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Introduction
This employee handbook is a general reference guide to procedures, rules and practices governing your employment with For Kids Sake Early
Learning Center LLC (to be referred to going forward as FKS). This employee handbook supersedes any and all prior practices and policies of FKS,
oral and written and rescinds prior policies, procedures, handbooks or general FKS rules previously in effect.
Any and all statements and policies herein are subject to unilateral change in whole part by FKS any time. FKS retains the right to change,
modify, suspend, interpret, or cancel in whole or in part any of the published or unpublished personnel policies or procedures of FKS without
advance notice, in its sole discrecion, without having to give cause or justification or consideration to any employee. Recognition of these rights
and prerogatives of FKS is a term and condition of employment and of continued employment.
While many of the benefits available through FKS are described in this handbook, FKS may change, alter, modify or discontinue and benefit as it
deems appropriate as allowed by law.
This Employee handbook is not intended to be a contract of employment. The employment relationship is terminable at the will of either FKS or
the employee. This means that just as an employee may terminate employment with FKS at any time, for any reason or no reason, so may FKS
terminate an employee at any time for any reason or no reason.
The term of the employment relationship and any provisions of this handbook may not be revised by oral statements made by supervisors.
Modifications, to be effective, must be in writing and signed by both the employee and the president of FKS.
FKS may set rules and regulations governing the conduct of employees. The rules, however, are not intended to cover all circumstances and do not
alter the fact that the employee relationship is terminable at the will of either party. The direction and control of all work for all employees
includes, by way of illustration and not limitation, the rights to hire, assign, suspend, transfer, demote or discharge and is the sole prerogative of
FKS.
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Mission Statement
For Kids Sake Early Learning Center is an educational child care environment that partners with working families.
Our belief is that every child deserves the chance to participate, learn & grow in a high quality, loving & exciting
environment. In this community, parents with be encouraged and supported in celebrating the milestones of their
children while developing relationships that last a lifetime.

Background
For Kid’s Sake Early Learning Center was formed because of the growing need for infant, toddler, and pre-school
early education in the Livingston County area. For Kid’s Sake is licensed for 42 children. The director is on site daily
to provide guidance and supervision for the teachers and as a resource for families as well.

Culture
Going forward, For Kids Sake will grow to triple its square footage. This expansion to our environments will support a
larger variety of safe, healthy, high quality materials including updated technology and equipment. We will thrilled to
loosen the reigns of our waiting list to allow more families to be connected to our exclusive community. Additionally,
children will be able to participate in year round extra curriculars such as dance, karate, yoga & gymnastics.
Staff will enjoy mostly, the paycheck of the heart that comes from their sincere love for young children. Past that
they will appreciate recognition for the creativity that they bring to teaching, they will be supported in their desire
to be lifetime learners and they will reap the monetary benefits that meet the needs of their lifestyle.

Philosophy
FKS believes in a play based learning environment and it uses Creative Curriculum as the program that supports its
efforts. Learning in our space and using these resources encourages both child-initiated and teacher-directed
activities. The role of a teacher is to provide developmentally appropriate programming, assess growth, support,
educate & communicate with parents. Their role also includes ensuring that the children’s learning environment is
clean, safe and stimulating. Primary goals for individual programs are as follows:
Infants: the encouragement and implementation of sound health, safety and nutritional practices; use routine care as
opportunities for “Prime Times” to foster bonds between infant and teacher; enhancement of physical development
and the encouragement of social skills and positive self-concept. Highlights of a childs day will be recorded in a
childcare software platform called Hi Mama. Reports from Hi Mama will be emailed to parents daily at 6pm.
Toddlers: in addition to the above criterion, the encouragement of independent behavior and self-help skills;
emphasis on the importance of language and literacy development; ample opportunities for creative expression and
sensory experiences. Highlights of a childs day will be recorded in a childcare software platform called Hi Mama.
Reports from Hi Mama will be emailed to parents daily at 6pm to use as a tool to talk to children about their day.
Preschool: in addition the above criterion, encouragement for children to think, reason, question and experiment;
teaching respect for cultural diversity, social skills, conflict resolution and Kindergarten readiness. Highlights of a
childs day will be recorded in a childcare software platform called Hi Mama. Reports from Hi Mama will be emailed
to parents daily at 6pm to use as a tool to talk to children about their day.
School Age: We offer both before and after school care. School-age children during this time of the year are
incorporated into the preschool program with their own designated teacher. They also serve as role models for
younger children. During our summer camp program, school age children benefit from multiple field trips as well as
special age appropriate planned & unplanned activities.

Diversity
FKS is committed to equal employment opportunity for all employees and applicants without regard to race, color,
religion, gender, national origin, age, sexual orientation, disability, or veteran status in all aspects of employment.
FKS is committed to creating a work environment where diversity is valued, and to providing equal employment
opportunity for all employees and applicants without regard to race, color, religion, gender, national origin, age, sexual
orientation, disability, veteran status, or any other category protected by local, state, federal government in all
aspects of employment. It is the policy of FKS to:
Recruit, hire, and promote in all job classifications without regard to race, color, religion, gender, national origin, age, sexual
orientation, disability, veteran status, or any other category protected by local, state, or federal government.
Base all employment decisions on furthering the principle of equal employment opportunity.
Ensure that promotion decisions are in accordance with the principles of equal employment opportunity by imposing only
valid requirements for promotional opportunities.
Ensure that all other personnel actions, including compensation, benefits, transfers, layoffs, return from layoff, company
sponsored training, education, and social and recreational programs will be administered without regard to race, color,
religion, gender, national origin, age, sexual orientation, disability, veteran status, or any other category protected by local,
state, or federal government.

Accommodations for Equal Opportunity
FKS ensures that equal employment opportunities are available to qualified individuals with a disability by making
reasonable accommodations. Accommodations are considered reasonable if they do not impose undue hardship on the
operations of the Company. Qualified applicants or employees with a disability must be able to perform the essential
functions of the job, with or without reasonable accommodation.

Our Work Environment
FKS is committed to providing a work environment free of unlawful harassment and discrimination. FKS policy prohibits
sexual harassment and harassment or discrimination because of race, religious creed, color, national origin or ancestry,
physical or mental disability, medical condition, marital status, and sexual orientation or any other basis protected by
federal, state, or local law or ordinance or regulation. All such harassment or discrimination is unlawful. FKS equal
employment opportunity and harassment policies apply to all persons involved in the operation of the company, including
supervisors and employees. Company policy also prohibits discrimination or unlawful harassment of employees by
contractors or customers of FKS.
Definition
Harassment is unlawful and is prohibited by FKS. Prohibited harassment includes, but is not limited to, harassment
because of race, sex, ancestry, religion, physical or mental disability, medical condition, marital status, age, sexual
orientation, or any other protected basis.
Sex harassment, which includes sexual harassment, gender harassment, and harassment based on pregnancy,
childbirth, or related medical conditions, may include the following:
Sexual innuendoes, suggestive comments, jokes of a sexual nature, propositions, threats

Sexually suggestive objects or pictures, graphic commentaries, suggestive or insulting sounds, staring, leering, whistling,
obscene gestures
Discussion of sexual activities or inquiries into one’s sexual experiences

Complaint Process
If you believe you have been subjected to discrimination or unlawful harassment, or have witnessed it, you should
report these acts immediately in writing, to a supervisor. Your complaint should include details of the incident or
incidents, names of the individuals involved, and names of any witnesses. We take reports very seriously, and
investigation and appropriate disciplinary action will result.
Disciplinary Action
If a determination is made that discrimination or harassment has occurred, appropriate discipline will result, up to and
including termination of employment.
Retaliation
Both the law and FKS forbid retaliation against any individual who makes a complaint or participates in an investigation.
FKS encourages you to report any incidents of discrimination or harassment immediately so that complains can be
quickly and fairly resolved. You are encouraged to promptly report any incidents to your supervisor.
FKS completely disallows any conduct involving harassment. Any individual who makes unwelcome advances, threatens,
or in any way harasses a FKS employee is personally liable for such actions and their consequences.

Workplace Safety
FKS policy is to provide a safe environment for employees, children, and parents. We will not condone any acts or
threats of violence against employees, clients, children, or parents on FKS premises at any time. In keeping with the
spirit and intent of this policy, FKS is committed to:
•

Providing a safe and healthful work environment, in accordance with our safety policies.

•

Taking prompt remedial action up to and including termination against any employee who engages in any threatening behavior
or acts of violence.

•

Taking appropriate action when dealing with customers, former employees, or visitors at FKS facilities that engage in such
behavior.

•

Prohibiting employees, former employees, or any other visitors from bring firearms or other weapons onto premises or
vicinity.

You have a duty to warn your supervisor of any suspicious workplace activity or situations you observe. This includes
threats or acts of violence, aggressive behavior, offensive acts, and threatening or offensive comments or remarks.
Employee reports shall remain confidential.

Drug-Free Workplace
FKS commitment is to provide family-centered programs and excellent care for children. In doing so, it is important
to provide a safe, productive, and quality-conscious work environment. Consistent with that commitment, FKS has
established a drug- and alcohol-free work environment.

Pre-employment
You must be drug-free to be employed by FKS.
Drug/alcohol Screens
Screens may be required as necessary to promote the goal of having a work environment free from the illicit use, possession,
or distribution of controlled substances or alcohol.
Testing
You are required to be drug and/or alcohol free when reporting to work and while on company premises (includes parking
lot) If there is “reasonable suspicion” that you may be impaired, using, or have used illegal drugs and/or alcohol, you may
be required to be tested immediately by a certified testing facility.
Results
Should you require such testing, you may be provided transportation to the testing facility. You will be placed on an Unpaid
Administrative Leave until the company receives the screening test results from the drug/alcohol test. Failure to submit
to a screening test may be grounds for dismissal. Positive test results are grounds for disciplinary action up to and including
termination of employment.
Rehabilitation
If you admit to drug use or test positive, you may be referred to rehabilitation treatment. If you are referred for
treatment, you must follow the recommended treatment plan. Failure to do so will result in immediate termination.
Certification of suitability to return to work by a health care provided is required prior to returning to work. Upon returning
to work, you may be subject to random screening. If the outcome of a drug or alcohol screening is positive, you will be
immediately terminated.

Complaint Resolution
FKS values the important feedback of each individual. In an organization that is continually developing, feedback from
our employees has provided the basis for many significant changes. Your ideas, suggestions, concerns, etc. should be
discussed directly with your supervisor, they are the ONLY one that can make the necessary changes that you are
seeking information about. You may wish to raise a concern regarding your employment or practices. The ONLY
effective place to address concerns is directly with your supervisor; however, if you are not satisfied with the outcome
of these discussions, you may then bring that concern to the next level of management in writing.
Please understand that any complaint resolution process will not adversely affect your job status. However, it is NEVER
acceptable to raise concerns about your employment with clients or uninvolved staff.

Record Checking
FKS requires that you have no record of felony criminal convictions or other record of criminal activity, which may
affect your suitability to care for children. All offers of employment and continued employment are contingent upon
the outcome of a criminal background check.
Payment for the record check is normally the responsibility of the applicant unless specifically covered in a contract
agreement.
Post-employment arrests or convictions for crimes that affect your suitability to care for children may result in
termination of employment.

Hire Date
The first day your report to work is your “official” hire date. Your hire date is used to compute various conditions and
benefits described in this handbook.

Initial Employment Period
If you are a new employee, you will be evaluated at the end of three months of employment. The purpose of this review
period determines through actual practice:
If your performance meets the standards for the assigned position, and if the job meets your needs and expectations,
you will continue your position at FKS.

Orientation and Training
When you begin your employment with FKS, you will be introduced to our company and our policies. You will be on the
floor for two weeks to shadow the lead teacher.
FKS values continuing employee education and development. You are required to participate in staff development
opportunities, monthly staff meetings, and quarterly teacher work days. Documentation of this training must be
documented for your training record.
It is your responsibility to obtain the required training hours established.

Job Description
A job description is written for each position at FKS. During the hiring and training process, you will receive a copy of
your job description detailing the job requirements and physical demands of your position.
You are expected to familiarize yourself with the requirements of your position and to meet the performance
guidelines outlined in the job description. If you have any questions regarding these requirements or require any
reasonable accommodation to meet the essential requirements of your position, please inform your supervisor.

Employee Status
Full-Time
If you work a regular schedule of thirty two (32) or more hours each week, you are considered a full-time employee.
If your status changes from full-time to part-time, all full-time benefits end on the last day of full-time employment.
Part-Time
If you are scheduled to work a minimum of 10 hours but less than 32 hours per week on the regular or consistent basis, you
have considered a part-time employee.
Temporary
You are considered temporary if you meet one or both of the following definitions:
Occasional
You are hired to fill a position created by temporary need or arising from a temporary vacancy in an established position
for less than four (4) months.
Substitute
You work intermittently on an as-needed basis.

Childcare Benefits
Staff that have an infant, toddler, pre-school, or school age child that require childcare, will be given the benefit of
a $3000 credit per year (January 1 –December 31) toward the costs of childcare fees. After which each staff
member will be billed as a FKS Family, using the current FKS Fee Schedule & policies. Billing will be based on each
childs contracted schedule (which may mirror a staff members work schedule but is not required to). Tuition will
then be deducted from staff payroll on a bi-monthly basis.

Outside Employment
FKS requires that your activities and conduct away from your job must not compete with or require you to break
center, staff or customer confidentiality, conflict with, compromise, or adversely affect your job performance and
your ability to fulfill all responsibilities as a FKS employee. Absences due to schedule conflicts with outside employment
will be considered unexcused. FKS assumes no responsibility or liability regarding your outside employment. Nothing
herein shall be construed or interpreted to constrain the employee from exercising any right or obligation under any
state, local, or federal law.
In an effort to maintain the professional status of FKS staff, and prevent any potential conflict of interest,
babysitting by center staff is discouraged. However, if babysitting is undertaken, personal, professional and program
confidentiality standards must be maintained at all times. Teachers that are caring for FKS children after hours will
not be permitted to drive children in their own personal cars to or from their work hours at FKS.

Personnel Records
The center maintains Personnel Records for each employee to document employment information and to meet licensing
and government requirements.
If is very important for you to keep the personal information section of your personnel record up-to-date. This
information includes, but is not limited to: name, address, telephone number, marital status (for benefits and tax
withholding purposes), number of dependents, addresses and telephone numbers of dependents, spouse or former
spouse (for insurance purposes), beneficiary designations, and persons to be notified in case of an emergency. Please
notify a supervisor of any changes in your personal information by submitting the change in writing.
Personnel files are the property of FKS. Upon request, you may view the contents of your file with your supervisor. If
you wish to obtain a copy of a document from your personnel file, please ask your supervisor. Original documents, unless
otherwise required by state law, will remain the property of FKS.

Employment Opportunities
Career Development
FKS considers staff development a critical component of our success and encourages internal promotions. This philosophy
is reflected in ongoing opportunities and training. It is expected that each individual will work with his/her supervisor in
identifying specific interests, abilities, and goals. FKS offers the opportunity to support in achieving a fulfilling career
path.
As our organization grows, new and exciting opportunities for growth and development are created for our employees. It
is our policy to advise you about job opportunities. Within the center, postings on bulletin boards or other suitable methods
will be used.
Promotions
When a job opportunity becomes available, the position will be filled from within FKS whenever possible. In order to be
considered for a specific position, please submit your request in writing to the Director. Jobs will be awarded based on an
individual’s ability to meet the requirements of the position, previous job performance, references from other supervisors,
coworkers, and parents, and educational background. Candidates will be interviewed and screened according to center hiring
guidelines. External candidates may also be considered for openings.

Rehires
If you leave FKS in good standing, you may apply and be considered for re-employment. If you resign without proper written
notice (see Leaving the Company Policy), or are dismissed for cause, you will not be considered for reemployment.
If you are rehired within 6 months, you will be eligible to be reinstated with your original start date. If you voluntarily
separate from FKS and are rehired, you will be considered “New Hire” if the absence from the company exceeds 6 months.

Consistency of Care
Because of the critical importance of consistent care giving to children, regular attendance is essential to each
classroom and to the success of the center. Faculty absences require special adjustments to cover the absent
employee’s job duties and responsibilities. Therefore, it is your responsibility to maintain a satisfactory attendance
record (no more than 3 sick days per month, no more than 5 total days off per month, whether scheduled or
unscheduled). Attendance and punctuality are considered when determining pay increases, transfers, promotions, and
terminations. You should be in your classroom and ready to begin work at your scheduled time. If you are unable to
report for work, know that you will be late, or know that you must leave early, notify your supervisor 24 hours in
advance. In case of emergency, notify you supervisor no less that one (1) hour before the schedule change.
If you leave your assigned position during working hours, you must obtain prior approval from your supervisor. Failure
to follow proper procedure for notification will result in loss of compensation during the absence. Frequent or repeated
incidents of absenteeism, tardiness, or departure without prior approval from your supervisor create insistency of
care, and will be considered cause for disciplinary action or termination.
If you fail to report to work for two (2) consecutive workdays and fail to follow center procedure for notifying your
supervisor, FKS will consider that you have voluntarily resigned your position.

Daily Schedule
When hired, you are given an initial schedule and classroom that meets the requirements of the center at that time.
Due to the critical importance of proper staffing in our field, supervisors may change your assigned schedule or
classroom to meet programmatic requirements. Schedules are not guaranteed, and flexibility is necessary. For these
reasons, if you have a request to permanently change your schedule, the request must be made in writing to the
Director at least two (2) weeks prior to the requested date. Although we will accommodate requests for schedule
changes and hour preferences when possible, they cannot be guaranteed.
To maintain staffing ratios, you may be asked to be flexible during periods of temporary low enrollment or to work
overtime as required. Your immediate supervisor must approve requests for time off. When making requests for time
off, please give as much notice as possible: two (2) weeks minimum. Day off requests should be written on the desk
calendar in the office with your name & the date that you wrote the request. Days will be given on a first come first
serve basis and are not guaranteed. Yellowed out days mean that all staff are needed.

Breaks
Breaks are defined as non-work time without responsibility for caring for children, and are unpaid unless required by
state law. When employee breaks are scheduled, they ensure that faculty/child ratios meet requirements and are
within any applicable state guidelines. If agreed upon in advance, each eight-hour shift will have a one-hour unpaid
lunch break as your regular schedule.

Confidential Information
You may be exposed to information regarding children, families, and other employees that may be sensitive and
confidential. Such information should never be discussed casually. You should keep discussions with parents and staff

on a professional level. In addition, you should not discuss confidential information concerning FKS information. No one
is permitted to remove or make copies of any FKS records, reports, or documents without prior management approval.
FKS believes that compensation and related information is a personal matter. An individual’s wages, benefits, etc.
should not be discussed with coworkers, parents or clients and should be discussed solely with your supervisor.
If someone questions you outside the company or center and you are concerned about the appropriateness of
responding, refer the request to your supervisor. Even casual remarks can be misinterpreted and repeated, so you will
need to maintain confidentiality at all times.
You are expected to maintain confidentiality during employment and after leaving the company. Disclosure of
confidential information is a serious matter and may be considered cause for disciplinary action.

Custody Issues
Since the families that we serve are sometimes faced with conflicts that lead to custody disputes, staff may be
approached by parents or their attorneys to give a statement regarding the care of a child. Under no circumstance
should you give your opinion or make a statement concerning the care of a child to or for the use of anyone other than
the parents/guardian of that child, unless you are legally required to do so by subpoena. Refer all inquires to your
Director, as employees are not authorized to speak on behalf of the company concerning legal matters. In addition,
someone involved in a legal dispute could hold you personally liable.

Disclosure of Information
FKS is responsible for making employment and progressive discipline decisions regarding our employees.

Electronic Communication
FKS policy provides guidelines for the acceptable use of e-mail, texting, voicemail, Internet, and other electronic
communication and systems applications.
All aspects of FKS computer, technology, and communication systems are the property of FKS and are provided by the
company for use in the conduct of the company’s business or work-related matters. Personal use of electronic systems
is expected to be incidental and kept to a minimum.
FKS reserves the right to periodically review or inspect any employee’s company e-mail, voicemail, Internet access, or
other such electronic communication technology and to disclose the contents thereof. No electronic communication is
considered private, except where it may benefit the company; and employees should not expect that their messages
are private. FKS expressly prohibits the use of electronic communications media to transmit messages or files that
contain derogatory, offensive, or harassing content, or content that is sexually explicit or otherwise deemed
inappropriate by FKS for any reason. Violations of the electronic communication policy will result in disciplinary action,
up to and including termination of employment.

Telephone
The telephone in the workplace is a business telephone. It must be easily available for business use and must be kept
clear in the event of an emergency for communication with parents and company business. All incoming calls should be
answered immediately, identifying the center name and your name. Except for emergencies, if you receive a personal
call while at work, a message will be taken so that the call may be returned when you are not responsible for caring
for children. Personal cellular telephones should be limited in the classroom.

Professional Appearance
FKS is committed to treating early childhood providers as professionals. You are required to present yourself in a
manner that allows comfort and flexibility and ensures safely as you perform your job, while at the same time allowing
you to be viewed with credibility by a parent or visitor. Appropriate clothing, jewelry, and nail length will allow you to
bend, stretch, get down on the floor, and work with a variety of materials while in close contact with young children.
You are expected to represent FKS as a professional both in appearance and in your interactions with children and
adults.
What you wear to work should be professional, clean, in good repair, comfortable, and washable. Our apparel, jewelry,
or nail length must not inhibit your choice of activity or compromise the health and safety of the children.
Please use your best judgment. If you are uncertain as to the appropriateness of your apparel, please speak with your
supervisor. Some specific guidelines are as follows:
Safe, comfortable shoes. Although FKS is a shoeless environment, it is understood that children will be taken outside
at least twice per day; therefore, appropriate shoes are necessary. No high heels.
Staff will wear FKS Spirt Wear shirts for every day attire. Sweaters, short-sleeved sleeveless or long-sleeved shirts
that have been approved and purchased through FKS – no spaghetti straps, low cut, or tank or tube tops. Shirts should
be long enough to cover back & undergarments during regular interactions with young children.
Appropriate length shorts, clean pants with no rips or tears – nothing tight fitting. No undergarments showing.
Professional attire – no clothing, jewelry, or grooming that is considered inappropriate or unsafe in our environment.

No Solicitation
To ensure that you are able to devote full attention to your duties, our organization does not allow the solicitation or
distribution of literature or products during work time. Order information may be left in the staff office to be looked
at during lunch breaks or off time.

Open-Door Policy
FKS has an Open-Door Policy that encourages you to share your ideas and suggestions. Should a problem or concern
arise, you are expected to use the support structure outlined in this handbook to resolve complains. However if you
have a concern of a personal or delicate nature, you may discuss it with any member of management.

Inclement Weather Conditions
FKS serves working parents; therefore, we rarely close due to weather and environmental conditions. It is important
that we always remember our commitment to providing service to parents. The center follows the opening and closing
of Pinckney Community Schools to determine delayed start days due to inclement weather and is also listed on Facebook
& local television stations school closing lists.
If FKS closes early, all employees already in the center or scheduled to report late that day will be paid for hours worked.
If FKS remains open but enrollment is low:
Scheduled substitutes who are not needed in order to meet ratio requirements doe not report to work that day. Because
those substitutes are not needed that day, it will be an unpaid day.
Regularly scheduled employees who are not needed should report to the director to be assigned to center duties such as
planning/cleaning/reorganizing.

Regular scheduled employees who are needed to care for children and who are unable/unwilling to come in will not have the
option of using vacation time and will, therefore, take the day as unpaid and unexcused.

Pay Procedures
You will normally be paid on the Second & Fourth Friday of each month. The amount, method, and timing of such
payment will comply with any applicable laws and regulations.
On payday, you will receive your paycheck by 3pm including a statement that shows gross pay, deductions and net pay.
Local, state, federal and Social Security taxes and unemployment and court-ordered withholdings are deducted
automatically. Paydays that fall on a holiday or non-work day will always be paid on the next business day.

Salary Classifications
At the time of hire, you will be classified as either “exempt” or “non-exempt”. The terms exempt and nonexempt are
defined by the Federal Fair Labor Standards Act and identify whether your job is eligible for overtime pay. If you
are an exempt employee, you are not entitled to receive overtime pay. If you are a non-exempt employee, you will
receive overtime pay for hours worked in excess of forty (40) hours per week. If is important to note that the
designation is based on the job itself and not on the individual employee.
If you are uncertain as to whether your job is exempt or non-exempt, consult your supervisor.
Salaried/Exempt
Some administrative, professional, managerial, and executive positions are exempt from Department of Labor laws.
Exempt employees are paid a biweekly salary and are not entitled to receive overtime pay. Exempt employees generally
receive their salary for any week in which they perform work without regard to the number of days or hours worked.
Deductions may be made for absences of a day or more because of personal reasons, illness, or injury. Compensatory
(“comp”) time is not appropriate for exempt employees due to the nature of their positions.
Hourly/Non-Exempt
State and federal labor laws cover non-managerial and certain administrative staff that are paid an hourly rate. You
are eligible for overtime pay if you work more than forty (40) hours per week. Sick/ vacation, training and holiday time
are not considered hours worked.

Time Sheets and Records
You are required to track hours worked. A time record covers two (2) workweeks and must be completed each day. For
the purpose of time sheets, the workweek begins on Wednesday and ends on a Tuesday. The following rules apply to
your time record:
Accurately record your actual starting time to the nearest ¼ hour; time out for lunch, time in from lunch, quitting time,
and total hours worked each day.
Lunch breaks are unpaid for all employees.
Procedures for accounting for lunch breaks will be determined by center policy. You will either clock in and out, or the
break may be automatically deducted.

You are not permitted to sign/log in or out before scheduled times or stay after hours without the prior approval of your
supervisor.
Management will check and sign time records and approve time for which you are to be paid. This may include paid holidays,
bereavement pay, and company-paid time off.
Overtime is not authorized unless approved in advance by your supervisor.
Holidays are not considered hours worked but will be paid as a bonus at the Directors discretion to permanent employees
based on their regularly scheduled workday.
You are responsible for completing and approving your time record in order to properly process your paycheck. Failure to
complete your time record could result in a delay in the payment process or in a partial paycheck.
Salaried personnel (exempt) are not required to fill out hourly time records, but must account for daily attendance by
submitting a time sheet to FKS management.

Performance Appraisal
You are eligible as a full-time employee to receive a performance and salary review once a year, twelve (12) working
months after your last increase. Salary increases are determined based on your performance and participation in FKS
trainings, service and programs. The date used to determine your annual performance appraisal is your Anniversary
Date. This date may be the same as the date of hire, but may be revised to reflect the following situations:
Extended absence
Because the performance appraisal and salary review are designed to evaluate the achievement of performance goals, it is
important that each review include your recent performance. Therefore, any absence that exceeds thirty (30) days will
extend the date of your next review by the amount of time equal to the length of absence.
Increases
If you performance does not meet the minimum level expected or it your salary exceeds the range appropriate for the
position, you may not be granted an increase, and the next review date will be adjusted accordingly.
For Your Review
Relevant Pay scale and wage surveys information will be researched and published every 2 years (odd # years) in February
to assure that staff are being paid fairly and competitively within the local area and in the field.

Mandatory Training/Service
Your attendance at monthly staff meetings, quarterly teacher work days, 2 center sponsored events (pot luck, open houses, family
fun days) per year are mandatory to all full and part time employees of FKS. Staff will also contribute 10 hrs of community service
and attend 24 hrs of training per year on behalf of FKS. Voluntary training and education programs will be announced and offered
and the best efforts will be made to support staff in attending any additional training.

Training Pay
Your attendance at lectures, staff meetings, teacher work days and other training programs will not be considered paid time but a
bonus may be given to those who participate at the discretion of the Director. Voluntary training and education programs may be
announced and offered. Your attendance at voluntary programs will not be considered as time worked and will be unpaid, unless the
program occurs during your normal working hours. With prior approval, training fees & costs will be paid by FKS.

Guidelines for Positive Discipline with Children
FKS is committed to creating a supportive environment where young children can thrive. That commitment and basic
respect for children is reflected in our discipline policies and procedures. Discipline encompasses all the actions taken

by teachers to develop self-fulfilling, productive, and socially acceptable behaviors in children. The following standards
have been developed to create a caring environment that teaches children to behave in responsible ways and to feel
good about themselves:
For Infants/Toddlers: Soft, slow, quiet and caring practices will be used to comfort and sooth fussy children.
Children will never be picked up by 1 arm or moved in ANY way that can be interpreted as rough, uncaring or careless.
Set realistic, age appropriate expectations for children’s behavior.
Create an environment that enhances the probability that children will behave in appropriate ways and be successful.
Focus on positive communication techniques to gain children’s cooperation. “mom language” is NOT permitted! EX: NO,
DON’T, STOP. No,no, STOP that, don’t make me come over there, how many times do I have to tell you, if you
don’t behave im not going to let you ___ (have ___ privilege), you have to SHARE, say SORRY, you know better,
get down, be quiet, I already told you, if you don’t____ I will____, good/bad boy/girl, you’re fine, that didn’t hurt,
get up & shake it off, NOW you have to sit (punishment).
Give children alternatives to turn destructive situations into constructive ones. Tell them what they CAN DO!
YES mentality!
Use natural and logical consequences to motivate and empower children to make responsible decisions about their behavior.
Ex: Ask thought provoking questions. “Oh.. I see you standing on the slide, what do you think would happen if you jumped
off of the slide? Let’s talk about it”.

Teach preschool children to use problem-solving skills and strategies to resolve conflicts.
1) Acknowledge that it looks like there is a problem and let them know that you’re there to help.
2) Ask what’s happening, listen and help them verbalize their feelings (what would you like ___ to know right now?) and
state what they would like to do next.
3) Facilitate their solution.
4) Praise them when they come to a resolution and it works (repeat back to them the process that they went through to
get there).
5) Follow up later, how did it make you feel to work out that problem earlier? Listen 

Reporting Suspected Abuse and Neglect
It is inappropriate to discipline a child using punishment that is inconsistent with the principles of positive discipline.
In particular, the following uses of punishment are absolutely prohibited:
Corporal punishment including spanking or rough handling of a child. Putting hot or spicy things in a childs mouth is also
prohibited.
Cruel or severe punishment, humiliation, belittling or verbal abuse
Denial of food as a form of punishment, force-feeding a child or threatening the loss of food if they don’t ___ (follow a
direction).
Punishment for soiling, wetting, or not using the toilet. Discouraging or belittling words, tone of voice or body language.
Threatening the loss of privileges (outdoor time, exclusion or being left behind from the group).

If there is reasonable cause to suspect a child is suffering from abuse or neglect, individuals working with children
are mandated reporters and are required by law to report cases of child abuse or neglect to the appropriate

authorities. If you have reasonable cause to suspect abuse or neglect has occurred, you should report the incident
directly to the appropriate authorities with 24 hours and inform your Director of your actions. If you make a direct
report, your Director will support you through the reporting process. The appropriate child protective service agency
will determine appropriate actions and may conduct an investigation. FKS will cooperate fully with the agency’s
investigation. Absolute confidentiality is required concerning any report of child abuse or neglect.
If you do not suspect abuse or neglect, but have a concern about a child enrolled in your center, you should immediately
discuss your concern with your Director. If you have not already directly made a report and the Director determines
there is reasonable cause, the Director will report the incident to the appropriate authorities and ask you to make a
direct report.
Definitions:
Abuse
The non-accidental commission of any act by an individual (parent, guardian, babysitter, caregiver, etc.) that causes or
creates substantial risk of harm or threat of harm to a child’s well being
Neglect
Failure by an individual, either deliberately or through negligence, to take those actions necessary to provide a child with
minimally adequate food, clothing, shelter, medical care, supervision, or other essential care.
Reasonable Cause
A basis for judgment that rests on specific facts, either directly observed or obtained through reliable sources, that
supports a belief that a particular event probably took place or a particulate condition probably exists.
Reportable Condition
Suspicion of abuse/neglect or that a child is at risk of abuse or neglect, a physical or emotional injury resulting from
abuse/neglect or the commission of any act by an individual with a child which constitutes a sexual offense under the local
criminal laws, or the physical dependence of a child upon an addictive drug at birth.
Mandated Reported
A professional acting in his/her professional capacity, such as doctors or teachers, who MUST report if they have
reasonable cause to believe a case of abuse or neglect, exists. Mandated reporters are protected from possible criminal
or civil action, which may arise as a result of having made a report. The degree of protection varies by state.

Guidelines for Positive Discipline with Staff
Employee Coaching
As an employee of FKS, you accept a responsibility for maintaining a quality work environment. The orderly and efficient
operation of our business, and the need to provide high-quality services to our families, requires that you maintain
proper standards of conduct and performance at all times. Standards of conduct are also necessary to protect the
health and safety of each employee and the children in our care.
Supervisors are to provide performance coaching and progressive counseling. The goal of coaching and counseling is to
communicate performance feedback and to guide performance improvement.
Progressive Counseling consists of a three-step process to communicate performance concerns. These steps are
documented using:




Written counsel
Written reprimand
Termination

The three-step Progressive Coaching process set forth above is simply a general guide as to the steps to be taken by
FKS concerning improper conduct or unacceptable performance. It should not be construed as limiting FKS’ ability or

discretion to discipline in any fashion it deems appropriate. FKS reserves the right to take any disciplinary action if
determines to be appropriate for a specific care up to and including immediate termination of employment.
Company action in a particular case will depend upon its consideration of the particular circumstances of the case,
including such things as the severity of the employee infraction, the past performance record of the employee, and
the needs of the business. FKS will not follow any specific scheme in counseling or disciplining an employee, and may
use any step in the Progressive Coaching process if deems appropriate. FKS may use disciplinary actions outside of the
Progressive Coaching process up to and including immediate termination.
The following are specific examples that may result in disciplinary action up to and including immediate termination of
employment. This list is not intended to be all-inclusive. Other conduct not specifically mentioned in this list that is
inconsistent with company standards or policies may be considered as cause for disciplinary action up to and including
termination of employment.


Inappropriate discipline and/or punishment of a child, including but not limited to spanking, or any kind of physical



punishment.
Failure to report an incident of suspected abuse or neglect to FKS management or appropriate state child
protective service agency.

 Negligence or carelessness in caring for children including sleeping during rest time.
 Leaving children unattended, lost, unaccounted for or out of ratio.
 Conviction of a crime involving violence or sexual misconduct.
 Using, possessing, distributing, or being under the influence of illegal substances or alcohol during working hours or










on the premises.
Damage, destruction, unauthorized use, or removal of any property, records, reports, or documents of FKS
children, parents, faculty, or any persons affiliated with the organization.
Use of profane or abusive language in the
presence of children.
Possession of any type of weapon and/or explosive on or near the premises.
Failure to follow instruction or directions from a supervisor.
Falsification of employment information or company documents including the employment application.
Embezzlement or misappropriate of funds.
Personal or professional conduct or language (in person or on any platform) that is unflattering, disparaging,
detrimental or contaminating to the children/staff, reputation or FKS in the community where we live and do
business.



Failure to follow company time-keeping policies, including clocking in for another employee, picking up/tampering
with paychecks or falsifying records.



Violation of the center, program, client or staff confidentiality policy.
Unsatisfactory attendance or failure to give satisfactory notice to a supervisor for absence, tardiness, leaving
before the end of the shift, or change in scheduled hours.
Unsatisfactory or inadequate job performance.
Actions or behavior that are disruptive to the operation of the business. To include but not limited to talking





specifically about your own rate of pay or the rate of pay of others.




Physical violence in the workplace.
Threatening or intimidating conduct, including verbal abuse or any behavior that would interfere with business
operations.





Improper use of company telephone, technology or computer.
Failure to participate in any company internal investigation.
Failure to attend mandatory company conference, staff meetings, FKS sponsored community service, work days, or
events.



Any use of photos or social media with children enrolled at FKS is prohibited. FKS obtains individual written
permission for each child that is used to share photos and art work for the purpose of displaying program
activities.

Communication
FKS is proud of its reputation and its commitment to quality childcare. We realize that our employees are the key
factor that makes high-quality services a reality. Together with the families we serve, FKS’ employees consistently
confirm their commitment to exceptional care for young children.
FKS is committed to creating an environment where everyone is treated with respect and fairness. We believe that
two-way communication is critical to our success. Open communication is in the best interest of employees, children,
parents, and our organization, because it promotes a focused, professional network. Therefore, any outside
intervention from a third party is not necessary or desirable in our organization. FKS will utilize all means to oppose
any attempt to limit our ability to directly communicate with our employees.

Conflict of Interest
We believe that it is in the best interest of children that employees maintain an appropriate teacher-child relationship
with each child in their care. It is FKS’ policy that faculty must not enter into relationships with parents or family
members that may impair your effectiveness in working with children. You also must ensure that you do not have a
relationship with any customer or vendor in which you or your family members have a personal or financial interest or
stake that may interfere with your ability to serve the best interests of the company.

For Your Health and Safety
For Kid’s Sake Early Learning Center LLC is committed to providing safe environments for our employees and the
children in our care. We are committed to eliminating the causes of workplace accidents and to responding promptly
and effectively to all safety issues. We can accomplish this critical corporate objective when every employee:
Thinks about working safely and practices safe work habits
Reports unsafe conditions and unsafe work habits to a supervisor
Promptly reports claims to a supervisor
Makes suggestions to improve safety in the workplace
Participates actively in all aspects of our safety program
Unfortunately, accidents do happen affecting the children, employees and clients. We will manage workers’
compensation claims ensuring that every employee obtains prompt and appropriate medical acre, receives timely and
empathetic communication, and returns to work as soon as possible.
If you ever have a question or concern regarding workplace safety, you should contact your supervisor directly.

Employee Safety Responsibilities
Each member of the For Kid’s Sake Early Learning Center community has the responsibility to follow safe work
practices at all times. This means utilizing safe lifting techniques when lifting children and following all center safety
procedures (i.e.: safe diaper changing and hygiene practices). If you see a slip, trip or fall hazard, immediately take
corrective action before an accident occurs. Don’t hesitate to speak to your supervisor about safety hazards or
concerns about your safety or the safety of children. Every employee is responsible for his or her safe behavior in
performing daily activities. Willful violations of workplace safety guidelines will result in progressive disciplinary
action.

Health Records
To ensure that For Kid’s Sake Early Learning Center’s health requirements are maintained after you receive an
employment offer, you are required to obtain doctor note to attest that you do not carry TB and that you are in
good health to work with children as required by the state and local licensing authorities. If you are returning from
a Medical Leave of Absence or Family/Medical Leave of Absence, you will be required to provide documentation from
a physician confirming that you are able to return to work. You will be responsible for the cost of your health
appraisal and TB test when applicable.

Serious Disease Notification
If you have an un-infectious, life-threatening, or other serious disease, you may work as long as you are physically
and mentally able to perform the duties of your job without taking undo risk to your own health or that of the other
employees, children, or parents.
If you are diagnosed as having a serious or infectious disease, we request that you inform center management as
soon as possible. This information will be kept confidential. Your supervisor will work closely with you and your
physician to ensure that you are able to perform job duties safely and according to your job description.
Centers comply with applicable occupational safety regulations concerning employees exposed to blood or other
potentially infectious materials. As a For Kid’s Sake Early Learning Center employee, you are responsible for
fulfilling your duty in regard to all safety regulations. If you have concerns regarding working with or performing
services for anyone known or suspected of having a serious disease, you need to discuss those concerns with your
supervisor.

Smoking/Vaping
For Kid’s Sake Early Learning Center recognizes that smoking/vaping in the workplace may adversely affect
employees and children. Accordingly, smoking is prohibited on all center premises (including all property). Smoke
covered clothing must also be removed while working with children at FKS.
This smoking/vaping policy applies to all employees, parents and visitors while on the center’s premises.

Universal Precautions
If you provide direct care of children, you will receive initial and annual training on the risks of occupational
exposure to blood borne pathogens, and measures to reduce or eliminate risk. Attendance is mandatory for Blood
Borne Pathogens training. As an employee of For Kid’s Sake Early Learning Center, you must adhere to the company’s
infection control policies based on Universal Precautions. Universal Precautions require that you consider every
person, all blood, and most bodily fluids to be potential carriers of infectious disease. The policy of adherence to the
concept of Universal Precautions is strictly enforced by For Kid’s Sake Early Learning Center for the benefit and
protection of every employee and child.

First Aid / CPR Training
For Kid’s Sake Early Learning Center requires that you complete and maintain approved First Aid training. CPR
training is required for staff to meet licensing requirements. You are required to keep First Aid and CPR
certifications current and up to date, and to submit a certificate of completion to be placed in your personnel file.

Emergency Preparedness
In order to ensure the safety of children and staff, standard emergency response procedures have been developed
for the center. You are required to follow center policies for emergency response in the event of a fire, earthquake,
or other natural disaster. You are required to participate in safety training programs and drills as required by state
and federal regulations and licensing standards.

Documentation of safety training and emergency response drills is required. Copies of documentation are maintained
in center logs and your personnel file as needed.

Time Away from Work/Leave of Absence
Leaving the Company
In the event that you decide to leave the company, to achieve a smooth transition, you must give at least two (2) weeks
written notice of your resignation. Management employees are to give at least thirty (30) days notice. If you leave
without giving notice, you forfeit consideration for re-employment with FKS. If you wish to be considered for future
employment, you should make this interest known to your supervisor.
A signed letter of resignation addressed to your supervisor is required. The letter must state your reason for leaving
and your intended last day of work. Also, FKS considers any one of the following as a voluntary resignation:
1.

Failure to return to work on the next regularly scheduled workday following the expiration of an approved leave of absence

2.

Absence from work for two (2) consecutive days without approval or proper notice

3.

Failure to submit the proper leave of absence forms within the stated time guidelines.

Involuntary termination may result in the following circumstances:
1.

Violation of company policy – dismissed employees forfeit consideration for re-employment with FKS

2.

Layoff due to lack of available work

3.

Inability to meet the minimum standards of job performance, attendance, or job requirements (including volunteer time,
training hours and meeting attendance).

Final Pay/Return of Property
Before leaving FKS, even for a leave of absence, you must return all property including, but not limited to, teaching
materials such as manuals/handbooks, keys, etc.
If you owe the company money or are responsible for any lost or damaged property, you are obligated to settle your
accounts either in cash or by having the appropriate amount deducted from your final pay. If FKS owes you wages for
hours worked, you will receive a final paycheck by mail.

Employment References
It is FKS’ policy to provide verification of employment, job location, job title, and dates of employment in response to requests for
employment references. If you provide FKS with a signed written authorization and release (Letter of Professional Reference),
factual, non-subject information may be shared as a reference. The written authorization and release must state that you release
and indemnify FKS and the individual providing the reference from any liability associated with references. FKS may release
information to cooperate with legal, safety, and medical officials who need to know specific employee information.

Holidays
It is the policy of For Kid’s Sake Early Learning Center to designate and observe certain days each year as holidays.
To receive pay, you must be a full time employee, and be at work or on an authorized absence on the days

immediately before & following the day on which the holiday is observed. If the holiday falls on a scheduled workday,
you will receive holiday pay. If you are absent on one of these days due to an illness or injury, your supervisor may
reserve the right to verify the reason before approving holiday pay. (A doctor’s note may be requested.)
A holiday that occurs on Saturday or Sunday generally will be observed on either the preceding Friday or the
following Monday, typically whichever day of the workweek is closest to the observed holiday. If you leave the
company, you are not eligible to receive pay for unused holiday time.
For Kid’s Sake Early Learning Center recognizes that you may wish to observe certain days not included in the
regular holiday schedule, such as periods of worship or commemoration. You supervisor will make every effort to
accommodate your request for time off based on current staffing requirements. You must take such time off as an
unpaid, excused absence.

Days Off
It is your responsibility to maintain a satisfactory attendance record (no more than 3 sick days per month, no more
than 5 total days off per month, whether scheduled or unscheduled). When days off are needed, there will be no
more than 2 teachers off on any given day at the same time, on the same site. More teachers may be given time off
as the kids schedule allows, on a first come first serve basis. When first come first serve cannot be determined,
days will be given based on highest seniority. A, “time off” request form must be completed for day off
consideration.

Administrative Leave
Under some circumstances, FKS may place an employee on Administrative Leave. This leave is designed to remove the
employee from the center in the event of an investigation or as a result of progressive coaching. Administrative Leave
may be used to protect both the center’s and the employee’s interests. Leave is unpaid.

Bereavement Leave
If you are a full time employee, you are eligible immediately upon employment for up to three (3) days to attend to
matters relating to the death of an immediate family member. Immediate family members include your parents,
spouse, domestic partner, children, brothers, sisters, legal guardian, and spouse’s parents. Your supervisor may
request conformation of your time away from work.
A one day leave will be granted to full time employees for the death of a grandparent, grandchild, sister in law,
brother in law, niece or nephew. With your supervisor’s approval, you may take up to one (1) full day without pay to
attend funerals of other relatives and friends. If you are notified of the death of a relative while at work, that day
shall not be considered bereavement leave. Bereavement days are unpaid.

Leave of Absence
For Kid’s Sake Early Learning Center recognizes there are times when you may need to be absent from work for
personal, family, medical, or other reasons. If you are absent from work for two weeks (one pay period) or anticipate
the need for a leave of absence, you may request an unpaid leave of absence under one of the following categories:
Personal, Educational, Military, Medical, or Family Medical Leave Act (FMLA). Leaves of absence are unpaid.
The length of any approved leave will be determined at the discretion of the director based on doctor
recommendations and individual circumstances. If you accept employment outside of For Kid’s Sake Early Learning
Center during an approved leave that would conflict with the basis for your leave or would affect your ability to
return to work, you may forfeit your right to re-employment.

For Kid’s Sake Early Learning Center does not permit the “stacking” of leaves of absence, or adding two leaves
together, with the exception of adding personal leave of absence onto a medical or FMLA leave to care for a
newborn child. Return to work provisions of the personal leave apply, and your return to work is not guaranteed.

Types of Leave of Absence
Personal Leave of Absence
A personal leave of absence may be approved at the Directors discretion, for you to matters of a personal nature.
Eligibility
If you have completed ninety (90) days of employment with For Kid’s Sake Early Learning Center, you may apply for a
Personal Leave of Absence, if you need to be away from work more than two (2) weeks.
Return to Work
Every effort will be made to have you return to work. However, due to the need for precise staffing in our field, a
return to work will be subject to the conditions of employment at the time of return. We are not able to guarantee
that your position, pay, or schedule will be maintained.
Educational Flexibility Schedule
An educational flexibility schedule may be approved, at the director’s discretion, for you to participate in an
educational program.
Medical Leave of Absence
A medical leave of absence is for medical reasons for which the condition and/or employee status does not qualify you
for Family/Medical Leave of Absence.
Eligibility
If you have completed ninety (90) days of employment with For Kid’s Sake Early Learning Center, you may apply for a
Medical Leave of Absence.
Length of Leave
Up to twelve (12) weeks per rolling twelve (12) month period.
To Apply
A request may be submitted to the center director in writing. Leaves not governed by state or federal laws must be
approved by your center director.
Advanced Notice and Medical Certification
If your need for an unpaid leave of absence is foreseeable, you must provide thirty (30) day advance notice to your
supervisor.
If your leave of absence is for a serious health condition for you, your spouse, your child, or your parent, you will
need to obtain certification from the health care provider. You may be required to provide re-certification from the
health care provider if additional leave is required.
If the leave is needed for a planned medical treatment or supervision of a family member, you must make reasonable
effort to schedule the treatment or supervision to avoid disruption to For Kid’s Sake Early Learning Center
operations. The health care provider of the individual requiring treatment or supervision may need to be consulted.
If you fail to provide reasonable notice when the need for leave is foreseeable, your leave may be delayed for a
reasonable period.
Pay rate and benefits will be maintained during the temporary assignment as required by applicable laws.
Return to Work
You must keep your supervisor informed of your progress/status while on a leave of absence. Updates must be provided
at least every 30 days.

If your absence exceeds thirty (30) days, your date of next review will be extended by the amount of time equal to
your time away from work.
If you do not return to work at the expiration of your leave, For Kid’s Sake Early Learning Center will consider that
you have resigned your position.
For Kid’s Sake Early Learning Center complies with all state, local, and federal laws with regard to disabilities.
Every effort will be made to have you return to work. However, due to the need for precise staffing in our field, a
return to work will be subject to the conditions of employment at the time of return. We are not able to guarantee
that your position, pay, or schedule will be maintained.
Family/Medical Leave of Absence (FMLA)
Family/Medical Leave of Absence (FMLA) is time permitted for the birth of your child, placement of a child with you
for adoption or foster care, to care for your spouse, child, or parent who has a serious health condition, or for a
serious health condition that makes you unable to perform your job.
Eligibility
If you have been employed with For Kid’s Sake Early Learning Center for at least twelve (12) months and have worked
at least 1,250 hours in the previous twelve (12) months, you are eligible for FMLA.
Length of Leave
Up to twelve (12) weeks within a rolling twelve (12) month period measured backward from the first day of the leave.
The length of leave may vary if greater rights are permitted under applicable state laws. State and federal leave
entitlements run concurrently unless excluded by state law.
Under some circumstances, you may take FMLA intermittently, which means taking leave in blocks of time or by
reducing your normal weekly or daily work schedule as medically necessary.

Pregnancy Disability Leave (PDL)
Time is permitted for disability related to your pregnancy.
Eligibility
No length of service requirement. If eligible for FMLA, leaves will run concurrently.
Length of Leave
Up to four (4) months of leave (or 88 working days) may be taken intermittently or on a reduced work schedule as
determined by the health care provider. Return to Work
Under most circumstances, upon return from PDL, you will be reinstated to the same job or an equivalent job with
equivalent pay, benefits, and other employment terms and conditions. In addition, your use of PDL will not result in
the loss of any employment benefit that you earned or were entitled to before using PDL.

Workers Compensation
For your protection as one of For Kid’s Sake Early Learning Center employees, you must report all injuries or
accidents occurring at work, no matter how minor, to the Director immediately after the accident occurs. Failure to
report may limit or prohibit payment of Workers’ Compensation benefits. Workers’ Compensation coverage is
provided to all For Kid’s Sake Early Learning Center employees.
If you are away from work due to a job related accident or illness that is covered under Workers’ Compensation, the
provisions of the Family Medical Leave Act will be applied.

Return to Work
It is your responsibility to keep your supervisor informed of your progress and to provide as much advance notice as
possible of the date that you expect to return to work.
You must provide your supervisor with a signed “Certification by Physician for Employee return to work” from indicating
that you are ready to return to work.
If a health care provider indicated that you are capable of returning to work, but there are restrictions on the type
of work you can perform, For Kid’s Sake Early Learning Center will try to accommodate the restrictions and provide
modified duty to employees injured at work.
There will be instances in which it is not feasible for, For Kid’s Sake Early Learning Center to accommodate your
restrictions, in which case you cannot return to work until the restrictions are lifted. Because the performance
appraisal is designed to evaluate the achievement of performance goals, it is important that each review include your
recent performance. Therefore, if your absence exceeds thirty (30) days, your date of next review will be extended
by the amount of time equal to your time away from work.

O U R W O R K I S C H I L D S P L A Y!

