIONS (ADMINISTERING) 
Our staff is not medical personnel. Therefore, no medication (including over the counter medications) will be given to your child unless 
1. It is prescribed by a doctor in its original container that shows the dosage, child’s name, doctor’s name, and expiration; ask the pharmacist to dispense your child’s medicine in two containers—one for at home and the other for the Center. 
2. Over the counter medications may be administered from its original container and with a signed medication form by the parent indicating any instructions. You have completed the proper medication form in the school office 
                    			OBSERVATIONS 
Parents are our most important visitors. We encourage parents who have children in our center to visit regularly. We also encourage prospective parents to visit in order to continue full enrollment. Please welcome them and make them feel comfortable. As part of professional development, other teachers and students may observe as well. The director will escort any observers. Advance notice is given when possible. 
ORIENTATION 
New employees will receive an orientation at the time of hire. Every new employee goes through an initial period of adjustment in order to learn about Kiddie College Learning Center and about your job. During this time the employee will have an opportunity to find out if it the position is a good fit. Additionally, the initial employment period gives your supervisor a reasonable period of time to evaluate your performance. The initial employment period is thirty days. During this time, you will be provided with guidance from your Supervisor. You may be discharged at any time during this period if your Supervisor concludes that you are not progressing or performing satisfactorily. Under appropriate circumstances, the initial employment may be extended. Additionally, as is true at all times during an employee’s employment with the Company, employment is not for any specific time and may be terminated at will, with or without cause and without prior notice. 
At the end of the initial employment period, your supervisor may discuss your performance. Provided your performance is "satisfactory" at the end of the initial employment period, you will continue in our employment as an at-will employee. 
STAFF MEETINGS 
Staff meetings are normally held at least once per month to address questions and concerns within the childcare center. These meetings will be conducted to allow staff to remain up-to-date with the rules and regulations within a childcare setting and to strengthen the growth and development of the children enrolled in our program. It is required that each staff member attend the monthly staff meetings. STAFF TRAINING/IN-SERVICE HOURS 
Each employee employed with Kiddie College Learning Center must complete a minimum of 25 hours per year in Staff development, continuing education, early childhood classes, and/or classes related to you job description. Once the class is completed you must bring the original certificate to you supervisor so that it can be copied and placed in you HR file. If at any time trainings are offered during scheduled work hours you must submit a request for time off form to your supervisor 10 days prior to the training. 
FEEL FREE TO ASK YOUR PROGRAM DIRECTOR OR SITE SUPERVISOR FOR A LIST OF IN SERVICE OPPORTUNTIES THAT ARE GOING ON AROUND TOWN. 
TEACHER/ PARENT CONFERENCES 
Parent conferences encourage effective parent/teacher communication and setting children’s goals. Teachers are expected to plan these conferences at least once a year and to provide written 
documentation. 
TERMINATION OF EMPLOYMENT PROCEDURES 
1. An employee shall be expected to give at least two-week written notice of her/his intention to resign. 
2. The Center shall ordinarily give at least two weeks written notice of its intention to terminate employment. 
3. In special situations or when the staff’s member’s continuance in the center could be detrimental to the center or the children, a staff member may be discharged without notice. 
4. Upon termination, each employee may sign a release allowing her/his personnel records to be released to prospective employers. This release will be kept in their personnel file. 
Without this signed release, no information beyond verification of date of employment will be released. 
ZERO TOLERANCE POLICY 
Kiddie College Learning Center have zero tolerance for the following: 
· · · 
Verbal abuse (towards students or other staff members) Physical abuse (towards students or other staff members) Child Neglect 
All of the above listed offenses are reasons for automatic termination and at the least a 2-day suspension up to a 2-week suspension can be given 
Insubordination: That is, the intentional disrespect to any member of leadership staff member is unacceptable and grounds for automatic termination. At minimum that type of behavior can result in a 2-day suspension up to a 2-week suspension. 

NO TOLERANCE OF VIOLENCE IN THE WORKPLACE
Kiddie College Learning Center strongly believe that all employees must be treated with dignity and respect. Acts of violence including verbal threats or gestures will not be tolerated. Any instances of violence must be reported to the employee’s supervisor. All complaints are fully investigated. Kiddie College Learning Center will promptly respond to any incident or suggestion of violence. Violation of this policy will result in disciplinary action, up to and including immediate discharge. 
II. COMPENSATION 
EMPLOYEECLASSIFICATIONS 
Every employee, at the time of hire, will be classified as FULLTIME or PARTTIME, as well as EXEMPT or NONEXEMPT. These classifications are not intended as job descriptions; they are used solely to determine benefits and overtime eligibility. In addition, new hires are considered PROVISIONAL employees for the first part of their employment, as described below. Full-Time Employee: A person who is regularly scheduled for at least thirty-five (35) or MORE hours per week. Full-time employees are eligible for full-time benefits described later in this section. 
Part-Time Employee: A person who is regularly scheduled for LESS THAN thirty-five (35) hours per week. Part-time employees are eligible for part-time benefits described later in this section. Exempt (salary): Employees not eligible to receive overtime pay, whose salary covers all hours worked, regardless of the number of hours required to accomplish all duties of the job as outlined in the job description. 
Non-Exempt (hourly): Hourly employees eligible to receive overtime pay pursuant to Fair Labor Standards Act. Non-exempt employees are paid for the specific number of hours worked to complete their job as outlined in the job description
Temporary-Permanent employees must pass the company’s 30-day evaluation in order to continue with the probationary process. 
PAY DAYS AND PROMOTIONS Pay schedule: Every 4 weeks 
Promotions: When openings occur, promotions will be considered for members of staff who meet the necessary requirements.
, PROBATIONARY PERIOD
All new staff must complete a 90-day probationary period before becoming a full- time/permanent employee. By the end of the probationary period your program director will meet with you to do an overall performance evaluation (based on attendance, attitude and how well you abided by the handbook). Then you will be informed whether or not you passed your probationary period. 
III. TIME OFF 
HOLIDAY PAY 
After one year of full-time service, full-time employees will be eligible to be paid for the following holidays when the center is closed. In order to be paid for the holiday you must work your scheduled hours the day prior to and following the paid holiday. 
New Year’s Day
Martin Luther King Jr. Day 
Presidents Day 
Good Friday 
Memorial Day 
Juneteenth ? 
Fourth of July 
Labor Day 
Columbus Day 
Veterans Day
Thanksgiving Day Christmas 
In order to receive pay for the days the school is closed, you must: 
·   Work the business day before and after the holiday/the day the school is closed 
·   You must have completed 1year of service with the company prior to the actual holiday 
JURY DUTY 
A leave of absence for jury duty will be granted to any full-time or part-time employee who has been notified to serve. During this leave, employees will be compensated. An employee on jury duty is expected to report to work the next business day after he/she is excused from jury duty. Upon receipt of the notice to serve jury duty, the employee should immediately notify his/her supervisor. Additionally, a copy of the notice to serve jury duty should be attached to the employee's attendance record for attendance purposes. 
Upon the employee's return (from JURY DUTY), the employee must notify the director/owner, who will notify Kiddie College Learning Center and must submit a signed
Certificate of Jury Service indicating the number of days served. 
MEDICAL LEAVE 
For medical reasons only you may take an extended leave for up to *12 weeks (if you meet FMLA guidelines). Please be advised that though we will *hold your position level; we may not be able to place you in the same classroom. Leaves exceeding 12 weeks will result in the employee having to re-apply with the company. 
*In order for your position title and pay to be held, you must have completed 1 year of service with the company prior to requesting to take medical leave! 
PERSONAL TIME OFF
Time off (paid or unpaid) must be documented on a time off request sheet and must be signed by 
the program director (approving or not approving the request). 
IV. 	EMPLOYEE CONDUCT
ABSENTEEISM AND PUNCTUALITY 
To maintain a productive and efficient work environment, the company expects all employees to be reliable and punctual in reporting to work.
If you are unable to work due to illness or an emergency, notify your supervisor by 6:00am on each day of your absence for this to be a legitimate excused absence. 
If you are absent due to a contagious illness for more than 2 days, you will need to submit a statement from your doctor before you are permitted to return to work.
Absenteeism or tardiness that is excessive or unexcused is grounds for disciplinary actions such as write-ups, schedule changes and up to termination. All employees must submit a day off request form to his/her Manager for approval of any time off.
THERE IS A FIVE (5) MINUITE GRACE PERIOD. ANY STAFF THAT CLOCK IN AFTER THAT WILL BE SUBJECT TO A 45 MINUTE PAYROLL DEDUCTION (*BASED ON THE TIME THAT THEY ARRIVE). THREE (3) DOCKS EQUAL A WRITE UP AND THREE WRITE UPS CAN LEAD TO TERMINATION. 
CELL PHONE USAGE 
Due to abuse of privilege/excessive use of the cell phones, the privilege has been restricted to the use of work-related purposes only! Employees are to direct their contacts (i.e. their children’s school, family and friends, etc.) to call them on the school office phone, employee will be called to the office immediately for emergency calls. Messages will be taken for non-emergency calls and will be relayed to employees as soon as possible. 
THE USE OF EAR PIECES (OF ANYTYPE) AND PHONE WATCHES ARE NOW PROHIBITED DURING INSTRUCTION TIME!!!
A $20 PAYCHECK DEDUCTION ALONG WITH A WRITTEN WARNING WILL BE APPLIED FOR EMPLOYEES WHO VIOLATE THIS RULE!!! 
COMPUTER AND INTERNET USAGE 
Computer usage: You may only use company computers for business related purposes during your break time. Internet usage: You may only use the internet for research purposes. Using the internet for the purpose of social networking is unacceptable and can result in disciplinary actions. 
CONFIDINTIALITY OF INFORMATION 
All Kiddie College Learning Center records and information relating to Kiddie College or its client families are confidential, and employees must, therefore, treat all matters accordingly. Kiddie College information, including without limitation, documents, notes, files, records, oral information, and computer files or similar materials (except in the ordinary course of performing duties on behalf of Kiddie College Learning Center) may be removed from Kiddie College premises. Additionally, the contents of the development center's records or information pertaining to the business may not be disclosed to anyone, except where required for a business purpose. Employees must not disclose any confidential information, purposefully or inadvertently (through casual conversation), to any unauthorized person inside or outside Kiddie College. Employees shall not speak with parents about students other than theirs. Employees who are unsure about the confidential nature of specific information must ask their supervisor for clarification. Employees will be subject to appropriate disciplinary action, up to and including dismissal, for knowingly or unknowingly revealing information of a confidential nature. 
All records concerning students, staff and any other matters are considered confidential. No information can be given without the written permission of a parent and written approval of the Director. Information may not be given out to anyone over the phone concerning records. All comments and information are to be kept within the confines of KIDZ Creative Concepts A discussion outside of Kiddie College Learning Center concerning students and/or Kiddie College Learning Center business is unacceptable and grounds for automatic termination. At minimum that type of behavior can result in a 2-day suspension up to a 2-week suspension. 
DISCIPLINARY ACTION PROCESS 
Any employee conduct that, in the opinion of the company, interfaces with or adversely affects our business is sufficient grounds for disciplinary action. This action can range from verbal warning to immediate discharge. Depending on the conduct, it is our general policy to take disciplinary steps in the following order: 
·   Verbal warning 
·   Written warning and/or probation 
·   Termination 
In deciding on the appropriate action, we may consider: the seriousness of your conduct, your employment record, your ability to correct the conduct, and how your action affects our clients (your students). Some types of conduct (such as being physically violent) may result in immediate termination. 
DRESS CODE 
Tops: Kiddie College  Logo Polo Shirt must be worn EACH day; t-shirts must be below the waist line. We have dress down days on Fridays. 
Bottoms: Black, blue or tan (stretchy khaki material) bottoms must be worn M-TH and jeans maybe worn on Fridays; All bottoms must be proper fitting (thus, at waistline) and jeans must NOT have holes in them. Bottoms should NEVER be low-rise. Also, belts should ALWAYS be worn. 
Shoes and Footwear: Conservative walking shoes, dress shoes, oxfords, loafers, and flat shoes are acceptable for work. A fully closed shoe is recommended (for safety reasons) but, during warm/hot climate sandals with closed backs are also acceptable. However, flip flops and open backs are NOT ACCEPTABLE! 
Re: Hair, Other... 
·   HAIR MUST BE NEAT AND COMBED EVERY WORKDAY! 
·   NO fluorescent colored hair 
·   NO hair maintenance covers of ANY type (bonnets, bandannas, etc.) 
·   NO hair rollers 
·   NO excessive piercing (ACCEPTABLE: studs, small hoops, etc.) 
·   NO excessive fingernails lengths 
·   NO excessive jewelry (Kiddie College is not responsible jewelry related injuries) 
·   limited visible body piercings and tattoos 
Accessories and Jewelry 
Tasteful, professional ties, belts, and jewelry are encouraged. Jewelry should be worn in good taste, with.
Makeup, Perfume, and Cologne
A professional appearance is encouraged, and excessive makeup is unprofessional. 
Remember that some people are allergic to the chemicals in perfumes and makeup, so wear these substances with restraint. 
A MINIMUM OF A $20 PAYCHECK DEDUCTION ALONG WITH A WRITTEN WARNING WILL BE APPLIED FOR EMPLOYEES WHO VIOLATE DRESS CODE/PROFESSIONAL APPEARANCE RULES!!! 
EMPLOYEE THEFT OF TIME 
Attending to personal tasks while on the time clock is considered theft of time and will result in immediate termination. If you are clocked in, you must be working. Unless you are required to punch in early due to business needs, you are not authorized to punch in prior to your start time. At the end of your work shift, you may not remain punched in unless you continue working due to business needs. 
GRIEVANCE PROCEDURES 
1. Staff members are encouraged to problem solve grievances in an informal fashion with the source of conflict. 
2. Staff members should approach their immediate supervisor with a description of the conflict and possible working solutions. 
3. If the grievance is not resolved informally, the staff member should submit a signed and dated complaint to the Director. The Director and staff member will attempt to work out the problem. The Director will provide a written response within 5 working days. 
4. If the grievance is not resolved within 5 working days of the Director’s response, the staff member may submit a written copy of the grievance to the owner or governing board of the center. 
5. The owner or governing board’s decision will be final 
INAPPROPRIATE CONVERSATIONS 
EACH TIME that I am caught (by a site leader or member of leadership) engaging in non- child appropriate conversations in the presence of students that I am subject to a $20 payroll deduction. 
LUNCH BREAKS 
Your lunch period includes time spent eating as well as procuring your lunch. You must clock in and out for your lunch break. You must return to work when you have punched back in from lunch. Failure to follow these procedures will be considered employee theft of time. Theft of time will be cause for immediate termination. 
All full-time staff members are allowed 60-minute lunch break (30 MINUTES INSIDE/30 MINUTES OUTSIDE). The other hour that students are napping is to be spent tending to your classroom (i.e. lesson plans, newsletters, cleaning, doing something pertaining to Kiddie College Learning Center). 
Failure to do so will result as follows: 
 Failure to clock out when you leave early for the DAY = NO PAY FOR THAT DAY! 
Also, please be reminded that staff working in a classroom, where they are caring for children under the age of 2 years old. That those staff members may NOT leave the site for lunch (Please feel free to bring your lunch or order in). 
Failure to adhere to this rule will result in disciplinary actions 
PERSONAL PARENT RELATIONSHIPS
There should NEVER be a personal or sexual relationship with any of the parents. It is very unprofessional and can be hurtful to the center. 
Fraternization and Socializing 
Employees must maintain a cordial but professional relationship with parents and family members. Socializing outside of the workplace with parents is strongly discouraged. Fraternizing with or dating a parent is a conflict of interest and may have a harmful effect on the teacher/child relationship and the reputation of the center. 
Personal parent relationships are unacceptable and grounds for automatic termination (if discovered especially by way of an altercation). At minimum that type of behavior can result in a 2-day suspension up to a 2-week suspension. 
PROHIBITED ITEMS IN CLASSROOMS
Kiddie College Learning Center Employees are not allowed to/prohibited from having their purses/bags visible in the classroom. Personal items such as: medications, make-up, etc. must also NOT be in the reach of children. Also, social electrical devices such as cellphones and tablets MUST also be stored away (with the exceptions of lunch breaks and downtime when used for research purposes). These items mentioned above should be stored in one of the high shelves/cabinets in the classroom or in another place that you choose (such as your supervisor’s office or in your car. 
SAFETY PRACTICES 
1. Persons not identified in the center should be asked their purpose and directed immediately to the director by a staff member. Alert the director for any problems on the premises, including parking lot. 
2. Teachers are responsible for identifying and documenting procedures (i.e. keeping head counts) for transitions in and out of the room, playground, field trips, and emergencies. 
3. No child should EVER be left alone for ANY reason. 
4. All rooms should have constant supervision. 
5. Substitute teachers should not be left alone without support at key times of the day – drop off or pick up, particularly 
6. Volunteers, parents, and student teachers are not considered staff and do not count toward ratios. Children should not be left alone with them. 
7. Ratios, as determined by licensing regulations, are required for all rooms. On a regular basis, these ratios are to be kept in each room. Each teacher in the room is responsible for the management of this requirement. 
8. The playground is to be considered as a part of the classroom. All areas that are being used by children need to have constant and direct supervision by staff. Ratios need to also be kept on the playground. 
SOCIAL MEDIA POLICY 
Many of us are very passionate about what we do on a daily basis. At the Kiddie College Learning Center, we believe in open communication and you are encouraged to tell the world about your work and share your passion. How an employee chooses to do so is completely up to them. However, these new ways of communication are changing the way we talk to each other and even to our peers, students and parents. In order to avoid any problems misunderstandings... 
we have come up with a few guidelines to provide helpful and practical advice for you when operating on the internet as an identifiable employee of the Kiddie College Learning Center.
As social media usage becomes more and more intrinsic to everyday communication, having guidelines and policies in place for appropriate use is a natural progression to insure clear expectations and adherence to the Code of Conduct as it relates to your employment. Kiddie College Learning Center reserves the right to add or make changes to the guidelines included below as changes in social media dictate. 
Understanding Your Responsibilities
Employee participation in any form of social media, e.g., blogs, Facebook, LinkedIn, Twitter, etc., is a decision left to the discretion of the employee. At Kiddie College Learning Center, we recognize collaboration and shared experiences can drastically influence problem-solving and present opportunities to learn from the knowledge of others. However, in order to maintain confidentiality, prevent possible workplace harassment and other potential claims, and respect the rights of others, certain guidelines are to be followed when using social media.
Guidelines for Social Media Content Related Directly to any Aspect of Kiddie College Learning Center. 
All rules found in Kiddie College Learning Center staff handbook apply to any use of social media and should be closely reviewed. 
Review any content before it is published - evaluate what has been said and realize you are attaching your name to content that can be viewed by anyone. Employees need to ensure they are representing the best interest of the company while participating in social networking websites. Remember that the internet is not anonymous, and information can easily be tracked back to its 
author. In short, be professional and ethical, and think before you type. 
SOCIAL MEDIA POLICY 
I. Kiddie College Learning Center employees are personally and solely responsible for any content published by or attributed to them on any form of social media. 
II. Employees who maintain personal blogs are required to contain clear disclaimers that the views expressed by the author are the author’s views alone, and do not represent the views of any employer or third party. Employees are responsible for having knowledge of all relevant copyright, trademark and financial disclosure requirements. Employees who utilize social or business networking websites are required to comply with all terms of service specified by such websites. 
III. Making any confidential or privileged information public is prohibited and is subject to discipline regardless of the communication vehicle. Employees may not disclose any information that is confidential or proprietary to Kiddie College Learning Center its clients, employees or partners. Unless permitted elsewhere within this Policy Kiddie College Learning Center employees may not identify or reference Kiddie College Learning Center its employees, clients, customers or partners, without express written permission from Kiddie College Learning Center and the third party. Any approved reference to Kiddie College Learning Center its employees, clients, customers or partners shall be respectful and non-disparaging. 
IV. There will be no tolerance for any posts by employees representing Kiddie College Learning Center using obscenities, ethnic slurs, comments related to religion or politics, personal insults, or comments of a sexually-suggestive nature. Employees must refrain from posting any harassing or discriminatory content or remarks that are barred by law or company policy. Employees must refrain from posting, uploading or linking to material that can be deemed objectionable, including but not limited to jokes or material that may be deemed to constitute harassing or discriminatory content as to persons based on sex, race, national origin, ethnicity, age, physical disability appearance, sexual orientation ,religion, political affiliation, marital, family or social status, language, mental or physical disability, or medical status or condition. 
V. Practice common courtesy when discussing ideas and opinions different than your own. Employees have no right to absolute privacy when posting to social networking sites no matter where they connect from and are legally responsible for their postings. 

Failure to comply with the preceding guidelines when using social media will result in disciplinary measures up to and including termination. 
SMOKING 
Kiddie College Learning Center does not allow smoking inside or outside of the daycare. If an employee, parent, guest or visitor must smoke it must be at least 50 feet away from the premises. 
UNACCEPTABLE BEHAVIOR RULES 
Kiddie College Learning Center require order and discipline to succeed and to promote efficiency, productivity and cooperation among its employees. The orderly and efficient operations of Kiddie College Learning Center require that employees maintain proper standards of conduct at all times. To insure the unity of the entire work force, the following is/are not tolerated by any employee and shall be grounds for immediate termination: 
1. Violation of any Kiddie College Learning Center rules, policies or procedures 
2. Theft of Kiddie College Learning Center property or the property of fellow employees; Also, theft of student’s tuition or personal property; unauthorized possession or removal of any KIDZ Creative Concepts property, including patient files, from the premises without prior permission from your supervisor; unauthorized use of Kiddie College Learning Center equipment or property for personal reasons. 
3. Malicious gossip and /or spreading rumors; engaging in behavior designed to create discord and lack of harmony; interfering with another employee on the job; 
4. Obscene or abusive language toward or in the presence of any manager/supervisor, parent, employee or child of Kiddie College Learning Center, indifference or rudeness towards a student, parent or fellow employee; 
5. Failing to treat all co-workers, visitors and clients with courtesy and respect. 
Failure to comply with the preceding guidelines when as it relates to acceptable behavior will result in disciplinary measures 2 day – 2 weeks suspension up to and including termination. 

       Written Delegation of Responsibilities 

_ _ _ _ _ _ _ _ _ _ _ _ _ _, agree to uphold all responsibilities I, _ _ _ 
that come with being the Director at Kiddie College Learning Center such as 
· Making sure the day care center is provided with the staff to ensure that care and safety of the children and facility at all times. 
· A written staffing plan will be in place to organize the staff and enable them to give the children continued care and supervision. 
· Each staff person shall be qualified for his or her position at the time they are promoted. The child care director will oversee the program, administer day-to-day operations, and be 
responsible for the planning and supervision of the other staff members. 
Good luck at Kiddie College Learning Center 
_______________________                ___________________________         _________
Printed Name of Director                        Signature of Director                           Date 
______________________                ________________________        __________
Printed Name of President                        Signature of President                         Date
_______________________                   __________________________       ____________
Printed Name of Witness                          Signature of Witness                           Date




         

Confidentiality Form 
The facility shall respect the confidential nature of the child and personnel records. Information pertaining to the admission, progress, health or discharge of an individual child shall remain confidential. No one is allowed to discuss any information with outside parties or individuals not associated with Kiddie College Learning Center. No staff is allowed to partake in personal phone calls to or from any of the family members of the children in our facility. Professionalism is required at all times. If the confidentiality is broken, your employment will be terminated. 

_______________________              ______________________                 _______________
Printed Name of Employee                Signature of Employee			Date          

_______________________              ___________________                      _________________
Printed Name of Director                   Signature of Director                                     Date

______________________               ___________________                       __________________
Printed Name of Witness                  Signature of Witness                                     Date
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