Employee Handbook

Ball Camp Baptist Church Preschool and Parent’s Day Out

Welcome to Ball Camp Baptist Church’s Preschool and Parent’s Day Out Program.  We are so excited that you have decided to join us this year.  The following information is provided so that you will understand what is expected of you and what you can expect from the program.

Staff Information

Hiring

A criminal background check will be conducted by Ball Camp Baptist Church on every employee of the Preschool and Parent’s Day Out prior to the first day of work.  Each employee will also be required to be certified in CPR.  The preschool will provide a CPR and first-aid training course at the beginning of the school year. Each employee will also be required to attend two training sessions per semester in Early Childhood Education.  Training is free and you may choose from a list of different topics and times.

Salary

Employees of Ball Camp Baptist Preschool and Parent’s Day Out Program will be paid an hourly wage determined by experience and relative educational background. We do not offer health, dental, or vision benefits.  Employees are paid monthly.  Employees are only paid for hours worked at the facility.  Income Taxes, Social Security, and Medicare will be withheld from each paycheck.  Increases in hourly wages are given in at the beginning of the school year and are based on job performances and evaluations.  Any required meetings, conferences, and training are included in the hours that you may submit.

Hours

The preschool is open from 9:00 until 2:00 each Tuesday and Thursday.  Teachers are expected to report for work by 8:30 and stay until everything is done for their room for the day. Teacher’s assistants will report to work at 9:00 and their day will end at 2:00. If teacher is absent the assistant will report at 8:30 and stay until all children in the class have left the building.

We will have staff meetings as scheduled by the director.  These are required meetings.  The week prior to school beginning will be for orientation.  Other training schedules will be worked out with the staff.

Job Evaluations

Each employee will be evaluated twice a year.  Evaluations will occur in December and May.  Evaluations will be used to determine whether or not an offer of employment will be extended for the following year as well as wage increases.

Termination

If you need to terminate your position, please attempt to give at least a two week notice.  In the event that the program director has evidence of inappropriate conduct or an unwillingness to perform assigned tasks, employees may be terminated without notice.  Per Tennessee state law, either party may terminate employment without stating a reason at any time and without giving any notice.

Absences

Our program is only open on Tuesdays and Thursdays.  Please make every effort to be here for every hour on each day we are open.  It is very hard on young children when there is not a familiar face to greet them in the mornings.  If you are going to be absent, you are required to fill out an Employee Absence Request Form.  These forms should be filled out at least one week prior to the scheduled absence to allow a substitute teacher to be found for your class.  If you are sick and cannot come to work, the director should be contacted as soon as possible and an Employee Absence Form should be filled out the day you return to work. Please be aware that excessive absences could lead to termination of your position.

Work Attire

You are in a position of working with young children, so clothing needs to be comfortable and easy to move around in.  Keeping this in mind, your appearance should also be neat, appropriate, and professional.

Phone Calls

Since it is disruptive for the children to have you leave the room during the school day, phone calls should be kept to a minimum.  Messages will be taken in the office and you may return the calls at the end of the day.  If it is a call of importance that cannot wait, then you may come to the office for the call. Cell phones are not to be used in the rooms in any way except to get in contact with the director if needed.  This takes your attention away from caring for the children in your room. 

Grievance Policy

The Ball Camp Baptist Church Preschool/Parent’s Day Out has an open door policy.  Any time there is a problem with the children, parents, or coworkers, feel free to talk to the director in order to solve the problem.  If the problem is unable to be solved by the director, the supervising minister may be consulted.

Workman’s Compensation

If a staff member is injured while performing his/her job, the injury must be reported to the director prior to leaving for the day.  Level of care will be decided upon by the director in consultation with the church’s insurance policy.

Classroom Information

Child’s Records

The Director will keep a record for each child in the office.  Each record will include:

1. Registration/Enrollment forms

2. Emergency Contact Card

3. Child’s Beginning and End of Year Evaluations

4. Sample Work

5. Any Accident Reports

You will be responsible for giving the evaluations, sample work, and accident reports to the Director to place in the child’s record.  Evaluations will be due the first Tuesday in October and May for all classes.  Sample work should be turned in monthly for each child in all classes except the one-year-old class.  Accident Reports MUST be turned in the day of the accident.

Evaluations

Evaluation forms will be provided to you by the director.  Some evaluations will be on-going things you will look for throughout the year and check off as the children show mastery of that skill/developmental milestone.  Other parts of the evaluation will require you to sit down one on one with each child prior to the evaluation dates to determine mastery of the skills/developmental milestones. Parent conferences must be offered after the final evaluation for the three and four year old classes. You will need to set up a schedule for these conferences outside of regular preschool operating hours in May.  The Director will give you a list of approved times to choose from.

Incident Reports

Each time a child is injured an incident report must be filled out. The report must be signed by the parent the day of the incident and must be brought to the Director at the end of the day.  If a child was hurt (hit, bitten, etc…) by another child, you may not give the name of the other child to the parent.  If a higher level of care is deemed to be necessary, the parent will be notified immediately and 911 will be called if needed.

Monthly Newsletters

Each class must have a newsletter sent home the first school day of the month.  This newsletter should detail what has been done during the past month and inform the parents of what is coming up in your class [special events, holidays, etc].  A copy of your newsletter should be complete and on the Director’s desk by the start of school on the first school day of the month.  
Lesson Plans

Lesson plans are required for each class.  Lesson plans for each week must be turned in to the Director the Thursday before each week.  (For example, the lesson plan for the second week in September is due on the Thursday before).  Examples of appropriate lesson plans as well as the curriculum guideline will be given out at the beginning of the school year.  

Supplies

All Preschool/Parent’s Day Out Supplies will be stored in the Director’s office.  Please make sure to get all supplies you will need the day BEFORE the children arrive.  Supplies should be returned to their appropriate place in the office at the end of the day. 

If you need supplies that we do not have, please see the Director or fill out a Supply Request Form at least one week in advance of when you need the supplies.  If your request is approved, the Director will purchase the needed items for you. Do not buy items on your own without the Director’s approval. You will not be reimbursed for items that are not pre-approved.  

Classroom Routines

Arrival

Children cannot be dropped off prior to 8:50 am.  If a parent tries to leave a child with you prior to 8:50, please send them to the Director.  This time is reserved for you to do lesson planning and to prepare activities for the day.  

Greet each child and parent warmly and with excitement as they are dropped off each day. If they are crying, do your best to comfort them and encourage mom or dad to leave or wait down the hall out of sight.  

Children should put their backpacks/lunchboxes away on their hooks or in their cubbies first thing as they enter the room. Encourage children to do as much of this themselves as possible. 

A table activity should be planned for the two year olds, three year olds, and Pre-Kindergarteners.  This activity will keep the children entertained and give you the time to greet the other children and answer any questions the parents may have.

Schedule

A classroom schedule is required for each room.  You will be given your lunch time and playground time (or inside playroom time) by the Director.  You will need to plan the rest of your day around these times.  A detailed list of what other activities are required to be done each day will be distributed for each class.  At no time during the day should children ever be left unattended for any length of time.  If you need to leave the classroom for any reason, contact the director to watch your children.

Snack

Snack time should be worked into your daily schedule.  Parents will bring in snack at the beginning of the year and after Christmas Break. Let the Director know if your class is running low on snacks.  Children should sit at the table during snack time.  Please make note of any food allergies any of your students may have. 

Lunchtime
All classes will eat lunch in their rooms.  The child must be allowed to eat or drink anything that is sent by the parent.  All trash must be thrown away and tables wiped down following lunchtime. If a drink is spilled, clean it with a wet cloth immediately. Do not allow food to stay on the floor. If you notice something has been dropped, pick it up immediately.  All counters, tables and chairs must be wiped down at the end of each day.  Floors should be vacuumed after the children leave. 

Playground Time

You will have a scheduled playground time each day.  Please stick to this schedule so that everyone will have a turn on the playground.  You must have a cell phone with you on the playground in case of emergency.  There must be two adults on the playground at all times.  Make sure the gate is latched and that you are constantly monitoring the children on the playground. No child is to leave the playground to come into the building without an adult.  If a child needs to come in to use the restroom, one of the adults must accompany the child.

Inside Playroom
When the weather makes it impossible to go outside, you will go to the inside playroom during your scheduled playground time.  Please keep the door open at all times.  Your class must clean up all toys before leaving the room.

Dismissal

At the end of the day, children should help pick up the toys in their rooms.  After picking up the toys, children should begin to gather up their belongings and place them in their backpacks.  Allow children to do as much of this on their own as possible, then help where needed.  After all items are packed for the day, you should have the children involved in an activity until each parent arrives to pick up their children.  Good activities for this time would be story time, singing, instruments, puzzles, play dough, etc… Children must NOT be running around without a planned activity at this time of day.  

Make sure to give parents any papers they need for the day as they pick up their children.  If someone other than the parent is picking up the child, you must make sure they are on the approved list and verify with photo ID.  

Rooms

All rooms must be cleaned according to the checklist each day.  Checklists will be given for each room at the beginning of the school year. Please remember that each room we use is also used by the Church on Sundays and Wednesdays.  Any broken toys or books should be brought to the Director. Do not throw any broken items out. 

If there is only one teacher in the classroom, then the door must stay open at all times. There is no exception. This rule is for your safety as well as the children’s.

Bathroom/Diaper Changes

Gloves must be worn when changing diapers or helping children with the potty. Gloves must be changed in between each child and the changing pad wiped down with a disinfecting wipe. Diapers must be checked a minimum of twice each day. Children must go home in a clean diaper. 

While children are in the process of potty training, they will need some help with going to the potty.  If you have children in your room who are potty training, you will have to help them go to the bathroom. 

Children must be given several times to go to the potty each day. 

All parents must sign a form stating that they will allow the employees of Ball Camp Preschool and Parent’s Day Out to help their child with going to the bathroom.  If this form is not signed, then the parent must come in and change their child.

Discipline

No physical discipline is allowed.  The following is our discipline plan:

1. Verbal warning

2. Remove the child from the immediate situation (but not the classroom)

3. Time to think (1 minute per year of child) – allowed to watch classmates

4. Director notified

5. Parent notified

6. Conference between Parent, Teacher, and Director

Curriculum

Each classroom will be given a curriculum guideline at the beginning of the school year.  The curriculum will be based on developmental guidelines. 

Employee’s Children

Employee’s children must stay in their parent’s room until 8:50.  At this time, you should clean up any toys your child has played with and any other messes so that your room is clean and ready for the day when children begin arriving.  You may take your child to his/her classroom at 8:50.  You must escort your child to his/her room. They cannot be in the halls alone.  You may go and pick up your child from his/her room at the end of the day only after all of the children in your room have been picked up for the day. 

Registration fees must be paid for each child. Employees with children will receive half price for every child they have enrolled in the program. Tuition must be paid on time or the employee will be responsible for late fees.

Employee Benefits

1. All staff will be paid for two days during the Christmas Break holiday.

Please sign and date below.  This must be on file in the Director’s Office.

I, _______________________________ have read the Employee Handbook and agree to abide by the policies within.

Signature






Date

Director’s Signature




Date
