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Employee Handbook
             1780 Silver Lake Road ∙ Bartlesville, Oklahoma ∙ 74006

                                        Phone 918∙333∙8630       
Wesleyan Kiddie College (KC) is an outreach ministry of the First Wesleyan Church of Bartlesville, Oklahoma, and was established to serve the families and children of the community. This service has grown from a sincere love for children and a desire to help them “increase in the wisdom and stature and favor with God and man.” Luke 2:52

We recognize that God is the ultimate authority. God also establishes earthly governments in authority over us. Thus, we intend to comply with all laws and desire to maintain favor with both God and man.

The success of KC is a team effort. Every person employed is responsible for the organization's well-being. Each employee is responsible for respecting their co-workers and the families KC serves. Each employee must do their best to ensure success. If we sustain a team effort, we will maintain a quality service and be able to compensate our employees adequately. You will find that the administration is committed to operating with honesty and fairness. All employees are free to discuss any problem relating to KC policies with any administration member.

This handbook provides guidelines for your daily work activities and other necessary information. Please familiarize yourself with it. If anything is unclear, direct your questions to the administration. Misinterpretations do not excuse a violation of policy.
Mission Statement

KC wants to foster a child’s Early Steps to become a Godly Walk. Our mission is to be under 
Proverbs 22:6: “Train a child in the way he should go, and when he is old, he will not turn from it.”
Qualifications for Ministry

KC was formed as a community outreach and an evangelism arm of First Wesleyan Church. As an employee at KC, you will fill a vital role in the ministry. FWC desires all employees to have a relationship with Christ. If you are not a believer, we sincerely want to share Christ's love with you and others. 
Lifestyle, both at work and outside of work, must reflect the highest moral standards.

We encourage each staff member to be involved in an active ministry within a local church and to have a daily devotional time. These activities will equip the teacher with the strength, wisdom, and knowledge to share Christ with parents and in the classroom throughout the day.

School Philosophy

KC is here to serve the community and families who seek a Christ-centered facility for their children. Our goal is not only to teach them academically but also to train them biblically in the knowledge of God. 

Our program is designed to provide your child with opportunities for physical, mental, social, and spiritual development. KC recognizes the Biblical importance of developing each child's mind, body, and heart and strives to model that in each classroom.
Our goals are to provide an opportunity for each child to:

· Develop self-confidence.
· Work and play cooperatively.
· Develop respect for himself/herself and others.
· Develop intellectual curiosity.
· Become aware of his/her behavior. 

· Establish social relationships outside the family.
· Develop fine and gross motor skills.
· Develop physical skills.
· Develop good communication skills.
· Develop an awareness of his/her relationship with God.
Teacher Guidelines

Teachers and staff members should be active participants in all activities with the children. Teachers should join in in activities and stimulate the children’s interests by asking questions that help to extend their play.

Teachers and staff should model acceptable behavior by consistently following classroom rules. Teachers and staff should always emphasize the positive behaviors of children to foster a sense of appreciation when they follow the rules. A teacher may use a time-out as a method of discipline only after other methods of redirection have been tried. Time-outs should never exceed the child’s age (e.g., 2 years, 2 minutes).
Teachers should inform the Director or Assistant Director of any injuries and fill out the front and back of an accident report immediately. Making an accident report promptly will help monitor any physical or behavioral changes resulting from the injury. Observation reports should also be filled out if an accident involving two or more children occurs. Please note that parents do not need to sign the observation reports; they are for our records only.
It is essential to develop “room awareness”; that is, to be aware at all times of what is going on in the room. When not assigned to a particular area, the staff should relocate to the area where they are most needed. Staff-to-child ratios should always be kept within DHS guidelines.

Use a quiet, warm, yet firm voice when talking to the children. Always approach the child and speak directly to them. It is essential always to show respect to children.

Classrooms should be kept clean and orderly. Involving children in household chores will teach them the value of personal belongings and the importance of taking care of others’ spaces. Teachers should clean toys regularly to ensure the environment remains healthy. Having a cleaning crew is a privilege and should not be taken for granted.

Allow and encourage the children to do things for themselves. Set up activities designed to be independent of teacher supervision. Let the child work on things without interfering.
Give the child sufficient time to try to solve the problems. Be prepared to attend when necessary. Ask questions that will help the child arrive at the solution.

It is essential to maintain daily notes on the children and exchange information with other teachers regarding a child's issues or progress. All information must be entered into the tablet on the Pro-Care app as soon as the activity happens or shortly thereafter. If the internet requires us to use the app, then a daily sheet must be filled out for every child.
Work on developing a positive rapport with the parents. Be friendly and helpful. Make them feel welcome in the classroom. Relay positive information about the child to the parent daily.

Remember, you are a model for children to follow. Set a good example. Be empathetic, respectful, and encouraging.

Mealtimes
Encourage, but do not force, children to try everything on their plate. Comments should be positive. Food cannot be withheld from a child as a form of punishment. Children should not be disciplined for accidental spills. Mealtimes are as follows:
Breakfast: 7:45 am - 8:15 am

Lunch: 10:45 am – 11:15 am

Snack: 2:30 pm – 3:00 pm

At breakfast, snacks, and lunch, the staff should encourage proper table manners, stimulate conversation, and encourage self-help skills. Reassure children to try new foods by talking about the textures, ingredients, and how the food is grown.

Infant Feeding: Proper nutrition is essential to an infant's/toddler’s growth and development. Our goal is to provide close attention to the general and individual nutritional needs of the children in our care.
Formula Preparations: The formula should be brought to the facility in a factory-sealed container and labeled with the child’s full name.
The preparation surface will be sanitized before preparing the formula or food.

The teacher’s hands will be washed before preparing formulas or food.

One of your child’s clean bottles will be used to prepare the formula.

The formula will be prepared according to the directions on the container.

Microwaves should not be used to heat formulas, breast milk, or baby food.

A bottle warmer will be used to heat your child’s formula.

Any formula remaining in a bottle or food remaining in a serving container after feeding shall be discarded.

If the feeding has taken over 1 hour to complete or the bottle has been unrefrigerated for 1 hour, the milk shall be discarded.

Dirty bottles and equipment will be placed in a tub to be adequately cleaned in the kitchen.
Continuity of Care
This policy supports our philosophy that young children develop best in stable, secure relationships with consistent caregivers. Continuity of care fosters children’s emotional well-being and promotes optimal development through attachment-based, relationship-driven practices.

Guidelines for Implementation:
Primary Caregiving: Each child is assigned a primary caregiver who leads in providing routine care and communicates regularly with the child's family. Primary caregivers are responsible for building a responsive relationship with the child and family. Minimal Transitions: Children remain with their primary caregiver and consistent peer group for as long as developmentally appropriate. Infants through 18 months typically stay in a classroom for up to 6 months. Children aged 2 years and up usually remain with the same teacher/class for up to a full year. In some cases, if there is a need to move a child earlier, the teacher and director will schedule a meeting and communicate with the parents to gauge their feelings about the move.
Transition Planning: When a move to a new room is necessary, it is based on developmental readiness (not solely on chronological age). Teachers must collaborate with the Director and families to create and follow a written transition plan.

Family Engagement: Teachers should foster open communication and respect for each family’s insights and concerns throughout the continuity process and during any classroom transitions.

Professional Responsibility: Staff are expected to support this policy through ongoing observation, documentation, and intentional teaching practices. Stability in staffing is key; staff should communicate any concerns that may impact continuity, such as potential time off or classroom transfers.

Exceptions
In some cases, due to staffing adjustments, family requests, or unique developmental needs, variations may be made. These decisions will be made collaboratively, with administrative oversight and clear communication among all parties involved
Family Orientation:
All staff are expected to support and participate in the family orientation process to create a welcoming environment for new families. Some of the staff responsibilities may include, but are not      limited to:
· Preparing the classroom to ensure it is visitor-ready.

· Greet families warmly and introduce yourself and your role.

· Engaging with the child to build comfort and connection.

· Providing insight into daily schedules, routines, and curriculum.

· Answering parents' questions professionally and referring them to leadership as needed.

Transitioning

At Kiddie College, we recognize that classroom transitions are crucial milestones for children, their families, and our staff. Smooth transitions promote emotional security, consistent care, and successful learning outcomes. This plan outlines the procedures and expectations for moving children from one classroom to the next age group.
· To provide continuity of care.

· To support children emotionally and developmentally during transitions.

· To communicate clearly with families and staff about the transition process.
· Teachers and administration will assess children’s readiness to move based on age, developmental milestones, and classroom availability.

· Decisions will be individualized, considering each child’s social, emotional, physical, and cognitive development.
· Families will receive advance notice of upcoming transitions.

· Teachers will meet with families to discuss the child’s progress, readiness, and expectations for the next classroom.

· Parents will be provided with information about the new classroom’s schedule, curriculum, and teachers

· Gradual Visits: Children will visit the new classroom in short, planned increments before making a complete transition.

· Consistent Support: A familiar teacher may accompany the child during initial visits to provide comfort.

· Gradual Schedule Adjustment: Children will begin with partial days in the new classroom and progress to full days as they adjust
· Current and future teachers will meet to share information about each child’s needs, routines, and learning styles.

· Teachers will provide families with a clear overview of what to expect in the new classroom environment.

· Documentation (portfolios, assessments, daily routines) will be transferred to the new teaching team.

Final Transition

· A final transition date will be communicated to families.

· Children will begin attending the new classroom full-time once they are comfortable.

· Teachers will celebrate the child’s move with positive reinforcement (e.g., certificates, special recognition).

Ongoing Support
· Staff will monitor the child’s adjustment during the first weeks and communicate progress with families.

· Teachers will provide additional support as needed to ensure the child’s comfort and success.

Staff Expectations

· Follow the transition timeline set by the administration.

· Maintain open and positive communication with families.

· Collaborate with colleagues to ensure a smooth and supportive transition.

· Keep the child’s emotional well-being as the highest priority throughout the process.

Ensuring all documents and forms are completed and returned.
  Orientation is a vital opportunity to build trust, alleviate family concerns, and facilitate a smooth transition for children into our care. All staff contribute to making this experience positive.
Breastfeeding:
Mothers will be supported by providing a designated area for nursing mothers to breastfeed.
Breast Milk Bottle Preparation:

· Breast milk will be refrigerated or frozen as soon as it arrives at the childcare program.

· Your child’s full name and the date the milk was expressed should be on each bottle or bag of milk.

· Refrigerated, but not previously frozen, breast milk must be used within 48 hours.

· Breast milk that has first been frozen and then thawed in the refrigerator must be used within 24 hours.

· Frozen breast milk will be thawed under running water in the sink or put into the refrigerator to be used later in the day.

· The preparation surface will be sanitized before preparing breast milk.
· The teacher’s hands will be washed before preparing your child’s bottle.

· One of your child’s clean bottles will be used to prepare the breast milk.

· Microwave ovens will not be used to heat breast milk.

· A bottle warmer will be used to heat your child’s breast milk.

· Breast milk will be gently mixed, not shaken.

· If the feeding has taken over 1 hour to complete or the bottle has been unrefrigerated for 1 hour, the milk shall be discarded.

· Dirty bottles and equipment will be placed in a tub to be cleaned appropriately in the kitchen.

· All bottles, nipples, and other equipment for bottle preparation will be cleaned and sterilized before each use.

Infant Feeding:

· Infants will be held or fed in a setting.
· Infants will be fed “on demand” as much as possible.
· Formula and breast milk will be the only milk products served to children younger than 12 months of age unless medically indicated by the child’s health care provider.
· No medication or cereal will be added to the bottle unless medically indicated by the child’s health care provider.
Baby Food & Solid Food

· When highchairs are used, caregivers will use safety straps.
· Kiddie College will use commercially packaged baby food.
· Baby food is served in a separate dish from the original package unless the entire content of the container is going to be used.
· A separate spoon is used for each child.
· Any uneaten food will be discarded at the end of the meal.
· Food brought from home is:
· Labeled with the child’s full name.
Not previously opened, unless homemade or frozen
· If food is left over, it will be sent home or thrown away at the end of the day.
· After 6 months, children will be encouraged to self-feed depending on their skills in this area.

· Food will be cut into ¼ inch pieces for finger feeding by children. Utensils will be provided for children who are able to use them.
Rest time:
All classes have a supervised rest period. Each child is provided with rest equipment that is specifically assigned for their use. If another child uses the rest equipment, it will be properly sanitized and re-dressed in clean linens.

Oklahoma Childcare Licensing requirements prohibit the use of blankets during rest time for children from birth through 11 months of age. Swaddling is not permitted and can’t be used as a way of sleeping in the infant room; babies under a year can use a sleep sack. KC uses sleep sacks as an alternative to blankets. Each child has their sleep sack, which is washed daily with form-fitting crib sheets. All infants are placed on their backs for rest time. Babies may have binkies in their cribs, but nothing such as a binky clip or stuffed animals can be attached.
Child Cleanliness

Check the groups frequently for runny noses, wet pants, dirty faces, and other signs of illness, as you move around the room. Anticipate the arrival of parents and have children
clean and ready to leave. Use the procedure posted in each room for instruction concerning diaper changing.

Soiled Clothing: Clothing that has been soiled with a bowel movement should be handled as little as possible to prevent exposure to germs. Soiled clothing should be removed from the child carefully.

Excess stool material can be shaken into the toilet. To avoid contamination, soiled clothing should not be rinsed out. It should be placed in a plastic bag and sent home to be laundered. Staff should immediately wash their hands. Gloves should be worn while cleaning the child and handling the clothes. Extra plastic gloves are available in the laundry room and should always be close to the toileting areas.

Hand Washing

Proper hand washing is vitally important in maintaining sanitary conditions. Staff and children wash their hands:
· Before and after food handling or serving.
· After toileting or changing diapers/pull-ups/soiled clothing

· After assisting a child with toilet use

· After removing disposable gloves

· Before any activities involving food

· Before and after eating a meal or snack

· After blowing or wiping a nose

· Upon entering the classroom

· After outdoor play

· Anytime bodily fluids encounter the hands.
· The hand-washing method used in our facility is outlined in Appendix C.

Diaper Changing

Diapers are checked upon arrival, every hour following, or when a child exhibits behavior that suggests a wet or soiled diaper. Diapers are changed promptly when damp or soiled. Use gloves when changing children and follow proper hand-washing procedures. The diaper-changing procedures used in our facility are outlined in Appendix C.

Medication

If a child takes medication during school hours, please ask the parents to fill out a medication form in the office. Kiddie College does not administer any medication to children under two years old from the container unless we have a doctor’s note stating the dosage and the frequency of administration. All prescription medication should be checked in the office. The Assistant Director or Director will decide if the medication can be left in the classroom. Medication will only be administered by the designated personnel. Designated personnel are listed in each school.
Medications prescribed for a specific child must be kept in the original container with the pharmacy prescription label containing the number, date filled, physician’s name, directions for use, and the child’s name. It is against Federal Law to give prescription medicine to anyone other than the person for whom it is prescribed.

KC will not give a child fever-reducing medication if the child’s temperature is 99 or above without a doctor’s note. If you feel your child needs a fever-reducing medicine (e.g., Tylenol or Ibuprofen) but you do not have a doctor’s note, please see the director.

Diaper creams, lotions, and sunscreens are all considered medications and require a signed medication form before being administered. The product needs to be documented on both the medication form and the Hi Mama App at the time of use.
Screen Time

Educational screen time should be limited to 30 minutes per week, and it should be prohibited after nap time. Screen time is also prohibited for children under the age of 2.
Playground Safety

Outdoor activities are available for all children. Teachers need to know which activities are suitable for their students. If questions arise regarding outdoor activities, please notify the director. Please be courteous and use your schedule outside time only when directed otherwise. Schedules can be found posted in every classroom and the office.
Teachers should follow proper supervision requirements and actively engage with the children in care. Ensure that all children have used the bathroom before going outside. Children should not be sent back inside to use the restroom by themselves. Outside time is required for 30 minutes per day by DHS for all ages (weather permitting). Weather guidelines are posted in the office as well as in every classroom, along with a contact number for Arvest’s weather line.
· Teachers also need to enforce the playground rules:

1. No throwing toys, rubber, or rocks.

2. Go UP steps and DOWN slides.

3. No climbing on the fences or retaining walls.
Teachers should NOT move big toys without the director’s approval.

Walks

Walks are encouraged and should be planned on time. A note indicating an approximate return time should be left on the classroom door. All classes must return to the classroom, playground, or big room by 4:00 p.m., and classes going to the walking track should return by 4:30 p.m.

Discipline in the Classroom

KC uses a time-out for repeated disobedience. The time limit is one minute per year of age. Spanking, striking, or withholding food, toilet privileges, rest, or outside time is forbidden by law. KC will not tolerate behavior and guidance techniques that break state licensing regulations. Appropriate action will be taken.
Kiddie College believes that disciplining and training children are the primary responsibility of parents. KC will model appropriate ways for children to express emotions, including using words instead of their hands. Inappropriate behavior will be redirected whenever possible. KC encourages children to use words instead of hurtful actions, such as using their hands, feet, and mouths.

At KC, we deal with inappropriate behavior in the following ways: Prevention –
We structure activities and the environment to minimize confrontation.

If a program cannot meet a child’s needs, a decision will be made to ask for a more suitable program.

The following reasons for expulsion include, but are not limited to:

· Inappropriate behavior by a student or parent/guardian that threatens the safety or well-being of themselves, other students, staff, or agents of the program.

· Failure to remit tuition regularly.

· Violation of any documented policy of the parent handbook

· Excessive late pick-up after closing time.

· Dishonesty on the part of the parent/guardian

· Failure to abide by the dress code.

Any other reason would compromise the safety and well-being of all students, staff, and agents within Wesleyan Kiddie College and First Wesleyan Church.

Redirection – We encourage children who are having difficulty interacting with others to engage in another activity or toy, and/or help the child verbalize their feelings. If redirection is not successful and the child continues to act out, we will remove the child from their immediate area and ask them to go to another location in the classroom.

KC uses redirection as our primary means of correction. Time out and the loss of privileges are alternatives if redirection is not working. The child will only be put into time out for 1 minute for every year of their age (ex, 2 years = 2 minutes)

Removal – In extreme circumstances, when the safety of the child and/or others is jeopardized, the child will be removed from the classroom and taken to the office.  Parents may be called and asked to pick up their child. The parents and teachers should work together to modify the child’s behavior. Additionally, there may be circumstances where our program cannot meet a child’s needs, and a decision will be made to seek a more suitable program for the child.

Age-appropriate guidance will be given for the following behavior:

· Hurting others

· Willful disobedience

· Damaging property

Discipline will not be used in association with:

· Food, Rest, or Toileting

· Unintentional or childish behavior
· Teachers will communicate with the parents of the children who are the recipients of aggressive behavior and the parents of the aggressive child. The names of the children who have been aggressors will not be given.
Expulsion Policy
Removal – When the safety of the child and/or others is jeopardized, the child will be removed from the classroom and taken to the office. Parents may be contacted and requested to pick up their child. The parents and teachers should collaborate to modify the child’s behavior. Additionally, there may be situations where parents are called to pick up their child due to the offense.
Biting

Biting is a natural developmental stage that many children experience. It is usually a temporary condition, the most common between the ages of thirteen and twenty-four months. The safety of the children at the center is our primary concern. The center’s biting policy outlines the actions staff will take in the event of a biting incident.

· The biting will be interrupted with a firm “NO… we don’t bite people” or “No bite- it hurts!”

· The staff will stay calm and will not overreact.

· The victims will be comforted.

· Staff will remove the bitterness from the situation.

For individuals aged 2 years and older, the first occurrence will be considered typical. Each parent will receive an accident/Observation report that both parents must sign within 24 hours of the occurrence. If a child bites a second time within one week, the director will meet with the parents to determine the following steps to prevent further biting. If a child bites a third time within a week, they will be sent home for the remainder of the day and may return the following day.
As mentioned previously, KC’s primary focus is to provide a safe atmosphere for all children. KC will take every precaution and step possible to prevent biting from occurring. A parent’s involvement is vital to finding a solution to eliminate biting. If a parent is unwilling to work with KC to stop biting, the child's enrollment will be terminated. If a parent is actively working with the KC staff to prevent future biting incidents, and other preventive measures can be taken, the child’s enrollment will continue.
Child Assessments
Child assessments are essential tools for tracking developmental progress and informing curriculum planning. All staff are responsible for implementing and documenting assessments as part of their regular teaching practice.
Assessment Procedures

· Conduct regular observations during daily routines and activities

· Use approved assessment tools (e.g., ASQ, DRDP, Teaching Strategies GOLD, etc.)

· Maintain up-to-date portfolios for each child

· Complete developmental checklists at designated intervals (e.g., upon enrollment, every 3 or 6 months, and before transitioning to a new classroom)

Documentation & Confidentiality

· Record observations accurately and promptly

· Store all assessment documentation securely

· Maintain strict confidentiality of all child records

· Only sharing assessment information with parents, lead staff, and administration
Family Communication

· Prepare progress reports and share them during scheduled conferences

· Document and communicate any developmental concerns with the Director before discussing with families

· Support families with referrals for early intervention or additional resources when needed

Training/Assessment (Continued) 
Staff will receive training in conducting assessments and utilizing observation tools as part of both onboarding and ongoing education.
Supervision

Providers should directly supervise infants, toddlers, and preschool children by sight and always hear, even when a child is sleeping. To work in the infant room, teachers must obtain “Safe Sleep” training.
Employment Policy
KC has adopted the following as our basic operating policy:
· It is our policy to recruit, hire, train, and promote in all job titles without regard to race, color, sex, national origin, age, handicap, or status as a disabled veteran, except where age and sex are essential bona fide occupational requirements, or where a handicap is a bona fide occupational disqualification.

· We will be promoted from within whenever possible based on ability, performance, and experience.

· We will provide job training and proper leadership to help employees perform their jobs better and advance to their highest potential.

· We will provide safe and pleasant working conditions.

· We will keep employees informed on matters of interest to them about their job, the organization, and its services, and encourage suggestions for improvement.
Status of Employment:
Employees are an asset to KC. We believe that the most desirable kind of employment relationship is one based on mutual understanding and benefit. We will do everything possible to help employees develop their full potential. The purpose of this handbook is to explain policies and benefits of KC that may be updated or changed by the administration without notice.
Employee Qualifications/Job Descriptions

Qualified caregiver qualifications and job descriptions can be found in Appendix A.

Employees are required to undergo a national background check, which includes fingerprinting, before employment.

In addition to caregivers, the following staff members are part of the KC program:
· Nutrition Assistants & Servers

· Maintenance Supervisors

· Maintenance Assistants

The Business Administrator of First Wesleyan hires these specific positions. The job descriptions for these positions are available upon request.
Full-Time Staff
A full-time employee is defined as an employee who works a minimum of 30 hours per week. Break, substitute, and floating positions do not qualify as full-time positions unless an employee has consistently worked 30 hours per week for 18 consecutive working weeks (90 days).
Part-Time Staff
A part-time employee is defined as an employee who works less than 30 hours per week. All insurance options are available; however, they must be paid for in full by the employee.
Benefits

Full-time employee benefits include 50% paid employee-only health insurance, paid leave, holiday pay, and 75% tuition discounts for KC & WCS. Optional benefits include dental insurance, vision insurance, and an FSA account. All optional benefits are paid in full by the employee using an automatic deduction from their payroll.

Part-time employees include the option to pay in full for dental insurance, vision insurance, and an FSA account. All optional benefits are paid in full by the employee using an automatic deduction from their payroll.
Probationary Period
All new staff shall serve a 90-day probationary period. At the end of the probationary period, staff will be considered for either permanent employment or termination.
Employee Discipline
An employee can be disciplined for the following reasons:

· Tardiness, absenteeism, failure to report for work.
· Being under the influence of and/or possession of drugs or alcohol

· Dishonesty

· Failure to observe proper safety procedures.
· Failure to complete duties assigned.
· Discourtesy or verbal abuse of a guest or another employee

· Physical or verbal assault and/or fighting.
· Insubordination

· Violation of policy

An employee will most often receive a verbal warning for a first offense, a written warning for a second offense, and be dismissed after the third offense. A plan of correction will be implemented for individuals who receive a verbal or written warning. Appendix D
Evaluations

90-day performance evaluations will be conducted to determine whether the probationary period has been completed, leading to permanent employment, or whether a separate review is required.
An annual performance evaluation is conducted to determine whether the employee is eligible for a merit increase.

Termination of Employment

The following are reasons for the termination of an employee, but not limited to:
· Physically or mentally abusing any child.

· Falsified documents (i.e., employment application, transcripts, timecards, etc.)

· Use of an illegal substance

· Bring any weapon to the center

· Intoxication at the center

· Smoking at the center.

· Unexcused absences or tardiness.

· Failure to carry out the job description.

· Dishonesty or fraud.

· Failure to abide by the employee handbook.
· If an employee is terminated for any reason and they have a child enrolled in the center, the child will also be dismissed and unenrolled at the same time of termination.

· *Additionally, if an employee (with a child enrolled in KC) decides to quit and does not give two weeks’ notice to KC, or if the employee leaves and does not have a good standing, the child will also be dismissed and unenrolled.
Expulsion Policy:
Removal – In extreme circumstances, when the safety of the child and/or others is jeopardized, the child will be removed from the classroom and escorted to the office.  Parents may be called and asked to pick up their child.  Parents and teachers should work together to modify the child’s behavior. Additionally, there may be circumstances where our program cannot meet a child’s needs, and a decision will be made to seek a more suitable program for the child.
The following 
reasonings for expulsion include, but are not limited to:

· Inappropriate behavior by a student or parent/guardian that threatens the safety or well-being of themselves, other students, staff, or agents of the program.

· Failure to remit tuition regularly.
· Violation of any documented policy of the parent handbook

· Excessive late pick-up after closing time.
· Dishonesty on the part of the parent/guardian

And any other reason that would be deemed a violation of Wesleyan Kiddie College for the safety and well-being of all students, staff, and any agents within Wesleyan Kiddie College and First Wesleyan Church.

Resignations

Resignations should be submitted to the director in writing at least ten working days before the last day of work.
Paid Leave Policies
Paid leave is a combination of vacation, personal, and sick leave. Each employee will earn paid leave based on the fiscal year, from June 1 to May 31 of the following year. First-year employees will earn paid leave starting from their hire date at the rate of 1.66 hours per pay period. Paid leave for first-year employees may not be taken before it is earned. Paid leave must be taken in at least ½ hour time blocks. No more than two consecutive weeks will be permitted at one time without special permission.

If an employee uses all their available days and then needs additional time off for any reason, except for funeral leave, they would only be allowed time off without pay.

If KC is closed (days not covered by holiday pay), full-time employees, out of their 90-day probationary period, will receive full pay for the day. If KC has an unexpected closing due to weather and the employee has called in/taken the day off, they will need to use their paid leave to be paid for the day. If KC stays open during inclement weather and must close early, an employee who has called in due to the weather will not receive pay unless the paid time off is used.
After five years of continuous employment, if the employee resigns, they will be reimbursed for 50% of carryover sick leave and 100% of paid leave not used. After 10 years, they will be refunded 75% of the carryover sick leave and 100% of the unused paid leave. If an employee remains employed for 20 years and retires, or reaches the age of 65 and retires, they will be reimbursed for 100% of carryover sick leave, plus any unused paid leave.

Paid leave is defined as the total days approved for vacation, sick leave, and personal days. Full-time employees with at least 90 days of service will be allowed a set number of paid leave days based on years of service, defined as follows:
0-5 years
           
1.66 Hours prepay period    five days over Christmas Holiday
6 -10 years

3.33 hours prepay period 
   five days over Christmas Holiday
11+


5.00 hours prepay period 
   Five days over Christmas Holiday

Christmas Day may be included in the five days over the Christmas holiday. The director will determine this annually.
An employee who is terminated will not receive any paid/sick leave.

Workweeks begin on Monday and end on Sunday. Deposits are made on the 15th or the last business day of the month. The KC Office has a list of specific payroll periods.

KC Director’s paid leave is determined by the policies in the First Wesleyan Church handbook, except that the director will not be required to utilize paid time off when KC is closed during the Christmas break.
Holidays
Employees who have been employed full-time for 90 days will receive pay for the following holidays (Employees will only be paid for a typical shift worked. Part-time employees are not paid for holidays):
· New Year’s Day

· Good Friday

· Memorial Day

· July 4th
· Labor Day

· Thanksgiving Day-Thursday and Friday
· Christmas Break- Christmas break includes the week of Christmas-New Year’s
· Spring Break Thursday and Friday

· New Year’s Day, returning January 2nd.
The facility will be closed on Presidents' Day. This day will be a mandatory workshop/ training day for all employees.
To receive paid leave for a holiday, an employee must work their typical shift or have an approved time off for the day before and after the holiday. Approved time off occurs when an employee requests time off, has coverage, and the director has signed off on the paid leave request form, which must be submitted at least two weeks before the requested days.
To be paid for the entire Christmas break, you must work the week before and after, unless scheduled leave has been approved. Scheduled leave cannot exceed three consecutive days before or after the Christmas break. You may take more than 3 days off before or after the Christmas break. To do so, you must have PTO or carryover, provide the proper notice, and obtain approval. For this closing period, doctors’ notes for the day/week, or period before or after the Christmas break are voided due to the length of the closing period.
Funeral
All full-time employees will be allowed up to three working days with pay in the event of the death of an immediate family member, which includes spouses, children/stepchildren, and extended family members, such as parents, siblings, and in-laws. If more time is needed, unused personal days may be used.
Requesting Time Off
Requesting time off requires two weeks’ advance notice (or more). Without this amount of time, any time off will be considered unexcused and require the director's prior approval. An employee only has approval for time off if the director has signed the request form. Written and verbal contact is expected to be considered excused. (See Attendance/Tardiness for policy.) No more than two employees can request time off for the same day unless approved by the director.
Staff Meeting
Staff meetings are held on the last Tuesday of every month. They are for information seeking and information giving. Agendas are utilized to keep the meetings on time. All staff are expected to be in attendance. A written warning will be issued for missing a staff meeting without prior approval.
Phone Calls
Personal phone calls should be made during breaks. Incoming personal phone calls should be kept to a minimum during work hours. Cell phones are a distraction in a classroom setting. Cell Phones are prohibited and must remain in your assigned locker while you are on the clock. The consequences for being caught on your cell phone will be as follows:
1st offense: Verbal Warning

2nd offense: Written Warning

3rd offense: Termination. As professionals, we should pay full attention to the children we care for.
Workers Insurance
The required workers' compensation insurance covers all workers.

Teacher Injury Reporting
All accidents on the job must be reported promptly to the office, no matter how minor they
may seem. Report on the time and place of the accident, any witnesses, and the extent of the injury. If you fail to report an accident, which develops into a “lost time” accident on a later day, you risk having your Workers’ Compensation Insurance benefits contested or even denied.
Unemployment Insurance
As a tax-exempt 501(cc)(3) organization, First Wesleyan Church is exempt from paying federal and state unemployment taxes and has elected not to participate in these programs voluntarily. Therefore, all Church employees will not be eligible to draw unemployment benefits from these programs should their employment be terminated.
Professional Development

OKDHS requires all licensed childcare providers to have orientation within the first week of employment and before having sole responsibility for children. Appendix A

Childcare providers are required to complete Entry-Level Child-Care Training (ELCCT). ELCCT is a 20-hour online training course. This course must be completed within your first 90 days.

A Professional Development Plan (PDL) must be developed with the director within the first thirty days of employment and updated annually.

Each childcare provider must receive a minimum of 30 training hours within the first year of employment and 24 training hours annually thereafter.

Employees must receive CPR and first aid training within the first six months of employment.

Infection control training is required every twelve months of employment.

Before or within the first 12 months of employment, each employee must obtain a current Oklahoma Professional Development Ladder (OPDL) certificate. The Center will give this certificate for Early Childhood Professional Development (CECPD). Each childcare provider is assigned a level based on the number of training hours completed during an employment year. It is the employee’s responsibility to ensure their PDL stays current. You should receive an email up to 6 weeks before the expiration date… If you let your PDL expire, you will receive two warnings (verbal and written), and the third offense will result in termination. If you need help with renovating, see the director.
Dress and Conduct
You are a professional educator and caregiver.  Parents are aware of your appearance. Dress should always be neat and conservative. They appreciate a teacher who dresses neatly and is well-groomed.
3 sets of Kiddie College T-shirts have been provided for you to wear while employed at KC. Kiddie College has purchased these T-shirts, so if any damage or loss happens to them, you are responsible for replacing or compensating them. The T-shirts are to be worn, unless otherwise discussed with the facility’s director. Scrub pants or jeans with no holes/distress are the only appropriate pant choices. Hair must be clean and neatly combed in a modest style. Please remember that when caring for young children, your attire must always be modest, especially when leaning down to pick them up or playing with them.
A new dress code policy may be given and enforced at any point without notice.

Tattoos, Body Piercing, and Hair Color: A person may be hired with existing tattoos.  However, tattoo(s) must always remain covered while working. Body piercing will not be allowed for men.  Women are allowed up to two rings of jewelry in each ear.  Staff members with additional piercings should cover them with a band-aid if they are visible. Hair should be neat and presentable; colors should be subdued and not overly vibrant or multicolored. Violations may be grounds for termination; there is no tolerance.

Attendance/ Tardiness

We recognize that situations may arise where you need to take time off work. You should also understand that we have a contract to fulfill with the parents. We expect you to be in attendance unless you have a compelling reason to be elsewhere. Habitual absences, whether excused or unexcused, have a profoundly negative impact on our business. The following limits are established to allow us to provide care and education at a competitive and quality level.

The impact on the business of unexcused absences is significant. An excused absence is defined as an absence because of sickness (that is notified), injury, sickness in your family that requires your attention, medical appointments, death in the family, accident on duty, jury duty, and properly arranged personal or vacation time.
An unexcused absence for an employee working a morning shift is considered an absence from work due to illness if the director is not notified by 5:30 a.m. An unexcused absence from an employee working an afternoon shift is regarded as an absence from work due to illness if the director is not notified by 9:00 a.m.

The following policy applies to occurrences of unexcused absences in any consecutive 12-month period: first offense, verbal warning; second offense, written notice/final written warning; third offense, dismissal. A doctor’s note must be on file for an employee to return to work if two consecutive days of absence are due to illness.
Our customers and fellow employees expect you to be at work on time. Habitual tardiness shows a lack of respect for everyone involved. Being on time means being ready for the day, 5 minutes before your scheduled time.  Parents and other teachers should not.
Look for you, it isn't enjoyable for everyone involved. Your attendance and promptness are essential factors in any consideration of pay raises.
Health Care

KC is required to provide a healthy environment for our students. An employee may be sent home for the following reasons:

· Temperature of 100.4° or Higher
· Diarrhea- defined as consistently runny or watery stools.
· Persistent Vomiting
· Undiagnosed body rash
· Head Lice- A person must be nit-free before returning to work.
It is expected that employees who are ill will be symptom-free and fever-free before returning to work. In most instances, KC uses the Good Health Handbook, provided by the Oklahoma State Department of Health, as a guideline when determining whether a person should be excluded from the facility. There are times when it is necessary to contact another healthcare professional.
Purchasing Supplies

All supply requests are due by the 15th of each month. The director must pre-approve all purchases. KC is under no obligation to reimburse purchases made without previous permission.

Ethics

Staff members are expected to maintain a vital relationship with Christ and demonstrate this in their daily lives.

Gossip

Gossip and cutting down fellow employees, as well as staff on the Church Administration, is not compatible in a Christ-led facility. This kind of behavior is unacceptable, and consequences will be implemented immediately. As leaders and followers of Christ, we should always strive to be more like Him, which means having a loving and caring attitude towards fellow staff members, as well as towards the children and their families.
Confidentiality

One of the basic principles of the ministry is the confidential relationship between staff and parents or friends. It is imperative for every staff member, regardless of their position, to also respect this principle. Any conversation, counseling session, correspondence, filing material, salary and compensation figures, or any other internal transaction of the church must not be discussed or made public in any way. We must also keep what happens in a classroom in that specific classroom. Any breach of this confidentiality may be the cause for discipline and/or discharge.
Orientation Information
All orientation information should have been reviewed during the first week of employment. If the information was not reviewed or you have additional questions, please notify the director before signing the handbook. If the handbook acknowledgment form is signed, it serves as an acknowledgment that all orientation materials and policies have been reviewed. New providers are assigned a lead teacher to monitor them and provide close supervision for the first 30 days of employment.
Mandated Reporting

Anyone who believes that a child has been abused or neglected is required by law to contact the DHS or call the Child Abuse Hotline at 1-800-522-3511. Employees at KC will not at any time be disciplined or terminated for reporting valid suspicion of child abuse or neglect. Staff members are expected to cooperate fully in any investigation held by OKDHS & Child Welfare. Appendix F provides a detailed explanation of the necessary steps for reporting.
Organizational Structure
All full-time, part-time, and substitute teachers report to the Assistant Director, Director, and FWC Administrator. The Assistant Director reports to the Director and the FWC Administrator. The Director reports to the FWC Administrator and the Wesleyan Local.
Board of Administration. The FWC Administrator reports to the Wesleyan Local Board of Administration.

Public Relations
Public relations is a top priority for every staff member. We must take the lead in this area and go out of our way to be friendly, helpful, and courteous to all who visit our facility or contact us by phone. Remember that the reception that people receive from us will significantly influence their attitude and confidence in the church and Jesus Christ, especially if they are unsaved.
Equal Employment Opportunity

It is the policy of Kiddie College to provide equal employment opportunities without regard to race, creed, color, age, sex, or national origin. This policy covers all phases of employment, including but not limited to recruitment, hiring, placement, promotion, demotion, transfer, layoff, recall, termination, rates of pay, and other forms of compensation.

Restrictions

Smoking, illegal substances, and firearms are always prohibited on the premises.

Policy Changes
The local board of administration of First Wesleyan Church (FWC), FWC Business Administrator, or KC Director reserves the right to make changes at any given time without prior notice. All facility, employees, and parent policies will be reviewed annually.
Appendix A
LEAD TEACHER/TEACHER – JOB DESCRIPTION

EDUCATION REQUIREMENTS
High school diploma or equivalent required. 

PREFERRED QUALIFICATIONS
· You must be 21.

· You must have valid pediatric first aid and CPR certification or be willing to obtain it.

· CDA or associate/bachelor’s degree in early childhood education.

EXPERIENCE REQUIREMENTS
One to two years of experience serving children from birth to preschool.

ESSENTIAL CAPABILITIES

1. Must be able to demonstrate good written and oral communication skills.

2. Must possess the ability to work as a cooperative member of a team with shared responsibilities and outcomes.

3. Must possess the ability to lift and carry 40 pounds or more.

4. Vision and hearing must be adequate to supervise children in the classroom area or on the playground. 

5. Must possess the ability to position oneself at the child’s eye level.

COMPETENCY/TRAINING REQUIREMENTS
1. Maintain certification in First Aid and CPR.

2. Complete 30 hours of formal training in the first year of employment.   Each remaining year, you will need 24 hours of formal training.

3. New employees must obtain and maintain CDA Certification

RESPONSIBILITIES AND DUTIES

1. Be on time. You may clock in 15 minutes before your scheduled shift.

· You will need to clock in/out on the computer. (This is so you will be paid)

2. You are responsible for your binder, which includes:

a. Signing each child in/out on the child sheet.

b. Inventory Log: Log each item (i.e., diapers, diaper cream, formula, etc.) that is brought into your classroom for each child.

c. Cleaning sheets

· Daily, weekly, and monthly cleaning sheets need to be followed.

d. Accident/Observation sheets

· Use the first and last name of the child on the A/O sheet. 

Do not use any other child’s name on the sheet.
· Only use information regarding the accident or observation of the child.

· If a child has a head, neck, or back injury, contact the office immediately.

· If there is a bite, the office needs to be notified.

· If there is a bite that occurs, please fill out a sheet for each child. The child who was bitten needs the accident report. The child who bites needs an observation report.

· You are also responsible for entering all child information into the tablet when it happens or shortly after.

· You are responsible for letting parents know in advance when their child’s supplies are getting low.

e. Substitute Teacher notes need to include:

· Classroom scheduled location.
· Lesson plan/curriculum information, or where to find it in your classroom.
· Info about each child (i.e., nap routines, potty, allergies, etc.)

· Location of children’s personal belongings

· Map of cots in the classroom with children’s names

· Any special needs information (i.e., the Child’s feeding tube needs to be returned to his diaper bag to be sent home each day) 
f. Child Info sheets

· It is your responsibility to make sure you have an info sheet for each child in your class. Please ask the office if you need an info sheet for a child.

g. Communication pages with other staff members who work in your classroom. Use these pages to leave notes for the necessary staff members.

h. If you have a planned absence, you need to have lesson plans for your sub before you leave.

3. Pro-care is our electronic daily sheet system. It is available on an app for your iPad/tablet in the classroom. This is where you record information such as:

· Attendance

· Diapering/toileting information

· Food served and amount of food eaten while in care.
· Nap times.
· Any items that need to be brought to school (formula, diapers, extra clothes, etc.)

This is also where you can send messages to parents about:

· Lesson plans

· Special activities in your classroom

· Reminders of classroom needs.
4. Greeting all children and parents by name upon arrival and departure.

5. Responsible for creating a safe environment and atmosphere conducive to learning that includes:

a. Maintaining safe, orderly, nurturing, and stimulating classrooms by meeting all state licensing regulations.

b. Document and report through proper channels about any suspected cases of child abuse.

c. Responsible for the maintenance and upkeep of the classroom and playground. Report immediately to the director or assistant director any repairs or violations that require correction.

d. Always ensure the safety of all children. You are responsible for the whereabouts of assigned children in your care.

e. Display a positive attitude in classroom management, using a calm, quiet voice for direction and redirection, utilizing transition songs or finger plays.

f. Act as a good role model for children physically, mentally, emotionally, and socially.

g. Beginning at their arrival, children in diapers or pull-ups are checked every hour and changed if needed.

h. Potty training children need to be taken to the bathroom every hour and encouraged to try.

i. Most children in the older classes are potty trained, but on occasion, you might have some who are not. You should encourage these children as they are working toward becoming potty-trained.
j. During mealtimes, eat/sit at the table with the children. Encourage children to taste all the food on their plate & to drink some milk. Engage children in conversation while at the table. Do NOT force a child to eat at any time. 

k. Mealtimes are Breakfast 7:45-8:15,   Lunch 10:45-11:15, and afternoon Snack 2:30-3:00. Authorized snacks throughout the day may be given, but no later than 4:00 pm.
l. 1. You are responsible for knowing which children have food allergies, posting it in your room, and making sure your afternoon aid and substitutes also know. For the parents’ benefit, please note the amount of food each child consumes.

· If your break is during a mealtime, please relay all information to your break person.

· The break person should also note all food eaten during the meal.

m. Please model using manners and teach your children to do the same (Please and Thank you.)

n. Encourage and teach social and self-help skills, especially during mealtimes. Assist children at mealtimes. Promote and model good nutrition habits.

Food is never used as a punishment.

o. Lead children in group activities by providing a variety of media to develop individual skills.

p. Actively participate with children on their level in both indoor and outdoor play.

q. Maintain and date documentation of any conversation between you and a child’s parents over any situation that may have future relevance.

r. Follow your classroom schedule for big rooms, outside, and break times.
s. Make sure children are cleaned; face washed, nose clean, diaper changed, and older children have gone to the bathroom before parents pick them up.

6. Responsible for foreseeing that the classroom is well prepared for the day with materials ready for daily activities, which include the following, but are not limited to:

1. Organizing, labeling, and creating bulletin boards.

2. Ensuring cleanliness and sanitization of the classroom, furniture, and classroom materials daily (Toys that are put in a child’s mouth are sanitized daily).

3. Implementing a classroom schedule from 7:30 a.m. to 5:30 p.m.

4. Turning in Wal-Mart lists on the 15th of the month. Forms are in the office.
5. Weekly Lesson Plans are to be handed in to the assistant director by the 25th of the month.

6. Photos are turned into Walgreens (through the app on your tablet) on the 25th of each month. 

7. Displays of Learning (DOL) bulletin boards are due on the 1st of each month.

8. Keeping a current inventory of supplies and equipment needed for the classroom and keeping the director informed of your needs.

9. Responsible for planning, implementing, and participating in special events as assigned throughout the year.

10. Writing and carrying out lesson plans which follow an assigned theme.  

7. Completing paperwork that is necessary for the day-to-day operations of the center. (Medication forms, attendance, incident/accident reports, etc…)

8. Maintain confidentiality regarding children, parents, staff, center, and agency.

9. Attend and participate in staff meetings. They are on the 2nd Tuesday of each month at 5:45 pm. 

10. Responsible for participating in special events as assigned throughout the year.

11. Adhere to all personnel policies of KC found in the employee handbook.

12. Encourage parents to be involved in their child’s learning process.

13. Be aware of the Emergency procedures; take your emergency contact information with you.

14. You are responsible for finding your coverage for your entire shift if you are unable to be at work. You are required to give 2 weeks’ notice for planned time off.

15. If you feel you have contacted every potential substitute and are unable to find coverage, notify the director immediately.

16. The following information is your responsibility to relay to the afternoon aide in your classroom:
· The number of children present at the time of your departure.

· Information about each child’s day (ex, they had a great day!) 

· Information about upcoming events / Activities 

· If a child’s supplies are getting low.

· If a child needs medication (time, amount, location of med. Form) 

· Planned activities for the remainder of the day.
Appendix A continued
Teacher Assistant – JOB DESCRIPTION
EDUCATION REQUIREMENTS
Completed high school, received a GED, or is working towards an equivalent diploma. All employees must have completed their sophomore year of high school.
PREFERRED QUALIFICATIONS

· 18 years of age

· A valid pediatric first aid and CPR certification or be willing to obtain it.

EXPERIENCE REQUIREMENTS
One to two years of experience serving children from birth to preschool.

ESSENTIAL CAPABILITIES

1. Must be able to demonstrate good written and oral communication skills.

2. Must possess the ability to work as a cooperative member of a team with shared responsibilities and outcomes.

3. Must possess the ability to lift and carry 40 pounds or more.

4. Vision and hearing must be adequate to supervise children visually and aurally in the classroom area or on the playground. 

5. Must possess the ability to position oneself at the child’s eye level.

COMPETENCY/TRAINING REQUIREMENTS
1. Maintain certification in First Aid and CPR.

2. Complete 30 hours of formal training in the first year of employment.   Each remaining year, you will need 24 hours of formal training.
RESPONSIBILITIES AND DUTIES

Afternoon aids are here to teach children in a Christian environment and serve as positive Christian role models in public.

1. Be on time. You may clock in 15 minutes before your scheduled shift.

· You will need to clock in/out on the computer. (This is so you will be paid)

2. You are responsible for your binder, which includes:

a. Signing each child in/out on the child sheet.

b. Inventory Log - log each item (i.e., diapers, diaper cream, formula, etc.) that is brought into your classroom for each child.

c. Cleaning sheets

· Daily, weekly, and monthly cleaning sheets need to be followed.

d. Accident/Observation sheets

· Use the first and last name of the child on the A/O sheet. 

· Do not use any other child’s name on the sheet.
· Only use information regarding the accident or observation of the child.

· If a child has a head, neck, or back injury, contact the office immediately.

· If there is a bite, the office needs to be notified.

· If there is a bite that occurs, please fill out a sheet for each child. The child who was bitten needs the accident report. The child who bites needs an observation report

e. Substitute Teacher notes.
· Discuss the needs of your classroom with the lead teacher regarding your shift schedule so that when/ if you are gone, the substitute's notes are accurate.

f. Child Info sheets

· If you need to contact a parent, this is where you will find that information. If a child does not have a contact information sheet, please notify your daytime staff member.

g. Communication pages with the lead teacher or any other staff member who may have worked in the classroom that day. Use these pages to leave notes for the necessary staff members.

h. If you have a planned absence, it is your job to make sure the sub notes for your sub are current beforehand.
3. Pro-care is our electronic daily sheet system. It is available on an app for your iPad/tablet in the classroom. This is where you record information such as:

· Attendance

· Diapering/toileting information

· Food served and amount of food eaten while in care.
· Nap times.
· Any items that need to be brought to school (formula, diapers, extra clothes, etc.)

This is also where you can send messages to parents about:

· Lesson plans

· Special activities in your classroom

· Reminders of classroom needs.
4. Document any information that happened on your shift for the lead teacher to see upon arrival. If you feel it is necessary, please also contact the office. (Conflict with a parent, injury to a child, etc.....)

5. Greeting all children and parents by name upon arrival and departure.  

6. Keep parents informed about their child. It is essential to speak with each parent as they leave for the day with their child.

7. No visiting with other teachers while on duty. Your focus should be on the children in your care.

8. Follow the posted schedule for your classroom unless otherwise directed by office personnel.

9. Unless the office permits to combine, do not take your children to another classroom.

10. Do not take another child from a classroom to your classroom unless authorized by the office.

11. Responsible for creating a safe environment and atmosphere conducive to learning that includes:

a. Maintaining safe, orderly, nurturing, and stimulating classrooms by meeting all state licensing regulations.

b. Document and report through proper channels about any suspected cases of child abuse.

c. Responsible for the maintenance and upkeep of the classroom and playground. Report immediately to the director or assistant director any repairs or violations that require correction.

d. Always ensure the safety of all children. You are responsible for the whereabouts of assigned children in your care.

e. Display a positive attitude in classroom management, using a calm, quiet voice for direction and redirection, utilizing transition songs or finger plays.

f. Act as a good role model for children physically, mentally, emotionally, and socially.

g. Beginning on your arrival, children in diapers or pull-ups are checked every hour and changed if needed.

h. Potty training children need to be taken to the bathroom every hour and encouraged to try.

i. Most children in the older classes are potty trained, but on occasion, you might have some who are not. You should encourage these children as they are working toward becoming potty-trained.
j. During mealtimes, eat/sit at the table with the children. Encourage children to taste all the food on their plate & to drink some milk. Engage children in conversation while at the table. Do NOT force a child to eat at any time. 

k. Mealtimes are Breakfast 7:45-8:15,   Lunch 10:45-11:15, and afternoon Snack 2:30-3:00. Authorized snacks may be given throughout the day, but not after 4:00 pm.
l. 1. You are responsible for knowing which children have food allergies. For the parents’ benefit, please note the amount of food each child consumes. 

m. Please model using manners and teach your children to do the same (Please and Thank you.)

n. Encourage and teach social and self-help skills, especially during mealtimes. Assist children at mealtimes. Promote and model good nutrition habits.

Food is never used as a punishment.

o. Lead children in group activities by providing a variety of activities to help the children to develop individual skills.

p. Actively participate with children on their level in both indoor and outdoor play.

q. Maintain and date documentation of any conversation between you and a child’s parents over any situation that may have future relevance.

r. Follow your classroom schedule for big rooms, outside, and break times.
s. Make sure children are cleaned; face washed, nose clean, diaper changed, and older children have gone to the bathroom before parents pick them up.

12. Responsible for participating in special events as assigned throughout the year.

13. Completing paperwork that is necessary for the day-to-day operations of the center. (Medication forms, attendance, incident/accident reports, etc...)

14. Attend and participate in staff meetings. They are on the 2nd Tuesday of each month at 5:45 pm. 

15. Responsible for maintaining confidentiality regarding children, parents, and staff. Center and agency.

16. Be aware of the Emergency procedures; take your emergency contact information with you.

17. You are responsible for finding your coverage for your scheduled shift if you are unable to be at work. You are required to give 2 weeks’ notice for planned time off. 

18. If you feel you have contacted every potential substitute and are unable to find coverage, notify the director immediately. 

19. Adhere to all personnel policies of KC found in the employee handbook.

17. The following information is your responsibility to relay to the afternoon aide in your classroom:

· The number of children present at the time of your departure.

· Information about each child’s day (ex: They had a great day!) 

· Information about upcoming events / Activities 

· If a child’s supplies are getting low.

· If a child needs medication (time, amount, location of med form) 

· Planned activities for the remainder of the day.
Classroom Closing Procedures

Responsible at the end of the day to make sure the classroom is clean, toys are put away, laundry is folded, and trash is taken out. Please follow the lead teacher’s closing duties list. 

1. Responsible for ensuring cleanliness and sanitization of the classroom and classroom materials daily (Toys that are put in a child’s mouth are sanitized daily).

2. Follow lesson plans that the lead teacher prepares.

3. Responsible for letting the lead teacher know of the supplies needed for projects.  

4. Make sure everything is turned off (light, Scentsy, etc.) 

5. Make sure the tablet is put in a drawer or the office on Wednesdays and Fridays.

6. Turn on the attendance sheet on Fridays.

Some ways to interact with your children are, but are not limited to:

· Activities that promote the development of cognitive, pre-writing, fine, and gross motor skills.

· Activities that help children understand themselves and others foster and promote positive self-esteem.

· Activities that help children solve problems, explore, and ask questions. 

· Promotion of language understanding and communication.

· A balance of teacher-directed and child-initiated activities that give children choices and are developmentally appropriate.

· Adequate and safe indoor and outdoor activities with adult supervision.

· Activities that assist children in developing good dental and health habits.

· Activities that include numbers, colors, shapes, ABCs, music, singing, instruments, and reading books.  

· Activities that include painting, sensory, coloring, etc….

· Activities that include the teaching of Manners (Please and Thank You), Obedience (Obey), and Respect (One another, toys, furnishings, authority figures).
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