Mission Statement:
Family F.O.C.U.S. will provide subsidized services for children and families in the State of California by providing Fundamental Opportunities… Children can have Unlimited Success.

Family F.O.C.U.S. Center’s provide quality, on-site Child Development and Educational programs in a safe, inviting, enriched environment for a diverse population of families with a diverse staff in Tulare County.
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Employment Goal:

It is the goal of Family F.O.C.U.S. to hire committed and valuable employees, representative of the community we serve.  In order to achieve that goal, annual step increases based on COLA’s, are provided as set forth in the following policies and procedures.

“At Will” Employment Status:

This employee handbook is not a written contract of employment; it is not intended to create an express or implied contract of employment.  All employment with Family F.O.C.U.S. Inc. is “at-will”.  
According to the California Labor Code, “California is an at-will employment state. Under the at-will presumption, a California employer, absent an agreement or statutory or public policy exception to the contrary, may terminate an employee for any reason at any time."  Employment may be terminated with or without cause with or without notice at any time by the employee or the Agency.  Nothing in this handbook or in any document or statement shall limit the right to terminate employment at-will according to California law.  No manager, supervisor, director or employee of the Agency has the authority to enter into an agreement for employment other than at-will.  Only the Executive Director and the Board of Directors of the Agency have the authority to make any such agreement and then only in writing.
The Employee Handbook is not intended to be a complete description of the company’s policies or practices and Family F.O.C.U.S. reserves the right to revise, supplement, suspend or discontinue the policies at any time.
Equal Employment Opportunities:
It is the policy of Family F.O.C.U.S. to employ, retain, promote, layoff or terminate, and otherwise treat all employees solely on the basis of merit, competency, qualifications, and overall work performance.  

The agency prohibits unlawful discrimination based on race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, genetic information, marital status, sex, gender, gender identity, gender expression, age, sexual orientation, or military and veteran status of any person.  

To refuse to hire or employ the person or to refuse to select the person for a training program leading to employment, or to bar or to discharge the person from employment or from a training program leading to employment, or to discriminate against the person in compensation or in terms, conditions, or privileges of employment based on discrimination, is unlawful in the state of California.
Family F.O.C.U.S. is committed to complying with all applicable laws providing equal opportunities.  This commitment applies to all persons involved in the operations of the organization and prohibits unlawful discrimination by any employee of the Agency, including supervisors and co-workers.

Compensation, terms, conditions and privileges are to be equal for equal work. 

Immigration Law Compliance 

Family F.O.C.U.S.  employs only United States citizens and aliens who are authorized to work in the United States. If you are a new employee, as a condition of employment, you completed the Employment Eligibility Verification Form (Form I-9) and presented documentation establishing your identity and employment eligibility. If you were previously employed by the Company and have not yet completed a new I-9 Form, you must do so if you have not completed one with the Company within the past three years, or if your previous I-9 Form has not been retained by the Company. If you have questions or need more information on immigration law issues, you should contact your Program Manager.  You may raise questions or complaints about immigration law compliance without fear of reprisal.
Harassment Policy:
Family F.O.C.U.S. is committed to providing a work environment free of unlawful harassment.  Agency policy prohibits sexual harassment, and harassment based on pregnancy, childbirth, or related medical conditions, race, religious creed, color, national origin or ancestry, physical or mental disability, medical condition, marital status, age, sexual orientation or any other basis protected by federal, state or local law or ordinance or regulation.  All such harassment is unlawful.  Our anti-harassment policy applies to all persons involved in the operation of the Agency and prohibits unlawful harassment by any employee or volunteer of the Agency, including supervisors, co-workers, and Board of Directors.

Prohibited unlawful harassment includes, but is not limited to, the following behavior:

1. Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations or comments.

2. Visual conducts such as derogatory and/or sexually-oriented posters, photography, cartoons, drawings or gestures.

3. Physical conduct such as assault, unwanted touching, blocking normal movement or interfering with work because of sex, race or any other protected basis.

Employee Relations:
No company is free from day-to-day problems, but we believe we have personnel policies and practices to resolve these problems before they become a detriment for either the employee or employer.  

We all must work together as a team to make Family F.O.C.U.S. a viable and healthy organization.  This is the only way we can provide a satisfactory working environment for everyone involved.

We encourage employees to follow the Chain of Command by bringing their concerns to their immediate supervisor or teacher first, then to the Site Supervisor and then to the Program Manager.  

Management accepts the responsibility of providing favorable working conditions and competitive pay.  We believe that you, as an employee, have the right to express yourself as an individual.

Pre-employment:

In order to be employed by Family F.O.C.U.S. a person must be in good health, and be physically, mentally and occupationally capable of performing assigned tasks.

Prior to employment, the employee must:

1. Have verification of being in good health, with a health screening performed by a physician.  (Not more than one year prior to, or seven days after employment.)  Family F.O.C.U.S. will provide the form (Physician’s Screening Form) and pay the initial cost of a physical, to the medical facility designated by Family F.O.C.U.S., prior to employment.  

2. Test free from Tuberculosis.  (Not more than one year prior or seven days after employment.)  Family F.O.C.U.S. will pay the initial cost of the T B Test, to the medical facility designated by Family F.O.C.U.S., prior to employment. 

3.  Employee Immunizations must be current and employee must have a flu shot annually.  Immunization card must show proof of Influenza, Pertussis, and Measles immunization.  Each employee and volunteer shall receive an Influenza vaccination between August 1 and December 1 of each year.  (See POLICY TITLE: EMPLOYEE IMMUNIZATION RECORD) 
4. Be fingerprinted and sign a declaration (under penalty of perjury) regarding any prior criminal convictions. Family F.O.C.U.S. will provide the form (Livescan form) and will pay the initial cost of the Finger Print Clearance, to the Sheriff’s Department prior to employment.  This cost will be deducted from the employee’s first three (3) paychecks.
5. All Teaching staff (Teacher I and Teacher II) must have proof of current First Aid and CPR training upon hire.  It is the employee’s professional and financial responsibility to keep their CPR and First Aid training cards current and available.  Aides and other staff members will have one year from hire date to obtain this training.  At that time a copy of their valid CPR and First Aid cards will be placed in their personnel file.
6. Hold a current California Driver’s License; provide a DMV report, and proof of insurance and a current registration of vehicle, before they can drive for the corporation and be entitled to reimbursement for mileage.

7. Provide verification of age.  (You must be 18 years of age to work for Family F.O.C.U.S.)
8. Submit a photocopy of all Child Development coursework, verified by official transcripts, and permits.  Employee also needs to provide a photocopy of highest diploma or degree received. All teaching staff must possess a child development teaching permit from the Child Development Permit Matrix.  Aides must acquire an Assistant Permit within 2 years.  Within one year they must complete 3 units of study in child develop specific to the site at which they are employed. 
9. Complete a Child Abuse Index check.

10. Provide two forms of identification.  (Driver’s License, Passport, or Military ID & Social Security Card, etc.)

11. Complete an Application for Employment, Employment Eligibility Verification (I-9), and an Employee’s withholding allowance Certificate (W-4).  (See Forms)

12. All employees of Family F.O.C.U.S. are mandated reporters.  Employee must attend annual training of the child-abuse reporting procedures and pass a test demonstrating proficiency (score of 75% or greater) in reporting rules and regulations.  All suspected child abuse must be reported to Licensing and Child Protective Services.
Selection of Qualified Staff:  Interviews 

1. All prospective employees must fill out an Application for Employment.

2. All interviews will be completed by a Screening/Hiring Committee.

3. All candidates will be asked the same questions by the same interviewers.

4. References will be checked.

5. Family F.O.C.U.S. will hire the most qualified person for each position.

Conditions of Employment:
Upon acceptance of an offered position, and based on verification of all pre-employment conditions, and after successfully completing an oral interview with the Screening/Hiring Committee, the Site Supervisor and/or Program Manager the following conditions shall apply:

1. The Employee and Employer will fill out a Status Change/Set-up Form that will record agreement on the employee hire/start date, position, and salary step.  (See Form) This form must be signed by the Program Director as final approval.
2. Employees will be informed of their “Employee Rights” and a signed and dated copy will be kept in their file (See Form Lic 9052) Employee Rights will be posted in the staff lounge as well as in the handbook.

3. Employees must uphold the policies of Family F.OC.U.S. and our licensing agency, California Department of Social Services, Licensing Division, and Title 22 always.  Acknowledgement of Employee Handbook must be signed before an employee may begin work.

4. The Employees will be guaranteed a clean and safe working environment.  

5. All employees must be free of drugs and alcohol. (See Consent to Drug/Alcohol Test Form)

6. After 5 hours of work an employee MUST take at least a minimum 30-minute lunch break, as assigned by Family F.O.C.U.S.  Employees may leave the work site during their lunch break if they can return within their allotted time. 

7. Employees who work a 6-hour shift or longer, will be given either a minimal half hour or a full hour lunch period as assigned by Family F.O.C.U.S. If an employee is working a maximum of six (6) hours and they request to not take their lunch period, they will be required to sign a Lunch Period Waiver.  However, the waiver must be approved in advance by the Site Administrator. 

8. Employees will be given a ten (10) minute break period, as assigned, somewhere in the middle of every 3.5 hours worked.  Employees shall not leave the work site during break period. 

9. There will be a twelve (12) month introductory/probationary period, followed by a formal evaluation, before an employee may gain permanent status.

*Site Administrator is defined by the highest-level employee on site based on the Family F.O.C.U.S. Organizational Flow Chart (See Form).
POLICY TITLE: EMPLOYEE IMMUNIZATION RECORD 

POLICY STATEMENT: An employee immunization record will be completed by the employee and Program Manager upon hiring. 

PROCEDURE: 

A. Purpose 

1. To protect employee, coworkers and children from preventable diseases.  To remain compliant with regulations of our licensing agency, California Department of Social Services, Child Development Licensing Division.
B. Steps 

1. The New Employee Immunization Record will be given to all new employees by Family F.O.C.U.S. administration. (see following page) 

2. The employee will complete and return the form to Program Manager. 

3. The New Employee Immunization Record and proof of immunization (Immunization Card or Receipt of Immunizations) will be filed in the employee's personnel file and updated as needed. 

Introductory/Probationary Period:

All probationary employees are required to complete an introductory/probationary period of twelve (12) calendar months.  The purpose of this introductory/probationary period is to allow time for evaluations of an employee’s performance and capabilities prior to placing the employee on permanent status.  It is during this time that the employee will also have the opportunity to determine whether Family F.O.C.U.S. is the place to build a career.  

Classifications of Employment:
Employees will be assigned a job classification. After the introductory/probationary period, only the Permanent full-time employees will become eligible for health benefits when health benefits are available.

Each employee will receive one of these classifications based on positions requiring credentials:

Certificated:   All employees required to hold a permit or credential.
Classified:   All employees not required to hold a permit or credential.

Each employee will receive one of these classifications based on the terms of hire regarding the duration of employment:

Probationary Employees:   All employees that have been through the screening/hiring process and were successfully hired by the Hiring Committee as a staff member (not a substitute) are given a classification of Probationary Full-Time or Probationary Part-Time.  Probation ends after 12 months of satisfactory employment.  Probation may be extended due to unsatisfactory performance.
Permanent Full-Time:   All employees who have completed their Introductory/Probationary period and are scheduled to work thirty (30) to forty (40) hours per week.  
These employees are also eligible for Annual Step Increases, should a Cost of Living Allowance (COLA) be awarded to the contract.  These increases are based on an expected full year of continuous, satisfactory employment.

Permanent Part-Time:  All employees who have completed the Introductory/Probationary period and are scheduled to work between fifteen (15) and twenty-nine (29) hours per week.  Part-time employees are paid on an hourly basis. These employees are eligible for Annual Step Increases (should a COLA be awarded to the contract) based on an expected full year of continuous, satisfactory employment.

Temporary Employees or Substitutes:   All employees, whether full or part-time, who are hired to work “as needed” or for a specified period are Temporary employees also referred to as Substitutes.  Temporary employees (or Substitutes) will be hired on an hourly basis.  These employees will not be entitled to paid benefits or Annual Step Increases even if they are available. If an employee substitutes daily for six (6) months, the employee will gain Probationary status.
Temporary employees (or Substitutes) may be scheduled for a block of time, but if the temporary employee (or Substitute) is not needed to meet the adult/child ratio due to absent children, the temporary employee (or Substitute) may be released at an earlier hour than scheduled.  Family Focus will pay for a minimum of two (2) hours for worked “show –up time”.
Hourly Employee:
All employees are paid hourly, for actual time worked, except for Administrative positions which may be salaried.   All probationary and permanent employees will be expected to work 250-254 days per year based upon position.
All employees will be paid in accordance to applicable legal requirements.

Since all employees are hired for an unspecified duration, these classifications do not guarantee employment for any specific length of time.  Employment is at the mutual consent of the employee and the company.  Accordingly, either the employee or the company can terminate the employment relationship “at will”.

Paydays:

Employees will be paid on the 1st working day of every month.
Check Loss Policy: A stop payment will placed on the original check and employee will be charged $40.00 for stop payment fee and cost of processing a new payroll check. 
Placement on Salary Schedule:
Placement on the salary schedule will be on Step 1 for new employees.  Only new employees with required credentials and many years of experience may be placed above the entry level.  Maximum placement on the salary schedule for new or returning employees will not exceed Step 5.  (See Salary Schedule) Maximum placement will need approval of the Program Manager or Program Director.
Step Increase:
Permanent employees are entitled to a Step Increase after a minimum of one (1) year of successful service with Family F.O.C.U.S. [should a Cost of Living Allowance (COLA) be awarded to the contract].  The Step Increase will be applied to the employee’s check (when COLA’S are awarded).

NO COLA = NO INCREASE

When an employee has a break in service i.e., disability, any leave of absence, etc. the employees hire/start date will change to the date that the employee returns to restart full time employment.  Salary increases are calculated and awarded and are based on an expected full year of continuous, satisfactory employment (should a COLA be awarded to the contract).

In cases of a promotion, temporary re-assignment, permanent re-assignment or the hire of an employee in a different position at Family F.O.C.U.S., the employee will receive a step increase in the new position as salary increases are calculated and awarded (should a COLA be awarded to the contract). These increases are based on an expected full year of continuous, satisfactory employment.  All employees need to complete at least one year of continuous, satisfactory employment before they will be eligible for a step increase.
Work Calendar:

Currently the Center operates 250 days per Fiscal Year.  However, “All Full-Time Employees” are expected to work 254 days.  Employees must attend the 250 days the center is open, plus 4 paid days of staff development (may be held on weekends). 

 Requested Time Off during these days is at the discretion of the Site Administrator.
Fiscal Year

Family F.O.C.U.S. operates a contract for childcare services from the California Department of Education (CDE), Early Education and Support Division (EESD).  The Fiscal Year operates from July 1 through June 30.  

Work Hours/Location:
Family F.O.C.U.S. reserves the “Right of Assignment”.
Employees are assigned hours, breaks, lunch hours, program sites, locations or classrooms based on the needs of the programs and assignments are subject to change.  The Program Administrator or any authorized administrative employee has the option to staff the facility as they identify the need in order to maintain EESD required ratios at each program site, location or classroom.
Family F.O.C.U.S. usually works a five (5) day work week, Monday through Friday.  However, we are licensed to operate on Saturdays as well, and may, based on the parents’ needs.  Family F.O.C.U.S. is licensed to be open from 6:00 a.m. – 6:00 p.m. Family F.O.C.U.S. reserves the “Right of Assignment” relating to the scheduling of days and hours.
Overtime:
In the state of California an employee who works beyond 8 hours per day or 40 hours per week, is entitled to overtime for those hours that exceed the 8 hours or 40 hours.  Overtime needs to be at Site Administrator’s request.
Absenteeism:
If an employee knows he/she will need to be absent it is the employee’s responsibility to fill out the Time-Off Request Form (See form).  It is the employee’s responsibility to make sure that the time off requested is approved before taking that time off.  If a request is submitted but the time off has not been approved and the employee still takes the time off, then that time missed would be considered a “No-Call/ No-Show” (NC/NS).  

An absence of one (1) day with No-Call/No-Show will be considered job abandonment and Family F.O.C.U.S. may accept that as a voluntary resignation at the Program Administrator’s discretion. 

If an employee needs to take unforeseen un-paid time off, he/she must phone Family F.O.C.U.S. at least one (1) hour prior to the employee’s regular scheduled shift. This allows the Supervisor time to find a substitute to cover the employee’s hours.  It is the employee’s responsibility to fill out the Time Off request form upon returning to the center.  It is also the employee’s responsibility to ensure that time off request and time sheets correspond.
If you are an opening certificated staff and are not feeling well, you must notify the center prior to 5:30 p.m. the evening before your next scheduled shift.  If you are unable to notify the Supervisor the night before, you are expected to open. The employee may still be asked to come in and open if coverage cannot be found.  When possible the Supervisor will allow the employee to go home after adequate coverage has been secured. 

Excessive absenteeism in not acceptable at Family F.O.C.U.S.  Staffing is based on the Teacher/Child ratio as mandated by the Department of Social Services.  If a staff member is frequently absent, excused or unexcused, he/she jeopardizes their job and the center’s ability to meet this ratio.  We serve “at will” for the good of the program.  Excessive absenteeism will be determined by the Site Supervisor or Program Manager after consideration has been given to the employee’s circumstances and the program needs.

ALL TIME OFF/MISSED WILL BE UN-PAID with exception to the 3 days, sick time required by state law.
Paid Sick Leave (Healthy Families Act of 2014)
Entitlement:

· As of July 1, 2015, California requires employers to offer a minimum amount of sick leave to employees each year. 
· An employee who works in California for more than 30 days within a year is entitled to paid sick leave.
· Employers can either accrue sick leave each pay period based on hours, or offer employees a lump sum at the beginning of each year for a 12-month period. 
· Beginning July 1, 2017 Family FOCUS will employ the upfront, lump sum method (24 hours) at the beginning of the year.
Usage:

· An employee may use paid sick days beginning on the 90th day of employment.  
· Employer shall provide paid sick days upon written request of an employee for themselves or a family member for the diagnosis, care or treatment of an existing health condition or preventative care, or specified purposes for an employee who is the victim of domestic violence, sexual assault or stalking.
Employees may use time in increments of 2 hours minimum up to 3 full days based upon their balance.
· Unused Paid Sick Leave will not roll over.  Family F.O.C.U.S. year runs July 1, to June 30.

Employee Reprimands: (E.R.)
Employees may be reprimanded for a number of different offenses. The Employee Reprimand Form (E.R.) is used to cover the following offenses: unexcused absences, tardiness, dress code violations, excessive absenteeism, no call/no show, inappropriate language, work performance, attitude/behavior, cell phone abuse, or any other offense deemed by the Site Administrator. These forms will remain in the Employee file and will accrue. The employee may receive a copy upon request of any and all Employee Reprimand Forms. The following actions will be utilized.

Verbal E.R. 
· Any two (2) Verbal E.R.’s will result in a Written E.R.

 Written E.R.
· Any two (2) Written E.R.’s will result in a three (3) day suspension

· Any three (3) Written E.R.’s will result in termination 

ALL suspensions and terminations will be at the Program Manager’s and/or Program Director’s discretion.
Unexcused Time Off
Unexcused time off is allowed for reasons outside of those considered excusable absences, however, seven unexcused absences or more in a year would be considered excessive and warrant, suspension (1-3 days), probation with a plan of improvement, or termination.
Tardiness

All employees are expected to be at work and ready to work at their scheduled start time.
Employees are expected to call in and notify the center before the start of their shift if they are going to be tardy. A call does not excuse a tardy.  
Time missed due to Tardiness will be determined by the time clock/sheet for the following offenses: 
· Any time missed at the beginning of the employees scheduled work time.

· Any time taken over an employee’s scheduled ten (10) minute break time.

· Any time taken over an employee’s scheduled lunch break.

The following actions pertain to the number of times an employee is tardy in one (1) month after consideration has been given to the employee’s circumstances and the program’s needs:

1st Offense = Time deducted without pay and a Verbal E.R. 

2nd Offense = Time deducted without pay and Written E.R.  
ALL TIME OFF/MISSED WILL BE UN-PAID
Absences without Prior Approval
Employees are expected to work daily. When an employee or their dependent(s) are un-expectantly ill on the day of the employee’s shift, the employee must call in, themselves, at least one (1) hour before their shift is scheduled to start if they are going to be absent and if they have not already received prior approval. However, after consideration of the program’s need for employees to meet teacher/child ratio’s, any employee attempting to “call-in” will be expected to come in if the absence cannot be approved or until ratios are met and when there may be a substitute to cover.  

When an employee “calls in” this does not excuse the absence.  An excused absence is an absence where an employee provides written documentation of an absence that meets the requirements listed under excused absences. Absences with or without prior approval may be excused or unexcused based on event and documentation
Time-Off Requests

A Time-Off Request Form must be submitted to the Site Administrator.

· The Time-Off Request Form must be filled out completely and properly by the employee requesting the time off.  Assistance is available from authorized administrative staff. 
· When requesting five or more consecutive days, employees would fill out a leave of absence form. This allows employees to take off more time when necessary without counting against their unexcused absences.

· If the request is denied by the Site Administrator the employee may not seek approval from any other employee.

· Time requested, but denied, may not be taken and is unapproved.  If employee takes the time off, that had been requested and denied, it will result in:

· Suspension or Termination at Program Managers discretion.
Excused Absences

Excused absences do not lead to reprimands, suspensions or terminations unless deemed excessive by the Site Administrator based on national averages. Excused absences include illness excused with a doctor’s note for self or dependent, funeral of immediate family member (spouse, parent, child, or sibling), court appointments, jury duty, and parent/teacher meetings at dependent’s school.  Documentation is required to excuse the absence. 
Physician’s Written Excuse

· Physician notes will excuse any absence. 

· Employees themselves are expected to call in every day that they are absent due to illness unless noted otherwise by a physician. They are required to call in at least one (1) hour prior to their regular work schedule.
· The Physician’s Note MUST be turned into the Program Manager or Site Supervisor IMMEDIATELY upon the employee returning to work.
Efficient operation requires a team effort in order to meet our commitments to our children and families.  Therefore, it is essential that employee attendance be regular and punctual.

To request time off with advanced notice:

Employees need to fill out a Time Off Request Form in advance (a request in advance would be considered as two (2) or more days of notice).  All requests must have approval and be signed by the Program Manager or Site Administrator.  Approval is on a “first come, first served” basis. Please keep in mind, that your time off may not be approved, and you may be expected to work.  However, with advance notice, every effort will be made to meet your request whenever possible.  
Permission to leave during working hours:             
If it is necessary for an employee to leave the site during working hours for any reason, such as taking care of personal business, the employee must first receive permission from the Site Administrator.  The Time-Off Request form must be filled out completely by the employee and signed by the Site Administrator before the employee may leave the work site. Unauthorized leave will be considered as job abandonment and Family F.O.C.U.S. will accept this as employee’s voluntary termination of employment.
Time Cards/Time Clock:

Time cards are legal documents.  Each employee must personally clock or sign in and out for his/her own time.  No employee may sign or clock in or out for another employee. Because these are legal documents, you may not tamper with a co-employee’s card or falsify your own record.  Time cards (see form) are confidential and may not be viewed by other employees. A complete signature is required at the bottom of each Time Card as requested at specified intervals.

Payroll Deductions:

State and Federal laws require us to make the proper deductions on your behalf.  Amounts withheld vary per how much you earn, your marital status, and number of your exemptions.

The deductions are as follows:


Federal withholding tax:
(FIT)


State withholding tax:

(SIT)


Social Security taxes:

(FICA & HI)


State Disability Insurance
(SDI)


Legal garnishments

Other deductions may be made from an employee’s paycheck with the employee’s written consent.

Garnishments:

The company is required by law to recognize certain court orders, liens and wage assignments.

Social Security:
As an employee of Family F.O.C.U.S., you are covered under the provisions of the Federal Social Security Law (FICA).  The amount deducted from your wages for social security taxes is matched by the company.
Worker’s Compensation:

In the event of an on the job or work-related injury or illness:
· Employee will report incident/injury to the Program Manager or Site Supervisor immediately 

· First aide will be administered to the employee the Program Manager or Site Supervisor

· All employees filing an incident/injury report will be sent for mandatory drug testing immediately

· Site Supervisor or Program Manager will report to Worker’s Compensation
Worker’s Compensation medical care is provided by Family F.O.C.U.S. It is imperative that all incident/injuries, no matter how slight, be reported immediately to your Site Supervisor. All safety rules must be followed without fail.  If the Site Supervisor or Program Manager are not available, it is the employee’s responsibility to contact the Bookkeeper at the Central Office.  Failure to report an incident/injury or follow safety rules will result in an Employee Reprimand (E.R.) which will lead to termination. 

Family F.O.C.U.S. may accommodate “light duty”, if an employee may return to work with a weight restriction of 20 pounds or higher with a signed release by the designated Worker’s Compensation physician.
State Disability Insurance:

This insurance is provided for employees who suffer a non-job related or off-the-job illness or injury, and is paid through payroll deductions by state law.  In the event, it becomes necessary to take advantage of this insurance, the office staff is available to assist you.

Dress Code:

This dress code applies to all staff working for Family F.O.C.U.S.  (Exception: Administrative Staff, staff attending trainings, meetings, conferences, etc.)
Employees Must Wear:

· Employees are required to report to work in company provided t-shirts or polo’s in teal.  Three shirts will be provided at hire. Additional t-shirts may be purchased for $5.00.  Polo shirts may be ordered for $30.00.
· All employees are required to wear clean, laundered shirts (t-shirts or polo’s) daily.  

· If an employee stains or damages a company provided shirt they will be required to return it to Family F.O.C.U.S. and will have the option to replace it at their own cost.
· Employees may purchase or re-order company t-shirts or polos at their own expense.  Arrangements for purchase can be made with the office staff.
· Family F.O.C.U.S. requires all company purchased shirts to be surrendered at the end of employment.  Employees will be charged $5.00 per unreturned shirt in last pay check.
· In colder weather employees, may wear a long-sleeved shirt or thermal in white or black under their company approved shirt. 

· No pullover sweaters or jackets will be allowed.  A solid open-front Jacket or Coat is allowed outdoors if company teal is visible at all times.
· For the safety of all children we cannot allow company shirts to be worn in the community other than by active Family F.O.C.U.S. employees. 

· Approved company shirts may be worn tucked in or left out.  Approved company shirts may not be tied.

· A solid bottom (pants, shorts, capris, or long skirt) is required in one of the following colors: Khaki, White, Black, Grey or solid Denim.  A belt must be worn if pants do not fit around waist and must be kept at waist level. Distressed bottoms may be worn only if the amount of skin showing is no larger than the size of a quarter.
· Shorts must be no shorter than your fingertips when arms are stretched down at your sides.
· Clothing must allow the employee to get down at the child’s level, for this reason skirts need to be below the knee and allow sitting with legs crossed comfortably. 

· When working with children, shoes must be flat.  Sandals are allowed but must have a back strap (no flip-flops, netted shoes or slides). Shoes that are equipped with shoe laces must have those laces in place at all times and must be tied and laced to fit feet snuggly.

· Undergarments should not be exposed but should be present. 

· No gang related or affiliated colors or styles will be allowed.  

            Including:

· Excessively loose clothing will not be considered appropriate attire to work with children.

· A belt must be worn if pants do not fit around waist and must be kept at waist level.

· Hats worn in a questionable manner and/or inappropriate messages.

· Tattoos need to be covered.
The first time you report to work without a company approved shirt you will be given a Verbal E.R. (Employee Reprimand) and Family F.O.C.U.S. will provide a company approved shirt (if available) for that day with no guarantee of size. This shirt must be signed in and out and will be collected before you leave work that day.  If no shirts are available, the employee will be sent home (at employee’s expense) and asked to return to work with a company approved shirt. 

ANY REFUSAL TO WEAR A COMPANY APPROVED SHIRT WILL RESULT IN IMMEDIATE TERMINATION.
Additional Dress Code Requirements/Violations:

1. All body piercings larger than a fourteen (14) gauge (the smaller the number means the larger the size) need to be covered with a plain round band-aide or removed before work.  “Hooped” body jewelry or “safety pins” (nose, eyebrow, lips, etc.) will not be allowed.  Earrings are acceptable but medium to large “hoops” are considered a liability because of safety, hygiene, professionalism and/or harm to self or child. Any Violations will result an E.R.
2. “Hickeys” are not professional or appropriate. Any visible “hickey(s)” should be completely covered.  

3. No pajamas are to be worn unless we are having a “pajama day”. 

4. No sweatpants or “work-out” attire will be allowed.
5. All kitchen staff must wear flat, closed toed shoes, hair net and any other attire required by the California Food Program. 
6. All clothing must be free of controversial language, themes or logos.

7. Employees need to practice good personal hygiene. Employees should arrive to work with clean clothes and be free of any offensive odors. Please do not embarrass yourself or the Site Administrator by making them speak to you about this issue. Family F.O.C.U.S. provides personal storage space so that employees may keep hygiene supplies (i.e. deodorant, toothpaste, toothbrush, etc.)
Your Site Administrator retains the authority to determine what types of clothing are appropriate for working at Family F.O.C.U.S. and is responsible for enforcing the above dress code.  Remember that the way you dress affects the way in which our community sees Family F.O.C.U.S.

Drug Free Work Environment:

Family F.O.C.U.S. is a “drug and alcohol free” work environment.  Initial and random drug and alcohol testing may be required. Family F.O.C.U.S. also reserves the right to send all employees for drug testing based upon reasonable suspension.  If an employee is injured on the job, and it is suspected that they may be under the influence. They will be sent immediately for drug/alcohol testing.
(Consent to Drug/Alcohol Test Form)

Drug and Alcohol Abuse Policy:

Purpose

Family F.O.C.U.S. recognizes that alcohol and drug abuse currently rank as one of the major health problems in our society, but one that can also be corrected.  It is the intent of our policy to insure a safe, productive work environment and to protect the wellbeing of the children and all company employees, as well as the company and public property.  It is also the intent of our policy to provide guidelines for consistent handling throughout the company regarding drug and/or alcohol related problems.

Policy

It is not the intent of Family F.O.C.U.S. to infringe on the private lives of any individual but it should be understood, that drug and alcohol abuse, as defined below, may subject the individual to disciplinary action up to and including termination.  All employees are expected to report to work fit for duty.

1. The use, sale, transfer or possession of alcohol, transfer or possession of illegal drugs or controlled substances on the job, at job sites, or in personal vehicles while on company business is prohibited and will result in termination.

2. Any employee under the influence of alcohol, drugs or controlled substances while on the job is subject to termination.  “Under the influence” is defined as being unable to perform work in a safe and productive manner; being in a physical or mental condition which creates a risk to the safety and wellbeing of the children, the effected individual, the public or personal property. 

3. Having any detectable level of alcohol, drugs or controlled substances in the body, following a job-related accident, constitutes grounds for termination.  All employees involved in a job-related accident will be immediately required to take a drug test when referred for treatment. 

Note: 
Prescription drugs will be included in the above if it is determined that the employee is unable to perform in a safe, productive manner. 

Employees must notify the Program Manager or Site Supervisor if they are using prescription drugs prior to the start of work on any work day.

4. All employees must notify Family F.O.C.U.S. in writing of any conviction for a violation.



(See Drug Free certification)

Discussion regarding an employee’s use of drugs, alcohol or controlled substance will be kept as confidential as is reasonably possible.

Family F.O.C.U.S. is a “Tobacco Free” work environment.  Smoking is not permitted on the Family F.O.C.U.S. grounds or in the buildings.  This includes parking lots.
Leave of Absence

It is the policy of Family F.O.C.U.S. to not provide paid leave of absence.  Unpaid Leave of absence will be granted for the following: personal leave, medical leave and military leave.  
1. All leaves are on an unpaid status.

2. When an employee is placed on a leave of absence, an effort will be made to hold the employee’s position open for the period of the appointed leave by using a long-term substitute.

3. If an employee fails, for any reason, to return to work promptly upon the expiration of an approved leave of absence, and has not obtained an extension of the leave from the Board of Directors prior to the expiration date, the employee will be considered to have voluntarily resigned.

4. Misrepresenting reasons for applying for a leave of absence may result in disciplinary action up to and including termination.

5. All employees, while on leave, will not be paid unless the employee is using their paid sick leave. (Maximum of 3 days per year).
Personal Leaves:

Employees who have been continuously employed for one (1) year may request a personal leave of absence, without pay, for time off between 5- 30 days due to special circumstances.  The request must be submitted in writing and approved in writing by the Program Manager or Director two weeks before the leave begins.  Emergency personal leave (without 2 week notice) is at the Program Manager’s or Director’s discretion. Any additional time requested for personal leave beyond the 30 days must have Board of Directors approval.

Medical Leaves:

Employees, who are temporarily unable to perform their usual and customary work due to a personal illness or injury, including pregnancy related disability, will be granted a medical leave of absence upon the basis of a physician’s written statement.

The employee should attempt to provide advance notice of when the leave will commence, the estimated duration of the leave, and the date when the employee will be able to return to work.

When advance notice is not possible, the employee must notify the employer of the absence within 24 hours, otherwise the employee will be considered to have voluntarily resigned.  The maximum length of time for a medical leave is four (4) months unless the employee qualifies for other leaves protected by the state of California.
Returning employees must have a written release from a physician verifying that they are able to return to work and safely perform their duties.

All pregnancy leave of absences will be granted in accordance with prevailing laws.

Military Leaves

Employees who enter the Armed Forces of the United States will be granted leave of absence in accordance with federal and state laws governing such leaves.

Jury/Witness Duty:

Employees who have been summoned to serve on jury duty or who have been subpoenaed to appear as witnesses in a trial will be given unpaid time off. Employees must submit proof of the summons or the subpoena in order to be excused.  On days when the employees are not required to appear in court they are expected to come to work on their regularly scheduled shift.  If an employee is released early from jury duty they are expected to return to work for the remainder of their shift with a statement from the court that you attended court that day. 

Employee Performance:

Employee’s performance will be evaluated annually. Employees will be asked to provide administration with a self-evaluation and set three professional goals for the next evaluation period. (See Self-Evaluation Form) 
Each staff member has an annual written performance evaluation (See Employee Evaluation Form).  Employee performance is reviewed and evaluated once a year by the employee and the Site Administrator.  Staff are evaluated on professional responsibilities, supervision of children’s activities (indoor and outdoor), classroom environment, student engagement, and competency of health and safety practices, attendance, on time arrival, work knowledge, work judgments and written documentation. 

This evaluation will be reviewed orally with the employee and then a copy will be placed in their personnel file.  It is through the process of evaluation that strengths are recognized and lauded, weaknesses are identified, and goals are set.  It is an opportunity for staff to come together and discuss concerns and satisfactions.  It is one more occasion for the staff to stretch and grow.
In addition, employees will be rated on the following scale: 

Poor (unacceptable)

Fair (needing improvement) 

Satisfactory (minimum for full-time permanent status)

Good (minimum for salary step increase)

Excellent (needs no improvement)

This scale will be used to rate the employee’s performance in the areas of:


Knowledge of the job 


Utilization of Technology


Classroom Environment


Student Engagement

Achievement of planned goals 

Fellow employee relations

Consistency

Quality of work

Attendance record

Attitude (See Staff Evaluation form)

Each employee will meet with the Site Supervisor and/or Program Manager to discuss their evaluation results in a private setting.  
An unsatisfactory evaluation will require an “action plan” for improvement. At this time, the employee may be required to complete additional training or course work in areas identified as needing improvement based on evaluation.
Family F.O.C.U.S. holds high performance expectations for their employees.  It is our policy to provide children and families with well trained, safe and positive staff.  Our staff not only provides care for our future generation, it also helps guide them in their development.  The staff of Family F.O.C.U.S. acts as teachers, role models and mentors to the children we serve.

Confidentiality Policy:
All personnel forms are kept in the employee file and are confidential.  Access to these files is permitted only to the authorized Administrative Staff, Site Supervisor, Fiscal Manager, Program Manager and Program Director or as ordered by a Federal Court.  An employee may have copies of any documents they have signed.  They may review their employee file in the presence of any of the before mentioned staff [CA Codes (lab:1198.5)].

It is required that all Family F.O.C.U.S. staff adhere to confidentiality practices and to conduct that is

professional and ethical.  It is our policy to protect children and their parent’s right to privacy.  All agency or 

personnel issues are to be kept confidential, and only when someone “Needs to Know” confidential information 

in order to do their job, is it appropriate to share this information.  No confidential information is to be 

volunteered in response to the media or other concerned parties.   Always refer confidential questions up the 

Chain of Command and to the Site Administrator.

Confidentiality includes the images of the children in our care.  Employees are not allowed to photograph

children for personal reasons or on own devices.  Photographs of children or their mental property may not be 

posted to any social media sites.  Photographs of children may be taken only on company devices for academic

and publicity purposes when a parent authorization is on file.
Grievances:
In the normal operation of any company, employees may have job related issues or concerns.  In most cases within Family F.O.C.U.S., your immediate supervisor is in the best position to get the problem resolved and therefore should be the first one approached with the issue.  If at any time you feel that you are not being treated fairly or that your problem is not being adequately addressed, you are invited to take advantage of the Family F.O.C.U.S. problem solving “step” process.  In doing so, you may be assured that Family F.O.C.U.S. will not tolerate any recrimination against the employee who decides to use this procedure.

Step 1.
Most job-related problems can and should be resolved directly between the employee and the immediate supervisor (associate teacher/teacher in charge of the classroom).  Employees shall discuss these problems with their immediate supervisor and provide written documentation of their issues or concerns.  Supervisor should be constructive and objective in efforts to find solution to your needs.  You also have an obligation in these instances to be objective and forthright in these matters.

Step 2:
If you have not achieved what you feel to be a fair or practical solution with your immediate supervisor (or if your problem concerns your relationship with your immediate supervisor), you may then request a meeting with the next level of management. Written documentation is required.

Step 3:
If you remain dissatisfied at this point, then please refer the problem in writing to the Program Manager.  She/he will deliver a written response within 10 working days of receipt of the letter.

Step 4:
If you have completely exhausted the appropriate chain of command (immediate supervisor, Site Supervisor, Program Manager, Lead Program Manager, and Program Director) and you have not achieved what you feel to be a fair and practical solution, you may refer the concern in writing to the Family F.O.C.U.S. Board of Directors through the Corporate or Central Office.  The Committee will deliver a written response within 10 working days of discussing the concern. 
Work rules:

For the safety and well-being of all our employees, there must be certain rules and standards of conduct which must be followed to insure the orderly and efficient operation of our company.  A progressive disciplinary procedure will usually be followed, although, in certain circumstances, depending on the severity of the offense, immediate termination could result.  Although we do have a progressive disciplinary procedure, we remind you that we are an employment-at-will employer, and employment can be terminated at any time, with or without cause, by either the employer or employee.
Management will take into consideration the impact of the offense on the company, the extent of damage caused and the circumstances of the offense.  Progressive disciplinary procedures include verbal reprimand, formal written reprimand, disciplinary suspension (if appropriate) and discharge. 

Standards of Conduct/ Immediate Termination:
 The following is a list of examples of behavior which could lead to immediate termination:

1. LACK OF CARE AND SUPERVISION (negligence) of any kind. This includes loafing or sleeping on the job.

2. Entering company property or working at the Center while under the influence of or having in his/her possession, any intoxicating beverage or illegal drug.

3. Suspicion of child abuse at our Center or outside the center. (Gesture even during play that may be mistaken as physical discipline are grounds for dismissal)
4. Alleged child molestation or sexual abuse.

5. Inappropriate language, gestures in the child care center.  Using abusive language at any time on Family F.O.C.U.S. property.

6. Abusive, disruptive or disrespectful behavior on shift.

7. Stealing or attempting to steal company property or the property of children or parents, visitors or other employees. This includes; toys, program materials, food items, custodial supplies, and clothing.

8. Removing or borrowing Family F.O.C.U.S. property without prior authorization.

9. Unauthorized use of Family F.O.C.U.S. equipment, time (including unapproved overtime), materials or facilities

10. Bringing onto company property or the Center, firearms, ammunition or concealed weapons of any kind.

11. Fighting, scuffling or indulging in horseplay.  Provoking a fight or fighting during work hours or on Family F.O.C.U.S. property.

12. Causing, creating or participating in a disruption of any kind during working hours on company time or property. (Including use of cell phones)

13. Intentionally destroying or damaging company property or the property of other employees or the removal of any equipment from the site.

14. Falsifying company records, including personnel files and time records.

15. Insubordination, including but not limited to failure or refusal to obey the directions or instructions of a supervisor or member of management. The use of abusive or threatening language towards a supervisor or a member of management.

16. Falsifying employment application, health questionnaire or other documents made by or for the company.

17. Concealing his/her mistakes on the job.  Mistakes honestly made and admitted may not be cause for immediate termination. 
18. Disobeying Title 22 safety policies (child endangerment).

Standards of Conduct/Disciplinary Action/Employee Reprimand:

The following are examples of behavior which could lead to disciplinary action up to and including termination: 

1. Failure to obey safety rules.

2. Unauthorized use of cell phones.  Including taking personal photos during a shift.
3. Excessive tardiness, including lunch periods.  

4. Failure to observe working schedules, including rest and lunch breaks

5. Excessive absenteeism.

6. Leaving work area or job site without permission.

7. Failure to provide a physician’s certificate when requested or required to do so.

8. Threatening, intimidating, coercing, harassing or interfering with fellow employees or indulging in harmful gossip.

9. Working overtime without authorization or refusing to work assigned overtime.

10. Violations of any safety, health, security or Family F.O.C.U.S. policies, rules or procedures.

11. Committing a fraudulent act or breach of trust under any circumstance.

12. Unlawful harassment.

13. Performing other than company work during working hours.

14. Violating any criminal law.

15. Failing to report malfunction of equipment.

The above list is not all-inclusive, and management reserves the right to add work or safety rules at any time.

Employees who are not meeting the expectations of Family F.O.C.U.S. will be issued an Employee Reprimand (E.R.) and followed by a brief counseling. If the employee fails to improve performance a second warning may be issued.  Two written E.R.’s may be considered grounds for termination.

The Family F.O.C.U.S. policy of progressive discipline in no way limits or alters the at-will employment relationship.
Termination of Employment:
Your employment with Family F.O.C.U.S. is voluntarily entered and you are free to resign at-will at any time, with or without cause.  Similarly, Family F.O.C.U.S. may terminate the employment relationship at-will at any time, with or without cause, so long as there is no violation of applicable federal or state law.  Below are examples of some of the most common circumstances under which employment is terminated:

Resignation:
Voluntary employment termination initiated by the employee.  Two weeks written notice is requested as an accepted business practice and courtesy.

Discharge:
Involuntary employment termination initiated by Family F.O.C.U.S.

Reduction in Force:
Under some circumstances, the company may need to restructure or reduce its work force.  If it becomes necessary to restructure or reduce the number of employees, we will attempt to provide advance notice, if possible so as to minimize the impact on those affected.  If possible, employees subject to layoff will be informed of the nature of the layoff and the foreseeable duration of the layoff, whether short-term or indefinite.

Layoff:
If the company determines that a reduction in force becomes necessary or appropriate, layoffs normally occur.  Employees shall be selected for layoff based on a combination of factors, including, but not necessarily limited to, past performance and productivity, qualifications, attitude, attendance, punctuality and safety record.  In cases where the company determines that general performance and other factors are essentially equal between two or more employees, length of service will be the deciding factor in determining which employee or employees shall be retained.  All layoffs are considered permanent.  However, employees who are laid off are encouraged to re-apply for employment when positions are available.  Past performance with the company will certainly be considered when evaluating such applications.

Rehired Employees:

Employees who are rehired following a break in service more than one month must serve a new introductory period whether or not such a period was previously completed.  Such employees are considered new employees from the effective date of their re-employment.

Severance Pay:
Family F.O.C.U.S. does not provide severance pay to any employees. 

Family F.O.C.U.S. Staff Development (In-House):
Identification of the training needs of the staff or service providers are assessed annually.

All staff members participate in monthly staff meetings at their site.  Topics are selected through staff self-needs assessments, Title 22 and Title 5 mandates, and Site Administrator need.  Training and follow-ups are then determined using the most requested subjects and topics that address state requirements. 
 In addition, staff will be required to attend four quarterly in-service trainings usually scheduled on Saturdays (see Event Calendar).  Certificates will be awarded for professional growth hours for successful completion of these in-service trainings. Staff will be paid for all staff meeting and in-services and will receive overtime pay when appropriate. In addition, staff members have resources books and materials available to them is the Staff Break Room and Central Office.  These are made available for reading to enhance professional knowledge of current child development issues and topics.
All teaching staff may have one paid day per year to go to other centers for visitations and will return and give a report to the staff.  Approval must be obtained from Site Administrator and will be based on teacher/child ratio.  Employee’s time will be paid; however, mileage and meal would be at employee’s expense as this is an optional development day.
A staff development plan addresses the needs of the children and families by covering topics that are relevant to the children and families.  This is all tied to the “self-needs” assessment filled out by the staff.  Performance is linked to this.  Staff can’t feel comfortable or perform well if they don’t have the knowledge or training.   An example might be if the staff had a child in their classroom that required tube feeding they would not be qualified or comfortable until they are trained to perform that procedure.  This type of training, if required (dependent upon position) would be paid for by Family F.O.C.U.S.
Staff Development Outside Family F.O.C.U.S.

The Site Administrators will attend various required meetings.  Staff members may also be asked to attend meetings and trainings on Site Administrator’s behalf. If requested to attend an outside training, staff would be paid for training and travel costs.
The staff are encouraged to enroll in community college Child Development courses to earn Associate Teacher, Teacher, Master Teacher, Site Supervisor and Program Director permits.  Staff are encouraged to take advantage of the Child Development Training Consortium reimbursement program.  Staff may be required to attend workshops and conferences to improve their skill set and performance, based on employee evaluation, however these would be at the employees own expense.
Staff Development and Upward Mobility Opportunities:

When a job/position becomes available, Family F.O.C.U.S. advertises the opening and the general public and employees are encouraged to apply.  All jobs/positions are open and promotional.  All candidates, employees included, must participate in the hiring process including an interview.  Family F.O.C.U.S. uses the Child Development Permit Matrix as a career ladder.
Recruitment and Retention:

We do recognize that continuity of care is key to successful outcomes for children.  Therefore, we recruit from within the community of our students and we strive to meet their staff development needs.  We offer services to train, evaluate, and assist new hires to become successful employees that will want to stay in the Family F.O.C.U.S. program.
Internal Communication:

Staff are required to make journal entries daily to communicate special events, child behavior, and overlap information relating to the staff, parents, children or program.  Team meetings and staff meetings are held regularly.  Our Site Administrators have an open-door policy to all staff and parents.
Staff In-Service Training Plan:
All personnel shall be given on-the-job training or will have related experiences which provide knowledge and skills in the following areas.  (This is not an all-inclusive list; we strive to meet the needs of our employees)

Principles of nutrition, food preparation and storage and menu planning



Proper Body Mechanics/Lifting



Prescribed medications which are administered by staff



Recognition of early signs of illness and the need for a Doctor’s note



Earthquake Preparedness



Blood Borne Pathogens training


Cultural Awareness



Observation Techniques



Response to Non-Verbal Cues/Communication


Protocol for handling an intoxicated parent



Mandated Reporting



Planning and Goal Setting



Effective Teaching Strategies

The Site Administrator, shall work with the employees and provide in-service training on-the-job.

New employees will have an orientation by the Program Manager, Site Supervisor or his/her appointee to demonstrate continuity of care and ensure that all children’s needs are met.

Program Manager, Site Supervisor and immediate Supervisor will sign to verify training hours.
Employee Duties:

Employees will establish a routine of duties based on their job descriptions, immediate Supervisor’s guidance, Site Supervisor’s, and Program Manager’s direction. 
Written Job Descriptions:
Written Job Descriptions exist to delineate duties and responsibilities as well as required qualifications for each position.  Other information such as start date, salary, benefits and requirements necessary to meet finger print, health screening, T.B. and Drug screening are also listed on the job description. (See appendix Assistant, Associate Teacher (II), Teacher (I), , Site Supervisor, Program Manager, and Director-Job Descriptions)

Orientation plan for new employees:
The Site Administrator or appointee will conduct orientation for new employees addressing program philosophy, standards, the handbook, provider relations, program eligibility criteria and assessment tools.  New employees will be given a general tour of the facility.  New employees will have time to observe the children and program and there will be opportunities for them to be observed.

Change of Employee Information:

It is important that you keep the company informed of any changes in important information.  Your current address and telephone number are essential for many purposes, including mailings from the employer to your home.  It is your responsibility to inform us immediately of any changes.  If your marital status or dependents change, you may have to change the number of exemptions claimed for income tax withholding purposes. Employee must fill out a Status Change form with a Site Administrator.
Mileage Reimbursement:
Employees will not be paid mileage for travel to and from work.  The Board of Directors has voted to offer the same reimbursement rate that the State Department of Education, Child Development Division offers for approved work related mileage.  Mileage reimbursement for work related travel out of the area must be requested in writing and approved prior to the travel for expenses to be considered for reimbursement.  Documentation of the approved mileage expenses must be turned in at the end of the pay period along with the employee’s time sheet.
Personal Storage Space/Lockers: 

Family F.O.C.U.S. makes every attempt to provide personal storage space or lockers for all employees, however, locks are not provided.  Due to limited space and to minimize distractions, employees are required to keep all personal belongings in a locker or they are to be left in the employee’s vehicle where they may be locked away.
Cell Phones
An employee may not carry or use a cell phone at any time other than during their break or lunch period.  Employees must keep their smart devices in their locker or vehicle.  It is not appropriate to photograph children with cell phones as this is an invasion of their privacy.

Staff Reporting Requirements:
Child Accident Reports:

Teachers must complete and have an Accident Form (OUCH Report) signed by a Site Administrator.  The form must be given to the parent(s)/guardian(s) by the time of pick up on the day of the accident.  Any accident that occurs at the center or during a center activity MUST be noted with an Accident Form (OUCH Report) regardless of severity.  These forms are available in the office.
Abuse reporting procedures (SS 8572)

Employees are mandated reporters of suspected abuse or neglect.  Should any employee suspect abuse:

1. It must be reported to the Site Supervisor and the Site Supervisor needs to notify the Program Manager.

2. A written report (SS 8572) needs to be filled out.

a. Reporting party:  Complete Suspected Child Abuse Report Form SS8572.  Retain a copy for your records and submit three copies to a child protective agency.

3. The Community Care Licensing agency should be mailed a copy.

If the Site Administrator fails to report for any reason, the employee has the responsibility to notify the Program Manager.  If neither the Site Supervisor nor the Program Manager takes action then the employee needs to comply with items 2 and 3 above.  Reporting suspected abuse to a Supervisor does not excuse an employee from their responsibility to report.  You must verify the supervisor has indeed filed the report, if he/she failed to do so, YOU MUST REPORT the suspected abuse to the police department or Child Protective Services.  Licensing should also be made aware a report has been filed within 24 hours by the Site Supervisor.
Unusual Incident/Injury reporting procedures (LIC 624)
1. Unusual Incidents and Injuries must be reported to the Site Supervisor and the Site Supervisor needs to notify the Program Manager.

2. A written report (Lic 624) needs to be filled out and sent to Community Care Licensing.  If there is any question about the incident, if it is reportable etc., call Licensing and ask to talk to the LPA assigned to Family F.O.C.U.S. or the Officer of the Day.
3. If the incident involves a child in the care of Family F.O.C.U.S., the classroom teacher must share this event with the parent/guardian at pick up that day.  If the employee is uncomfortable, they may ask their Administrator (if available) to accompany them at the time of reporting to families.  If an Administrator is unavailable, the employee should ask a second staff member to be present as witness. 

If the Site Supervisor fails to report for any reason, the employee has the responsibility to notify the Program Manager.  If neither the Site Supervisor nor the Program Manager acts, then the employee needs to comply with item 2 above.
Corporal Punishment/Discipline:
All employees shall be warned that there shall be no corporal punishment and will be asked to sign a statement saying they have read the personnel policies and procedures.

Techniques not allowed:
1.
We are not allowed to hit, spank, or physically harm the children in any way.

2.
We are not allowed to physically restrain children unless it is to prevent them from injuring themselves or others.

3.
We are not allowed to use abusive language.

Discipline Techniques:

The first technique is prevention or avoidance.  Many discipline situations can be avoided if the staff pay close attention to the temperament of the child, the room arrangement, the child’s eating and sleeping patterns etc.

Family F.O.C.U.S. uses the disciplinary technique of re-directing or giving choices.  If reasoning, re-directing or giving choices does not result in the appropriate behavior, we can remove the child from the immediate situation and re-direct them.

We encourage acceptable behavior by positive reinforcement motivators such as; hugs, special activities and verbal praise.

Discipline Interventions are called for based on these three rules:
1. We will not let a child hurt themselves.

2. We will not let a child hurt another child.

3. We will not let a child damage property.

Emergency Procedures:

In the event of a fire, accident or other emergency, the staff member on the scene plays an important role in management of the situation.  KEEP CALM AND KNOW WHAT TO DO.  This is the first step in effectively handling the emergency.  Emergency procedures should accomplish the following:

1. Eliminate or reduce additional risk to the person(s) in the area.

2. Secure the necessary help as soon as it is practical and possible.

3. Reduce damage to property.
Reporting Emergencies:
Fire Alarms are not connected to the Fire Department.  After an alarm is pulled, dial 911.  If it is a false alarm (child pulled it), Site Supervisor will get the key and turn it off and reset it.  When speaking with the operator please give the following information:
1. Your name.

2. Nature of emergency (fire, injured person, etc.)

3. Exact location of emergency

Fire, Explosion, Hazardous Materials Release:
Teachers and staff should familiarize themselves with the building layout and locations of fire alarms, first aid kits and posted emergency evacuation routes.  If a fire is detected the following action should be taken:

1. Activate the building fire alarm.  This will automatically implement an action to clear the building.

2. Lead Teacher will gather the emergency first aid backpack with all necessary supplies and children’s prescribed and emergency medications.

3. Children and staff to evacuate and assemble at a safe distance from the building and away from fire-fighting equipment.
4. Notify the Fire Department

· Dial 911 

5. Render first aid as necessary.

6. If it is possible to fight small fires without endangering life, do so by using fire extinguishers located in designated areas throughout the buildings. (must still meet child/adult ratios)
7. Keep access roads open for emergency vehicles.

8. Take a roll of the children and staff in attendance that day.  Account for everyone in the center.

9. Notify utility companies of a break or suspected break in the lines which might present an additional hazard.

10. Food Service worker or Custodian to shut off Gas and Electricity.

11. Dismissal of children from the center and the calling of parents will be determined by the Site Administrator or acting Supervisor.
12. Children and staff should not return to the building until the fire department officials declare the area safe.

13. If there are KNOWN hazardous or toxic chemicals in the area, all staff and children should leave the area immediately for a safe area.  (Generally, uphill and upwind.
Life Threatening Situations Dial 911

First aid supplies are available in the Center.  Staff should be familiar with the locations of these supplies.  Staff may administer first aid, if qualified, and appropriate for the situation.  Staff should see to it that their teaching areas or areas of responsibility are equipped with up-to-date and fully stocked first aid supplies.  Contact the Site Supervisor or Program Manager for re-supply or restocking.

Earthquake:

Earthquakes usually occur without warning and the degree of damage incurred is unpredictable.  Emergency procedures, generally, are directed toward reducing immediate injury, safe evacuation, care for injured and systematic facility shut down.

In the Event of an Earthquake:
Emergency responders (fire, police) will not be able to provide immediate assistance; therefore, emergency procedures must be carried out by all able-bodied individuals on the scene.

In the event of a severe quake, personnel could expect to encounter broken glass, falling planters and concrete, gas and water leaks, electrical power loss, fire, toxic chemical releases and general panic.  Individuals must exercise caution to protect themselves from these secondary dangers resulting from the initial earthquake.

1. Children should remain with the staff in the classroom during the quake.  They should seek cover under the furniture away from windows. Treat all earthquakes as severe it is good practice for your children and severe may not be interpreted until too late.
2. After the shaking, has subsided, the teacher should go to the exit and determine whether it is safe to allow children to leave the building.  The danger from fire, spilled chemicals, exposed electrical wires; fallen debris, etc. may exist.

3. If all is clear, the teacher, staff and children will leave the building and assemble in the same area as designated for assembling in the event of fire or fire drills.

4. At this point of assembling, the teacher must take roll to determine whether all children have been accounted for.

5. The teacher and the children shall remain near the outdoor assembling area.  Do not re-enter the building until given approval by authorities.

The children will take their cue for behavior during an earthquake from the teacher and staff.  Our first concern, of course, is the safety of the children.

It should be kept in mind that hazards may be encountered while leaving the building.  A mass exit might cause severe panic and increase the danger of injury.  Leadership from the teacher(s) is critical to prevent panic and possible additional injury to children.

Take roll as soon as feasible.  Account for everyone who was in your class or group using the Sign In/Sign Out Sheets.

Family F.O.C.U.S. practice earthquake procedures twice annually to help prepare staff and children.
In the case of a major disaster all employees are required to stay at the work site, with the children until children are picked up by their parents.  Please make plans with your family to come to you at the center since you are required to stay with the children.  Any staff leaving their position during an emergency will be voluntarily terminating their position and will be considered job abandonment with Family F.O.C.U.S.

Lockdown and Hide Drill

When there is a threat of violence or serious incident that could harm children, and staff the staff will lock the doors and place children in the safest place possible in their classrooms. These threats may include: intruders, shootings, hostage situations, gang violence or civil disturbance. Remaining calm during this type of situation will help to calm and ease the children. 

Lockdown and Hide Procedures:

· Close and lock all doors and place a chair under the doorknob if possible.

· Staff will notify other classes near them of the incident and they will move to the nearest and safest place for their classroom to hide. 

· Teachers and other staff in the classroom will move their children to their classroom’s designated area if possible. 

· Turn off all lights and sounds (i.e. radios, tv’s etc.) and shut windows and blinds.

· Move students away from the doors and windows. Have all persons sit down against an interior wall or position behind furniture.

· Take attendance of all students that are currently present in your room whether it be a child(ren) from another classroom or guest visiting the center. 

· Stay off Family F.O.C.U.S. phones.  These needs to be available to Site Administration to communicate with the police and/or emergency vehicles.

· Stay off your cell phone, or even better, put your phone on Airplane Mode. The offender could possibly sabotage the wireless communications between cellphones and read messages and other data being sent and received. This could result in the offender finding out where you are. These types of calls distract employee from the task of ensuring child safety, and can also unnecessarily worry friends and family members to know you are in a lockdown. Briefly text loved ones after the threat is over, and say you are safe.
· Ignore all bells, alarms and sounds (Intruders often intentionally set off alarms) unless otherwise instructed with the “clear signal” established annually during staff development. 

· Be prepared to notify the office, by two way radio, of missing students, staff or guests or any additional students, staff or guests that you may have sheltered with you in your classroom. Allow no one outside of the classroom until the office gives the “clear signal” with the code word. 

Employees will be trained on how to act and respond in a Lockdown situation twice per year. 

Food Program

Family F.O.C.U.S. participates in the California Adult and Child Food Program in order to provide meals to the children.  Family F.O.C.U.S. complies with the following Civil Rights and Nondiscrimination Policies.
USDA Civil Rights
United States Department of Agriculture Food & Nutrition Service (FNS) policies and procedures about nondiscrimination in the administration of the child nutrition and food distribution programs. 

Federal Nondiscrimination Statement
In accordance with Federal law and United States Department of Agriculture (USDA) policy, this institution is prohibited from discriminating based on race, color, national origin, sex, age, or disability. (Not all prohibited bases apply to all programs.)

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 14th and Independence Avenue, SW, Washington, DC 20250-9410 or call 202-720-5964 (voice and TDD). The USDA and the Nutrition Services Division (NSD) are equal opportunity providers and employers.
Spanish Version
De acuerdo a lo establecido por las leyes Federales y el departamento de Agricultura de los EE.UU. (USDA, siglas en inglés prohíbe a esta organización la discriminación por raza, color, origen nacional, sexo, edad, o impedimentos de las personas. (No todas las bases de prohibición se aplican a todos los programas.)

Para presentar una queja sobre discriminación, escriba a USDA, Director, Office of Civil Rights, Room 326-W, Whitten Building, 1400 Independence Avenue, SW, Washington, D. C. 20250-9410, o llame al 202-720-5964 (voz y TDD). USDA es un proveedor y empleador que ofrece oportunidad igual a todos.
Management Rights Clause:

For the efficient and smooth operation of the company, management reserves the right to schedule work assignments and hours, manage the business and direct the work force.

The provisions of this handbook have been developed at the discretion of management and, except for its policy of employment at-will, may be amended or cancelled at any time at the sole discretion of Family F.O.C.U.S.

This handbook has only briefly described some of the policies, benefits and procedures of Family F.O.C.U.S.  If you have any questions your Site Supervisor or Program Manager will be glad to address them.  Because conditions change and future work situations are unpredictable, management reserves the right to add, delete, modify or change the contents of this handbook.  Any future revisions to the statements contained in this booklet will be distributed to all employees. These provisions supersede all existing policies and may not be amended or cancelled at any time without the expressed written approval of the Board of Directors.
Revised 09/2016
Board Approved 10/27/2016
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