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WELCOME TO
COCO NANA'S EARLY LEARNING CENTER
[image: ]

It is a pleasure to welcome you as a member of our team.  Coco Nana's Early Learning Center will be successful because of people like you.  We are proud of the quality of service we will offer to our children and their families and proud of the concern we have for our employees.  

In order to fulfill and maintain the high standards set by Coco Nana's Early Learning Center, we ask that you read and familiarize yourself with the rules, policies and procedures in this handbook.  We believe the success of our agency depends on the employees we have chosen to represent us.  We remind ourselves daily the importance of constant child development and the growing need for a variety of activities to help children successfully reach their goals.  We work to create a friendly, fun and professional atmosphere.  We take pride in what we do, welcome new ideas and constantly strive to improve.

PURPOSE OF THE HANDBOOK
This employee handbook is intended to familiarize you with the expectations Coco Nana's Early Learning Center has of you, as well as what you can expect from us.  Its contents are only a summary of the various policies, procedures and rules that will govern your employment with us.  All matters of interpretation should be taken to the center’s administrator/center director  

Occasionally, we make changes and additions to this handbook.  We welcome your suggestions.  Employment at Coco Nana's Early Learning Center is “at will”.  Every employee needs to understand that employment can be terminated either by Coco Nana's Early Learning Center or the employee with or without cause or notice.  Nothing in this handbook is intended or should be construed to imply, or otherwise create a contract of employment or an agreement relating to duration of employment at Coco Nana's Early Learning Center.

MISSION STATEMENT
At Coco Nana's Early Learning Center we recognize the importance of the early years in a child’s life as a time for inspiring curiosity and a desire to learn.  Our goal is to provide a well-rounded program, enriching children in the areas of intellectual and language development, social, emotional and sensory motor development, with a special emphasis on enhancing a positive self-image.  The center is nondiscriminatory, offering equal treatment and access without regard to race, color, religion or handicap.  Children with handicaps are accepted if they can be served with accommodation.  

EMPLOYEE EXPECTATIONS
We expect all employees to:
	Be honest
	Be respectful to everyone
	Take pride in their work
	Be goal and result oriented
	Provide motivation and inspiration
	Create a positive work environment
	Be professional
	Be a team player
	Be committed to growth and development

CUSTOMER SERVICE
Our reputation in the childcare profession will be made by the service we provide to our individual families.  Each child is to be treated as if they were the most important child on the premises – because they are.  They are not only dependent on us; we are dependent on them.  They are not outsiders in our business; they are part of it.  We are not doing them a favor by enrolling their child with us; they are doing us a favor by allowing us to provide an opportunity to do so.  No matter how a child or their family behaves we will treat them with dignity and respect at all times.  

Working in the childcare profession it is sometimes easy to forget things that seem ordinary and common to us may be strange and even intimidating to some children and parents.  Be sensitive to their needs. There may be questions or information they are inquiring about and are embarrassed to ask.  There may be routine questions you will need to answer multiple times.  Always be positive, helpful and pleasant.  This is what insures not only return business, but also the word of mouth advertising that generates new business.  This kind of advertising will be one of the greatest key factors contributing to the success of our future.

Should a problem arise when dealing with a child or parent, try to resolve it in a timely manner.  Get your supervisor involved if this is a situation you are not sure of the answer.  Be sure to check back with the family to see if they are satisfied with the outcome.  Even if they are not totally happy with the solution, they will remember your care and concern.

To ensure excellent childcare services, new staff are given the information, training and support they need.  To continue to meet this objective, team development and training are continuous.

HOUSE RULES
A violation of any of the following house rules may be grounds for progressive discipline including termination.

· Staff will enter the North door of building and punch in and out for time worked.
· Staff are not allowed to clock in and out for any other employee.
· All overtime must be pre-approved by their supervisor.
· Personal phone calls (local only) are to be made at break time only.
· Staff will complete all duties as listed on individual job descriptions.
· All break times must be coordinated with other staff.
· Staff will not be allowed to use their cell phone while working with the children.(Ringers off)

This list of house rules is not intended to be all inclusive nor is it in any way to be intended to alter the “at will” nature of the employment relationship.  Circumstances not covered here may require disciplinary action.  It is expected that all staff will use common sense to insure that all children are safe and activities are in an orderly manner.

RULES OF CONDUCT
In the interest of promoting the kind of environment where employees enjoy working and the children and families enjoy coming, Coco Nana's Early Learning Center has established the following rules of conduct.  A violation of these rules may be grounds for discipline including termination.
· Discourtesy or unfriendliness to children, families, co-workers and supervisors.
· Drinking or being under the influence of intoxicants at any time during a shift or having the odor of alcohol on your breath while on duty.
· Purchase, sale, use or possession of a controlled substance or non-prescription mood-altering drug while at Coco Nana's Early Learning Center.
· Harassment of any kind; either sexual or physical and verbal.
· Possession of firearms or other dangerous weapon(s) while at Coco Nana's Early Learning Center.
· The use of obscene, profane or abusive language, malicious gossip or lewd, lascivious or obscene    
       conduct.
· Fighting or the use of physical force against another person or child at any time, except in the line 
              of duty or self-defense.  Threatening, intimidating or coercing another person or child at any time.
· Dishonesty or failure to report a plan or act of dishonesty.
· Falsification of any records.
· Misappropriation, abuse, destruction or defacement of tools, equipment or property owned by 
              Coco Nana's Early Learning Center or property owned by others while at the center.
· Removal of property from center premises that does not belong to the employee without proper 
              authorization regardless of its condition or value.
· Unexcused or repeated absence from work.
· Unexcused or repeated tardiness in reporting to work or from breaks.
· Insubordination:
a.	Refusal to perform work or any other lawful directive
b.	Threatening a supervisor with physical violence.
c.	Addressing a supervisor with obscene, profane, abusive or disrespectful language.
· Carelessness or negligence in the performance of duties.
· Asleep while on duty or during a scheduled shift.
· Any act while on duty and/or center premises which endangers the safety or life of the employee 
              or others or that violates established health, fire or safety practices.
· Violation or disregard for a posted or known center rule, policy or procedure.
· Illegal activity of any nature at any time, on or off center property.
· Making public false or defamatory statements about Coco Nana's Early Learning Center policies, procedures, practices, managements or other employees at any time, on or off duty.  
These rules of Conduct are not all-inclusive and are to be used only as a guide to acceptable behavior.  The above rules are not in any way intended to alter the “at will” nature of the employment relationship.  

Progressive Discipline:  A process in which an employee is warned in private (behind closed doors) that he/she must improve their conduct.  The process may be entered into at any point, depending on the nature and seriousness of the violation.  It most often involves a series of of similar violations.  The process is as follows:   
	Verbal Warning – a verbal directive is given to an employee by a supervisor or manager.  Verbal warnings are given in private(behind closed doors), documented, signed/dated by the employee and the supervisor and placed in the employee   file.
	Written Warning – An employee is issued a warning in writing (in private) and documentation is signed/ dated by the employee and supervisor and placed in the employee file.
	Suspension – An employee is given mandatory time off, without pay and documentation is signed/dated by the employee (in private) and the supervisor and placed in the employee file.
	Involuntary Termination – Coco Nana's Early Learning Center ends employment in private with the employee. Documentation will be placed in the employee file.
CONFIDENTIALITY
All children’s records and forms are kept in the office in a file.  Persons having access to children’s records do not discuss or disclose personal information regarding the children and the facts learned about the child or their relatives.  A parent, upon request has access to records (in private/behind closed doors) and so does the licensing representative.  The parent may give authority through written consent to have access (in private/ behind closed doors) to his or her child’s records.  Under no condition will a staff member give another parent information about someone else’s child or parent.  Staff is not allowed to give phone numbers out to parents or anyone who calls.  If there is an illness or situation to a child, it is not the concern of any other person as to who, what, where, when or with someone else’s child, only if it involves the health and safety of their own child.

All information about Coco Nana's Early Learning Center’s operational process, finances and record keeping is confidential.  This includes, but is not limited to:  Personnel policies, Parent handbook, Business marketing and planning information, Salary information, Accounting practices or financial information.
1st. offense – Discipline up to and including termination.

PROMPTNESS AND ATTENDANCE
Promptness is essential to the operation of Coco Nana's Early Learning Center.  Employees are expected to be at the center and ready to start work when their shift begins.  If an emergency arises or the employee is ill, it is expected that an employee who cannot report to work on time, will contact the administrator/ director a minimum of two (2) hours prior to the start of their shift.  THIS IS MANDATORY.  

Any time an employee does not call in, will be considered an unexcused absence unless the employee can prove extenuating circumstances preventing them from calling in or reporting to work.  Employees must call into work themselves – no one is to call in for you.    

Progressive discipline any apply, based on the following;
· Three (3) unexcused absences within a 12-month period.
· Three instances when an employee clocks in more than seven (7) minutes late within a ninety (90) day period.
The following are considered voluntary termination;
· Fails to report for work on their initial start date.
· Leaves or walks off unexcused from the center.
· Fails to call in or report to work (No Show/No Call) for three (3) consecutive workdays.

HARASSMENT
Coco Nana's Early Learning Center is committed to offering employment in a productive climate free of harassment or discrimination.  Harassment of any kind by supervisors or co-workers will not be tolerated.  In addition, we will protect our employees to every extent possible from harassment by non-employees within the center.  

Coco Nana's Early Learning Center recognizes two types of harassment: (1) Protected class and (2) sexual.

Protected Class Harassment
“Protected Class” harassment is based on an individual’s race, color, religion, creed, gender, age, national origin, sexual orientation, marital status, arrest or conviction record, physical disability or membership in the military.
Protected class includes, but is not limited to:
· Verbal or physical conduct relating to a person’s membership in a protected class, which has the purpose, or effect of creating a hostile, intimidating environment or that interferes with the individual’s work performance.
· When employment related decisions such as promotion, performance evaluation, pay adjustment, discipline or work assignments are based on an individual’s membership in a protected class.


Sexual Harassment
“Sexual Harassment” is based on unwelcome sexual advances, unwelcome physical or verbal contact or conduct of a sexual nature.
Sexual harassment includes, but is not limited to:
· “Quid Pro Quo” occurs when any person who can affect the employment status of another employee makes submission to or rejection of such conduct a basis for employment decisions.
· “Hostile Work Environment” exists when unwelcome sexual conduct:
a.	“Unreasonably’ Interferes with an individuals job performance.
b.	Creates an intimidating, hostile or offensive working environment even though it leads to no tangible job or economic consequences.

HARASSMENT COMPLAINT PROCEDURE
· If an employee perceives that he/she is being harassed, the individual should ask the offending party to stop the behavior.
· If the employee is uncomfortable addressing the offender directly or if the offender does not stop the behavior upon request, the employee should report it to their supervisor.  It is the responsibility of the supervisor to address the complaint with the offender.
· If the employee is not satisfied with the handling of the complaint or if the employee’s supervisor, the employee should bring the mater to the attention of the administrator/program director.

As soon as the administrator/program director receives a complaint of harassment a “No Contact” status will be issued immediately between the involved parties.  An investigation will be conducted to determine whether or not a type of harassment occurred.  All allegations will be thoroughly investigated and treated with the utmost confidence.  The appropriate corrective action will be taken, depending on the outcome of the investigation.  The degree of discipline will be determined after completion of the investigation.  The employee who filed the allegation will be informed of the outcome and steps will be taken to insure the offending behavior is not repeated.  Threats or retaliation against anyone making an allegation of harassment will not be tolerated.

CONFLICT RESOLUTION
Coco Nana's Early Learning Center builds their reputation through hard work and loyalty of its employees.  Because we know our reputation is dependent on our staff, Coco Nana's  puts forth every effort to insure that our employees receive fair treatment.  The following policies and procedures exist to insure that all of our employees are treated fairly.  Because we promote open communication, it is hoped that conflict will be resolved at the lowest possible level in the organization.

GRIEVANCE PROCEDURE
Both employees and management are encouraged to maintain open communication so that conflicts can be addressed and resolved as they arise.  If an employee feels they have been discriminated against and would like to file a grievance, the following procedure will be used:
-	Employees are expected to first discuss and resolve their problems with their direct supervisor (center director)
-	If the direct supervisor (center director) does not satisfactorily resolve the issue, the complainant may present his or her complaint in writing (within twenty-four hours of the situation) to the administrator for final consideration and action.
-	The administrator & center director will meet with this employee to review the complaint or grievance.  
-	The administrator & center director will schedule a meeting with those involved.  At this time all will review policies, procedures and complaint.
-	The administrator will make the final decision within three (3) workdays.  

HEALTH, SAFETY AND SECURITY
Zero Tolerance Policy for the use of Alcohol or Controlled Substances
Coco Nana's Early Learning Center is committed to provide a drug free workplace in order to ensure all children, families and employees safety.  The center reserves the right to request an alcohol breath test or a drug urine analysis test from any employee.  Reporting to work under the influence of alcohol, marijuana or other controlled substances will result in disciplinary action up to and including termination.  For their own protection, employees are required to report to their supervisor the use of any prescribed or over-the-counter medications that may alter their mood or behavior.

It is management’s responsibility to provide healthy working conditions and proper equipment for all employees.  It is the policy of Coco Nana's Early Learning Center to:
· Comply with all safety and health laws, rules and regulations.
· Make sure every effort to reduce the possibility of accidents occurring.
· Educate the employees as to any hazards or risks that might exist while
      performing jobs and about any laws that apply to their responsibilities.
· Respond promptly to and correct all safety and health concerns raised by employees or families of the children we serve.
· Discipline any employee who fails to follow safety rules and procedures.

Employee Responsibilities are to:
· Carry out and actively enforce all safety plans.
· Observe and comply with all safety rules.
· Insure that all injuries are treated immediately and reported promptly.  Arrange for first aid and medical services.
· Correct all hazards, including unsafe acts and conditions, which are within the scope of your position.
· When requested, assist with the investigating of accidents.
· Set a good example of safe conduct.
· All staff are required by law to report to Social Services or the local law enforcement agency any suspicions of child abuse, sexual or otherwise neglect or endangerment of which they may become aware.  Each staff will update this training every 2 years.
· Maintain and update required certificates and education hours as required for employment.

ACCIDENT, ILLNESS AND INJURY
Coco Nana's Early Learning Center requires all accidents, illness and injury that happen to an employee while at work need to be reported immediately.  No accident, illness or injury is too small or insignificant to not report.  The employee is to report the injury directly to their supervisor.  If their supervisor is not available the employee may be asked to report the injury to the administrator or center director.

IDENTIFICATION
Background Investigations – All employees of Coco Nana's Early Learning Center will have a completed background information disclosure (BID) form in their file prior to their first day of work, and caregiver   background check (CBC) completed by the Department of Justice – Finger print check (DOJ) upon hire hire.  The results will be on file in the center office.  All employee's will be required to repeat the CBC annually.  All staff are required  to notify the childcare facility as soon as possible but no later than the person's next work  day, whenever any of the following occurs:
· The person has been convicted of any crime.
· The person has been or is being investigated by any governmental agency for any other act, offense or omission including an investigation related to the abuse or neglect or the threat of abuse or neglect to a child or other client, or an investigation related to misappropriation of a client's property.
· The person has a governmental finding substantiated against them of abuse or neglect of a client or of misappropriation of a client's property.
· In the case of a position for which a person must be credentialed by the department of regulation and licensing, the person has denied a license or the person's license has been restricted or otherwise limited.  
DHS 12.07 also requires the facility to notify DCF or the certifying agency by the next business day of the above occurrence.
GENERAL INFORMATION
Processing
All employees are required to report to the administrator for processing before they start work.  A Driver’s License (or other form of picture ID) and a Social Security Card is required.  At that time the new employee will be scheduled for an orientation.
Personal Appearance
Coco Nana's Early Learning Center takes pride in the appearance of its employees.  It is expected that our employees will always be neat and clean.  We also ask the following:
· Tattoos and body piercing, whenever possible, not be visible to the public
· Avoid excessive use of perfume, cologne or jewelry
· Attire and appearance should be appropriate for the daily planned activities

Employee Breaks
Paid breaks and lunch are provided for employees.  All staff are to eat lunch with the children.  Each staff will have a ten (10) minute break at alternating times and coordinating these times with the other staff.  All staff are required to remain at the center during all breaks.  
Two Hour Preparation Time
Each lead teacher will be given two hours of paid prep time to be used for purposes of lesson plans, portfolios or what they feel will help improve the quality of their classroom.  This will be scheduled in coordination with the other lead teachers and will be used during nap time.  A floater staff will be provided to watch over your children while they nap.  
Personal Phone Calls
Coco Nana's Early Learning Center telephones are for business use.  If it is necessary to make a local phone call please do this during break times.  Cell phones are NOT allowed to be used when working with the children.
Entering the Building
All employees will be expected to enter the building from the North door entrance.  Once inside the building each employee is to punch in his or her code number into the time clock at the front of the building.  
Smoking
Coco Nana's Early Learning Center is a tobacco free facility and will not tolerate any staff smoking or using tobacco on the premises.
WORK AND PAY INFORMATION
Salaried/Hourly Employees (See Pay Scale)
Salaried employees are generally professional or administrative (supervisor and above) personnel.  Their schedules will vary and are dependent on the number of children and what work needs to be done.  Salaried employees are paid at an annual rate to fulfill certain responsibilities and do not receive overtime pay. We currently have no salaried employee's.  Hourly employees are paid according to the number of hours actually worked and are eligible to over time pay if they work more than forty (40) hours in a week.  All overtime must be pre-approved by the supervisor.
Employee Schedules
All employees will be expected to work their regular shift in order to meet the needs of the center.  However, employees may be asked to work at scheduled times other than what they were hired for.  This depends largely upon the enrollment of the children and maintaining accurate child to staff ratio’s.
Payroll Distribution
Payday is every two (2) weeks on Fridays and covers the two-week pay period, one week prior to payday.  
Termination
An employee quitting (a self or voluntary termination) from Coco Nana's Early Learning Center is required to give a two (2) week notice.  Leaving in "good faith" on their own free will, an employee will receive accrued paid time off.  Any employee who has been terminated and is not leaving in "good faith" will not receive this.

EMPLOYEE DEVELOPMENT
Coco Nana's Early Learning Center strives to hire the best people for its positions as well as develop their staff to meet the ever-changing needs of the center.  Employee development is designed to meet individual, group and center needs at various levels.

New Employee Orientation
We believe all new employees should be given an overview of the center, including our expectations of them as well as what they can expect from us as soon as they are hired.  
All staff shall be familiar with Center policies, procedures and licensing rules.  Orientation will take one week and will be documented on a form provided by licensing.  The center will use the orientation checklist to provide training in the following areas:
	___Center policies
	___Licensing rules
	___Confidentiality policies
	___Child abuse and neglect recognition and training (Mandated Reporter Training)
	___Health observations and precautions, medication, universal precautions,   
                     infectious disease control and communicable disease recognition, SIDS
                     prevention
             ____Abusive Head Trauma Training/SIDS
	___Emergency training including first aid, fire, tornado and CPR
	___Knowing whereabouts of the children at all times
	___Integration of special needs children into the program
	___Child management techniques used at the center
	___Job responsibilities as they relate to job descriptions
	___Schedule of activities of center
Probationary Period
All new or rehired employees must satisfactorily complete a three & six month probationary period. During this probationary period they will not be paid for holidays or accrue any paid time off.
Work History Records
An employee work history record is vital for the center’s employee record keeping.  If documented properly it serves as a chronological record of an employee’s complete work history with the center.  Items included in each file are job performance evaluations, application, background verification, health physical, signed job description, certifications of classes taken, attendance or scheduling deviation, training and safety requirements, progressive disciplinary and all warnings.
Performance Appraisals
Our performance appraisal system is a vital part of insuring open communication between employees and supervisors.  Employees need to know how they are doing in their job.  Written performance appraisals must be competed for all employees, one by the employee as a self evaluation and one by their supervisor.  New or rehired employees will receive a performance appraisal at the end of their probationary periods of three and six months.  At that time, they will be recommended for continued employment, extension of the probationary period or termination.  Employees will receive an annual performance appraisal, in private (behind closed doors) thereafter, on or around their anniversary date.  The employee performance appraisal form was developed by the administrator to measure the following:  General work habits, interaction with children, classroom management, working with parents, working with co-workers and professionalism & growth.
Staff Files
All staff will have in their file the following:
*Child care staff record (CFS-53) - Documentation of entry level training if there is no registry certificate.  Teachers, directors and administrators will be required to provide a registry certificate within 3 months of assuming the position.
*Child care continuing education record (CFS-53A) - Continuing education classes annually & current certificate of completion for infant and child cardiopulmonary resuscitation.
*Child care provider staff health report (CFS-54) - Completed 12 months prior to or 30 days after assuming a position with the center.
*Background information disclosure form(CFS-64) - Anyone 18 years or older working with the children.  This needs to be done prior to the first day of assuming a position and every four years thereafter.
*Passing Eligibility results of the required Finger-Print Based Background Check prior to start date with documentation of following department checks.
*Group child care orientation form(CFS-2026)
*Documentation of the days and hours a substitute, volunteer or employee has been employed to meet the applicable child to staff ratio.
*Signed form - Understanding of personnel policy
*Job description - initialed and dated
*All signed forms required for account and payroll process
Training and Development
All staff working less than 20 hours per week are required to attend 15 hours of continuing education credits per year and staff working more than 20 hours per week must attend 25 hours per year.  The staff cooking the meal will be required to attend an additional 4 hours of training per year in food sanitation, food handling and nutrition.  These training's will be documented on the state form in each staff’s individual employee file.  Each staff is responsible to bring the certification or proof of completion to the administrator/program director.

Job Posting
Most center job openings are posted for four (4) days on a designated bulletin board.  If a suitable or qualified applicant is not found, the position is then made available to non-employees.  When a job is posted, qualified applicants who have completed their initial probationary period will be considered.  We maintain a “Promotion From Within” policy and strive to advance qualified employees as opportunities for advancement become available.
Staff Meetings
All staff are required to attend each staff meeting, unless otherwise discussed with the Center Director.  These meetings will be held on the third Thursday of every month at 12:30 or 5:30pm at the disgretion of the director.  The purpose of these meetings is to review procedures and policies and discuss situation that that have come up and how they were handled.  It is also a great time to share ideas for the next week and training experiences.

BENEFITS
Worker’s Compensation
All employees are covered under a self insured work related benefit plan.  This plan covers all employees during work hours for work related injuries or illnesses.

Leave of Absence
Request for medical or personal leaves must be filled out and approved by the administrator  before the leave can be taken.  

Maternity Leave
New mothers will be allowed up to eight weeks of time off (no-pay)

Military Leave
Staff will be allowed a leave for military for as long as their duty is required.  This is not paid, but they can return to their job upon their return from military leave, considering all certificates have been maintained.

Funeral Leave
Full-time employees will be granted two (2) days without pay on scheduled workdays in the event of a death in the immediate family.  Immediate family is defined as an employee’s:
Spouse             	Grandparent	
Father                  Grandchildren
Mother		Uncle
Brother	               Aunt
Sister		 Children
Mother-in-law 	 Father-in-law
Brother-in-law     Sister-in-law

Jury Duty
Any employee who is subpoenaed for jury duty is required to notify the administrator or center director immediately.  The employee will be required to turn the court’s compensation for jury duty hours only, over to the center and will then be compensated for the hours missed at work.  

Paid Time Off
Full time employees (consistently 40 hours/week) will be eligible to accrue paid time off (PTO), which can be used for vacations, personal leave or sick time.  After a full time employee successfully completes their probationary period of (6) months, they will then accrue 1 hour of paid time off for every 40 hours worked.  The use of paid time off needs to be scheduled with the supervisor two (2) days prior to taking the day.   





Holiday Pay
Full time employees (40 hours/wk) will receive pay for the following holidays if they fall on a weekday in which they are scheduled to work:
New Years Day                         Memorial Day                              
July 4th                                      Thanksgiving Day                        
Christmas Day                           Labor Day


Holiday pay will consist of regular pay for 8 hours for employees regularly scheduled on those days.  To qualify for holiday pay an employee must have:
-Not be involved in a progressive disciplinary action
-Not missed a regularly scheduled workday including the day prior to the holiday and the day after the holiday for any reason.

DEFINITIONS
Assitant Teacher: An employee that is currently working to complete course required to perform duties assisting the teacher or lead teacher on the daily care and activities within the designated classroom.  Can assume a teacher position upon completion of the required courses.  A Registry Certification is not required for this position.

Teacher: An employee in charge of a designated classroom and having completed the required classes, but not currently holding a Registry Certification.  Can assume the position of lead teacher upon completion of certification.

Lead Teacher:  An employee in charge of a designated classroom and having at minimum a level seven on their Current Registry Certification.  

New Employee:  An employee who has not yet completed their ninety(90) day probationary period.  

Rehire:  An employee who has previously worked with Coco Nana's Early Learning Center.  If an employee is eligible for rehire, they must complete a new employment application, and are subject to a new probationary period.

Full-time Employee:  An employee who maintains a schedule of 40 hours per week.

Part-time Employee:  An employee who maintains a schedule of less than 40 hours per week.

Temporary Employee:  An employee who is hired for a designated period of time, which usually does not exceed ninety (90) days of work consistently. Knowingly, will not surpass the probationary time.
(Ex. Summer employment)

Volunteer:   A person who works at the center on scheduled days and does not receive payment for time worked.

Employment At Will:  Employment, which may be terminated by the employee or the employer at any time with or without cause or notice.  Wisconsin is an “At Will” employment state.

Probationary Period:  A specific period of time three & six months during which the employee is continually evaluated to determine if he/she can perform the job as described within the job description and act in accordance with the Coco Nana's Early Learning Center procedures and rules.

Excessive Absenteeism:  More than three (3) days of unexcused or non-approved absences within a six (6) month period.  The following absences will not count toward excessive absenteeism:  pre-approved paid time off, funeral leave, maternity leave, jury duty, approved medical leave, disciplinary suspension, mandatory court appearances and military reserve duty.

Gross Misconduct:  Employment may be terminated immediately if an employee engages in any of the following behaviors: Assault and battery, malicious destruction of property, arson, sabotage, breach of confidentiality, mismanagement, theft, fraud, misrepresentation, discrimination, harassment or any other act that is intentional.

Grievance:  A grievance is an employee’s formal expression of disagreement or dissatisfaction with an adverse personnel action involving a decrease in salary, demotion, and suspension without pay and/or discharge.


Complaint:  A formal expression of disagreement or dissatisfaction with aspects of employment such as working conditions, hours of work, environment, relationships with supervisor and other employees, or policies or decisions of the department considered by the employee to be inappropriate, harmful or unfair.

Involuntary Termination: The center makes the decision to end employment with the employee.

Voluntary Termination:  An employee makes the decision to end their employment with the center.  This includes walking off the job, not reporting to work or starting work on the first day of work, or “No Call, No Show” for three consecutive workdays.

Progressive Discipline:  A process in which an employee is warned in private (behind closed doors)that he/she must improve their conduct.  The process may be entered into at any point, depending on the nature and seriousness of the violation.  It most often involves a series of of similar violations.  The process is as follows:   
	Verbal Warning – a verbal directive is given to an employee in private (behind closed doors)by a supervisor or manager.  Verbal warnings are documented in the work history.
	Written Warning – An employee is issued a warning in writing and documentation is placed in the employee file.
	Suspension – An employee is given mandatory time off, without pay and documentation is placed in the employee file.
	Involuntary Termination – Coco Nana's Early Learning Center ends employment with the employee.




















                                                     ACKNOWLEDGMENT
We hope you find this handbook helpful.  While we will exercise our best efforts to comply with the policies outlined in this handbook, we reserve the right to revise them in accordance with changing laws or management philosophy.  These policies are not intended to create a contractual relationship with employees.  No legal rights are to be inferred by this handbook and it should not be relied upon for the creation of any legal rights.  Specifically, employment at Coco Nana's Early Learning Center is “at will” and either the employer or the company may terminate it at any time, with or without consent or notice.
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