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Welcome:

Welcome to Magness Creek Early Learning Center (MCELC).  Each employee is selected because of special qualities, talents, and skills needed to create a well-balanced teaching and support staff.  You should be proud of your role at MCELC, and we depend on you to enhance the reputation of the center as an outstanding environment for young children.  

Goals of MCELC

Our goal is to provide each child the opportunity to develop intellectually, socially, emotionally. and physically.  We strive to create a setting in which children find warmth, comfort, and gentleness as well as an abundance of opportunities for exploration and self-discovery.  We believe children learn primarily through active exploration and interaction with their environment, and we strive to provide enjoyable and stimulating experiences to help them excel!  Our goal is to help children achieve confidence, self-discipline, and an enthusiasm for learning and problem solving.
At-Will Employment: 

Since Arkansas is an at-will employment state, you are not under contract for employment.  This handbook is prepared to provide you with information and guidelines; it is not a contract of employment between MCELC and you as the employee.  Thus, employment with MCELC is not for a definite term.  The center or you may terminate employment at any time, for any reason.  General consideration of 2 weeks notice is requested if you are planning to discontinue employment.
All staff members report to a director who establishes and amends personnel policies as required, and at any time.  Staff will be notified of any changes, and this handbook will be available at all times.  Suggestions for inclusion in this handbook are welcome; and if you believe a policy has become outdated or is adversely affecting employee performance, please advise a director.
Statement of Policy: 

MCELC strives for each employee to be treated with respect and in a fair and just manner.  In keeping with this policy, all persons will be considered for employment, promotion or training on the basis of qualification without regard to race, age, gender, religion, or national origin.  MCELC expressly prohibits any form of unlawful harassment of employees and co-workers because of illegal discriminatory factors.  

State Licensing Rules and Regulations: 

All staff are expected to be knowledgeable of State Minimum Licensing Requirements for Child Care Centers, and are expected to follow all procedures as outlined for care of children.  Failure may result in disciplinary action, up to and including termination.  A copy of Minimum Licensing Requirements is available in the office, or at http://www.arkansas.gov/childcare/licensing.

Personnel Requirements:

All employees must be free of any health problems that could interfere with performance of assigned job duties or endanger the health, safety or well-being of children.  Employees must be able to safely supervise young children at all times.  

New employees are required to provide a health card or physician’s statement showing the absence of Tuberculin (Tb); and shall renew this annually.  (2012 DHS Licensing does not require, but recommends Tb Tests.)  Additional tests and/or examinations may be required at the discretion of the director.  The cost of pre-employment exams will be the responsibility of the employee.

State licensing requires each staff member to obtain a minimum of 15 hours of training annually in continuing early childhood education.  Employees are encouraged to pursue optional training in addition to the 10 hour minimum requirement.  MCELC may provide compensatory time or pay (at its discretion) for pre-approved additional training hours.

All staff members shall attend regularly scheduled staff meetings and planning sessions outside of regular working hours, generally not exceeding 2 hours per month.

State licensing requires a Child Maltreatment Central Registry check and FBI Criminal Background check as pre-requisites for employment in a child care facility.  All pre-employment checks will be accomplished at the employee’s expense.  Recurring checks will be paid by MCELC.  For details, see AR DHS Minimum Licensing Requirements.
Guidelines for Performance: 
As a member of our staff, you are expected to conduct yourself in a professional manner at all times.  By following the guidelines in this handbook combined with the National Association for the Education of Young Children (NAEYC) Code of Ethics, you will be well on your way to meeting the goal of excellence.  Always keep the NAEYC Code at the forefront of all decisions concerning children, families, and colleagues.  A copy of the code is available in the office, or at http://www.naeyc.org/.  
Teachers must provide warm, nurturing interactions on the child’s level.  Such interactions should provide guidance and developmentally appropriate early education.  Direct supervision of every child is expected at all times.  Failure to provide supervision will be subject to discipline up to termination.  
Be sure that you adhere to DHS staff/child ratios--make sure that you receive additional help when the number of children approaches the DHS limit.  Ratio adherence is a dual responsibility of teachers and management.  Never leave your group out of ratio for any reason other than an extreme child emergency that requires leaving the group for emergency assistance.  
Confidentiality: 

Due to the sensitive nature of information that you will know as a teacher of young children, it is imperative that you keep sensitive information confidential.  Any information about children or their families must be shared on a “need to know” basis only.  Follow the NAEYC code of ethical conduct when deciding to share information.  Protect the interests of each child and family by keeping confidentiality.  Also strive to be supportive of center efforts by avoiding negative or malicious discussions about center issues.  Together we can achieve great early care and education. 

Standards of Appearance and Demeanor:

Use of discretion in style of dress and behavior is essential to illustrate your professionalism.  While performing duties for the center, you are expected to dress neatly and in good taste, and you are expected to behave in a professional manner.  
Use a conservative outlook when deciding upon apparel.  Clothing must be appropriate to engage children in all types of activities throughout the day.  Sitting and kneeling on the floor/ground are frequently part of the job requirement—your clothes should provide adequate coverage for all movement.  Shorts must be longer than fingertip length while standing; no tank tops will be permitted.  Jewelry should be conservative and not present a safety hazard to small children.  Footwear must be appropriate for the situation--flip-flops must not present a safety hazard and allow you to engage the children in activities on the playground as well as indoors.  A director may require an employee to clock out and return to work appropriately dressed.
You must use good judgment in your behavior at all times, to best represent yourself and the center.  You must be punctual and dependable, tactful and helpful—and most importantly, have fun and a good attitude!  Let the children know how much you enjoy their laughter and sharing their day!  Let parents know you take pride in your work—conduct yourself in a way that conveys this attitude.  
Staff Schedules: 
All staff schedules will be posted in the office.  Hours of work are subject to change by administration to meet the needs of our families.  Any requests for days off must be given in writing two weeks in advance for approval.  Requests for special days at the last minute will be honored whenever possible and when coverage is available. 

Lunch and work break schedules are established by the scheduling director and may be changed according to work and staffing requirements.  Every effort will be made to provide up to a 10 minute break for each shift of 4 or more hours.  Shifts of 8 hours or more may include a 20 minute paid lunch time as staffing requirements allow.  If you leave daycare property during breaks or lunch, you must clock out while absent.  Smoking is prohibited on daycare property per DHS Licencing.  Unspent lunch or break time cannot be used to justify leaving early or reporting to work late.

Paychecks:

Paychecks are calculated bi-weekly at MCELC.  They will be distributed by closing time Wednesday following the pay period.  You may choose direct deposit, which will be deposited in your bank account by closing time of Wednesday payday. 

Overtime/Clocking In and Out:
Hourly employees may not work more than 40 hours without advance authorization from a director.  It is your responsibility to clock in and out properly.  Sign in time shall be no earlier than 5 minutes before the designated start time, and sign out shall be no later than 5 minutes past the designated finishing time, unless authorized or requested by a director.  Any failure to clock in or out properly may result in a delay in payment of wages due. 

Paid Holidays:
MCELC grants paid holiday time off to all regular employees (with at least 12 months of employment) for the following holidays:  New Year’s Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and the Friday after, Christmas Eve and Christmas Day.  You must work both the day before and the day after the specific holiday to qualify for holiday pay. 

Calling in Sick:

Call-ins must be done at least two hours before the start of your scheduled shift to allow time to obtain a replacement.  In cases of emergency, you should call as soon as possible.  Excessive absences will result in disciplinary action, up to, and including termination. 

Vacation:

Vacation is earned after a year of service.  Vacations are paid for employees who work more than 35 hours per week.  During the second year of employment, you begin to accrue hourly vacation time, not to exceed 1 week’s regular hours.  Vacation is accrued bi-weekly based on the hours worked in that pay period.  All vacations must be requested and approved by a director.  Any employee who leaves in good standing with proper notification can have pay in lieu of taking accrued time off.  

Childcare Benefits: 

Employees who work more than 35 hours/week are eligible for a 50% discount off regular tuition.  Enrollment will be offered as space allows, with priority given to employee’s children.  All staff parents must adhere to the same enrollment and attendance policies that regular customers observe, and the child or children must be the natural/adopted child or children of the employee, or must have legal guardianship to qualify. 

FMLA: 
To be eligible for Family & Medical Leave Act benefits, an employee must have worked for the center for 12 consecutive months.  MCELC will follow the FMLA as needed for illness of an employee or employee’s immediate family member.  Such leave shall be requested in writing 30 days in advance and will be granted within the extent of the law. 

Curriculum:

Adventures for Toddlers (18-36 month olds) and Adventures in Learning (3-5 year olds) are designed to provide teachers with the instructional guidelines necessary for developmentally appropriate learning activities for children.  Teachers will prepare and submit detailed curriculum activities to a director for approval not later than 1 month in advance.  Curriculum synopsis can be found at:  http://www.arkansas.gov/childcare/advfortoddlers
http://www.arkansas.gov/childcare/adventures/
Accidents: 
All accidents must be reported immediately to a director.  Accident reports must be written, signed by you and a director, given to parents for signature, then copied for the child’s file.  Close supervision of children is the best anecdote to accidents.  Use risk management to keep the environment safe and hazard free--report or remove any unsafe equipment from your classroom or playground areas.  MCELC strives to provide the best possible equipment, maintenance, and working conditions so all children and staff will be safe while they are in our center.  
Telephone:

Calls for or by you should be conducted either before or after a shift, or while on personal break.  Cell phones are not permitted in the classroom, on the playground, or on your person during work.  Violation of this will result in disciplinary action up to and including termination.  In emergency situations, administrators will make arrangements and assist as necessary.

Meals: 

You may only eat center food that is offered to all children in your care while in the presence of children.  Your own meals are to be eaten in the lounge or other area where no children are present.  When the center is serving family style meals, staff may participate by eating with the class during mealtime in order to model appropriate behavior, nutritional choices and manners.  Avoid drinking hot beverages around children to prevent possible burns.  Any beverages other than those being offered to children must be consumed from a closed, unmarked container and kept away from the children.  Keep respect for all of the children at the forefront of decisions regarding food. 

Child Maltreatment Reporting:
MCELC staff are required by law to report allegations or incidents of suspected child abuse or neglect to the proper authorities—call the Child Maltreatment 

Hot Line 1-800-482-5964.  (Clarification—These reports of child maltreatment shall include all allegations made by parents, staff members or the general public.  Call Child Care Licensing for guidance if there is any question about whether or not the Hot Line should be called regarding any situation where potential child maltreatment is involved.)  
In the event of a complaint concerning the welfare of a child, all children enrolled at MCELC are subject to interview by the Child Care Licensing Unit, child maltreatment investigators and/or law enforcement officials for investigative purposes and/or determining compliance with licensing requirements.  (Child interviews do not require parental notice or consent.)

Behavior Guidance:
MCELC policy is to positively reinforce appropriate behavior; redirect inappropriate behavior through verbal interaction.  Our goal is to teach children acceptable behavior and encourage internal control and patience.  

Inappropriate behaviors include:

1. Actions that could cause harm to the child, other children or staff.

2. Non-conformity to classroom or playground rules.

3. Actions that disrupt the group or interfere with classroom activities.

4. Actions that show disrespect to adults, classmates, or surroundings.

5. Inappropriate language, to include swearing and racial slurs.

If a child does not respond to verbal instruction as to how he/she is supposed to behave, a child that is at least 2 years old may be removed from an activity or given “time out” from the group for a number of minutes up to their age.  (Example:  Not more than 2 minutes for a 2 year old; 3 minutes for a 3 year old, etc.)  For children under 2 years of age, brief separation from the group will be used if the child’s behavior places the child or others at risk of harm.  

Ongoing misbehavior will be discussed with parents and documented on an incident report for the parent’s signature.  The original report is kept in the MCELC office.  If misbehavior continues, an intervention plan will be developed by the teacher(s), director, and the child’s parents to eliminate the behavior.  Suspension or expulsion may be written into the plan if deemed necessary.  

Biting Policy:
Unfortunately, biting is a developmental milestone that many children explore during the toddler years; it is not unexpected when toddlers are in group care.  We recognize how upsetting a biting incident is for children and their parents.  Biting is never the right thing to do, yet children bite for a variety of reasons to include:  teething, limited verbal skills, frustration, and imitation.  

When biting occurs, our response is:

1. Attend to the child who has been bitten; clean the area with soap and water and apply ice if necessary.  If there is a puncture wound, parents will be notified immediately.

2. Briefly express our strong disapproval of biting, then redirect the child who bit

3. Try to identify the reason for the child’s biting and minimize future biting attempts.

Parents will be informed personally and privately the same day.  An incident report will be prepared by the MCELC teacher for the parent’s signature.  The original report is kept in the MCELC office.  The names of children involved are kept confidential to avoid labeling a child unfairly.

If a child bites twice in one day, the parent will be called to pick up the child.  If this happens twice in one week, an intervention plan will be developed by the teacher(s), director, and the child’s parents to eliminate the behavior.  We will not use any response that harms a child or is known to be ineffective.  Parents and staff must work together to improve and eliminate the child’s biting behavior.  If a child continues to bite with little or no sign of improvement, MCELC reserves the right to suspend or exclude the child from the program.  

As children grow and develop verbal skills, we expect biting to stop.  If a child age 3 years or older bites, parents will be called to pick up the child immediately and an intervention plan will be set up at that time.  Should the child bite a second time, we reserve the right to suspend or permanently exclude the child from the center.

Sick Child Policy:
Many contagious illnesses begin like the common cold.  Parents should keep their child at home if he/she shows signs of cold or illness.  This is for the protection of the child as well as the protection of other children and teachers.

A child should be kept at home if he/she is sick, has a fever, severe cold with runny nose and/or cough, irritated eyes with discharge, nausea, vomiting, diarrhea, sore throat, swollen glands, rash, mouth sores with drooling, is listless or drowsy, consistently complains of headaches, or has head lice, ring worm, or impetigo.  If a child displays any of these symptoms, parents will be called to pick up their child immediately.
If a child has a communicable disease such as chicken pox, pink eye, influenza, head lice, ring worm, or any diagnosed virus, please notify all  teachers and the office.  Notes can then be posted to make other parents aware and watchful for symptoms in their children.

Children who have been ill may not return to the center until they are no longer contagious and are ready to participate in the full program, including outdoor play.  Children should be symptom free for a full 24 hour period before returning to school.  This includes being fever-free a full 24 hours without the use of fever-reducing medication.  A statement from the child’s physician may be required stating that they are free of the contagious illness.

Medication:
Medication may only be administered with a completed and signed Medication Permission Form.  Prescription medications will only be administered if they are in the original container with the child’s name, date, dosage, and expiration clearly indicated.  

Sunscreens, diaper creams and ointments will only be administered with this written permission.

If a child has asthma, severe allergies or any diagnosed medical condition that requires medication to be on MCELC premises for quick administration, it is the parent’s responsibility to assure a current, serviceable prescription is available to the child.

Medications can not be kept in a child’s bag during the day.  If medications need to be brought between home and MCELC daily, parents will give the medication to the office director upon arrival.  It will be stored in a secure location, out of reach of children.  Parents will need to request the medication when checking the child out for the day.

Orientation/90-day Review:
New employees will receive orientation to MCELC policies and procedures.  Orientation should begin on the first day of employment and continue throughout the first 30 days.  Each staff member will be assigned a mentor to make sure that all procedures are explained and demonstrated.  A 90 day review will evaluate an employee’s performance of all expectations explained during orientation--staff will prepare a self-evaluation and input from co-workers and parents may be requested.  Any staff member may ask the mentor or director for further explanation of policies at anytime. It is each staff member’s responsibility to uphold center expectations at all times. 

Progressive Disciplinary Action:

You are expected to follow all policies and procedures for the safety of the children in your care and smooth operation of the center.  When job performance appears unsatisfactory, progressive discipline procedures will be followed.  These procedures may include, but may not be restricted to the following:  verbal warning, written warning, administrative leave without pay, up to termination.  Nothing in this policy or in the handbook is intended to limit in any way the center’s right to terminate employment at any time, with or without cause and with or without advance notice. 

Misconduct: 

It is not possible to list all forms of behavior that are considered unacceptable in the workplace.  The following examples are listed for the guidance of all.  Infractions of these may result in disciplinary action up to and including immediate termination:
1. Neglect or physical/mental abuse of a child 

2. Physical discipline of a child

3. Withholding of food, nap, or other comfort from a child 

4. Shaming, humiliating, frightening, labeling, or using harsh tones of voice with a child 

5. Leaving a child unattended (inside or outside) 

6. Allowing a child to leave the center with an unauthorized person 

7. Failure to report to work without proper notification 

8. Falsification of records (i.e. employment application, time clock, employee records)

9. Conviction of a felony for any offense committed while employed by the center 

10. Receiving a DUI if the you transport children for MCELC
11. Sleeping while supervising children 

12. Excessive or habitual absenteeism or tardiness from work 

13. Insubordination that shows gross disrespect for other staff, administrators, or parents 

14. Use of intoxicants while on duty or reporting to work under the influence of intoxicants.

Conflict Resolution:
Every effort is made to provide a respectful and professional working environment.  The 

expectation is to respect colleagues and support each other in maintaining the NAEYC 

Code of Ethics.  When a concern arises, please discuss it with the person involved first to seek a resolution.  If the concern is not resolved, discuss it with a director to seek mediation.  If an agreeable settlement cannot be reached, the director will make a final determination to resolve the matter.
Conclusion: 

We welcome you to our staff family.  We are proud to have you as a member of MCELC staff, and hope you have a long and satisfying career with us!  Share your passion for children daily and your rewards will be many! 

MAGNESS CREEK EARLY LEARNING CENTER
Employee Orientation/Training
Employee: ________________________________Classroom:__________ 

Orientation Mentor:_________________________ 

Please initial each item to document that you fully understand and will adhere to the expectations of each policy indicated below.
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