
Munchkin Academy/Kidz Kare Personnel Policies

Welcome!
We are pleased you have decided to join our team. We would like this opportunity to welcome you and introduce you to policies, procedures, and guidelines.

Employment Requirements:
1. TB Skin Test
All employees are required to obtain a negative TB skin test prior to being scheduled to work and must obtain a new one every two years of employment.
2. Background Check
All employees are required to have a completed KARES background check Prior to employment.
3. GED\High School Diploma
All employees are required to submit a copy of either a GED or High School Diploma prior to employment.
4. Must Be 18 Years-Old
All employees are required to submit a copy of a photo ID prior to employment to verify they are over 18 years old.

Team Orientation Training:
Upon hiring all employees will have an orientation meeting with the director to tour the center, review personnel policies, job descriptions and expectations, submit all necessary documentation, complete background checks and be given their training schedule. New employees will work one on one training with another employee to learn the routines of the room they will be working in after a couple days training the new employee will take over the room while the training employee sits back and observes to see what they have learned and give them guidance in areas needing help. New employees will not be permitted to work alone with children until their background checks have been cleared.

Mission Statement:
Our mission at Munchkin Academy is to provide a safe, nurturing, and enriching environment where children thrive. We are committed to providing a high-quality engaging curriculum that ignites the curiosity and creativity of young minds. We have a community of educators that cherish the uniqueness of each child, celebrate diversity, and promote a foundation of kindness, curiosity, and resilience. Through our supportive partnerships with families, we strive to empower early learners to explore, learn and grow, giving them a successful journey into the future. 

Munchkin Academy Philosophy of Education:
Our philosophy of education at Munchkin Academy is focused on creating a nurturing and enriching space where each child is celebrated for their uniqueness. We believe in the power of learning by doing. Our curriculum is enriched with hands-on activities that encourage exploration, experimentation, and problem-solving. By combining developmentally appropriate practices, center-based learning, hands-on experiences, and a focus on social-emotional development, children will develop critical thinking skills. We aspire to be a place where each child thrives and discovers their unique strengths and passions. We aim to prepare children not only for academic success but also for a future where they approach life with enthusiasm and confidence—a foundation for lifelong success and well-being.

Chain of Command:
The chain of command is always to be followed. If there are issues that need to be addressed, please take them to your supervisor or Director and not to your co-worker. If your issue is with the Supervisor, then take your issue to the Director. 
Assistant Teacher  Floating Teacher  Lead Teacher  Shift Leader Assistant Director  Director
Termination Policy:
Substandard job performances, breaking of any licensing regulations, policies, or rules written or verbally set by the center can result in immediate termination regardless of past employment history. The assistant director or director will have a conference to address job performance concerns. The conference will determine if a PIP (Personal Improvement Plan) should be implemented and give the team member an opportunity to improve their job performance.

Personal Improvement Plans (PIP’s):
Personal Improvement Plans are utilized when a team member needs to improve their job performance. When job performance improvement is needed the Director or Assistant Director will have a conference with the team members discussing the area in need of improvement. If no improvement is seen, then the Director or Assistant Director will implement a PIP. The PIP will formally outline what that improvement should be and a time frame for which the improvement should occur. They will then have a conference with the team member to review the PIP expectations and what the consequence will be if the improvement is not seen. 

Conduct:
All team members are expected to conduct themselves in a professional manner when interacting with parents, children, and other staff members. As the old saying goes “Treat others the way you would like to be treated.” This includes work-appropriate language. Employees are expected to contribute to an atmosphere which is pleasant, productive and which makes the center a comfortable and enjoyable place. 

Cell Phone Policy: On-the-Clock Usage:
Objective: This policy aims to ensure the safety of the children and create a focused/productive work environment by regulating the use of cell phones during working hours.
Guidelines:
· Team Members are not allowed to use personal cell phones for personal calls, texting, or social media during work hours. This applies to all team members regardless of whether they are working in a classroom or in the office.
· Personal calls should be restricted to break times.
· Emergency Calls: Team Members are permitted to use their cell phones for emergency calls only. In such cases, they should inform their immediate supervisor.
· Cell Phone Storage: Personal cell phones should be stored in designated areas during working hours.
· Consequences for Violation:
· Violation of this policy will result in the following steps:
1. Verbal warning 
2. PIP with a change of location where phone is stored during working hours.
3. Intentional non-compliance will result in termination.
· Company-Issued Devices: If team members are provided with company-issued cell phones, they should use them for work-related communication.

Gossip/Drama Policy:
We do not do drama. Unless you are talking to someone who can help you solve the problem, with the intent of resolving the issue, it’s gossip and won’t be tolerated. Venting needs to happen with people not associated with work and keeping confidentiality in mind.

Communication Policy:
Communication is Crucial to daily routines. Open lines of communication are key to good teamwork. If a problem arises do not discuss it with outside parties, instead bring it to the attention of the Director/Assistant Director. Items will be handled fairly and professionally. If there is a conflict handle it calmly do not antagonize the other person involved and take the issue to the Director/Assistant Director/Shift Leader. It is at no time acceptable to yell/raise your voice or use abusive derogatory language toward another person especially in front of any child. If you feel a situation is going to escalate to that point, ask the other party to wait and ask for assistance from the Supervisory staff. If the conflict is with a parent remain calm and refer them to the Shift Leader or Director. It is not about being right, it is about the environment we provide for the children.

Confidentiality Policy:
All information regarding children, parents, legal guardians, and other team members is always to be kept confidential. This will be enforced even after employment has ended. This includes posting comments in all forms of social media or talking to family/friends it is in no way acceptable to share information about children, families, or staff, doing so will be grounds for immediate dismissal and breech of this confidentiality policy.

Professional Boundaries Policy:
We work closely with children and their families and will develop close emotional bonds. This bond is a crucial element of the quality care we provide.  It is important to understand professional boundaries and what is acceptable and unacceptable. 
1. Communication
Communication with families should be done in person, in the Procare App, email, or the center’s phone. Team members are not required to share their personal contact information. If a team member chooses to communicate with a Parent/Guardian/Family member outside of the center, they are doing so at their own discretion. Team members must always maintain confidentiality regarding sensitive information about children and families. If discussions about children/families or team members arise outside of the center or center’s communication channels team members are required, follow the confidentiality policy regarding what can be shared in that communication. 
2. Social Media
Team members are not required to friend Parents/Guardians/Family members on social media. If a Family member messages or request to be friends on social media that is the sole discretion of the team member. Parents/Guardians/Family members may feel the same way and do not want to cross those two worlds. Team members should not friend or message Parents/Guardians/Family members without their consent or interest.
3. Socialization
Socializing with Parents/Guardians/Family members outside of the childcare center is acceptable if confidentiality is maintained. If a romantic relationship develops between a team member and a Parent/Guardian or Family member of a child enrolled at the center the team member needs to notify their direct supervisor. 
4. Consequences 
If a team member violates the Professional Boundaries Policy, the consequence will either be a PIP or grounds for immediate dismissal. This will be based on the violation and at the discretion of the Director. Examples of a violation that will cause immediate dismissal can include team members breaching confidentiality. Engaging in a social relationship with a parent/guardian/family member that harms the reputation of the center or causes a conflict with another parent/guardian/family member. 

Social Media Policy:
At Munchkin Academy we value the diversity and individuality of our team members. We believe that every employee has the right to express themselves authentically, even on their personal social media accounts. It is important to note that the views and opinions expressed by our employees on their personal social media accounts are their own and do not reflect the views of Munchkin Academy. If you choose to engage with our team members on their personal social media accounts, please remember that these are individual expressions, and each team member has the freedom to express themselves as they choose. Team members may not feel comfortable expanding their social media audience so please be respectful of their choice of privacy in their personal life. While we celebrate the diversity of thought and expression, we also ask that interactions on personal social media accounts remain respectful and considerate. If you have questions, we encourage you to reach out to us directly through our official channels. Thank you for being a valued part of our community. We appreciate your understanding and support as we celebrate the rich tapestry of our team members' individuality.

Conflict of Interest/Outside Employment:
No team member of shall engage in the same or similar line of business while employed at financial interests held by an employee or by their family members in such business must be disclosed immediately so that a determination can be made as to whether a conflict exists. Outside employment cannot be at another sponsor of the USDA CACFP program.  Outside employment which interferes with, and team members job performance may be grounds for dismissal. If interested in taking on a second job you must discuss it with the Director before accepting another position if it affects your current availability.

Substance Abuse Policy:
Illegal Drug abuse is not acceptable. You may be required to take and pass a drug screening for illegal drugs and may be subject rot periodic test for illegal drugs. If selected, you to be notified and immediately sent to St Clair Medical Center for Testing. If an employee comes to work under the influence of either alcohol or illegal drugs or brings either of them to work or uses either of them while on the clock they will be immediately terminated. If you take any prescription medication that makes you impaired, you cannot take it before or during your work shift. Breaking this policy is grounds for immediate dismissal.

Neatness of Work Area:
All areas of the center are to be kept clean and professional. Every Team member is responsible for keeping their work area clean and uncluttered. All cleaning assignments must be completed before leaving work. 

Child Abuse / Neglect:
Every team member has the responsibility to report any suspected child abuse or neglect committed by parents/guardians or other team members to social services. The number to do so is 1-800-752-6200. Procedures that were taught at the orientation I & II training shall be implemented by each employee.

Dress Code:
Every team member is expected to dress appropriately to be in direct contact with children and their parents thus the following clothing items are not permitted:
1. No graphic, vulgar, or profane language 
2. No inappropriate images (sexual, violent, etc.)
3. Shorts need to be at a respectable length no daisy dukes or booty shorts.
4. Dresses and skirts need to be at or below knee length and keep in mind that you are around children and will be bending sitting in floor etc. it may be necessary to wear shorts under them.
5. Shoes always need to be worn. 
6. Shirts need to cover your bosom/bra do not want to see extreme amount of cleavage, and keep in mind that you are around children and will be bending over a lot.
7. Wear comfortable clothes that you will not be afraid to get dirty.

Team Positions:
· Upon initial hire the director will assign each employee the position they have been hired for positions available are as follows:
1. Trainee (part-time position until training is complete)
2. Assistant Teacher (may be assigned to a specific room or used as a sub/floater) (part time position)
3. Floating Teacher (floating full-time position)
4. Lead Teacher (assigned to a specific room) (full-time position)
5. Sr Lead Teacher (assigned to a specific room) (full-time position)
6. Shift Leader (may also be the lead teacher of a room) (full-time position)
7. Sr Shift Leader (may also be the lead teacher of a room) (full-time position)
8. Cook (full-time position)
9. Assistant Director (full-time position)
10. Director (full-time position)
· Employees will be hired as assistant teachers with the opportunity to be promoted as positions become available.

Wage/Benefits Based upon Position:
	Team Positions
	Base Wage
	Paid Holidays
	Sick Time
	Vacation Time

	Trainee
	$9.00/ Hour
	
	
	

	Assistant Teacher
	$10.00/ hour
	
	
	

	Floating Teacher
	$11.00/ hour
	
	
	

	Sr Floating Teacher-CCCC or CDA
	$12.00/ hour
	
	
	

	Lead Teacher
	$13.00/ hour
	
	
	

	Sr Lead Teacher-CDA or higher
	$14.00/ hour
	
	
	

	Cook
	$14.00/hour
	
	
	

	Shift Leader-W/O CDA
	$0.50/hour additional
	
	
	

	Sr Shift Leader-CDA or higher
	$1.00/hour additional
	
	
	

	Assistant Director
	$16.00/ hour
	
	
	

	Director
	Agreed upon Salary
	
	
	



Performance Evaluations:
Team Members will receive yearly performance evaluations in August to review their job performance to discover their strengths and weaknesses. Thus, giving them an opportunity to see what areas they have excelled in and what areas they need to work on and an opportunity to discuss with the director how they can make needed improvements and how the center can help support them in their areas of need. Evaluations will be given after the first three months of employment or after a promotion to a new position, the yearly evaluation will also determine annual wage increases.

Holidays Observed/Paid Holidays:
· If a Holiday that is scheduled for closure falls on a Weekend, we will close the previous Friday in observance.
· Team Members are eligible to receive paid holidays after three months of employment Holiday Pay Is based on your position at the time of the holiday.
· 1 Paid Holiday = 4 Hours: Assistant Teacher/Floating Teacher/Lead Teacher/Shift Supervisor
· 1 Paid Holiday = 8 Hours: Sr Floating Teacher/Sr Lead Teacher/Cook/Assistant Director/ Sr Shift Leader

Good Friday							Closed/Paid 1 Day
Memorial Day							Closed/Paid 1 Day
July 4th								Closed/Paid 1 Day
Labor Day 							Closed/Paid 1 Day
Thanksgiving Day / Black Friday				Closed/Paid 1 Day
Christmas/New Year’s week (Dates Vary)			Closed/Paid Average of weekly work hours for that year. 

Sick Time:
Team Members that are eligible to earn sick time will earn it at the rate of 30 minutes for every 40 hours worked.
Once eligible to earn sick time it will be credited to your benefit account Quarterly. 
· 1st qtr.-April/ 2nd qtr.-July/3rd qtr.-Oct/4th qtr.-Jan.
To use your sick time, you must meet the following criteria:
1. Must give a minimum of two hours’ notice if not able to work scheduled shift.
2. Must request to use sick time on the day of the absence via email.
3. Can only be used for missed scheduled work times if you provide a medical excuse.
4. Can be used for a scheduled Dr apt if provide medical excuse. 
5. If you quit or are terminated, you forfeit any sick time you have accumulated.

Vacation Pay:
After one year of employment team members that are eligible will earn Vacation Time.
1. Vacation Time will be earned based on the number of hours you worked in the previous year and will be posted to your benefit account in January of each year. 
2. Floating Teachers/Lead Teachers earn 1 hour for every 40 hours they work.
3. Cooks/Shift Leaders earn 1.5 hours for 40 hours they work. 
4. Sr Lead Teachers/Sr Shift Leaders earn 2 hours for every 40 hours they work.
5. Assistant Directors earn 2.5 hours for every 40 hours they work.
6. This will be calculated and posted in January for time worked the previous year.
7. To use your Vacation Paid time off you must submit a Request for the time you want to take via email at least three weeks before the desired time. 
8. Only one person is eligible to receive vacation pay for time off or cash out their vacation per pay period unless approved by the Owner.
9. You can choose to cash out your vacation time once annually. You must submit a request via email indicating what pay date you are requesting to cash out your vacation pay on.  This must be approved at least three weeks in advance. 
10. If you have given notice, you are leaving employment you are no longer eligible for vacation cash out or to request vacation time off within your last month of employment. 
11. If you quit without notice or are terminated, you forfeit any vacation time you have accumulated.

Education Opportunities/scholarship:
Team Members interested in furthering their education in the ECE field are eligible to receive a scholarship while working here. If interested, please ask to find out how it works and get signed up.

Team Meetings:
Team meeting schedule will be posted in January and attendance is mandatory. If for some reason an employee cannot attend, they need to notify the Director or Assistant Director as soon as possible and set up a time to review the information missed. Staff meetings are scheduled worktimes and will be counted in your yearly attendance.

Discipline Rules for Children:
· The goal for discipline is to teach children appropriate behavior not just punishment for “bad” behaviors. Discipline is in every aspect of the room and how you manage it. You must acknowledge positive behavior as much as if not more than negative ones. You are to be a guide to help children learn self-control and understanding their own feelings/actions.
· Set limits that are developmentally appropriate and enforceable and BE CONSISTENT.
· Let children know what consequences will be and follow through using positive reinforcement and redirection as much as possible to help deter negative behaviors.
· Tone of voice should be firm but pleasant, no profound loud(yelling) or abusive language is permitted.
· Time out is the only form of punishment permitted for use only with children over the age of 2 years and only lasts for one minute per year of age. Try to use it as a last resort over use it and it will lose its effectiveness and you must follow the following guide when using it. 
· Child must be warned that their behavior will result in a time out.
· When placing child in time out explain to them why they are receiving a time out 
· After their time is up (do not leave them longer) ask them to tell you why they were put in time out and coach them to take responsibility for their actions and encourage them to make amends if needed. Discuss with them the appropriate behavior for similar situations in the future. 
· Discipline may not pertain to rest, toileting, or food either as a punishment or reward.
· Disciplined must occur directly after the behavior not 30 minutes later.
· If a child’s behavior becomes dangerous to themselves or others restrain only as a protection and call for help from a co-worker to remove the child from the room when necessary
· The Three “Be” rules Be Kind, Be Helpful, Be Safe. We are all part of this Daycare family and need to take care of each other in a caring way.

Annual Training:
All team members are required to attend a minimum of 15 hours of training annually. If a team member cannot attend a scheduled training, they need to notify the director as soon as possible. Trainings are a scheduled work time and missing one falls under the attendance policy.

Break Policy:
Team members that work more than six consecutive hours will receive a 30-minute lunch break. Morning and afternoon breaks are ten minutes. The shift supervisor will determine team members lunch and break periods. Breaks must always be in a scheduled or staggered sequence to insure an acceptable level of service. 

Work Availability:
Team members are hired based on their availability to work. Any changes in a team members availability must to be reported to the Director Via email at least 30 days prior to availability change. If your change in availability cannot be accommodated, then your schedule will be affected. 

Job Abandonment:
· A no-call no-show for a scheduled work time will be considered a voluntary resignation(abandonment). The date of termination will be the last day the team member reported to work. Job Abandonment is a failure to give a minimum of a 30-day notice and will result in any paychecks given after the last day worked will be reduced to minimum wage.

Notice of Ending Employment
· A minimum of 30 days is required to give proper notice of ending employment must be submitted via email. 
· Team members will be required to work the schedule given to them during the notice period.
· Failure to give a minimum of a 30-day notice will result in any paychecks given after the last day worked will be reduced to minimum wage.
· If a team member’s attendance drops below 80% during the notice period will result in any paychecks given after notice is given be reduced to minimum wage.
· A violation of the attendance policy resulting in the team member receiving an attendance PIP will result in any paychecks given after notice is given will be reduced to minimum wage.

Schedule requests (paid or unpaid):
· Team members in need of a schedule request must do so via email. 
· Schedule Requests are just a REQUEST. Do not assume all requests will be approved. Only two team members are permitted to take a specified day off. If you submit a request that cannot be approved, then you will not be given the day off. You are welcome to speak to the Director about this in person.
· Keep in mind your normal scheduled work times if you are making appointments, know it may be necessary to reschedule appointments if other team members have already been approved for their time off.
· When scheduling multiple days off you need to submit a request before making a financial commitment. Do not book/pay for anything until you know you have to time off approved.
· Schedules are made one to four weeks in advance and all requests need to be submitted and approved before that week is scheduled.

Team Schedules:
Work schedules are based on the need of the center. The schedule will be posted as soon as it is made. Team members are not to deviate from the assigned work schedule without approval from the Director, Assistant Director, or Shift Supervisor. 

Attendance Policy:
Excellent attendance is an expectation of all team members. Life events can interfere with work attendance. However, Munchkin Academy/Kidz Kare needs employees to use as few emergency call-ins as possible so that we can operate the business in an orderly and efficient manner.
· The attendance year runs from Jan 1-Dec 31 and resets every Jan 1.
· Upon hire everyone will receive 6 Personal Days per year (if hired after July 1st you will receive 3 Personal Days). Once all Personal Days are utilized, your next unexcused absence will result in termination. You will receive 6 more Personal Days every year. 
· If you cannot work a scheduled shift, it is mandatory to give at least 2 hours’ notice before your scheduled work time. If you fail to give 2 hours’ notice, then you will receive an attendance PIP. If you receive three attendance PIP’s for failure to give 2 hour notice within the year you will be terminated.
· If you call-in for a shift and need to call-in for a second time the next day you must do so before 3pm on the day of the original call-in.
· If you are late for work or leave early, you will be given a Tardy.
· If you need to leave early and can produce the proper documentation and it is an excusable absence no action is needed. 
· If you are late for work unless excusable with proper documentation you will be given 1 Tardy. Being on time for work means you are in your work position and ready to start working at your scheduled work time.
· Excessive Tardiness will lead to a PIP being implemented. 
· There are Four Excused Absences.
1. You, your child, or parent you care for are sick. You must provide a medical excuse and the medical excuse must be dated within 24 hours of the call-in.
2. You or a Family Member are in the hospital and your presence is required. You must provide a statement from the hospital documenting you were there. 
3. You have had a death of someone in your life and need to attend the funeral. The number of days excused will be at the discretion of the director based upon the relation of the person that passed away. You must provide a card from the funeral verifying attendance.
4. You are on your way to work and have a car accident, or car trouble. Must provide copy of police Report or some type of documentation that the Assistant Director/Director approves.

Call-in Procedures
· All Call-ins are required to give a minimum of a 2-hour notice. If you do not give this notice, you will receive 1 attendance PIP. If you receive 3 attendance PIP’s for failure to give proper notice your employment will be terminated. Exceptions can be made if the Call-in reason is excusable and deemed to be an emergency in that the team member would not have reasonably been able to give proper notice, however if this becomes a habit then a PIP will be issued. 
1. If calling-in during business hours 6:30-6:00 call the center( 606-784-7152 Kidz Kare) 6:00am-6:00pm (606-783-0411 Munchkin Academy)
2. If calling-in outside of business hours call 606-776-3944 for Lacy, Or 606-356-6979 for Kristin(Munchkin) or 606-356-2034 for Randi(Kidz Kare). If you text/message and do not receive a response you must call if you cannot reach anyone you will be expected to call the center as soon as it opens unless you are scheduled to come in at opening at which time you will be expected to come in to work.
3. You must speak to someone-messaging/texting/emailing are not acceptable formats to use for calling-in it is your responsibility to ensure your supervisors are aware of your inability to cover your shift with as much notice as possible.

Dependability Policy
Dependability is a critical part of being a good team member. While call-ins are permitted withing the attendance policy the overuse of call-ins, excused or unexcused, is detrimental to our team morale. If you are unable to work 80% of your scheduled shifts within a 4-week period due to call-ins the Assistant Director or Director will have a conference with you to discuss your attendance. The conference will determine if an attendance PIP for poor dependability has been earned. Three dependability attendance PIP’s within a year will result in termination.      

Medical Leave
After one year of employment both part time and full-time team members are eligible for an unpaid medical leave for up to 12 weeks for any of the following reasons:
· For the birth and care of new baby or the adoption of a child
· To care for a family member with a serious health condition
· For any health needs of the employee if they are placed off work by a physician
Upon returning to work team members will retain their same pay and position if they are unable to return to work in the same position, they left then the director can work with them to find a different one if there are none available then the team member may be laid off until one becomes available.

Violence and Weapons Policy
All acts of threats of violence by or against any team member, student, parent/guardian, or other visitor to the center are strictly prohibited. This policy applies to all team members whether or on off the business property. Possession or use of any weapons are prohibited on center property. Exceptions for this policy include knives used in the kitchen or law enforcement professionals.

Safety:
Great care has been taken to provide a safe workplace, including monitoring, and complying with both federal and state laws and regulations. Specific safety and health rules will be posted. All team members are required to be familiar with the organization’s safety rules and/or policies. Each team member is responsible for remaining aware of and following safe working practices/procedures. Failure to follow safety and health rules may result in disciplinary action up to and including termination.
A brief review of these guidelines:
· Report any unsafe conditions or practices immediately to the Director.
· Alert hour supervisor if you become sick while at work.
· Team members are required to keep their work area clean and free from hazard.
· Never remove guards or safety devices from equipment. Report any broken or missing devices immediately.
· Smoking is prohibited within the building.

Center Policies/Licensing Regulations:
It is always the responsibility of all team members to follow/enforce all center policies/licensing regulations. If you are unsure about something, ask either the Shift Leader or Director. Direct or intentional violation of any policy or regulation could result in either a written warning or immediate termination.

Severe Weather:
We will be open for business on all regularly scheduled days regardless of weather conditions unless we call you. Every attempt should be made to report to work if weather conditions permit. Team members should notify the Director as soon as possible if they will be absent or late.

Procedures for classroom attendance forms:
1. When a child enters a classroom, they must be signed in and their name highlighted on the classroom attendance sheet.
2. Team members working in the classroom are required to sign in and out on the attendance sheet.
3. When a child leaves the classroom, they must be signed out on the attendance sheet.
4. Every time the children leave the classroom as a group, document the time and attendance roll call to ensure that every child in the classroom is with the group.
5. Every time the children leave the classroom as a group, document the time and attendance roll call to ensure that every child in the classroom is with the group.
6. Before returning to the classroom as a group, document the time and attendance roll call to ensure that every child in the classroom is with the group and returns to the classroom.
7. Shift leaders will randomly check classroom attendance lists to ensure they are accurate.

Procedures for taking the children to the playground:
1. All Children must be diapered or use the restroom before going out.
2. Sunscreen and/or bug spray are to be applied to those that have it with parental permission.
3. TWO STAFF are REQUIRED to escort classes to and from the playground. 
4. Attendance roll call must be taken and documented on the Classroom Attendance Form. Before leaving the classroom.
5. Classroom Attendance Form must be taken to the playground.
6. Communication devise must be taken out (Walkie Talkie/cordless phone)
7. Portable First aid kit must be taken out.
8. Children are only allowed to play with age-appropriate playground equipment.
a. Ages 3+ are the only children allowed on the big slide/play center.
b. Children cannot play on the swing or large playset without adult supervision right next to the area.
9. Before returning to the building TWO STAFF are REQUIRED to escort the children into the building.
10. Attendance roll call must be taken and documented on the Classroom Attendance Form before leaving the Playground.
11. Once children have returned to their class, they need to wash their hands and be given the chance to get a drink from the water fountain or out of cups.

Medication Administration:
If any child needs medication the following procedure is to be followed:
1. Medication can only be administered either by the Director or Shift Leader
2. Medication can only be given if parents have completed the medication consent form.
3. Complete the following safety check:
· First and Last Name of the child is on the container.
· Expiration Date
· Original Prescription / Manufacturer’s label / Original container 
· Compare the dosage listed on label if there is a conflict with dosage on label for both prescription and over the counter medications and what is filled out on the medication consent form STOP and contact parent, inform them that you cannot give dosage conflicting with what is listed on the label. Parent /guardian can either come and administer medication themselves or give verbal permission to give the amount on the label and they must re-sign medication permission form when they come to pick-up child.
4. Get the dosage of medication, give it to the child and complete medication consent form.
5. Return medication to locked box.

Professional Development:
Team members will complete a professional development plan after the review of their first performance evaluation and it will be updated annually after review of their performance evaluations.

Employment References:
Information concerning former or current team members is considered confidential. All mail and telephone inquiries are to be handled by the Director. Information released will include dates of employment and positions held along with job duties/descriptions. 

Workers’ Compensation:
All job-related injuries and accidents regardless of the severity or lack thereof, must be immediately reported to the Director. They will fill out and complete the appropriate paperwork and report and will submit to a mandatory drug test. Team members are expected to return to work immediately upon release by their doctor.

Re-hiring Former Employees
Applications received from former team members will be processed according to the same procedures and are given the same consideration afforded by all the applicants. Prior performance records and circumstances surrounding prior termination will be considered. Any team member that leaves/left without providing the required notice (30 days) or is terminated due to performance/misconduct will not be considered for rehire.

Closure due to Contagion
If the center needs to close due to numerous employees being ill or exposed to an illness. Team members will be required to follow the directions given to them by the Director. Employees that fail to comply with the Directions given will be issued a PIP for non-compliance of center policies. Employees will not be eligible to use any paid time off. If the center re-opens and they are unable to work due to non-compliance, then each day they are unable to work will be unexcused.


Munchkin Academy/Kidz Kare CACFP Program:
Munchkin Academy/Kidz Kare are sponsors in the USDA CACFP Food Program in person review from the USDA food program. As part of our sponsorship, we will have unannounced reviews from the Program Staff. I do not know when this visit will occur. It will be unannounced, and they can be waiting at the door when we open or show up at any time throughout the day to observe a meal service. I just wanted to remind everyone of their responsibilities with the meal service and what they will be checking/looking at. If you are unsure about anything you are responsible for please let us know.
All Staff:
· Civil Rights Grievance Procedures:
· USDA NONDISCRIMITATION STATEMENT
· prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.
· Basically, we can’t refuse to feed a child based on race/color/national origin/sex/disability/age. This does not mean we can’t sub food if needed for allergies/physical abilities/or parent requests. 
· If a parent/guardian feels like their child has been discriminated against then they are to be given a copy of the “Civil Rights Grievance Forms.”  They complete the forms and turn them into the office. It is then the responsibility of the office staff to forward the forms onto the CACFP office for review.
Teachers/Teacher Aids/Floating Teachers:
1. Children’s hands must be washed before they eat. 
2. During the meal talk to children about the food and encourage them to try/eat things.
3. If you are in a class where the teacher pours/serves milk you must be sure to give the minimum required ounces. The cook can give you a sample cup to go by if unsure. 
4. Make sure children can eat the food safely. If they need help cutting it up and ensuring infants/toddlers food is cut into small pieces watching them closely for signs of choking or eating distress.
5. If working with Infants, you must know about and be able to answer questions regarding the infant meal pattern/menu.
6. If working with infants be prepared to answer questions about how to heat a bottle and if children are on breast milk or formula. If a baby uses the center’s formula, they will ask how to prepare the bottle?
7. If there is a sink in your classroom, make sure you have cups to give drinks of water as needed. Water should be available to children throughout the day.
8. If there is not a sink in your room, then water should be available via a jug and cups.
9. Clean the children after mealtimes.
10. Clean/sanitize the eating area after mealtime.
11. If there is a refrigerator/microwave in the class, you work in it should always be clean. Bottles/cups are to be labeled and have a covering. Refrigerators are to have a working thermometer.
Shift Leader/Office Staff:
1. Record Meal counts at the time of meal service/ no later than 30 minutes after meals are served.
2. Record daily attendance and transfer count to the 17-9 meal count sheet. Meal subtraction Form if needed.
3. Note any menu changes on the posted menu.
4. Be able to answer any questions the reviewer may have about the food program service we offer.
5. Be able to give the reviewer the CACFP Paperwork and assist them in any way they ask.
a. CACFP annual/daily Paperwork
b. Training Handbook for FY 2020-2021
c. Required Postings: Menus/WIC Poser/Justice for all/ food permits.
d. Whole grain/CN/Yogurt/Cereal Label binder
e. Civil rights Grievance policy
Cook/Kitchen:
· Your job is the most important one. The whole program focuses on what is prepped and served. If they find issues with the prep/service of the meal it can result in meal disallowance or even severely deficient findings which could lead to us losing the food program sponsorship.
1. Prep meals:
a. Follow all sanitary guidelines when prepping meals. 
b. Make sure you are prepping enough food to give everyone the minimum serving size. This is Critical that you are aware of how many kids you may be serving, and you prep enough food to serve all of them the required amount.  Example Each child needs ½ cup of strawberries you are serving 30 kids you will need to prep a minimum of 15 cups of strawberries. If there are more strawberries present prep them all and offer second servings. Or pass out bigger portions, we can always give more food but never less than required.
c. You will be asked how you ensure everyone is given the minimum required serving, be prepared to answer and show how you do this. Minimum serving sizes for meal components are posted in the kitchen reference them if unsure. 
d. When subbing due to allergies or parent request or missing/lack of meal item make sure you are subbing with a creditable meal item. If you cannot provide a child with a fully creditable meal due to lack of proper sub, then notify office staff so they can use the meal subtraction form. 
e. If subbing a meal component notify the office staff so they can make changes to the posted menu.
f. Ensure all Combination foods(meatloaf/Chili/casseroles) contain all the proper components and amounts. They will ask you how you prep them and how do you know if there is enough of the components to feed the children you are serving.
g. All fresh fruit must be washed and checked for quality (Blueberries are notoriously bad for having molded ones that are hard to spot they must be thoroughly examined).
h. Prepped food awaiting service must be covered and stored properly until it time of meal service.
i. It is likely they will check the temp of foods at meal service to ensure they are at the proper temp. Refrigerated foods must stay in fridge until meal service begins. Hot foods must be kept at proper temp when serving.
ii. Food must be covered with a lid or foil if not actively being served.

2. Meal Service Times:
a. It is critical you are aware of the meal service time:
a. Breakfast 9:00am
b. Lunch 12:00pm
c. Snack 3:00pm
b. I cannot stress how important it is that meals are served on time and as quickly/efficiently as possible. All children should be served no later than 15 minutes after meal service begins. Less time is better. You should be finished serving the last classroom no later than 915/1215/315. It is a tight schedule, but I know it can be accomplished by being fully prepped and aware of how quickly you are serving without lingering too long in each class if the classroom staff asks you to watch their class you can refuse if you feel like it will prevent you from staying on schedule.
3. Meal Serving Sizes:
a. It is Critical that all Children receive the minimum serving size of each meal component.  You can ensure this by using measuring utensils to pass out the meals like measuring cups or the spoodles. They will be watching this closely and it can result in meal disallowances if they see improper serving sizes. 
4. Kitchen Cleaning/Condition:
a. The kitchen is to be clean:
i. Fridges/microwave/stove tops/ovens/croc pots/counters/sinks/cabinets/drawers/shelves/food service carts/walls/trashcans are to be clean and sanitized regularly.
ii. Fridges must have a visible working thermometer.
iii. Check that fresh foods are not outdated/expired.
iv. Open food needs to be dated in the fridge/cabinets and open packages need to be placed in sealed containers for freshness and to protect from pests. 

Harassment:
Harassment is conduct focused on a person or group of persons including, but not limited to, Physical or verbal abuse, unwelcome activity of a sexual nature, retaliation, as well as any behavior or action which interferes with an individual’s ability to perform assignments, or which creates a hostile or intimidating work environment.

Harassment of any type committed by personnel or any non-personnel on the premises will not be tolerated by the center. Non-employee personnel include, but is not limited to, students, parents, spouses, and regulators. 

Any team member who feels they have been the victim of harassment has a responsibility to report this to the Director. A written complaint should include the specific nature of the incident, date and place of incident, names of all parties involved as detailed account of all pertinent facts. 

Any team member who in good faith files a complaint of harassment, will be free from any reprisals or retaliation because of filing the complaint. Complaints of harassment will be promptly and carefully investigated. Harassment shall subject an employee to disciplinary action up to and including termination.




Pay Periods:

Pay Days are twice a month on the 15th and the last day of the month 28th/29th/30th/31st.

	Pay Period
	Pay date

	1st -15th of that month (example: May 1st-15th)
	last day of that month (example: May 30th)

	16th-last day of the month (example: May 16th-30th)
	15th of next month (example: May 15th)



Personnel Policy Modifications:
The Director reserves the right to modify or amend the personnel Policies at any time, without prior notice. These policies do not create any promises or contractual obligations between the center and its employees. 




