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[bookmark: _Toc334805565][bookmark: _Toc398037330]WELCOME

Welcome to the Little Steps Early Learning Academy (herein after referred to as the "Agency"). We hope your experience with us will be one in which you grow in your understanding of the services we provide as well as in your ability to work with children and individuals with disabilities. You are of great value to the Agency and key to providing the quality care our families have come to expect.

Before employment begins there are is paperwork that needs to be completed. Besides a current physical and TB (Tuberculosis) test, fingerprinting, and criminal history background checks are performed. All Agency employees hired must submit to fingerprinting and a criminal history background check. This check is completed during the initial hiring period. Due to the fact the process takes anywhere from 6-8 weeks to receive a report, the employee is usually hired and working in the Agency. In the event, the Agency is notified that an employee's fingerprint report has indicated a criminal history that involves children or dependent adults, the employee will be terminated immediately.

There will be opportunities provided for you to receive training. Your best learning experiences, of course, will be in the agency care rooms. Observing other staff will give you a model for appropriate and effective ways to work with children and individuals with disabilities.

Your presence at Little Steps Early Learning Academy makes it possible for us to offer a quality program. We are glad to have you as part of our team we offer our best wishes for your future success. We hope you will be just as proud to be a member of our organization as we are to have you.
[bookmark: _Toc334805567][bookmark: _Toc398037331]1.2 PURPOSE OF THIS HANDBOOK
This handbook is for the information and use of all employees of Little Steps Early Learning Academy. It contains the policies of the Agency relating to hours, wages, employee benefits and conditions of employment, and provides a reference manual that should be followed by the Agency and its employees. Agency policies are operating practices and procedures of the Agency. These policies have been established for the benefit of the employees and management in order to provide the best working conditions possible.
THE LANGUAGE OF THIS HANDBOOK AND THE RULES AND POLICIES STATED WITHIN ARE NOT INTENDED TO CREATE, NOR DO THEY CONSTITUTE, A CONTRACT IMPLIED OR EXPRESS BETWEEN THE AGENCY AND ANY OF ITS EMPLOYEES. THE POLICIES AND PROCEDURES ARE NOT UNCHANGEABLE. IF CIRCUMSTANCES ARISE THAT WARRANT CONSIDERATION OF A CHANGE IN POLICIES OR PROCEDURES, EMPLOYEES SHOULD BRING SUCH CIRCUMSTANCES TO THE ATTENTION OF MANAGEMENT. THIS HANDBOOK AND THE RULES AND POLICIES CONTAINED IN IT ARE SUBJECT TO CHANGE AT ANY TIME WITHIN THE SOLE DISCRETION OF MANAGEMENT.
EMPLOYMENT AT THE AGENCY IS ON AN "AT WILL" BASIS AND MAY BE TERMINATED BY THE AGENCY OR THE EMPLOYEE AT ANY TIME FOR ANY REASON. ANY CHANGE TO THIS AT-WILL EMPLOYMENT STATUS, INCLUDING EMPLOYMENT FOR A PARTICULAR REASON, MAY BE GRANTED ONLY WITH THE SPECIFIC PRIOR WRITTEN APPROVAL OF THE OWNER OF THE AGENCY.

It is the duty of the management to administer fairly without discrimination these policies, and all employees are expected to abide by and follow these policies. In the event you have any questions concerning the application of any procedure or policy, you should first ask your supervisor, if possible. Any employee who feels that a policy has not been administered in accordance with this handbook should refer the problem directly to his/her supervisor or to another member of management. No employee shall be penalized or discriminated against in any way for having requested consideration of the application of these policies or questioning the application of a policy in any situation.

Management intends that justice and fair dealing be the practice as well as the policy of the Agency. Every employee should feel free to discuss his or her problems and any policies contained in this handbook with members of management. We welcome suggestions from you that will aid in maintaining constructive and harmonious relationships throughout the Agency.
Please read this handbook carefully and review it with whomever you like - your family, your fellow employees, or your supervisor. If you have any questions, please bring them to the Agency director. When you have completed your review, please sign the form at the end of the handbook stating that you have reviewed the handbook, understand its contents, and agree to abide by it. Please return the form to the director’s office.

II. [bookmark: _Toc334118573][bookmark: _Toc334805595][bookmark: _Toc398037332]WHAT YOU CAN EXPECT FROM THE AGENCY
[bookmark: _Toc334118574][bookmark: _Toc334805596][bookmark: _Toc398037333]4.1 AGENCY POLICIES
[bookmark: _Toc334118575][bookmark: _Toc344738091]Labor Policy
The Labor Policy of the Agency is an open door policy. Each employee has the right to deal with members of management with reference to all working conditions. No employee is required to obtain any other person or organization to represent him or her in the presentation of problems or questions of regarding the application of the Agency's working policies. No employee need pay to any person or to any organization any contribution or assessment for the right to work here. Management does not and will not discriminate against any employee because of membership or non-membership in any organization, whether it is religious, fraternal, professional or social. Each employee has the right to bring any problems to the attention of his or her supervisor or to any member of management. It is the duty of management to aid and assist whenever possible, in the solution of any problems or in the working out of suggestions. It is by solving our problems and capitalizing on suggestions that progress is made.

The management has attempted to provide the best conditions of employment, the most satisfactory tools and the most opportunity for advancement for each employee. It is the policy of the Agency to compensate each employee in accordance with his or her ability and skill, and to provide him or her with every opportunity for training and development.
[bookmark: _Toc344738092]Changes in Policy
This Manual supersedes all previous employee manuals and memos that may have been issued from time to time on subjects covered in this Manual.
However, since our business and our organization are subject to change, we reserve the right to interpret, change, suspend, cancel, or dispute with or without notice all or any part of our policies, procedures, and benefits at any time.  We will notify all employees of these changes.  Changes will be effective on the dates determined by the Agency, and after those dates all superseded policies will be null.
[bookmark: _Toc334805597][bookmark: _Toc398037334]4.2 Employment Applications

We rely upon the accuracy of information contained in the employment application and the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omissions in any of this information or data may result in exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

[bookmark: _Toc334805598][bookmark: _Toc398037335]4.3 Hiring Policy

The Agency hires individuals on the basis of their qualifications and ability to complete the responsibilities and tasks of the job to be filled. Unless otherwise provided in writing, employment with the Agency is considered to be at will, so that either party may terminate the relationship at any time and for any lawful reason.

The Hiring Policy of this Agency includes the following:
a. Equal Employment Policy
The Agency is an equal opportunity employer. It is our policy to grant equal employment opportunities to qualified persons without regard to race, religion, color, national origin, sex, sexual orientation, pregnancy, age, veterans' or military status or non-job physical or mental handicap or disability or other classification protected by applicable federal, state or local laws, except where there is a bona fide occupational disability. The Agency will provide equal opportunities in employment, promotion, wages, benefits and all other privileges, terms and conditions of employment. All recruiting, hiring, training, and promoting for all job classifications is done without regard to race, color, religion, sex, age or national origin except when a bona fide occupational qualification exist. All decisions on employment are made to further the principle of equal employment. All promotion decisions will continue to be made in accordance, with Equal Employment Opportunity principles, and only valid job requirements will be used.
b. Conflict of Interest
All persons employed by the Agency owe a duty of fidelity to the Agency. Employees must never place themselves in a position where their self-interest may conflict with this duty. Any employee who breaches this policy is subject to disciplinary action, up to and including discharge.
c. Non-Competition 
You may not sell any product or service that would compete with any of the Agency's products or services without permission in writing from Director. This includes, but is not limited to trainings, books, products, and freelance writing and in-home child care services. If in doubt, discuss this matter with your Director.
d. Moonlighting
Employees may engage in other employment provided it does not interfere with duties as an Employee of the Agency or impair the ability of the Employee to perform Agency duties. Employee must advise supervisor in writing that they have or want a second job. All outside Employment shall be subject to agency rules and regulations, and the prior approval of director.
e. Introductory Period

The first 6 months of your job at the Agency are considered an introductory period and will be used to verify your skills, capabilities and suitability for our Agency. Likewise, this gives new Employees the opportunity to evaluate the Agency as a place to work. During this time you will receive training and tuition reimbursement and unpaid sick leave, but you will not be eligible for other benefits. As previously stated in this handbook, during the introductory period as at any time during employment, your job may be terminated at any time without any reason without notice.
f. Standards of Conduct
It is anticipated that the Agency employees will apply themselves fully to their work. Included in this assumption is that employees will report to work punctually as scheduled, perform their work assignments in a timely and professional manner, and follow all the Agency policies, procedures, and practices.
Professional conduct includes discussions held with or in the presence of clients, children, visitors and other employees. Personal matters should not be discussed with clients or while children are present. Work-related issues or grievances should also not be discussed with clients or while children are present. Please greet each child, parent or guardian and visitor when they enter your child care room or work area, and provide positive information about room  events. Parents need to feel their children are having a positive daycare experience when they are left at the agency. Provide a verbal report to each parent or guardian about their child’s progress and care that day. Try to keep negative information balanced with positive reports, and avoid including information about other children in the room. If there are significant problems that need to be discussed with the parent or guardian, schedule a telephone or in-person conference to discuss the issue rather than discussing it in the presence of other children and clients. 
When discussing problems with parents, be factual and be prepared to suggest solutions to the problem. Avoid attempting to diagnose the behavior or problem when a diagnosis or evaluation should be made by a licensed professional.
Conduct that interferes with operations will not be tolerated. The Standards of Conduct are designed to be used to correct behavior. For the most part, they follow the principle of progressive discipline, i.e., warnings followed by increasing discipline, depending on the type and frequency of offenses. Discipline under the Standards of Conduct will not be based on any employee's race, color, religion, gender, age, national origin, disability, or political affiliation. The standards were developed to protect the well-being and rights of all employees. The standards are intended to be illustrative but not all-inclusive. Accordingly, an offense which, in the judgment of management, although not listed in the policy, seriously undermines the effectiveness of the college's activities or the Employee's performance, is to be treated consistent with the provisions of the Standards of Conduct Policy.
g. Employee Background Check:
The Agency is required by the Nevada Department of Human Services to perform a background investigation to evaluate a job candidate's qualifications, character, fitness, and to identify potential hiring risks for safety and security reasons. A background investigation may include child, adult and sexual abuse registries, criminal history*, social security number trace, past employment verification, credit score, and criminal history. Fingerprinting may be required to complete the background checks. All background checks and DHS evaluation of founded child and/or adult abuse must be completed before starting employment*.
.
Medicaid program participation requires that all employees’ names are searched for inclusion in the Office of Inspector General’s (OIG) List of Excluded Individuals/Entities (LEIE). This list provides information to the health care industry, patients and the public regarding individuals and entities currently excluded from participation in Medicare, Medicaid and all other Federal health care programs. Individuals on this list are not eligible for employment at Little Steps Early Learning Academy.
In addition to completing the required record checks, Nevada law requires that all prospective employees sign a statement indicating whether they or not they have a record of: 
· A founded child or dependent adult abuse 
· A conviction in any state for any crime 

If a person employed by Little Steps Early Learning Academy is convicted of a crime or has a record of founded child or dependent adult abuse entered in the abuse registry after the person’s employment application date, the person shall inform the agency director of such information within forty-eight hours of the criminal conviction or entry of the record of founded child or dependent adult abuse*. 
The agency director shall act to verify the information within forty-eight hours of notification. If the information is verified, the requirements for evaluation by DHS regarding employability and evaluations shall be applied by the director to determine whether or not the person’s employment is continued. The director may elect to continue to employ the person pending the performance of an evaluation by the department of human services to determine whether prohibition of the person’s employment is warranted. 
h. Health Examinations
The Nevada Department of Human Services requires periodic physical examinations and/or tests to certify an Employee's continued ability to perform job duties or to serve as a measure of disease control. The costs of these examinations and/or tests are the responsibility of the employee. If there is reasonable cause to believe that an Employee has an illness that can be detrimental to other staff, the Agency may require the Employee to have a health examination to indicate whether the Employee has such an illness.
Hepatitis B vaccines are available at no cost to employees through Clark County Public Health in the courthouse basement. This is a three-shot series that is completed over six months. If you do not want to receive the vaccination, you will need to show proof of vaccination or immunity, or sign a refusal form. Call 563-886-2226 to schedule an appointment, and tell the health department to send the bill to Tipton Adaptive Daycare. Please submit a copy of your immunization record for your employee file.
i. Immigration Law Compliance
The Agency does not unlawfully discriminate on the basis of citizenship or national origin but, at the same time is committed to employing only the U.S. citizens and aliens who are authorized to work in the U.S. In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility.
j. Proprietary Information
The protection of confidential business information and trade secrets is vital to the interests and success of Little Steps Early Learning Academy. Such confidential information includes, but is not limited to, the following examples:
· Compensation data, 
· Financial information, 
· Marketing strategies, 
· Pending projects and proposals, 
· Personnel/Payroll records, and
· Conversations between any persons associated with the agency.
Employees who improperly use or disclose confidential business information will be subject to disciplinary action, including termination of employment and legal action, even if they do not actually benefit from the disclosed information.
[bookmark: _Toc334805599][bookmark: _Toc398037336]4.4 ORIENTATION
All new employees are oriented to Little Steps Early Learning Academy’s policies and procedures. Such an orientation should begin on the first day of employment and continue throughout his/hers first 30 days. Each staff member will be assigned a mentor to make sure that all procedures are explained and demonstrated. The 90 day review will evaluate an employee’s performance of all expectations explained during orientation. Any staff member may ask the mentor or administration for further explanation or clarification of policies at any time. It is each staff member’s responsibility to uphold agency expectations at all times.
[bookmark: _Toc334805600][bookmark: _Toc398037337]4.5 Coaching and/or Progressive Disciplinary Action
You are expected to follow all policies and procedures for smooth operation and safety of the children in your care. However, everyone occasionally makes mistakes or needs guidance for optimal performance of teaching duties. When an employee needs guidance progressive discipline procedures will be followed. Those procedures may include, but may not be restricted to the following: oral coaching or warning, written warning, written improvement plan, administrative leave with or without pay, up to termination. Nothing in this policy or in the handbook is intended to limit in any way the agency’s right to terminate at any time, with or without cause and with or without advance notice.
[bookmark: _Toc334118577][bookmark: _Toc334805602][bookmark: _Toc398037339][bookmark: _Toc334118578]4.6 HOURS AND PAYROLL PRACTICES
[bookmark: _Toc344738099]“Employees” Defined
An “employee” of Little Steps Early Learning Academy is a person who regularly works Little Steps Early Learning Academy on a wage or salary basis.  “Employees” may include exempt, non-exempt, regular full-time, regular part-time, and temporary persons, and others employed with the Agency who are subject to the control and direction of Little Steps Early Learning Academy in the performance of their duties.	
[bookmark: _Toc344738100]How Your Job Is Classified
Exempt status is determined by federal and state law. In general, exempt employees are those engaged in executive, managerial, high-level administrative and professional jobs who are paid a fixed salary and perform certain duties. In addition, certain commissioned sales employees and highly paid computer professionals are exempt. Exempt employees are not subject to the minimum wage and overtime laws.
All employees who are covered by the federal or state minimum wage and overtime laws are considered nonexempt. Employees working in nonexempt jobs are entitled to be paid at least the minimum wage per hour and a premium for overtime.
Regular full-time employees are scheduled to for 30 hours per week and are eligible for all the Agency benefits subject to the terms and conditions of the benefit plan or policy.
Regular part-time employees are regularly scheduled to work less than 30 hours per week and are not eligible for the Agency benefits except as expressly described herein.
Temporary employees are hired for a limited period of time and/or for a specific project. These employees may be scheduled to work full or part-time, and are not eligible for any benefits except those required by law. Each employee will be advised of his or her status at the time of hire and any change in status.
Regardless of the employee's status, the employee is employed at-will and the employment relationship can be terminated by the Agency or the employee at any time, with or without cause.
[bookmark: _Toc344738101]Hours and Payroll Practices
The Agency's paydays are every other Friday. All employees are paid by check or direct deposit on the above-mentioned payday. If the regular payday falls on a Agency holiday, employees will be paid on the next business day after the holiday and/or weekend.
Each regular part-time, temporary, or non-salaried employee may be provided a personal clock card. This "clock card" may be in the form of a physical time card, electronic software based timecard system or other Agency approved time tracking method. If you are an hourly employee, your clock card is your record of employment from which your pay is computed and from which all is determined. It is necessary for each employee to "clock in" at the start of work and "clock out" when he or she leaves. In the event that an employee fails to "clock in" or "clock out" a supervisor's approval and signature must be received prior to the submission and payment of any wages. Repeated failure to accurately log hours may result in disciplinary action. If any employee fails to submit a time log, as required, that employee's pay may be delayed.
[bookmark: _Toc334118579][bookmark: _Toc344738102]Overtime
Due to the nature of our business, situations frequently arise which require overtime work. In order to meet customer and licensing requirements and in order to insure efficient utilization of agency space, overtime work may be essential. In such cases, your supervisor will give you as much advance notice as possible. We will cooperate in every case with you in attempting to accommodate your abilities and preferences regarding overtime work. However, we reserve the right to require that any such work be performed.
Overtime or working beyond your scheduled shift may also be required to ensure adequate staffing and supervision of the clients in our care. If a parent or guardian is late picking up a client or the employee scheduled to relieve you at the end of your shift does not arrive, you may not leave until required staffing is available. You may not leave clients in the sole care of an employee that is under 18 years of age or with any adult that is not authorized to pick up that client. Notify the director if a client has not been picked up at closing time and you are unable to contact the client’s parents or guardian, and remain with that client until an approved adult assumes care of that client.  Abandoning a child without adequate adult supervision will result in child endangerment charges or dependent adult abuse against you.
[bookmark: _Toc334118580][bookmark: _Toc334805603][bookmark: _Toc398037340]4.7 Wage and Performance Review
Periodically, the agency director or site supervisor will conduct a formal performance evaluation of each employee. The evaluation will consist of a review of the employee's performance, attitude, attendance, progress and ability. The information required to review your job performance is collected continuously by your supervisor and other management personnel. Evaluations will weigh heavily in determining promotions and merit pay increases. 
An employee may at any time, take the opportunity to ask questions, make suggestions or to discuss any matters relating to his or her job or the Agency in regard to this evaluation. Employees will also be asked to complete an evaluation survey annually, to evaluate the childcare program and the effectiveness of it’s policies.  These surveys will be used to make a plan for program improvements. 
[bookmark: _Toc334118581][bookmark: _Toc334805604][bookmark: _Toc398037341]4.8 Promotion
It is the Agency's policy to promote employees from within the Agency, insofar as possible, to all jobs in which vacancies arise. Factors considered in making promotions are employee knowledge, training, skill, efficiency, compatibility with fellow employees, and the ability to perform the job which is available, with due consideration of the employee's length of continuous service with the Agency. In the event of an opening for a promotion, the director shall determine which employee is to be promoted to the open position. Agency staff may recommend the strongest candidates for open positions in which a promotion is involved within the organization, and the director will consider these recommendations along with the candidates’ other qualifications.
[bookmark: _Toc334118582][bookmark: _Toc334805605][bookmark: _Toc398037342]4.9 Layoff
From time to time the business may require a reduction of the Agency's work force. Since it is the Agency's policy to transfer employees and maintain continuity in the event of a reduction in the work force, the Agency will retain those employees who, in management's judgment and discretion, have shown the greatest ability for the jobs available. In the event that two or more employees are judged to be equal in ability for the jobs available, the greater length of continuous service shall govern retention.
[bookmark: _Toc334118583][bookmark: _Toc334805606][bookmark: _Toc398037343]4.10 Benefits Offered By the Agency
1. Group Health Insurance
The Agency does not currently offer Group Health Insurance benefits.
2. Group Life Insurance
The Agency does not currently offer Group Life Insurance benefits.
3. Workers' Compensation Insurance
The Agency offers Worker's Compensation Insurance benefits according to state and federal requirements.
4. Tuition Reimbursement and Paid Training Time
We are a part of the Nevada T.E.A.C.H program. You must apply for the scholarship to be eligible and they will determine the amount to be reimbursed by the scholarship.  Little Steps ELA will provide information on monthly free trainings that will assist you in keeping up with your annual training requirements.  Shall there be a class that is not offered free, or not offered by Little Steps Early Learning Academy, the cost of the training course will be reimbursed to the employer, as long as the class is completed before Nevada Registry expiration date. This is only offered to full time employees who have passed their 90 day probationary period.  
5. Funeral Leave
Regular full-time employees are eligible for funeral leave without pay beginning their first full day of employment. This leave applies only to immediate family members including children, siblings, parents, and grandparents
6. Jury Duty
Any employee who is requested to perform service as a juror shall be given time off while serving on the jury.
7. Employee Discount
All employees receive a 10% discount on private pay care at the agency for their dependents. Care availability is subject to the limitations defined in the parent and/or Medicaid handbook, and no credit or reimbursement is offered for care when spaces are not available in the agency. Sibling discounts may be used with the employee discount.

8. Leave of Absence
There may be times when it becomes necessary for you to request an unpaid leave of absence. The purpose of the leave of absence program is to protect your service record during periods when you are authorized to be absent from work. Leave include military leave, personal leave and medical leave.
a. Military Leave
All employees required to go into military service will be treated as though on leave of absence in accordance with federal law. Nothing in this provision is intended to restrict any rights granted to employees under federal law.
b. Personal Leave
Personal leave is for a specified period not to exceed 10 days and may be granted only for unusual or extenuating personal or family reasons. You must submit to your supervisor a written request for personal leave which sets forth the reasons why a leave of absence is necessary. For a leave to be granted, the reason must be acceptable to management at its discretion.

c. Medical Leave
Medical leave is for a period not to exceed 20 days and will be granted when an employee is disabled from working for medical reasons. To be granted medical leave of absence, you must submit a statement from your physician setting forth the nature and extent of the disability, and the date of expected return to work.
d. Family Medical Leave Act
FMLA Leave means leave which qualifies under the Family and Medical Leave Act of 1993 and the Department of Labor's regulations and is designated by Agency as so qualifying. Some states have family and medical leave laws that may entitle employees to benefits different than those provided under the Agency's FMLA policy. Applicable law is based on the state in which you are employed, not the state in which you live.
[bookmark: _Toc334118584][bookmark: _Toc334805607][bookmark: _Toc398037344]4.11 REST AND LUNCH PERIODS
Nonexempt employees are provided with one 10-minute rest period for every four hour period of work, or major fraction thereof. To the extent possible, each rest period should be taken in the middle of the four hour work period. Lunch breaks are not paid. Child care room staffing ratios must be maintained at all times, including breaks, so employees may not take breaks until replacement staff is available.
Nonexempt employees scheduled to work more than five hours in a workday are provided with a 30 minute or 1 hour unpaid, duty-free meal period. The director will schedule meal periods to accommodate operating requirements. If the employee is completing required training during a meal period, the employee will receive payment for that time; however, training time is not counted toward overtime pay and is not eligible for time and a half pay.
Reduced child care room ratios are allowed by DHS during nap time to allow for lunch breaks, but the minimum staff must available in the building at all times. Staff must submit a request to the director or site supervisor at the beginning of each shift if they want to leave the building during their break. If there is not sufficient staff in the building to maintain staff ratios, staff members will not be able to leave the building to smoke during breaks. If multiple staff members wish to leave the building during breaks and not enough relief staff is available to fulfill all requests to leave the building during breaks, the amount of time each staff member is permitted to leave will be limited to allow all requests to leave the building to be accommodated as much as possible.
[bookmark: _Toc334118585][bookmark: _Toc334805608][bookmark: _Toc398037345]4.12 SMOKING
The Nevada Smoke Free Air Act of 2008 prohibits smoking in almost all public places and enclosed areas within places of employment, as well as some outdoor areas. Smoking, as defined by section 142D.2, is prohibited in all daycare buildings and grounds, including parking lots, playgrounds, and any other outdoor area under the control of a public or private educational facility, including inside any vehicle located on such school grounds. Staff is discouraged from smoking on the street directly in front of the child care facility as this presents a negative image to the public. If you chose to smoke in your vehicle, the vehicle must be removed from daycare property while you smoke. Please be courteous to neighboring property owners, and do not smoke on private property without owner consent. If you smoke on public or private property, do not leave cigarette butts or other debris on that property.
[bookmark: _Toc334118586]Odors and smoke from cigarettes remain on your clothing after you return to the daycare building. These odors and smoke may cause discomfort, irritation and/or allergic reactions in some people and children may smell like smoke after close contact with your clothing. Please wear a smock or jacket when smoking, and leave it in your vehicle or the staff break room when you return to the daycare building. Please do not take smoking jackets or smocks to your assigned work area or hang it where it might contact clothing belonging to other people. 
[bookmark: _Toc334805609][bookmark: _Toc398037346]4.13 HOLIDAYS
Employees will be off on all scheduled holidays
[bookmark: _Toc334118587][bookmark: _Toc334805610][bookmark: _Toc398037347]4.14 VACATION
Full time employees are eligible to receive the following vacation benefits:
- New Employees: After six months of employment, new employees shall receive 4 hours of  vacation/ sick time per month worked until their one year anniversary, not to exceed 5 days.
- 1 Years to 5 Years of Employment: The employee shall be entitled to 5 vacation days each year.
- 6 Years to 10 Years of Employment: The employee shall be entitled to 10 vacation days each year.
- 11 Years or More of Employment: The employee shall be entitled to 15 vacation days each year
Vacation hours accrued based on the actual hours worked. If you work less than 40 hours per week, the number of vacation hours accrued will be reduced accordingly. In an attempt to encourage the use of accrued vacation benefits, all unused vacation time will be forfeited if not used. Any unused vacation is forfeited at separation and will not be paid to exiting employees.
In the event a paid Agency holiday falls within an employee's vacation, the employee will receive credit for the paid holiday. The employee will be credited a vacation day which can be used at the end of the vacation period or used later in the year. This decision will be reached by mutual agreement between the employee and direct supervisor prior to the start of the vacation period.
Employees should notify their direct supervisor a minimum of 20 business days in advance of taking vacation time, unless special circumstances are recognized. All vacation requests must be submitted to the employee's direct supervisor and approved prior to using said vacation time. All requests will be reviewed by the supervisor with a focus on the Agency needs, deadlines and requirements during the requested vacation dates. The direct supervisor will inform the employee within 10 business days of receipt of the vacation request of the acceptance or rejection thereof.
Vacation time must be taken in half-day or larger units. Vacation pay is based on your regular rate of pay.
Vacation Time may also be used for sickness/ illness.  The time will be deducted upon submission of a doctor’s note from your care provider. 
[bookmark: _Toc334118588][bookmark: _Toc334805611][bookmark: _Toc398037348]4.15 SUGGESTIONS AND COMPLAINTS
In any business where individuals are working together, employee complaints or ideas for improvement are bound to arise. It is the desire and responsibility of management to attempt to answer and solve problems whether of a business or personal nature. This Agency maintains an open door policy so that any employee has the right to discuss matters directly with any member of management he or she selects. Generally, complaints or suggestions may be taken up with your supervisor or the Agency director. We recognize and value employees' suggestions and note that often times they may find their way into actual practice. If satisfactory action is not taken, you should discuss the matter with the director. The director is available to discuss problems, whether business or personal, with any employee.

III. [bookmark: _Toc334118589][bookmark: _Toc334805612][bookmark: _Toc398037349]WHAT THE AGENCY EXPECTS OF YOU
[bookmark: _Toc334805613][bookmark: _Toc398037350]5.1 Employee Records
DHS and Medicaid require that all agency employees have the following records in their employee file:
· Professional Growth and Development Record
· Employee/Volunteer/Substitute Statement
· SING Check Results for criminal history and child and dependent adult abuse registries
· FBI Results
· DHS evaluation, if any record check is founded, and documentation of follow-through on any employment restrictions as stated in DHS evaluation
· Verification of OIG excluded individual search
· Record of individual date of hire
· Date of transfer into Medicaid Waiver programs
· First Aid
· CPR
· Universal Precautions
· Mandatory Reporter Training
· Annual Physical
· Training Certificates
· New Staff Orientation
· Staff Emergency Plan Annual Training
· Annual job performance evaluation
[bookmark: _Toc334805614][bookmark: _Toc398037351]5.2 Changes of Address
When you change your address or telephone number, you should notify the director in writing of the change immediately, in order that the Agency will always have the correct home address and telephone number by which your home can be reached. It is important that the Agency be able to communicate with you, or, in the event of necessity or emergency, with members of your family, and this can only be done if an accurate record of your address and telephone number is on file with the payroll department. Proper mailing addresses are also necessary in order to keep records on a current basis for federal and state taxes, pension plans and group insurance coverages extended by the Agency.
[bookmark: _Toc334805615][bookmark: _Toc398037352]5.3 Absence
Regular  is necessary in order to meet customer needs. Agency staffing is carefully scheduled and the absence of scheduled staff can cause a failure to comply with child care and/or Medicaid regulations.
Written permission from a physician must be obtained before returning to work if you have been absent 5 days or more due to illness. If you fail to call in for a period of 5 days, you will be considered to have voluntarily resigned. Repeated instances of one day absences from work will be grounds for discipline up to and including discharge.


[bookmark: _Toc334805616][bookmark: _Toc398037353]5.4 Severe Weather Conditions and Other Emergencies
When severe weather conditions exist, if you ask to leave work before regular quitting time, you may do so with your supervisor's approval unless your services are essential for the completion of work in progress or the supervision of the children present. Non-exempt employees who leave early will not be paid for time lost unless they request that the time be charged against their unused vacation allowance or paid personal days. Those who cannot be released will be paid their regular straight time rate of pay. If the Agency remains open during adverse weather conditions and you are unable to report to work, your time off will be charged to allowable personal days, if any are available. If the Agency is officially closed, you will not be paid for the time off and the hours will not be reflected in your personal days allowance.
[bookmark: _Toc334805617][bookmark: _Toc398037354]5.5 Visitors
As a general rule, employees should not have visitors joining them during working hours. Visitors are not allowed without special permission from management. All visitors must enter through the front entrance and be registered at the director’s office. It shall be the responsibility of the director and site supervisor to enforce this policy.
[bookmark: _Toc334805618][bookmark: _Toc398037355]5.6 Dress Standards
What we wear to work is a reflection of the pride we have in our Agency, in what we do and in ourselves. We also need to be good role models to the children in our care. Although dress code requirements will vary according to job responsibilities, we ask that your appearance at all times show discretion, good taste, and not present a hazard or impediment in the performance of your job. Clothing might get dirty or bleach stained in a child care agency, and care givers need to be able to get on the floor to interact with the children. 
At a minimum, clothing needs to be clean, of appropriate fit, and free from stains, holes, tears, fraying, inappropriate messages or advertising, and severe fading.  Shorts shall have an inseam at least 7 inches long, and skirts must be below the knees. Shirts must have straps that are at least 1 inch wide and cover the bra straps, and they must cover the cleavage and the front and back midriff, including when arms are raised, and when bending over or crouching down.  Shoes shall be clean and in good repair and have non-slip soles. Flip-flops and heels over 1 inch are not allowed. Jewelry shall be discreet and not present a risk of injury to children. Piercings are to be limited to three or fewer posts or small loops in each ear, and necklaces should be able to be tucked into clothing to avoid being pulled by the children. No facial or body piercings are to be worn at the agency. Visible tattoos need to be covered during working hours. 
To present a uniform, professional appearance, our preferred employee uniform consists of: 
· Scrubs in any color or print
· Agency t-shirt or any solid colored shirt with black, navy blue or khaki pants or shorts. 
On themed days at the agency, employees are expected to dress according to the theme.
· When leaving for work, ensure that your midriff area is not exposed when you raise your hands above your head, or when bending over.
[bookmark: _Toc344738119]Grooming
Staff is expected to arrive at work clean and free from strong perfumes or odors. Children, clients, visitors and other staff may have sensitivities or allergies to some odors, and strong odors make the work environment unpleasant.
Nails should be trimmed and clean. Long fingernails might puncture a glove, which may put the individual staff member in harm’s way. Nail polish may chip and enter food.  If a staff chooses to wear nail polish, gloves must be worn during food service to ensure this does not occur.  As recommended in Caring for Our Children “STANDARD 3.2.3.4, wearing artificial nails while working is not allowed.
Hair should be clean and neat, and controlled so that it is not obstructing the staff member’s vision or is falling into food or children’s faces. Long hair that is not tied back can also be pulled by young children.
[bookmark: _Toc334805619][bookmark: _Toc398037356]5.7 Personal Mail
All personal mail should be received by employees at home. In the normal operation of business, however, incoming mail is frequently addressed to individual employees. While this practice is not desirable, every effort will be made to deliver the mail to the proper party. It should be remembered, however, that all business mail is opened upon receipt.
[bookmark: _Toc334805620][bookmark: _Toc398037357]5.8 Solicitation
Persons not employed by the Agency may not, at any time, solicit or distribute literature or other printed materials on Agency property for any purpose. Employees may not solicit during working time in work areas or distribute literature or other printed material during working time or in working areas.
"Working time" is the time employees are engaged, or should be engaged, in performing their work tasks for the Agency. It includes the working time of both the employee doing the soliciting or distributing and the employee being solicited or to whom literature is distributed. "Working time" does not include the time when employees are properly not performing their work duties, for example, scheduled meal times and breaks.
If you have any questions regarding the meaning of "working time" or "working areas," please inquire in the director's office.
[bookmark: _Toc334805621][bookmark: _Toc398037358]5.9 Collections
Collections for any cause are not to be taken up without prior approval of your supervisor.

[bookmark: _Toc334805622][bookmark: _Toc398037359]5.10 Injuries and Illness
Whenever you feel ill, you should immediately inform your supervisor that you are ill. In the event the illness prevents your continuing work, the general manager shall be notified and you shall be advised to go home and consult your family physician. If necessary, some other person will accompany you home.
In the case of injury of any kind, no matter how minor, you should immediately report the injury to your supervisor. In the event of a serious injury, arrangements will be made to take you to the hospital. First-aid supplies are available in each agency, agency vehicles and near the playground entrance.
[bookmark: _Toc334805623][bookmark: _Toc398037360]5.11 Personal Telephone Calls
Employees are not to receive personal telephone calls while at work, except in emergencies. It is the responsibility of each employee to notify family, friends and others who might call, not to do so during working time in the absence of an emergency.
An employee that is using a cell phone or personal electronic device is not engaged in the care and supervision of the children, and the Nevada Department of Human Services might not consider an employee that is distracted by electronic devices to be a part of the required room  caregiver ratio. To ensure that employees are not distracted, all cell phones and personal electronic devices are not allowed in room s and playgrounds. A cell phone may be carried on trips away from the building to allow for emergency contact with the Agency director or emergency services, but the phone may not be used for non-emergency uses. Please keep cell phones and personal electronic devices in your car or staff locker. You may check messages and return calls during your break. 
[bookmark: _Toc334805624][bookmark: _Toc398037361]5.12 Security
The Agency is committed to providing the organization with the most thorough and comprehensive security program possible. The program is intended to provide legitimate and reasonable guidelines for safeguarding our facilities and proprietary information.
Outside child care room  doors and the staff room door should not be propped open when the room  is unoccupied to prevent unauthorized access to the building. Playground gates should be secured at all times to prevent unauthorized access. Clients and visitors are required to enter and exit through the main entrance at the front of the building, and either sign in or register at the director’s office. 
No one may remove a child from the building without written consent from the child’s parent or legal guardian. Non-custodial parents, including parents whose children have been temporarily placed under the custody of the Nevada Department of Human Services, must have legal authority to remove the child or written permission from the custodial parent or legal guardian.
Entry codes for the agency doors should not be shared with anyone, including clients and staff. If a client or staff member has forgotten the entry door code, they will need to request a new code from the Agency director. Opening and closing staff that have building keys or master door codes shall not share or allow access to these with any other individuals, including clients and staff, nor shall they make copies of any agency keys.
Every employee has an obligation to protect our Agency's proprietary data and to practice good security common sense. Further details on specific policies and procedures are provided in this handbook and can be supplemented by the director.
[bookmark: _Toc334805625][bookmark: _Toc398037362]5.13 Gratuities/Gifts
Employees may not accept gifts valued at greater than $10.00 from business-related sources, including day care clients.
[bookmark: _Toc334805626][bookmark: _Toc398037363]5.14 Fire Prevention
Fire is always a hazard in any occupied building. However, minor fires can develop which can quickly be brought under control by careful adherence to our fire prevention policies. Each employee must be familiar with the location of fire alarms, firefighting equipment and the fire exits in the building, and must participate in monthly fire drills. 
Each employee must be familiar with the proper use of the fire extinguishers located in the agency. If you are unsure about the proper use of the agency fire extinguishers, you should immediately report your concerns to your supervisor, and arrangements for appropriate training will be made. A serious fire would endanger lives, put you and your fellow workers out of work, and would interrupt child care services for our clients. It is part of each employee's job to protect the safety of our clients and protect the property and equipment against fire and other damage by keeping the agency clean and free from rubbish.
[bookmark: _Toc334805627][bookmark: _Toc398037364]5.15 Personal Safety Equipment and Health Practices
All employees providing physical care that might result in contact with bodily fluids must wear appropriate personal protective equipment, including gloves. These will be provided at the Agency's expense. Employees must wash their hands after wearing gloves, contact with bodily excretions, diapering, and toileting. Your supervisor will instruct you on the use of all safety equipment and proper hand washing technique. Failure to properly wear safety gear or to perform proper hand washing may result in disciplinary action.
[bookmark: _Toc334805628][bookmark: _Toc398037365]5.16 Personal Property
All employees should be sure that their own personal insurance policies cover the loss of anything occasionally left at the agency. Little Steps Early Learning Academy assumes no risk for any loss or damage to personal property.
[bookmark: _Toc334805629][bookmark: _Toc398037366]5.17 Substance Abuse
The Agency is committed to providing a safe and productive workplace for its employees.  In keeping with this commitment, the following rules regarding alcohol and drugs of abuse have been established for all staff members, regardless of rank or position, including both regular and temporary employees.  The rules apply during working hours to all employees of the Agency while they are on Agency premises or elsewhere on Agency business.
The manufacture, distribution, possession, sale, or purchase of controlled substances of abuse on Agency property is prohibited.
Being under the influence of illegal drugs, alcohol, or substances of abuse on Agency property is prohibited.
Working while under the influence of prescription drugs that impair performance is prohibited.
So that there is no question about what these rules signify, please note the following definitions:
	Agency property: All Agency owned or leased property used by employees.
Controlled substance of abuse: Any substance listed in Schedules I-V of Section 202 of the Controlled Substance Act, as amended.
Drug:  Any chemical substance that produces physical, mental, emotional, or behavioral change in the user.
Drug paraphernalia: Equipment, a product, or material that is used or intended for use in concealing an illegal drug, or otherwise introducing into the human body an illegal drug or controlled substance.
Illegal drug:  
a. Any drug or derivative thereof whose use, possession, sale, transfer, attempted sale or transfer, manufacture, or storage is illegal or regulated under any federal, state, or local law or regulation.
b. Any drug, including – but not limited to – a prescription drug, used for any reason other than that prescribed by a physician.
c. Inhalants used illegally.
Under the influence: A state of not having the normal use of mental or physical faculties resulting from the voluntary introduction into the body of an alcoholic beverage, drug, or substance of abuse.
Consistent with the rules listed above, any of the following actions constitutes a violation of the Agency’s policy on drugs and may subject an employee to disciplinary action, up to and including immediate termination.
Using, selling, purchasing, transferring, manufacturing, or storing an illegal drug or drug paraphernalia, or attempting to or assisting another to do so, while in the course of employment.
Working or reporting to work, conducting Agency business or being on Agency property while under the influence of an illegal drug or alcohol, or in an impaired condition.
[bookmark: _Toc334805630][bookmark: _Toc398037367]5.18 Discharge, Discipline and Work Rules
For the protection of all employees, and in order to operate efficiently, certain rules are necessary.
The following is a partial list of the kinds of improper conduct which shall constitute grounds for disciplinary action, up to and including immediate discharge:
· Violation of our supervision and discipline policies.
· Theft or inappropriate removal or possession of property; 
· Working under the influence of alcohol or illegal drugs; 
· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace; 
· Fighting or threatening violence in the workplace;
· Possession of firearms or weapons on Agency property;
· Boisterous or disruptive activity in the workplace;
· Negligence or improper conduct leading to damage of Agency-owned or customer-owned property;
· Insubordination or other disrespectful conduct;
· Violation of safety or health rules;
· Smoking in the workplace;
· Sexual or other unlawful or unwelcome harassment; 
· Excessive absenteeism or tardiness or any absence without notice; 
· Unauthorized use of telephones, or other Agency-owned equipment; 
· Using Agency’s equipment for purposes other than business (i.e. playing games on computers or personal Internet usage);
· Unauthorized disclosure of business “secrets” or confidential information;
· Violation of personnel policies; and
· Unsatisfactory performance or conduct. 


[bookmark: _Toc334805631][bookmark: _Toc398037368]5.19 Gross Misconduct
Some offenses are so serious that they can result in termination without previous warnings. The following examples are listed for the guidance of all. This list is not intended to be a comprehensive list of all prohibited activity. The following actions may result in immediate termination:
· Neglect, physical or sexual abuse of a child or dependent adult
· Withholding of food, nap or other comfort from a client
· Yelling or the use of harsh tones of voice
· Failure to report to work three consecutive workdays without proper notification
· Falsification of Agency records (i.e.: care documentation, employment application, time clock, and your records)
· Conviction of a felony for any offense committed while employed by the Agency.
· Receiving a DUI if the you transport clients for Little Steps Early Learning Academy
· Leaving a child or dependent unattended (inside or outside)
· Allowing a child or dependent adult to leave the agency with an unauthorized person
· Sleeping while supervising a child or dependent adult
· Insubordination that shows gross disrespect such as threatening, cussing, or yelling at administrators
Additionally, any employee may be discharged in the event of continued violation of work rules. Improper conduct may constitute grounds for the issuance of a warning before more severe disciplinary action is taken.
The Agency has a few; simple rules which are fundamental, and which provide for the safety and protection of its employees. Compliance with these rules is a condition of employment.
· Be careful - work safely at all times.
· Report all dangerous conditions and equipment to your supervisor immediately.
· Report every injury of a serious nature immediately to your supervisor and first aid will be provided.
· Do not attempt to work if you are taken ill.
· Keep your work area neat and orderly at all times.
[bookmark: _Toc334805632][bookmark: _Toc398037369]5.20 Termination of Employment
Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine.  Below are a few examples of some of the most common circumstances under which employment is terminated:
· Resignation – voluntary employment termination initiated by an employee.
· Termination – involuntary employment termination initiated by Little Steps Early Learning Academy.
· Layoff – involuntary employment termination initiated by Little Steps Early Learning Academy for non-disciplinary reasons.
[bookmark: _Toc344738134]Voluntary Termination
If you decide to leave the Agency, we ask that you provide two weeks' written notice of your intention to quit. Failure to provide such notice will result in ineligibility for re-hire. Walking off the job or absence for more than 5 days without a report to the Agency, with the reason for the absence will constitute a voluntary quit.
Any employee who terminates employment with Little Steps Early Learning Academy shall return all files, records, keys, and any other materials that are property of Little Steps Early Learning Academy. No final settlement of an employee’s pay will be made until all items are returned in appropriate condition.  The cost of replacing non-returned items will be deducted from the employee’s final paycheck.  Furthermore, any outstanding financial obligations owed to Little Steps Early Learning Academy will also be deducted from the employee’s final check.  
Employee’s benefits will be affected by employment termination in the following manner.  All accrued vested benefits that are due and payable at termination will be paid.  Some benefits may be continued at the employee’s expense, if the employee elects to do so.  The employee will be notified of the benefits that may be continued and of the terms, conditions, and limitations.
[bookmark: _Toc334805633][bookmark: _Toc398037370]5.21 References and Recommendations
An employee may request his/her supervisor to provide a letter of recommendation to a prospective employer.

IV. [bookmark: _Toc334118590][bookmark: _Toc334805634][bookmark: _Toc398037371]CONCLUSION
This handbook has outlined the broad principles that guide our Agency in its relations with employees. Specific information about Agency insurance plans, retirement plans or other benefits, if offered, can be obtained in the office. It is quite possible that you may from time to time have questions about Agency matters which directly affect you, or you may desire further information about how Agency policies apply to your individual case. Should you be unable to find the complete answer to your particular question in this manual, feel free to ask the Agency director. If s/he does not have the information readily available, he or she will get the answer for you. The Agency reserves the right to amend its policies at its discretion. In case of amendments, employees will be informed appropriately.

[bookmark: _Toc334805635][bookmark: _Toc398037372]Statement of Understanding
I have received, read, and agree to abide by the Little Steps ELA Employee Handbook. I understand the policies and procedures set forth in the handbook, including all policies and procedures outlined in the addendums to this handbook. I also understand that the handbook is not a contract of employment, does not in any way limit the right of the Agency to terminate my employment and that my employment may be terminated at any time, with or without notice, within the sole discretion of the Agency management.


_________________________________________
Employee name (please print clearly)


________________________________________ ________________________
Employee Signature					     Date


[bookmark: _Toc334805636][bookmark: _Toc344738138][bookmark: _Toc398037373]Appendix
[bookmark: _Toc334118604][bookmark: _Toc334805656][bookmark: _Toc398037374]Appendix A: 		PRIVACY & CONFIDENTIALITY POLICY

It is the policy of Little Steps Early Learning Academy to protect the privacy of the families in our care. All agency employees and volunteers are required to abide by state and federal privacy laws, and can face severe civil and legal penalties for violating these laws. In addition to the legal penalties, employees that violate our privacy practices will face disciplinary action, up to and including immediate termination. It is important that you read and understand our privacy policy and the applicable privacy laws and penalties included in this policy.

Do not speak about or disclose protected information about clients in our care to anyone except their guardians unless a signed release has been obtained. When a release of information has been obtained, only relevant information necessary for the care of the client should be disclosed. Protected health care information may not be displayed where visitors and clients will be able to see it.

Clients in our care, their family members, employees, visitors, agency property, or property belonging to employees or clients may not be photographed, digitally reproduced or copied without written permission from the director and every subject, or the parent or guardian of the subject, in the photograph, digital reproduction or copy. Photos, digital reproductions, or copies may not be distributed or posted outside of the agency, including via the internet, without written permission from the director, and every subject, or the parent or guardian of the subject, in the photo, digital reproduction or copy. This permission must include specific declarations for where and how the media will be displayed or distributed. 

As a provider of healthcare services, the Agency and its employees must comply with HIPPA privacy laws:

The Health Insurance Portability and Accountability Act (HIPAA) was passed by Congress in 1996. As part of the Act, Congress called for regulations promoting administrative simplification of healthcare transactions as well as regulations ensuring the privacy and security of patient information.

These regulations apply to what are called "covered entities:" healthcare providers, health plans and healthcare clearinghouses who transmit any health information in electronic form in connection with a transaction covered under HIPAA.  

The HIPAA Privacy Regulations govern the release of protected health information, called PHI. Covered entities must provide notice of privacy policies and procedures to clients, obtain consent and authorization for use of information and tell how information is generally shared and how clients can access, inspect, copy and amend their own medical record. 

HIPAA Security Regulations dictate the kind of safeguards covered entities must have in place to ensure the confidentiality and integrity of electronic PHI. Definition of protected health information and specific privacy policies are detailed in the Agency privacy policy, and this document should be reviewed by all employees to ensure compliance with our privacy policies. 

It is the policy of Fairman Family Assitance Programsto protect the privacy of the families in our care and our employees. We will do so by following these procedures: 

1. We will abide by our state's privacy law. We will only share information with the Nevada Department of Human Services (DHS) child care registration department, DHS child care assistance, Medicaid, Promise Jobs, and the child care nutrition program that we are required to share to participate in those programs. 

2. We will keep all records and information about the children in our care and their families private and confidential, unless we have their written permission to reveal specific information. A record of all disclosures are to be kept in each child’s or employee’s file. The following situations are exceptions to this general rule: 
· We will occasionally post photographs of the children and staff around the agency, in photo albums and in the monthly daycare newsletter that may be seen by current and prospective clients to the program and agencies that visit the agency. 
· The children and staff’s names may appear on artwork, cubbies, attendance sheets, or on other objects around the agency. 
3. Verbal authorization for release of information and verbal release of information should be limited to those circumstances when other methods of release cannot be used, such as in an emergency situation. Only the information required satisfying the emergency should be released. If the released information pertains to a minor, then a parent or guardian must authorize the release of information. A record should be made of the verbal release in the employee or child daycare record, and a written consent for the release of information should be obtained as soon as possible.
4. Prior to releasing protected information, the employee releasing the information must check the child or employee file to verify a valid release is on file and that release is current and authorizes release of information to the specific person or agency the information is being released to. Authorizations for release of information expire one year from the date they are signed. All releases of information must be documented in the child or employee file, including date, what information was released, how it was delivered (verbal, mail, fax, email, in-person, etc.), the person or agency it was released to, and the signature of the staff member who released the information.
5. Protected information that must be readily accessible to care providers, such as allergy information, care plans, care documentation, medication lists, etc., will be covered or stored inside a cabinet where it is not within view of children, parents and visitors to the agency. Protected information must be secured from unauthorized access in a locked cabinet when left in an unoccupied room.
6. All staff must receive training on our privacy policies and practices within 30 days of starting employment and annually thereafter.
We are mandatory abuse reporters and are required by law to report any suspected abuse or neglect to the Department of Human Services. We may also be required to disclose certain information to law enforcement officers conducting a criminal investigation or DHS representatives investigating suspected abuse or neglect.

Legal penalties for violations of privacy rule requirements
There are civil penalties of $100 per violation, but the penalties can be "stacked" if there are multiple violations with respect to a single individual. The maximum civil penalties are $25,000 per year, per person, per standard. Thus, if two standards were violated with respect to one person, the potential penalties could mount to as much as $50,000. Criminal penalties (up to a $250,000 fine and ten years in prison) may be imposed for "knowingly and improperly" disclosing information or obtaining information under "false pretenses", with higher penalties reserved for violations designed for financial gain or "malicious harm". In addition, of course, state laws may impose additional penalties for the same offenses, and most states would also allow common-law suits for torts such as invasion of privacy and infliction of emotional distress, among other causes of action.

[bookmark: _Toc334805661][bookmark: _Toc398037375]Appendix B:		RECORD RETENTION POLICY
Policy:
All medical records (master, financial, and medical file information) on children served and employees shall be kept on file in the child care agency office. The complete records shall be kept in a locked file with limited access. The director/nurse is responsible to ensure that confidentiality is maintained of medical record information and verifying the existence of a release form prior to releasing any information, and for documenting what information has been released, when it was released, and to whom it was released.
All medical record information must be maintained during the time persons received services or were employed at the child care agency, and for a minimum of five years from the date a claim was submitted for payment. Financial information should be maintained for seven years.
Procedures:
1. When the master and medical files become too voluminous, out of date information will be purged. Current medical information should always be maintained in files at all times. The purged information should be placed into a manila envelope with the person’s name in black letters on the envelope, with the date the information was put in the envelope, and the date the information may be destroyed. The envelope should then be sent to the director for storage in a locked area or locked container with limited access. After six years from the date the claim was submitted for payment, some purged medical information may be destroyed. Purged medical information that should not be destroyed includes social histories, psychological and psychiatric reports and evaluations, medical specialist reports and evaluations, guardian and conservator papers, legal papers (including court custody and restraining orders), individual education plans (IEP), individualized family service plans (IFSP), and other information that would be important for future reference. After seven years all purged financial information may be purged. Destruction of medical and financial information is coordinated through the director. All information on employees and children served must be shredded.

2. When the child served is discharged from care or an employee terminates employment, the medical record, financial information, and room  records should be sent to the director for storage in a secure location. Information on all discharged children and employees is stored in a secure centralized location. All medical information may be destroyed after six years, and all financial information may be destroyed after seven years. Destruction of records is coordinated through the Agency director. All specific information on persons served or employed must be shredded.

[bookmark: 1052319][bookmark: _Toc334118616][bookmark: _Toc334805669][bookmark: _Toc398037376]Appendix C:			EMAIL POLICY

The Agency maintains a voice-mail system and an electronic- mail (E-mail) system to assist in the conduct of business within the Agency. These systems, including the equipment and the data stored in the system, are and remain at all times the property of the Agency. As such, all messages created, sent, received or stored in the system are and remain the property of the Agency. Messages should be limited to the conduct of business at the Agency. Voice-mail and electronic-mail may not be used for the conduct of personal business. 

The Agency reserves the right to retrieve and review any message composed, sent or received. 
Please note that even when a message is deleted or erased, it is still possible to recreate the message; therefore, ultimate privacy of messages cannot be ensured to anyone. While voice-mail and electronic- mail may accommodate the use of passwords for security, confidentiality cannot be guaranteed. Messages may be reviewed by someone other than the intended recipient. 
Moreover, all passwords must be made known to the Agency. The reason for this is simple: your system may need to be accessed by the Agency when you are absent. 

Messages may not contain content that may reasonably be considered offensive or disruptive to any employee. Offensive content would include, but would not be limited to, sexual comments or images, racial slurs, gender-specific comments or any comments that would offend someone on the basis of his or her age, sexual orientation, religious or political beliefs, national origin, or disability. 

Business Record Retention Policy.
E-mail messages are written business records and are subject to the Agency's rules and policies relating to retaining and deleting business records.

Confidential Information.
Avoid sending confidential information by email. Unless authorized to do so, the users are prohibited from using email to transmit confidential information to outside parties. Users may not access, send, receive, solicit, print, copy, or reply to confidential or proprietary information about the Agency, its employees, clients, and other business associates.

Violations and Sanctions.
If an employee is found to violate any of this email policy rules, the Agency could take disciplinary action up to and including termination of employment.
The actual penalty applied will depend on factors such as the seriousness of the breach, the employee's disciplinary record, and any other factors the Agency deems necessary to consider.
If an employee witnesses email policy abuse by, he/she is required to report the incident immediately to Deborah VanderGaast, by phone at 563-889-2560 or email at mrs.v@tiptonadaptivedaycare.com.



[bookmark: _Toc334805670][bookmark: _Toc398037377]Appendix D:  		SOCIAL MEDIA POLICY

The Agency knows that online social platforms, including blogs, wikis, message boards, video and photo sharing websites, and social networking services, are constantly transforming the way we interact. We also recognize the importance of the Internet in shaping the public view of our Agency. The Agency is committed to supporting your right to interact responsibly and knowledgeably on the Internet through blogging and interaction in social media. We want our members to share and learn from others in order to build a valuable online community.

The purpose of these guidelines is two-fold: First, the Agency has an aim to protect our interests, including, but not limited to, the privacy of our employees and confidentiality regarding our business purpose, plans, partners, users, and competitors. Second, these guidelines will help you make respectful and appropriate decisions about your work-related interactions with people on the Internet.

Your personal online activity is your business. However, any activity in or outside of work that affects your performance, the performance of others at the Agency, or the Agency's business interests are a proper focus for this Social Media Policy. You must always assume that your work-related social media activity is visible to the Agency as well as current and potential employees, clients, partners, prospects, and competitors. The Agency reserves the right to direct its members to avoid certain subjects and remove inappropriate comments and posts. Our internal policies remain in effect in our workplace.

Guidelines for Discussing Little Steps Early Learning Academy on the Internet
You are not authorized to speak on behalf of the Agency without express permission from the Director.

If you have permission to discuss the Agency and / or our current and potential business activities, employees, partners, clients, or competitors, please follow these guidelines:
· Identification: Identify yourself. Include your name, and when appropriate, state your role or title within the Agency.
· Disclaimer: Use a disclaimer that "the views you express on the particular website are yours alone and do not represent the views of the Agency."
· Proof: Support any statements made online with factual evidence.
· Also, let your manager know about the content you plan to publish. Your manager may want to visit the website to understand your point of view.

Guidelines for Confidential and Proprietary Information
You may not share information that is confidential and proprietary about the Agency or its clients. This includes, but is not limited to, Agency strategy, information about trademarks, upcoming service changes, finances, number of clients, number of employees, and any other information that has not been publicly released by the Agency.

The list above is given as example only and does not cover the range of what the Agency considers confidential and proprietary. If you have any questions about whether information has been released publicly or any other concerns, please speak with your manager before releasing information that could potentially harm the Agency, or our current and potential business interests, employees, partners, and clients.
For additional information on proprietary information, please review the Employee Handbook and the contract you signed when you joined the Agency.

The Agency's logo and trademarks may not be used without explicit permission in writing from the Agency. This is to prevent the appearance that you speak for or officially represent the Agency. 

It is fine to quote or retweet others, but you should not attempt to pass off someone else's words, photography, or other information as your own. All copyright, privacy, and other laws that apply offline apply online as well. Always give proper credit to credit your sources when posting a link or information gathered from another source.

Transparency and Disclosures
If you have permission to publicly share what a client, partner, or other organization is doing, such as launching a new website or coming out with a new product, you must disclose your relationship to the other party.
Do not discuss an organization or product in social media in exchange for money. If you receive a product or service to review for free, you must disclose it in your post or review.

Respect and Privacy Rights
· Use common sense.
· Follow the rules of the social media sites you use.
· Speak respectfully about the Agency and our current and potential employees , clients, partners, and competitors.
· Write knowledgeably, accurately, and with appropriate professionalism. Despite disclaimers, your Web interaction can result in members of the public forming opinions about the Agency and its employees, partners and business interests.
· Refrain from publishing anything that could reflect negatively on the Agency's reputation or otherwise embarrass the organization, including posts about drug or alcohol abuse, profanity, off-color or sexual humor, and other inappropriate conduct. Do not use ethnic slurs, personal insults, obscenity, or engage in any conduct that would not otherwise be acceptable in the Agency's workplace. Please also show respect for topics that may be considered objectionable or inflammatory.



Media
Media inquiries for information about our Agency and our current and potential services, employees, partners, clients, and competitors should be referred to the Director. This does not specifically include your opinions, writing, and interviews on topics aside from our Agency and our current and potential products, employees, partners, clients, and competitors.

Your Legal Liability
The Agency complies with all federal and state laws that apply to our operations and activities. Since you are involved in the Agency's operations and activities, you are responsible for understanding and observing these policies. Note that the breach of privacy and confidentiality, use of copyrighted materials, unfounded or derogatory statements, or misrepresentation may be considered illegal and is not accepted by the Agency.

Each person at the Agency is personally responsible, and may be legally liable, for the content he or she publishes online. You can be sued for not disclosing your relationship to the Agency, or for purposely spreading false information. You can also be sued by Agency employees, competitors, and any individual or Agency that views your commentary, content, or images as defamatory, pornographic, proprietary, harassing, libelous or creating a hostile work environment. In addition to any legal action, your activity can result in disciplinary action up to and including employment termination.

If you have any questions, please ask the Director for guidance on compliance with the laws. slurs, personal insults, obscenity, or engage in any conduct that would not otherwise be acceptable in the Agency's workplace. Please also show respect for topics that may be considered objectionable or inflammatory.
· Honor the privacy rights of our current staff, clients, and partners by seeking their permission before writing about or displaying internal Agency information that could be considered a breach of their privacy and confidentiality.
· Ensure that your social networking conduct is consistent with the all policies contained in the Agency's Employee Handbook.
· Respect the law, including those laws governing defamation, discrimination, harassment, and copyright and fair use.
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Purpose.
The purpose of this policy is to ensure the proper use of the Agency's internet system and make its employees and users aware of what the Agency deems as acceptable and unacceptable use of its internet system. This policy also provides for sanctions in the event of a breach or violation of the policy terms hereunder.

Applicability.
This Policy applies to all users of Agency technology, including employees, contractors, vendors, partners, associates, and any other parties accessing or using the Agency's System through on-site or remote terminals. 

Disclaimer of liability for use of Internet.
The Agency is not responsible for material viewed or downloaded by users from the Internet. The Internet is a worldwide network of computers that contains millions of pages of information. Users are cautioned that many of these pages include offensive, sexually explicit, and inappropriate material. In general, it is difficult to avoid at least some contact with this material while using the Internet. Even innocuous search requests may lead to sites with highly offensive content. In addition, having an e-mail address on the Internet may lead to receipt of unsolicited e-mail containing offensive content. Users accessing the Internet do so at their own risk.

Duty not to waste computer resources.
Employees must not deliberately perform acts that waste computer resources or unfairly monopolize resources to the exclusion of others. These acts include, but are not limited to, sending mass mailings or chain letters, spending excessive amounts of time on the Internet, playing games, engaging in online chat groups, printing multiple copies of documents, or otherwise creating unnecessary network traffic. Because audio, video and picture files require significant storage space, files of this or any other sort may not be downloaded unless they are business-related.

No expectation of privacy.
The computers and computer accounts given to employees are the exclusive property of the Agency. No individual should have any expectation of privacy in any communication over this System. The System is to be used solely for Agency-related business, and is not to be used for personal business or pleasure.

Monitoring computer usage.
The Agency reserves the right to monitor, intercept and/or review all data transmitted, received or downloaded over the System. Any individual who is given access to the System is hereby given notice that the Agency will exercise this right periodically, without prior notice and without the prior consent of the employee. The Agency's interests in monitoring and intercepting data include, but are not limited to: protection of Agency proprietary and classified data; managing the use of the Agency's computer System; preventing the transmission or receipt of inappropriate materials by employees; and/or assisting the employee in the management of electronic data during periods of absence. No individual should interpret the use of password protection as creating a right or expectation of privacy. In order to protect everyone involved, no one can have a right or expectation of privacy with regards to the receipt, transmission or storage of data on the Agency's Internet System.

Blocking of inappropriate content.
Agency may use software to identify inappropriate or sexually explicit Internet sites. Such sites may be blocked from access by Agency networks. In the event you nonetheless encounter inappropriate or sexually explicit material while browsing on the Internet, immediately disconnect from the site, regardless of whether the site was subject to Agency blocking software.

Prohibited activities.
Material that is fraudulent, harassing, embarrassing, sexually explicit, profane, obscene, intimidating, defamatory, or otherwise unlawful, inappropriate, offensive (including offensive material concerning sex, race, color, national origin, religion, age, disability, or other characteristic protected by law), or in violation of Agency's equal employment opportunity policy and its policies against sexual or other harassment may not be downloaded from the Internet or displayed or stored in Agency's computers. Employees encountering, witnessing or receiving this kind of material should immediately report the incident to their immediate supervisor and Deborah VanderGaast, by phone at 563-889-2560 or email at mrs.v@tiptonadaptivedaycare.com.

Agency's equal employment opportunity policy and its policies against sexual or other harassment apply fully to the use of the Internet and any violation of those policies is grounds for discipline up to and including discharge.

Games and entertainment software.
Employees may not use the Agency's Internet connection to download games or other entertainment software, including wallpaper and screen savers, or to play games over the Internet.

Illegal copying.
Employees may not illegally copy material protected under copyright law or make that material available to others for copying. You are responsible for complying with copyright law and applicable licenses that may apply to software, files, graphics, documents, messages, and other material you wish to download or copy. You may not agree to a license or download any material for which a registration fee is charged without first obtaining the express written permission of your immediate supervisor and the director.

Accessing the Internet.
To ensure security and to avoid the spread of viruses, employees accessing the Internet through a computer attached to Agency's network must do so through an approved Internet firewall. Accessing the Internet directly by modem is strictly prohibited unless the computer you are using is not connected to the Agency's network.

Virus detection.
Files obtained from sources outside the Agency, including disks brought from home; files downloaded from the Internet, newsgroups, bulletin boards, or other online services; files attached to e-mail; and files provided by customers or vendors may contain dangerous computer viruses that may damage the Agency's computer network. Employees should never download files from the Internet, accept e-mail attachments from outsiders, or use disks from non-Agency sources, without first scanning the material with Agency-approved virus checking software. If you suspect that a virus has been introduced into the Agency's network, notify the Help Desk immediately.

Sending unsolicited e-mail (spamming).
Without the express permission of their supervisors, employees may not send unsolicited e-mail to persons with whom they do not have a prior relationship.

Amendments and revisions.
This policy may be amended or revised from time to time as the need arises. Users will be provided with copies of all amendments and revisions.

Violations of this policy.
Any employee who abuses the privilege of access to the Agency's Voicemail, E-mail or the Internet System will be subject to corrective action, up to and including termination. If necessary, the Agency also will advise law enforcement officials of any illegal conduct.

Use of Internet.
Use of the Internet via Agency's computer system constitutes consent by the user to all of the terms and conditions of this policy.

Points of Contact.
Questions concerning the use of the Internet System should be directed to Deborah VanderGaast, by phone at 563-889-2560 or email at mrs.v@tiptonadaptivedaycare.com. Questions concerning the improper use of the System should be directed to the employee's immediate supervisor and Deborah VanderGaast, by phone at 563-889-2560 or email at mrs.v@tiptonadaptivedaycare.com.
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PURPOSE 
To provide a quick, effective and consistently-applied method for a non-supervisory employee to present his/her concerns to management and have those concerns internally resolved. 

POLICY 
Problems, misunderstandings and frustrations may arise in the workplace. It is Tipton Adaptive Daycare’s intent to be responsive to our employees and their concerns. Therefore, an employee who is confronted with a problem may use the procedure describe below to resolve or clarify his or her concerns. 
It is our desire to create a work environment that promotes team work and cooperation between employees. Unless there is a safety concern or violation of laws or regulations, it is expected that employees will discuss concerns about work performance directly with the offending employee and offer guidance to help that employee improve their job performance before filing a formal complaint. Leadership and mentoring skills are considered in employee evaluations and promotions.

PROCEDURE 
1. Step One.
a. Employees should initially direct their concerns with their immediate supervisor. If the complaint involves the employee's supervisor, the employee should schedule an appointment with that supervisor to discuss the problem that gave rise to the complaint within five (5) working days of the date the incident occurred. 

b. The immediate supervisor should respond in writing to the complaint within five (5) days of the meeting held with the complainant employee.

2. Step Two. 
a. If the discussion with the immediate supervisor does not resolve the problem to the mutual satisfaction of the employee and the supervisor or if the supervisor does not respond to the complaint, the employee may submit a written complaint to the Agency director. The submission of the written complaint is due within five (5) working days of the response from the supervisor and must include: 
1. The problem and the date when the incident occurred. 
2. Suggestions on ways to resolve the problem 
3. A copy of the immediate supervisor’s written response or a summary of his or her verbal response and the date when the employee met with the immediate supervisor. If the supervisor provided no response, the complaint should state this. 
b. Upon receipt of the formal complaint, the director will schedule a meeting with all involved employees within five (5) working days to discuss the complaint. Both sides will be given an opportunity to discuss the complaint with the other party present. Within approximately five (5) working days after the discussion, the director will issue a decision both in writing and orally to the employee filing the complaint.

3. Additional guidance.
a. If an employee fails to appeal from one level to the next level of this procedure within the time limits listed above, the problem shall be considered settled on the basis of the last decision and the problem submitted by the employee shall not be subject to further consideration. 
b. Because problems are best resolved on an individual basis, the conflict resolution procedure may only be initiated by individual employees and not by groups of employees. 
c. Little Steps Early Learning Academy reserves the right to impose appropriate disciplinary action for any conduct it considers to be disruptive or inappropriate. The circumstances of each situation may differ and the level of disciplinary action may also vary, depending upon factors such as the nature of the offense, whether it is repeated, the employee's work record and the impact of the conduct on the organization. 
d. No one will be retaliated against for filing a complaint under this procedure. All complaints must be made in good faith. 
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PURPOSE

Mentoring is a pastoral care activity that encourages team work, helps new employees become acclimated to our Agency, increases job satisfaction, and promotes and develops leadership skills.  Little Steps Early Learning Academy recognizes that the recruitment, retention, professional development of key staff and the delivery of a satisfying workplace environment are critical success factors for the Agency.

POLICY

Little Steps Early Learning Academy’s policy is that all staff should be assisted to establish a mentor relationship with another staff member (the mentor) who can assist their professional development and be a point of reference on professional or business related matters.
Mentoring is essentially a relationship between a more skilled or experienced person (mentor) and a lesser skilled or experienced person (mentee) where the agreed goal is for the lesser person to grow and develop specific competencies with the assistance of a coworker. Ideally the relationship should be a long term one.

A mentor fulfills a variety of roles such as: 
	Little Steps Early Learning Academy
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• adviser 
• role model 
• facilitator 
• ideas person 
• confidante 
• motivator 
• critical friend 


PROCEDURE

When a new employee begins orientation, the director will designate an experienced employee to act as the new employee’s mentor, preferably from the same room  that the new employee will be assigned to. During the first month of employment, this mentor will orient the employee to the room  routine and answer questions help clarify policies, procedures and standards the new employee will be learning through orientation trainings. After the first month of employment, the mentoring relationship may continue on an informal basis, if so desired.

Mentor Guidelines 
1. Don't be afraid to be a mentor. Many people underestimate the amount of knowledge that they have about child care or their organization, the contacts they have, and the avenues they can use to help someone else.
2. Remember that you don't have to fulfill every possible function of a mentor to be effective, but let your mentees know where you are willing to help and what kind of information or support you can give that you believe will be particularly helpful. Be clear about whether you are willing to advise on personal issues, such as suggestions about how to balance family and career responsibilities.
3. Clarify expectations about how much time and guidance you are prepared to offer. 
4. Mentors may have to take the initiative for the first couple of meetings, since mentees may feel intimidated. Hopefully, the mentee will assume more of the responsibility for initiating contact as he/she grows more comfortable. If you don't hear from him/her for an extended period of time, either call or e-mail him/her just to see how things are going.
5. Let mentees know if they are asking for too much or too little of your time.
6. Begin your mentoring with the idea that the relationship will work. 
7. You need to feel comfortable with the person you are mentoring. Don't try to force a relationship. Not all relationships will thrive, including mentoring ones. If, after three months, the mentoring relationship has not begun to take hold, consider bringing the relationship respectfully to a close. 
8. Be sure to give criticism, as well as praise, when warranted, but present it with specific suggestions for improvement. Do it in a private and non-threatening context. Giving criticism in the form of a question can be helpful, as in "Do you think the child’s behavior would be better if you...." 
9. Don't try to turn your mentee into your clone. That person may have a different style from yours. In some instances, listening may be more important than giving advice. Most important: don't be judgmental. 
10. If your mentee fails, remember that you cannot always ensure success, but you can help that person to begin again more intelligently. You can help a him/her see a failed experience as valuable by recapping the situation, reframing it appropriately, and honestly identifying where it went wrong. Mentors can often prevent failure from happening repeatedly. 
11. Where appropriate, "talk up" your mentee's accomplishments to others in the Agency, as well as at trainings and other meetings. . 
12. Be willing to provide support for people different from yourself. Avoid the temptation to assist only those with whom we feel the most comfortable, those who are the closest to being clones of ourselves. However, if you are from different backgrounds, be aware that some miscommunication may occur. This should not prevent a relationship from developing, but it does require an extra effort by both parties to communicate effectively.
13. Eventually the relationship will come to an end. The mentor should give careful thought to the appropriate time and method for ending the relationship. Many times a mentor will "keep the door open" in the event that the mentee wishes to make contact again. 

Mentor Guidelines for New Employees 
1. After your initial contact with your mentor, it is expected that you will contact him/her. 
2. Begin to ask for help understanding policies, documentation, etc. 
3. Asking for things from people you don't know or who have more experience might feel intimidating. Remember that your mentor knows the parameters of the relationship and is expecting your questions. 
4. Learn to evaluate the ideas and suggestions given to you by your mentor. Just because something felt right to another person does not necessarily mean that it is right for you. On the other hand, it never hurts to try new things. Be open to new ways of looking at situations and doing things differently. 
5. Seek out several mentors if it seems appropriate. Nobody is or can be perfect at everything. You will learn different things from different people. 
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Objective:
Little Steps Early Learning Academy is committed to providing a healthy and safe workplace for its employees. This commitment extends to all aspects of occupational health and safety including the effects of stress.

Little Steps Early Learning Academy will take every reasonable step required to reduce the risk of staff members developing work induced stress related disorders.

Definitions:
Stress is defined as the emotional and physical effects of stressors in an individual’s work, home or social environment. An additional view is that stress is the reaction people have to excessive pressures or other types of demand placed upon them.
It arises when they worry they can’t cope.

Causes of harmful effects of stress:
Little Steps Early Learning Academy is aware that there is no simple way of predicting what will cause harmful levels of stress. The levels of stress that are harmful differ for each individual according to their personality, experience, motivation and importantly the support they receive from managers, colleagues, family and friends. The ability to cope with high levels of stress will also be determined by the amount being experienced outside of work, resulting from such situations as bereavement, family sickness, and marital or other interpersonal problems.

Harmful stress is more likely to occur when there is/are:
a) Pressures which are cumulative and or/prolonged.
b) Demands placed upon the individual over which he/she feels he/she has lost control.
c) Lack of competence or training.
d) Demands which are conflicting, which lead to confusion.
e) High levels of uncertainty about their work, their objectives or job prospects.
f) Over demanding or too simplistic work schedules.
g) There is prolonged conflict between individuals.
h) Absence of leadership and or understanding from management.

These factors, combined with others such as health problems and pressures outside work, may lead to the reduction in the ability to cope with pressures at work.

EFFECTS OF STRESS
Excessive stress can manifest itself in physical, emotional or behavioral effects.
These effects are usually short-lived and cause no lasting harm. When the pressures recede, there is quick return to normal. Stress is not therefore the same as ill health.
It is only when pressures are intense and continue for some time that the effects of stress can become more sustained and far more damaging, leading to longer term psychological problems and physical ill health.

Long term stress has been associated with conditions such as high blood pressure, heart disease, anxiety and depression. These conditions may arise from other causes, and if a particular individual is suffering from one of these disorders, it will be for a medical practitioner to advise on the extent to which it is work related.

PROVISIONS TO PREVENT HARMFUL LEVELS OF STRESS
1. Role/Job Description – responsibilities and tasks can be clarified and communicated to each staff member at Little Steps Early Learning Academy.
2. Staff members are not placed in roles for which they do not have the ability, experience and qualifications.
3. There is scope for varying working conditions and for people to influence the way their jobs are done – increasing their control, interest and sense of ownership.
4. Little Steps Early Learning Academy will monitor and if necessary, change physical conditions in the workplace, such as noise, heat, humidity, overcrowding, bad ergonomic design or other hazards that might increase stress levels for staff.
5. Leadership and Management. Tipton Adaptive Daycare endeavors to provide a consistent and caring style of management from the director and owner. Should there be periods of change, the levels of uncertainty suffered by individuals inevitably increase and efforts will be made to reduce these to the minimum by regular communication.
6. Little Steps Early Learning Academy will provide training in identifying causes of stress, managing stress and communication as needed.

2. SOME GUIDELINES FOR STAFF TO ALLEVIATE THE NEGATIVE SIDE OF STRESS
1. Identify the problem/problems.
2. Try and think of solutions.
3. If you can change the situation, do so.
4. Raise the issue at a staff meeting, or talk to Director about concerns and for help and advice.
5. Let the director know if workload is too heavy or light.
6. Prioritize your workload. Deal with high priority tasks first.
7. Match your workload and pace to your abilities and training. Do not be afraid to ask for help.
8. Try not to express or experience anger in the workplace. If this emotion comes to the surface, take a deep breath, “stand back” in your mind’s eye (count to ten) before reacting. Devise your own personal strategy for this emotion.
9. Try to maintain a sense of humor and keep things in perspective. How bad is the event when compared with some world catastrophe?
10. Practice “self-care” and make time to do something for yourself. Make healthy life choices – get regular exercise, eat healthy food, get plenty of sleep, discover new hobbies.
11. Attend trainings offered by Little Steps Early Learning Academy - it will make your time at work easier and more enjoyable.

3. FURTHER ACTIONS
If the above guidelines have been met without resolution of the stress/stressor, then the following is recommended:
1. One to one discussion with the Director/ Owner - (This is subsequent to any discussions in 2.4) The Director will be the first point of formal contact for staff member who is reporting stress in the workplace. The Agency owner is the first point of formal contact for the Director if he/she is reporting stress.
2. Investigation by Director of workplace stressor (within 3 days of 3.1)
3. Agency Director may make referrals to:
(a) Mediation
(b) Counseling
(c) Dispute process
(d) Medical advice 
(e) Stress leave
(f) Attainment of a second medical opinion or report from other health professionals
(g)Any other such action as may be appropriate

Source:
Workers Health Centre www.workershealth.com.au
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Purpose
The Agency is committed to providing an environment for our members, directors, officers, employees, volunteers and persons served by the Agency ("Covered Persons") that is comfortable, safe and free from harassment of any kind. Any type of harassment is a violation of this policy and may be illegal.
Definition
Harassment can take many forms. It may be, but is not limited to, the following: words, signs, jokes, pranks, intimidation, physical contact, or violence. Harassment does not have to be sexual in nature. Sexual harassment may include unwelcome sexual advances; requests for sexual favors; or other verbal or physical contact of a sexual nature when such conduct creates an intimidating environment or prevents an individual from effectively performing the duties of his or her position, or when such conduct is made a condition of employment or compensation, either implicitly or explicitly. It is not the intent of the behavior by the offender that determines if harassment has occurred but whether the behavior is welcome by the receiver.
Responsibility
A covered person is responsible for helping keep our work environment free of harassment, including the work environment of Agency's Clients with whom you have contact. If you become aware of an incident of harassment, whether by witnessing the incident or being told of it, you must report it to Deborah VanderGaast, Director. When the Agency becomes aware of harassment, it is obligated by law to take prompt and appropriate action, regardless of whether the victim wants the agency to do so.
Complaint Procedure
Any Covered Person, who believes that he or she has suffered harassment in violation of the Harassment Policy, should take the following action:
Confidentiality
The Agency, including all persons to whom a violation of this Harassment Policy has been reported and persons who have become aware of a complaint, must maintain confidentiality, to the extent possible given the need to investigate. All complaints shall be considered confidential to the maximum extent possible.
Retaliation
The Agency, or any director, officer, or employee may not retaliate against any victim, or witness, who reports a violation of this Harassment Policy. Any person who believes that he or she has been retaliated against should consult the Organization's Whistle-Blowing Policy or a Agency official.
· If you are able to do so without conflict or danger, tell the harasser as clearly as possible that the behavior is unwelcome;
· If the behavior continues, advise your direct supervisor of your complaint. Clearly identify the behavior surrounding the complaint.

Addendum Added 01/2019
BREAK PERIODS 
 
Lunch periods and breaks will vary. You are expected to cooperate with your Director in taking lunch periods and breaks at a time where there will be no interference with the children.  Hourly employees will receive a minimum of one 30 minute unpaid meal break in a shift of 8 hours or longer. Supervisors may modify the break schedule to meet the requirements of licensing, at their discretion.  
 
TIME OFF & ABSENSES 
 
Our philosophy at Little Steps ELA on absenteeism is this:  first, absenteeism is controllable. Second, with the exception of an emergency, there is no reason why all employees cannot be at work, on time, all the time. And finally, a few employees cause most of the lost time.  Therefore, absence and tardy control is best achieved through individual focus aimed at the irresponsible, chronic employee who is absent and/or tardy. Remember that the first 90 days is a probationary period. There is no paid time off during this period. It is important to refrain from unnecessary absences during this time in order to remain employed past the probationary period. 
 
The center cannot operate effectively or efficiently unless its employees can be depended upon to show up for work on a timely and consistent basis. Little Steps ELA depends upon each employee, and when one person is absent, a replacement must be found for the day. Thus, absenteeism has a particularly disruptive effect on both the Center and the children. Employees, who take excessive time off, or abuse the benefits of paid time off are subject to discipline, up to and including termination. 
 
Employees requesting leave related to any medical condition concerning the employee or family members will be required to provide a physician’s statement verifying the condition, the beginning and expected ending date of the requested leave, the need for the leave must be clearly stated, and the estimated time required prior to returning from leave must be outlined. This means a signed doctor’s note must be provided on the day the employee returns to work. 
 
Note: Foreseeable absences must be requested at least 10 working days in advance. 
 
 Request for leave should be in advance for foreseeable events (at least 10 days) and as soon as possible for unforeseeable events. Requests for leave must be made in writing on the Employee Time-Off Request Form and submitted to your supervisor. Requests will be evaluated based on a number of factors, including anticipated work load requirements, staffing conditions, mandatory meetings and/or trainings, and hardship to Little Steps ELA operations during the proposed period 
 
of absence. All requests must be approved.  Requests that cannot be accommodated may be denied or deferred. Completing a request form does not guarantee time off. 
 
 Absences due to illness, children’s illness, or family emergencies must be called in AT LEAST three hours before an employee is scheduled to work. Opening staff are required to call in between the hours of 4:00 p.m. to 6:00 p.m. the day prior. Sooner for all shifts if at all possible! 
 
 Employees are asked to limit their absences for illnesses to occasions that they are too ill to perform their duties or the illness is contagious.   
 
 Employees with children needing care are encouraged to have alternative, back-up child care arrangements made for their children to help eliminate absences due to child care needs. 
 
 Non-Director Administrative positions report both to the Center Director and Owner. 
 
 Car trouble is not considered an emergency. Please arrange for a ride from a friend or family member if the problem arises. 
 
 Employees are required to call their Director. If the Director is not available, the designated Assistant Director must be contacted. Please try both numbers until the phone is answered. The following are not acceptable and could be cause for immediate termination:  Leaving a message on the voicemail at Little Steps ELA  Calling or texting a co-worker  Texting or leaving a voicemail for the Director (without talking to them directly on the phone) 
 
It is your responsibility to notify your Director personally BEFORE your starting time. State the reason for your lateness and when you expect to arrive at work. Failure to call in personally to report absences or lateness is a violation of Center rules, and the absence or tardy will be considered unauthorized. Calls from friends or relatives on your behalf will not be accepted as an authorized notice of absence or lateness; you may be required to submit evidence verifying the reason for your absence or lateness. Failure to provide the requested documentation will result in discharge. 
 
Staff are required to attend the regularly scheduled staff meetings and trainings. If you do not attend staff meetings and trainings it will be considered a no call/no show and appropriate sanctions will be taken. Agendas for these staff meetings and trainings will be kept on file for licensing to review. Staff will be paid for the time they spend at the mandatory staff trainings and meetings. Little Steps ELA expects each member of the staff to conduct themselves in a professional manner as a mature adult, respecting each member’s contributions. Comments and complaints should be made to the Director. Remember that employment and family records and conduct at the center are confidential. 
 
Please Note: All absences will be monitored. Excessive absences or patterns of absence that begin to occur, will be addressed by the Director and could be grounds for termination. It is important to understand that when we are short on staff, it is not only stressful on the other staff members, but affects the children as well. We have developed a policy that allows employees to take time off for legitimate reasons when necessary. This policy is also designed to address employees whose absences become excessive (10-12 points in a year). 5-6 absences in a 6 month period may result in a reduction of hours.  
 
 

 
Tardy 
 
½ Pt. 
 
 Arriving after the start of your shift, up to a maximum of 30 minutes. 
 
 
Early Out 
 
½ Pt. 
 
 Punching out or leaving work early, up to a maximum of 1 hour before the end of your shift, unless requested to do so by your supervisor. 
 
 
Extended Break 
 
½ Pt. 
 
 Absences less than 4 hours, when you request an extended break after the start of your shift and return prior to the end of your shift. 
 
 
Absence 
 
1 Pt. 
 
 Arriving 30 minutes or more after the start of your shift. 
 
 Punching out or leaving early more than 1 hour before the end of your shift. 
 
 Missing a full day of work for any reason. 
 
 Consecutive days will count as one point per day unless verified by a doctor. Consecutive absences of up to 3 days will count as 1 point per day. Each day’s absence verified by a doctor beyond 3 days will count as ½ point. Failure to provide doctor verification immediately upon return to work will result in a point for each day. 
 
 Absences greater than 4 hours, where the employee leaves after the start of the shift and returns prior to the end of the shift. 
 
 
Without a doubt, working in a child care environment can sometimes be very stressful. Please let the Director know if a situation arises where time is needed to regroup. Little Steps ELA strives to be sensitive to the needs of its employees and will try to make arrangements to accommodate an over-stressed staff member. Simply walking out and not returning from break leaves co-workers in a bind, but even more important, the children who are left are the ones who suffer. 
 
Any employee, who chooses to walk off the job or simply does not return after leaving for break and/or lunch, will be reported to Child Care Licensing for NEGLECTFUL SUPERVISION. This action results in the employee’s inability to work in child care again. Also, the employee’s last paycheck will be mailed to the employee, less a deduction of $50.00 for the non-return of the Employee Manual and Company Handbook fee.  The employee may not return to Little Steps ELA premises. This also applies to employees who simply do not show up for work and do not call or give notice of their decision to quit. If any employee plans to terminate employment with Little Steps ELA, a two week written notice is required.  If this procedure is followed and company manuals are returned, the employee’s paycheck will be processed without the Employee Manual and Company Handbook fee. 

TIMEKEEPING PROCEDURES 
 
Accurate recording of time worked is the responsibility of every full-time, part-time, salary and non-salary employee. Two time clock systems are located at each center, one for Little Steps ELA, Inc. and one for Little Steps ELA Center, Inc. Employees must record hours worked using the time keeping system identified for the agency they are employed. Federal and state laws require Little Steps ELA to keep accurate records of time worked in order to calculate pay and benefits. Your supervisor will determine the hourly schedule for each employee. Employees should be sure to review any changes noted on the schedule. Employees are to record the beginning and ending time of all work shifts, and any split shifts or other departures from your work station for personal reasons. Staff assigned to an alternative center for substitute coverage or meetings are expected to clock out prior to travel time and clock in upon arrival at their new work location. Staff are expected to take care of personal business, such as dropping their child off in their classroom for care, before and after they clock in or out.  
 
All pay sheets and time sheets must be initialed by your Director for approval for pay prior to submitting to the payroll department. Assistant Directors may approve time sheets in the event the Director is absent from work the day time sheets are due to payroll. If you are requested to come to work early or work after your regular scheduled hours, notification of this event must be indicated on your time sheet. All employees must receive prior written approval from your supervisor to work time outside of their scheduled time. This constitutes clocking in more than four (4) minutes before or four (4) minutes after your scheduled time. This also includes clocking in and out for break time. 
 
Staff will receive pay at their regular salary rate for the time spent in training at mandatory company meetings and trainings. Travel or meal time while attending these trainings will not be included in the hours identified as training time hours. Your supervisor will record your time in attendance on your time card.  
 
All approved paid time off requests must be attached to your time sheet. Please comply with our procedure to ensure that you are paid accurately and on a timely basis. 
 
Any failure to clock in or out properly will result in a delay in payment of wages due. 
 
Note: Altering, falsifying, or tampering with time records, or recording time on another employee’s time record may result in disciplinary action, up to and including termination of employment. 
 
OVERTIME PAY 
 
From time to time, it may be necessary for you to perform overtime work in order to complete a job on time, unless otherwise provided in a valid and enforceable collective bargaining agreement.  All overtime or time worked outside of your scheduled hours (more than 4 minutes before or after scheduled hours) must be approved by your supervisor in writing prior to working these hours. Approval must be attached to your time sheet. When it is necessary to work overtime, you are expected to cooperate as a condition of your employment. All over time must be approved by your Director in advance. Approval must be attached to your weekly time sheet. Directors must receive prior approval from the owner to authorize any overtime pay for hours worked beyond forty (40) hours per week.  When an Little Steps ELA employee is required to work in excess of forty (40) hours per Monday through Friday work week the following applicable overtime pay policies will apply: 
 
 
Non-exempt employees are to be paid one and one-half times their “regular hourly rate” for all hours worked in excess of forty (40) hours in a work week. 
 
Exempt employees are paid a salary commensurate with their job responsibilities regardless of their number of hours worked, and therefore are not eligible for overtime pay.  
 
ANNIVERSARY DATE 
 
The first day after your 90 day probationary period, becomes your “official” anniversary date.  In the event you were hired on a temporary basis and converted to permanent status, your anniversary date will be the first day that you were paid by Little Steps ELA, Inc. or Little Steps ELA Center, Inc. as a regular permanent full- time, regular part-time employee or part-time employee.  Your anniversary date is used to compute various conditions of employment and benefits described in this Employee Handbook, unless otherwise provided in a valid and enforceable collective bargaining agreement. 
 
Employees who work less than twelve (12) months per year with the exclusion of medical or family emergency leaves, will have a new hire date and termination date each year based on their actual dates scheduled to work. 
 
MEDICAL & EMERGENCY LEAVES OF ABSENCE 
 
Unpaid Leave of Absence 
 
Under emergency circumstances, for medical or personal, you may need to be temporarily released from the duties of your job with Little Steps ELA, Inc. or Little Steps ELA Center, Inc.  It is the policy of Little Steps ELA to allow its eligible employees to apply for and be considered for certain specific emergency leaves of absence. Medical leaves may not last more than ninety (20) days.  
 
Unless otherwise provided in a valid and enforceable collective bargaining agreement, time off for any reason during a working day will count first against your allotted paid time off. Thereafter, unless specifically exempted, any time off will be without pay. 
 
All requests for emergency or medical leaves of absence shall be submitted in writing to your supervisor.  Each request shall provide sufficient detail such as the reason for the leave, the expected duration of the leave, and the relationship of family members, if applicable. 
 
Full-time and regular part-time employees who have completed their probationary period,  are eligible for thirty (20) day personal emergency leave of absence. A request for a personal emergency leave will be evaluated on a number of factors, including anticipated operational and staffing requirements during the proposed time of absence.  Pending approval, you should take available paid time off prior to the effective date of the leave of absence. 
 
In the case where the initial 20 calendar days are insufficient, consideration may be given for an extension of 20 more days if your supervisor is informed in writing and according to staff needs.   
 
Failure to return to work as scheduled from an approved leave of absence or to inform your immediate supervisor in writing of an acceptable reason for not returning as scheduled will be considered a voluntary resignation of employment. All leaves granted will have a termination date. If the supervisor makes the determination to rehire this individual, the standard company hiring procedures will apply. Prior time worked for the company is not cumulative with the employee new hire date. 
 
Time on leave for either medical or emergency leave does not accrue towards seniority, pay raises and/or other benefits. 
 
JOB STATUS UPON RETURN FROM LEAVE 
 
Little Steps ELA, Inc. and Little Steps ELA Center, Inc. will hold your position for the time period of the granted leave. Employees returning from an absence due to medical leave will return to the same position. For leaves other than medical, you will be returned to your former position, if possible, or an equivalent one if otherwise qualified and one is available. 






















LEAVE OF ABSENCE REQUEST 
 
Employee Name ______________________________________ ID # __________ 
 
Address ________________________________________________________________ 
 
Date of Hire  ________________________________________________________________ 
 
I am requesting a (  ) medical (    ) emergency leave of absence beginning  
 
______________________ (exact date) to ________________________ (exact date  
 
or approximate date for medical leave.) 
 
The reason for the leave is _____________________________________________________________________ 
 
_____________________________________________________________________ 
 
_____________________________________________________________________. 
 

 
Employee Signature ________________________________Date _______________ 
 
Action Taken _________________________________________________________ 
 
Director Signature ________________________________ Date ________________ 
 
Owner Signature  ________________________________ Date ________________ 
 
 ( ) Medical   ( ) Emergency 

Teacher Assistant - Job Description $11.00-14.00 per hour
· Assist staff with both long and short range activities in accordance with curriculum objectives, developmentally appropriate practice and program philosophy.
· Maintain daily open communication with parents
· Maintain confidentiality
· Report any suspect abuse to supervisor
· Arrange a classroom environment in accordance to program goals and philosophy
· Maintain a safe and healthy environment
· Inspect and replace damaged or lost materials
· Attend Inservice and staff meetings
· Keep all appropriate records such as records, attendance and time sheets.
· Meet all applicable licensing regulations
 Lead Teacher/ Director’s Assistant Job Description $13.00-25.00 per hour
· Plan both long and short range activities in accordance with curriculum objectives, developmentally appropriate practice and program philosophy.
· Meet the emotional, social, physical and cognitive needs of each child
· Encourage assistants to contribute to curriculum planning
· Coordinate field trips
· Prepare monthly plan charts
· Complete bi-annual assessment of children's development
· Report progress of children to parents in bi-annual reports and through parent-teacher conferences
· Maintain daily open communication with parents
· Keep accident reports
· Maintain ancedotal records
· Maintain confidentiality
· Report any suspect abuse to supervisor
· Arrange a classroom environment in accordance to program goals and philosophy
· Maintain a safe and healthy environment
· Inspect and replace damaged or lost materials
· Attend inservice and staff meetings
· Supervise assistants, aides and volunteers in the classroom
· Keep all appropriate records such as records, attendance and time sheets.
· Meet all applicable liscensing regulations

Teacher Job Description $12.00-15.00 per hour
· Assist group supervisor with both long and short range activities in accordance with curriculum objectives, developmentally appropriate practice and program philosophy.
· Provide input for bi-annual assessment of children's development
· Maintain daily open communication with parents
· Keep accident reports
· Maintain ancedotal records
· Maintain confidentiality of all records
· Report any suspect abuse to supervisor
· Arrange a classroom environment in accordance to program goals and philosophy
· Maintain a safe and healthy environment
· Inspect and replace damaged or lost materials
· Attend in service and staff meetings
· Keep all appropriate records such as records, attendance and timesheets.
· Meet all applicable licensing regulations
Daycare Director/ assistant director Job Description $41,000-100,000 per year
A daycare director oversees the operation of a daycare facility, ensuring the little ones they’re charged with caring for are given a safe, happy, and educational environment. Directors may work in nursery schools, daycare facilities, preschools, or other pre-kindergarten settings, but the main focus of their jobs essentially remains the same: making sure all wheels are turning at their centers. And since they’re the go-to for any problem that may arise, they should be diligent task-masters who can think quickly on their feet. Hours vary depending on the facility, but directors typically have a Monday-through-Friday workweek with most regular school and federal holidays off. Natural leaders, they’re generally the highest authority at work, although they may report to an owner or district director.
 
Daycare Director Duties and Responsibilities 
The type of organization daycare directors work for greatly determines the duties and responsibilities they can expect to undertake. That said, there are several core tasks common to all daycare directors, such as:
Develop Programming and Curriculum 
Daycare directors will often play a large role in the programming and educational curriculum offered by the facility. They work closely with the center’s teachers and staff to create programs and learning plans that meet any state and federal requirements, as well as the expectations of the parents. A background in education or instructional design can be useful to the daycare director.
Supervise Staff
Perhaps the most important task of the daycare director is staff management. This may include interviewing and hiring staff members, providing training, ensuring all background checks and fingerprint records have been processed, scheduling, filing timesheets, and observing staff with children. A daycare facility relies on excellent employees for its success, so the daycare director must recruit the top candidates and ensure they adhere to all protocols and requirements. In addition to childcare staff, directors may also hire janitors, kitchen staff, and any other personal needed.
Manage Daycare Facilities
Maintaining safe and well-stocked facilities is a task that falls on all daycare directors. This means ensuring that required safety equipment is available and in working order, no hazards are present, the facility is kept clean and orderly, and any supplies and equipment needed are ordered regularly. They must also adhere to any local and federal regulations and allow regular state inspections of the facility.
Set and Maintain an Operational Budget
Daycare directors are responsible for managing all aspects of their program’s finances. This includes creating and maintaining a budget, setting up a system for bookkeeping and accounting, overseeing accounts payable and receivable, and applying for funding when applicable.
Attract Prospective Clients
Despite the growing demand for childcare, there’s a great deal of competition among daycare facilities. It’s up to the daycare director to map out a marketing plan so locals are aware of their services. This may include setting up a website, maintaining social media accounts, and buying local ads. In addition to getting the word out there, directors are tasked with giving tours to prospective families and staying active through community outreach.
 
Daycare Director Skills and Qualifications
Daycare Directors should have a passion for working with children as well as strong leadership skills. Licensing, certificates, and childhood education credits required for this position will vary by state, but a bachelor’s degree along with two years of experience are typically sought out. Employers also prefer candidates who possess the following abilities:
· Business management – daycare directors run all aspects of their facilities, from setting up security systems to overseeing the program’s budget. Along with being organized and detail-oriented, they must also have working knowledge of state and federal daycare laws and requirements
· Classroom experience – since they will be hiring childcare staff, daycare directors know how to handle a room full of squirmy children and are well versed in tracking childhood development, establishing classroom structure, and creating curriculum
· First aid – daycare directors must have knowledge of safety regulations regarding children and stay up-to-date on first aid protocol for the age ranges at the facility
· Managing people – it’s the job of the daycare director to keep staff motivated, hire and train new teachers and support staff, and resolve conflicts in the workplace
· Communication skills – daycare directors are the face of their centers, so they must possess excellent communication skills and feel confident giving tours to prospective parents, writing newsletters, and running staff meetings and retreats. Bilingual abilities may be required at some programs
 
Daycare Director Education and Training
A bachelor’s degree in early childhood education or a similar field is required in most states for daycare director positions, though educational requirements do vary by state. Coursework and experience in childhood development, teaching, and tracking children’s progress is preferred by most employers. Required credentials and licensure also varies by state, but daycare directors will most likely need to pass background checks, provide immunization records, and have up-to-date CDA credentials and certifications in CPR and first aid.

ALL EMPLOYEE HOURLY WAGES AND SALARY WILL BE BASED ON POSTION, EDUCATION, AND  EXPERIENCE, AS WELL AS OTHER IMPORTANT FACTORS.









RAISES
Daycare employees will be considered for raises upon completion of the 90-day probationary period.  Please note that all raises will be based on performance and are not automatic.  Performance evaluations will be performed annually on the employees anniversary date (the date regular employment began) and the employee will be considered for a raise at this time.  There will be 4 Appraisal ratings
1- Unacceptable Performance: 0.00% increase permitted
2- Partially Meets/Needs Improvement: 0.00% to 2.00% Increase Permitted
3- Meets Expectations: 2.25%-3.00% Increase Permitted
4- Far Exceeds Expectations 3.50% to 5.00% Increase Permitted
BONUSES
An annual bonus will also be offered to employees.  Each year we have several inspections.  Bonuses will be determined by the results of all inspections.  Each inspection from childcare licensing and SNHD that is passed without demerits will result in a annual bonus of $75-$1000 for each employee.  Please note that the employer will notify employees immediately if the annual bonus is not possible for the year due to the company’s financial state. 













Employee Handbook Acknowledgement Form
 
 
 
 
I have received and read my copy of the Little Steps Early Learning Academy Employee Handbook. I understand that this handbook is intended as a guide for Human Resources policies, benefits, and general information, and that these guidelines are not to be construed as an employment contract.  
 
I understand that Little Steps Early Learning Academy management reserves the right to modify, revoke, suspend, change, or terminate any or all such Human Resources policies and benefit plans, in whole or in part, at any time, with or without notice.  
 
I also understand that employment by Little Steps Early Learning Academy is one of employment at will and is terminable at the will of either Little Steps Early Learning Academy, or myself at any time, and that no representative of the Company other than the President or CEO has any authority to make any contrary agreement. 
  
 
 
_________________________________________
Employee Name (Print) 
 
_________________________________________    __________________ 
Employee Signature                                                                   Date 
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