
Staff Handbook

Our Mission
	We believe that children should have a safe, nurturing, and educational place to go when their parents are absent. It is our mission to offer such a place to parents and children. In offering this service, we feel that it is very important to give each child individualized, and loving care. It is also our mission to help parents and children in any way that we can, by answering questions, offering information, and serving their individual needs. 
	It is our belief that children learn best through experience, while in a safe, loving and supportive environment.  Offering this nurturing environment supersedes all other employee duties. 

Employment Information
	This center adheres to a nondiscrimination policy with, children, parents and applicants for employment. We will not discriminate on the basis of race, color, religious background, national origin, ancestry, sex, sexual orientation, marital status, age, handicap, disability, or medical condition, so long as the applicant meets the center requirements for the position for which they are applying. 

Employee Requirements

The applicant must complete all of the following forms.
1.Employment application (LIC 501)
2. Health screening-physical signed by a physician  (LIC 503)(reimbursed by center at 
    time of employment.)
3. TB test administered within the past year
4. Receive preventative health training (offered by center)
5. Verification of clear Hepatitis B test within the past year, or signed waiver
6. Criminal record statement(LIC 508) (any person with an exemption must report any 
    further arrests, convictions or parole infractions to the director immediately)
7. Live Scan Fingerprint Clearance
8. Emergency and medical release form
9. Acknowledgement of employee rights (LIC 9052)
10. Acknowledgement of suspected child abuse reporting responsibilities
11. Confidentiality statement
12. Official transcripts
13. Certification in pediatric CPR and First aid. (Will be paid for by the center if 
      applicant is not already certified- training must be from American Red Cross, the 
      American Heart Association, or an EMSA approved program)

 


Staff Orientation/ Training

All new employees will be required to attend a staff training that will cover the topics of discipline, health and safety, and policies and procedures.  This orientation will be paid, and offer new employees an introduction to the program. 

Employees will also be required to attend twice monthly paid staff meetings.  Staff trainings and opportunities for staff development will be offered monthly regarding pertinent topics such as safety, nutrition, sanitation, supervision, signs of illness, or other necessary issues. These trainings will be led by the director or another trained professional such as the fire chief. If an employee is seeking further education in CD/ECE, the center will pay for up to three units per semester of classes at Mendocino college.  We will also cover costs for CPR recertification, and workshops offered by First Five or other community resource agencies. 

Break/Lunch Periods

Under 4 hours---- no break
4-6 hours---------- 15min paid break
5-6 hours---------- optional to offer 30 min unpaid along with 15 min paid
6 hours or more--- 15min paid, plus 30min unpaid lunch
Staff shifts will vary depending on number of children present.

Time Cards/Salary 

Individual staff members must fill time cards out daily. Estimated times are not allowed. Employees will be paid the on the 7th of each month. If the seventh falls on a Saturday, employees will be paid on Friday. If the seventh falls on a Sunday, employees will be paid on Monday.  Staff members will be scheduled according to daily child attendance. Daily hours will range between 2 and 9 hours depending on qualifications.  A Director or Assistant Director will be present at all times, and a staff member qualifying as a Teacher will be present in the classroom at all times.  

Salary
Employees will be hired at the following payment levels
Aide:$8.00
Teacher:$9.00
Head Teacher:$10.00 
Director:$14.00

Aide: 18 yrs of age
Teacher: 6 approved units (must submit official transcript) working towards
	12 approved units (must submit official transcript)
 Head Teacher/Assistant director: 15 approved units including at least 3 units of supervision/staff relations (must submit official transcripts & documentation of experience)
 Director: BA or AA in ECE or related field including 3 units of supervision and appropriate amount of experience.

Payment increase: A raise in payment level will be given whenever an employee completes the requirements for the next highest level. Employees will also be considered for a raise within their payment level at least every 250 hours.  A raise will only be granted if work performance has been satisfactory.

Policies

Attendance

Employees of the center must have excellent attendance. None of the positions are ones that can be easily filled by a substitute, especially at the last minute. The children rely on consistent, supportive and reliable care. Please do not be absent unless it is unavoidable.  If you must be absent because of an illness, or family emergency, please call the director as soon as you know you will not be coming in. If your absence is planned, please notify the Director at least one week in advance. If you are absent more than two times a month, without notifying the Director in advance, a conference will be requested.  If the unexcused absences continue, your position may be terminated.

It is also very important that you are on time. We maintain a strict teacher to child ratio. When you are late parents may not be able to drop off their children. Please call if you are running a few minutes behind. Excessive tardiness will result in the same process as excessive absence. 

Work Ethic/ Apparel

When at work, please work. Discussion amongst teachers should be minimal, unless planning an activity or discussing a problem. You should be talking, and playing with the children throughout the duration of the day. 	Most behavior problems and child injuries occur when teachers are not paying attention. 

You have this job because you love children. Therefore, treat the children with respect, interest, patience, and understanding. Above all have fun, and work to create an environment that is encouraging and engaging. 

Please wear clothes that can get dirty, and that you can play in. Sitting in the sandbox in a dress is usually and unpleasant experience.  Parents usually do not want to see revealing clothing, so please cover up. DO NOT wear any clothing advertising drugs, alcohol, or cigarettes.  Dress warmly, and always bring a jacket. It can get cold and breezy when you have to stand outside for an hour or more.

Please do not wear any perfume, body splash, or other “smelly” items. The director, and many children do not like, or are allergic to such smells. 




Confidentiality

Do not, under any circumstances, talk about children and families when you are outside of the center. This is a small town and chances are Uncle Joe may be standing behind you. It is also a mater of respect, trust, and policy that you do not speak about children and families to other parents, or anyone else not directly involved in the center. When children must be discussed, it should be during staff meetings or in private, and only for the benefit of improving the child’s care.  Talking about children during class time, in front of other children, is absolutely unacceptable.  As a rule of thumb, do not discuss any information about a child or family, unless it has to do with the child’s immediate daily care.

Disciplinary Action

The director of the facility will attempt to work out problems through conferences, written warnings, and discussion before an employee is dismissed. There are some infractions that will result in the immediate termination of an employee’s position.

Using physical punishment or abuse of any kind on a child. This includes hitting, hurting, humiliating, unnecessarily isolating, withholding food, screaming at, or otherwise physically or emotionally abusing a child. 
If an employee is accused of an abuse listed above, they will be immediately discharged if it is discovered that they are in fact abusive.  They will be on suspension and have no physical contact with the children until the matter is settled.  This may be with or without pay.
Mistreatment or abuse of parents is also grounds for dismissal.
Violation of the confidentiality policy discussed above.
Willful destruction of center property
Failure to supervise children, including falling asleep at work, or leaving children alone at any point in time
Failure to perform assigned duties
Having more than two absences in one month that are not preplanned or excused. This includes failure to notify Director that you will not be present on your assigned workday. 
Any inappropriate sexual. behavior towards children, staff, parents, or co-workers
Evaluation
You will be evaluated at least every six months to determine if you are adhering to center policies, and fulfilling your job description.  You must perform satisfactorily in all areas of your job description in order to receive a pay increase. This process helps teachers see the areas that they need to work on. It also points out their strengths and areas of excellence. 


Personal Information

The center must keep a staff file on all of its employees. If any of your information needs to be updated, such as transcripts, address change, or change in fingerprint status, you must contact the director. You may have access to this file. We will keep your files for three years after you leave the center. 


Complaints/Resignation

The director welcomes any complaints or criticisms. If you have a problem with another teacher or staff member, please refrain from discussing the issue behind his/her back. If face-to-face contact is impossible, please approach the Director or the Assistant Director. We will attempt to remedy the situation.

If you are going to resign, two weeks notice is required to receive a future recommendation from this facility. Two weeks is hardly enough time to adjust to the loss of an employee. It requires a lot of work to find qualified personnel, so please be courteous, and give as advanced notice as is possible. 

Mandated Reporting of Child Abuse

Law states that childcare providers, or any person having regular contact with children due to their job description, are required to report any suspicion of child abuse or neglect to Child Protective Services (CPS) and the facilities licensing agency.  If the suspicion is reasonable, the parents will be notified, and an investigation will be completed. This investigation may include, but is not limited to the observation, interviewing, and auditing of the children, staff, or facility records.  Because staff members are mandated reporters, they have immunity from liability when making a report to CPS.  If child abuse is suspected, the center polices on confidentiality do not apply when contacting CPS. The family and child’s welfare are the first concern in situations of suspected abuse. Every attempt will be made to remedy the situation, before action is taken. Please review the attachment Staff Concerns Regarding Abuse, prepared by CPS. A clearer definition of what constitutes abuse can be found below:
a physical injury, which is inflicted purposefully on a child by another person
sexual abuse, including assault and child pornography or exploitation
willful cruelty or unjustifiable punishment of a child resulting in harm or mental suffering
corporal punishment or injury
neglect, including both severe (starvation) and general (lack of cleanliness and parental attention that leads to child’s suffering)
If a staff member suspects abuse, they are to immediately:
Report to the Head Teacher or the Director the suspected abuse
The Director will make a verbal and written report to CPS (707) 463-7990 and Social Services Community Care Licensing (707) 588-5026
Parents will be notified by the Director or CPS
A copy of the report will be kept on file
THIS PROCESS IS TO REMAIN CONFIDENTIAL
CPS will perform the investigation and staff are to support the children and families throughout the process. 


Employee Health and Safety Policies

Injuries. If an employee is ever hurt on the job, they must tell their superior, or the Director, about the injury before leaving for the day. If it is determined that medical intervention is needed, employees must tell their doctors that their injury is work related.

Illnesses. Illnesses are a common occurrence in childcare. Please protect yourself and WASH YOUR HANDS often. A good rule of thumb is: if you have not washed your hands in the past 15 min, you are probably not washing them enough. The simple act of scrubbing with soap for at least thirty seconds can protect you from many sicknesses. In addition it is important that you wear gloves whenever you come into contact with the bodily secretions of a child. This includes urine, bowel movements, mucous, and blood. Wash your hands thoroughly after dealing with saliva. 
	*Attached is a list of contagious diseases/ailments found often in childcare 
centers

Cleanliness. Keeping yourself and your environment clean also minimizes on work related illnesses and accidents. Toys and materials should be sanitized regularly. Toilets and sink handles should be sanitized after every use. The classroom should be kept as tidy as possible, and will be cleaned at the end of every day. Both children, and employees, benefit from a clean and sanitary classroom.

Specific Job Descriptions are Attached




