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Stepping Stones Discovery & Development Center

Mission Statement
Stepping Stones learning philosophy is based upon the Connecticut Curriculum Framework for Preschool and the National Association for the Education of Young Children (NAEYC). Our program strives to develop positive learning outcomes for all children, regardless of their backgrounds and experiences. The curriculum capitalizes on children’s natural sense of wonder with a variety of child-initiated and teacher-initiated activities. The program also provides families with information they need to support children’s learning and development and encourages a foundation for solid school, parent and community connections.
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Introduction

Welcome to Stepping Stones Discovery & Development Center (SSDDC). The Employee Handbook will provide important guidelines to follow during employment. The information in the Employee Handbook is presented as guidelines for each employee and is not intended to be construed as a contract of employment between SSDDC and any one or all of its employees.

The contents of this handbook are presented as a matter of information only. While Stepping Stones believes wholeheartedly in the plans, polices, and procedures described herein, they are not contractual conditions of employment. All decisions relating to the policies, management and operation of the SSDDC, including but not limited to the decision to transfer, layoff or terminate employees remain within the absolute discretion of SSDDC.

SSDDC reserves the right to modify, revoke, suspend, terminate, amend or change this Employee Handbook and any or all of the plans, policies or procedures of SSDDC in whole or in part, at any time and as it may deem necessary with or without notice to employees. 

Any revised pages or additions to this handbook will be distributed to employees and should be carefully read and then placed in the handbook. The policies contained in this manual supersede and replace all policies, rules and regulations contained in prior handbooks or policy statements.

General Employment Information

Employment At-Will

SSDDC employees its employees on an “at-will” basis. As an employee-at-will, both the employee and SSDDC have the right to terminate employment at any reason without prior notice.

Equal Employment Opportunity

It is SSDDC’s intent to provide Equal Opportunity for all persons in employment. It is the policy of SSDDC that all qualified applicants for employment will be recruited, hired, and assigned on the basis of merit, without regard to race, creed, color, sex, age, national origin, disability or Vietnam Era Veteran status. The employment policies and practices of SSDDC have been, and will continue, to ensure that all qualified employees are treated equally with no discrimination in compensation, opportunities for advancement (including promotions and transfers), training and discipline based on race, creed, color, sex, age, national origin, disability or Vietnam Era Veteran status.

The SSDDC will not condone, permit nor tolerate discrimination as described above against employees in any manner whatsoever. Persons who engage in such discrimination will be subject to appropriate discipline up to and including termination of his/her employment.

Employees who believe they have been subject to discrimination should immediately bring it to the attention of their supervisor. Similarly, employees that have any questions as to whether certain conduct is unlawful discrimination, they are encouraged to speak with either the supervisor or owners of SSDDC.

Supervisors who receive complaints about discrimination or who are made aware of conduct constituting discrimination are immediately required to notify the Director.

All complaints will be investigated promptly, and the existence and nature of the complaint will be disclosed only to the extent necessary to make prompt and thorough investigations or as may be necessary to take appropriate corrective measures. In all cases, the person who initiated this procedure will be informed of the findings and disposition of the matter at the conclusion of the investigation. Further, management will ensure that there is no coercion, retaliation, intimidation, or harassment directed against any employee who registers a complaint or serves as a witness on behalf of another employee.

The prohibitions against unlawful discrimination also may apply to non-employees with whom our employees come into contact in connection with employment, should use the procedure outlined above.

Sexual Harassment

SSDDC believes that every employee is entitled to a working environment free from sexual harassment or offensive conduct of sex-oriented or sex-biased nature regardless of its form or manner. SSDDC strongly disapproves of offensive or inappropriate sexual behavior at work, including but not limited to, unwelcome sexual advancements, requests for sexual acts or favors by supervisors or co-workers, verbal or physical conduct of a sexual nature, the display in the workplace of sexually suggestive objects or pictures, or any other conduct which interferes with an employee’s work environment, job performance, or other terms and conditions of employment. All employees must avoid any act or conduct which could be viewed as sexual harassment by another individual or co-worker.

Any employee who feels or believes he/she has been a victim of sexual harassment or who has a complaint of sexual harassment, regardless of whether the offensive conduct was verbal or physical, and regardless of whether the offensive act was committed by a supervisor, co-worker, visitor or customer, should bring the problem to the immediate attention of the Director. SSDDC shall not retaliate in any way against an employee who complains about sexual harassment.

Any person who, during his/her employment with SSDDC is subjected to sexual harassment has the right to have such activity immediately cease. By bringing these acts to the attention of SSDDC, an investigation of the complaint can and will be initiated.

All complaints of sexual harassment or inappropriate sexual conduct will be thoroughly investigated and promptly handled. SSDDC will protect to the greatest extent reasonably possible the complaining party’s and the accused person’s interest in confidentiality. If the investigation leads to a determination that the allegations are true, the necessary discipline, up to and including discharge, will be taken by SSDDC.

Employee Classifications

All employees will be classified in one of the following categories:

· Orientation – All new employees are considered to be in an orientation status during a minimum of at least his/her first ninety (90) days of employment.

· Regular Full Time- An employee who regularly works at more than thirty-five (35) hours per week, including holidays, is considered a regular full time employee and is eligible for all benefits designated by this handbook. The schedule of working hours will be designated by the Director.

· Regular Part Time/Floater- An employee who works thirty-five (35) hours or less per week and is eligible for only those benefits specifically designated in this handbook.

· Seasonal/Temporary/Substitutes- An employee who is hired for the purpose of working during the busy/seasonal period, a leave of absence, illness, vacation, etc. and is not eligible for benefits unless specifically stated in this handbook.

· Volunteers- A volunteer is any person functioning as an unpaid trainee and/or who offers his/her services to SSDDC without compensation.

· Position Transfer- In the event of a position transfer, the amount of hours or scheduled hours an employee is working may change. The job would be teaching children for which the employee is qualified.

SSDDC reserves the right to transfer its staff from one position to a similar one according to need/enrollment.

Pay Periods

The work week for SSDDC employees runs from Monday through Sunday. Employees will be paid weekly for work performed the previous week.

The normal payday is Thursday for Groton staff and Friday for L&M staff. Employees unable to pick up their paycheck may authorize another individual to pick up their paycheck. This authorization must be in writing and presented to a supervisor prior to the distribution of paychecks.

Hours of Operation & Work Schedules

SSDDC’s hours of operation are 7:00 am to 5:30 pm, Monday through Friday, year round. L&M hours are 6:00 am to 5:45 pm. All employees must be available to work these hours as well as summer vacations, school vacations, snow days and special events.

The normal workday for all regular full time employees is eight (8) hours of work. Employees may request an unpaid meal break. Employees scheduled 8 ½ hours in the day are required to take a half hour unpaid break. Employees may elect to take a fifteen (15) minute paid break if they are scheduled to work at least six (6) hours on a given day. The length of the employee’s meal break and their schedules hours will be determined by the Director and may change to meet the required Teacher: Child ratio.

Every employee is expected to start work promptly at his or her regular scheduled starting time. All personal matters (e.g. eating breakfast, making phone calls) should be attended to prior to the start of work.

All teachers are responsible for attending mandatory staff meetings. Meetings may take place on evenings or weekends. All employees have the job responsibility to attend these meetings. Advance notice will be given. Some situations may be emergencies, in which meetings will be called for after hours with no advanced notice.  Attendance will be taken at each staff meeting; if 2 absences occur the staff member will be issued a verbal warning. If 2 more staff meeting absences occur, the staff member will receive a written warning which will be put in the employee’s file.
Staff will be given advance notice of special event dates. Examples of these events are Parent/Teacher Progress Report Conferences, Open House, Fund Raisers, Curriculum Meetings, Workshops, First Aid, CPR, Graduation, Family Picnic, etc. All employees will be notified if their presence is required for the special events. Unless otherwise approved by the Director, scheduled staff for special events will be paid.

Paid Time Off (PTO)

PTO will be granted to all employees that have completed the probation period of ninety (90) days.  For every 40 hours worked, non-probation staff members will earn one hour of PTO. For full time staff this equates to six paid days off per year. PTO can be taken for any reason; sick, vacation, personal, etc. PTO used for a reason other than illness or a family emergency requires two-week written notice. If  two-week written notice is not given the time will not be paid. PTO time can be rolled over to the next year. Employees may not have any more than 80 hours of PTO at one time. Once an employee earns 80 PTO hours, the employee will be given a check for 40 of the 80 PTO hours.

Requesting Time Off

If any employee (full or part time) wishes to take time off, a vacation/personal day request form must be completed. The completed form must be returned to the Director two weeks prior to the requested dates. Requests will be accommodated when possible. Completing the request form does not guarantee approval for the time off.

Holiday Pay

The following holidays will be paid days for full time staff members only (35 + hours per week).

Memorial Day

Labor Day

Thanksgiving Day

Christmas Day

New Years Day

Independence Day

Optional Day Off

The following days that SSDDC is closed, employees may elect to work for pay or take the day off without pay.

Day after Thanksgiving
Center closing due to severe weather

The center will be closed. However, staff members who wish to earn pay will voluntarily report to work for the following activities:

Professional development 

Cleaning or yard maintenance

Organizing

Lesson planning

Staff must have the Director’s approval for activities prior to reporting to the center on the optional days.

Overtime

Eligibility for Overtime

The definition of overtime is the time in excess of forty (40) hours that an employee actually works in a one-week pay period. If an employee receives holiday or vacation pay, the number of holiday hours for which the employee is paid will not be considered as hours “actually worked” in determining eligibility for overtime payment during a week which includes a holiday. Overtime is not defined by the number of hours an individual is in the building but rather the requirement that the staff member must be on staff above the forty hours. Likewise, sick days, medical leave, leave of absence, personal leave, etc. are not counted toward an employee’s total hours actually worked for the purpose of determining overtime compensation. An employee is ineligible for overtime payment if they do not actually “work” forty (40) hours in a one-week period.
Authorization of Overtime Work

In the event of an emergency or other situation as determined by management, an employee’s supervisor may require that overtime be worked. Overtime which has been authorized by the Director prior to it’s actually being worked will be paid. Employees may be required to work a reasonable amount of overtime if and when necessary.  When overtime is worked within a week, employees may be asked to leave early on another day in that week so overtime is reduced or eliminated. 

Payment for Overtime Work

Hourly employees requested to work overtime will receive one and one-half (1 and ½) time his/her regular rate of pay for authorized time worked in excess of forty (40) hours in one week (beginning with the first full quarter hour).

Alternative to Overtime Work

Employees may also be given, but are not required to accept, compensation time instead of overtime pay. Hours worked for compensation will be equivalent to the hours worked over the scheduled work week. The hours will be placed in the employee’s PTO (Paid Time Off) bank. These hours can be used according to the PTO guidelines.

PTO Pooling

At the employee’s request, PTO hours can be pooled or gifted to other staff members that may be in need of PTO due to personal emergency or hardship. The recipient must be willing to accept the PTO in order for it to be gifted.

Weather Closings

Employees have the right to refuse their work schedule during dangerous weather. Dangerous weather is defined as storm forecasts that lead to the closing of Groton Public Schools. Employees scheduled to work during dangerous weather must contact the Director immediately to be released from their work obligation. Refusal to work will not be considered insubordinate or inappropriate if the Director is given reasonable notification. The decision not to work will not be reflected in future job evaluations.

Jury Duty

SSDDC recognizes that employees have a legal and civic duty to serve as jurors. Accordingly, SSDDC will cooperate with the state and federal courts when an employee is called to jury duty. Employees will not lose their position, seniority, right to wage increase, promotions, or other benefits because of jury duty. In accordance with Connecticut and Rhode Island law, SSDDC will pay employees jury duty in Connecticut and Rhode Island their regular pay for the first three days of jury service. Otherwise, leave for jury duty shall be unpaid.

Employees are to notify his/her supervisor immediately when notice of jury duty is received so that arrangements can be made to ensure adequate staffing. If released early from jury duty, employees are required to report to work and complete the remainder of his/her scheduled shift.

Bereavement Leave

Regular full time employees who have successfully completed their orientation period shall be entitled to reasonable bereavement time off without loss of pay when a family member dies. Reasonable bereavement time is defined as three (3) consecutive regularly scheduled work days for immediate family. Immediate family includes mother, father, child, spouse, brother, sister, mother-in-law, father-in-law, and grandparents. One unpaid day may be taken for all other bereavements.

An employee is requested to notify his/her supervisor as soon as possible when bereavement leave must be taken.

Employees are not eligible to receive bereavement leave benefits during a scheduled absence from work because of PTO, holiday, or other reason.

Military Leave and Family Medical Leave Act

SSDDC adheres to federal and state requirements for military leave and FMLA leave. The FMLA entitles eligible employees to unpaid leave for up to 12 weeks during a 12 month period because of an employee’s own serious health condition, the serious health condition of an employee’s family member, the birth of an employee’s child, or the placement of a child with the employee for adoption or foster care. 

The following is  FMLA rights in general terms. Specific details can be obtained from the Director.

Serious Health Conditions

Entitlement to family and medical leave for a serious health condition arises only for things such as inpatient care, or problems requiring continuing treatment by a health care provider. FMLA is not for minor illnesses such as colds.

Notice Requirements

Where a need for leave is foreseeable, thirty (30) day advance notice of the intention to leave is required. In the event that 30 days notice is impossible due to medical emergency, reasonable notice should be given as much as possible.

Medical Certification

Where leave is requested for the employee or employee’s family member’s serious health condition, certification of illness from a qualified health care provider must be provide prior to leave. Further information about certification requirements may be required during the leave.

Intermittent Leave

All leave does not need to be taken in a 12 week period. Smaller increments may be taken as determined by the medical condition.

Eligibility

To be eligible for family and medical leave benefits, an employee must be employed for 12 months and have worked at lease 1,250 hours during the 12 month period immediately preceding the leave. Employees qualifying for FMLA must not have previously used their FMLA time.

Health Care Coverage During Leave

During a leave health care benefits will continue provided that employee contributions continue. Coverage will be terminated if required contributions are not made during employee leave. 

Substitution of Paid Leave

Accrued PTO or compensation hours may be used in lieu of unpaid family and medical leave time. Any available PTO must be used during a qualified FMLA leave. Substituted paid leave counts toward employee’s allotment of family and medical leave.

Return to Work and Reinstatement Rights

Employees taking a FMLA leave will be asked for an expected return date. Any change in return date should be brought to the Director’s attention as soon as possible. Ordinarily, employees will be reinstated to their position or an equivalent position upon their return.

Other Leave of Absence

All regular full time employees have been employed for one (1) year may request an unpaid leave of absence. Leave may be granted for up to thirteen (13) weeks in duration. Depending on individual circumstances an employee may request an extension of the leave period.

A written request for time off must be submitted to the Director stating the reason for, and the length of, the requested absence from work. Written approval must be granted by the Director in order to authorize a leave of absence. The decision to authorize such leave for eligible employees will be based on existing business conditions, including but not limited to, the employee’s attendance and work record, length of service with SSDDC, and on-the-job attitude. Any employee granted such leave is responsible for maintaining contact twice a month with the Director during the period of his/her absence. The Director may request pertinent information from time to time that the employee must provide. Failure to follow these rules may result in discipline up to and including the employee’s discharge from his/her employment.

Any requested extension of leave of absence must be made in writing, at least two (2) weeks prior to the time in which the requested extension is to become effective. Any extension of leave will be at the discretion of the Company. Any employee on leave must pay his/her employer a sum equal to the total premium required to maintain the employee’s health benefits in force during the period of leave payable at the beginning of each month.

An employee returning from an authorized leave of absence may request his/her former position by notifying SSDDC prior to the time the employee is scheduled to return to work. While the SSDDC cannot guarantee the availability of any position, it will make every effort to reinstate a returning employee to the same position held or to a similar position in duties and wages whenever possible but final placement will depend upon factors including, but not limited to, prevailing business conditions at the time of the employee’s return, position availability, etc.

Leave of absence is considered a break in continuous service for the purpose of calculating benefits and eligibility for time off from work. Time is not accrued during this leave. 

Returning from a Leave of Absence

Employees returning from a leave of absence will not be able to take time off with pay for the same length of time as the leave of absence (starting from the date the employee begins work after the leave of absence).  An employee returning early from an excused medical leave of absence must submit a written release from his or her doctor.

Orientation & Performance Appraisals

An orientation conference will be conducted by the Director at the end of the first three months of employment and yearly thereafter. This three month evaluation will assess the quality of the individual’s work as it relates to the job description. The evaluation will be in writing and requires the employee’s signature. During this three month period, benefits such as PTO time will not be earned.

Supervisory/employee conferences will be held at the request of either the employee or the supervisor. The purpose of such a conference is to provide an opportunity for the staff member and supervisor to exchange ideas and information which may contribute to the professional growth of the Director and staff member.

A job performance evaluation will be conducted every twelve months from the date of their three month evaluation for each employee. The evaluation will assess areas of strength and weakness as well as set future professional goals. The evaluation will also assess the employee’s ability to perform tasks defined in the job description and will mutually discuss acceptable professional goals.

The Director and employee will prepare a written appraisal of the employee’s job performance at the conclusion of the evaluation. The written appraisal becomes a part of the employee’s file and will serve as a basis for preparing a reference in the event one is request by a potential employer. 

Evaluation Procedure

1. Employee is notified that they will be evaluated and be given a written description of criteria for performance evaluation.

2. Employee is given a Professional Growth Plan Worksheet to establish their own professional goals. 

3. Director uses Staff Evaluation Checklist to develop a Summary Evaluation Report. 

4. A discussion between the Director and staff member will focus on how to develop the employee’s goals as well as plans for developing strengths and overcoming areas of weakness.

5. Upon successful review, the employee will be given a pay increase based upon meeting evaluation criteria. Each criterion is weighted differently. The criterion leading to a stronger performance will be published prior to review. The criterion will be tied directly to Stepping Stones goals.  

6. If an unsatisfactory review occurs, the employee will be placed in the Supervisory Assistance Phase. This phase begins with the Pre-Intensive phase where a written plan for improvement is developed with the employee. If the expectations of the plan are not met, the employee enters Intensive Assistance Phase. This is the employee’s last opportunity for resolving deficiencies in performance.

Attendance Violations

Attendance has a direct impact on yearly performance evaluations. Employees are required to provide detailed information pertaining to absence, tardiness and any early leave from work to their manager immediately. Employees who fail to abide by this system will be subject to disciplinary action, up to and including termination.

Paychecks

Employee paychecks are based on the hours recorded in the time clock management system. Times must be clocked in correctly for the week. Time logs are evaluated by the Director for approval. Employees are paid weekly on Thursday following the end of the payroll period. Paychecks will show:

· Federal Tax-based on the tax tables in effect and the information provided by the employee on the W-4 form.

· FICA- Also referred to as “Social Security” based on current federal rate in effect.

· Medicare- based on current rate in effect

· State Tax – based on tax tables in effect and the information provided by the employee on the state W-4 form.

· Deductions for employee portion of health/dental/vision benefits

· Deductions for employee share for training and/or education.

· Employees are not to discuss their paycheck with other employees. Questions with regard to paychecks should be directed to the Director.

Direct Deposit

SSDDC offers and prefers employees to use direct deposit services. Employees are encouraged to enroll in direct deposit. A Direct Deposit Enrollment Form and voided check (for the account being deposited to) is needed in order to enroll. The process does not take more than two weeks.

Change in Status

Certain personnel information must be maintained by SSDDC for the purpose of assuring efficient operation and to meet various legal requirements. Any change in personal status must be reported immediately to the Director. Listed below are the areas in which the Director must be kept up to date:

Name

Telephone

Dependents

Tax withholding information

Address

Marital status

Person to notify in case of emergency

Physical or other limitations

Personnel Records

All personnel records are confidential and treated as such. Access to an employee’s personnel file is, therefore, restricted and limited to the following:

· Owners, as needed in the course of his or her duties

· Director

· The employee

Employees must follow guidelines when requesting access to personnel records:

· An employee must request to review his or her personnel records in writing.

· Personnel records must be reviewed in the presence of the Director or an owner.

· No individual may take the information from the office back to the classroom.

Benefits

Insurance

All employees are offered access to medical, dental, and vision insurance plans. Insurance plans offered may require an initial waiting period prior to enrollment. SSDDC  Full time teachers are eligible for 50% coverage on the company offered plan. 
Tuition Reimbursement & Professional Conferences

All employees are encouraged to continue with their education knowledge related to early childhood education. SSDDC may offer tuition reimbursement benefits at any time. Eligibility for tuition reimbursements is determined on a case by case basis. Benefits are based on current Three Rivers Community College rates.

Professional Development Procedure

1. Employee completes Professional Development Planning Worksheet annually.

2. Results from worksheets are compiled to generate professional development opportunities that meet employee needs.

3. Staff members are provided a Resource Center to locate professional development opportunities of interest to them. 

4. Employees that wish to attend professional development training complete the Professional Development Request Form.

5. Every reasonable effort will be made to honor employee requests. However, it is the Director’s discretion to offer financial support and/or time paid off from work. These decisions will be made based on current work schedule needs and financial cost of the request. 

6. Completed professional development hours will be recorded in the employee’s file as per state requirement.

Childcare Discount

Staff members that find it necessary to enroll their child at SSDDC will be offered a tuition discount. Employees must exercise professionalism during work hours and follow the philosophy of early childhood principles.
Workers’ Compensation Insurance

If an employee becomes insured and/or disabled as a result of his/her employment, he or she may be eligible to receive insurance benefits as provided under Connecticut labor law. SSDDC absorbs the total cost of this insurance.

It is imperative that any employee who is insured on the job notify his/her supervisor immediately. A written incident report and copies of any reports from a physician or emergency room are required to be submitted to the Director as soon as possible.

Internal Disputes and Resignations

Problem Solving Procedures

If an employee has any problems, difficulties, or grievance connected with his or her work, the management of SSDDC wants to know about them. Although any of these matters may be presented privately, the following formal channels are open to employees and should be used in the following order:

1. The employee should discuss the situation with the Director. Most problems can be resolved at this level.

2. If the problem cannot be resolved by the Director a written description of the problem must be completed and submitted to the owners within two (2) working days of the initial meeting with the director. The problem will be reviewed and, if necessary, a meeting will be held with the involved employee to obtain all details of the situation. The owners may also contact the Director for additional information.

Discipline

It is the goal of SSDDC to provide a pleasant and safe working environment for all its employees and to operate its school in an efficient manner. In order to achieve these objectives it is important that each employee become familiar with the rules and regulations set forth in this handbook. These rules and regulations are designed for the benefit of all employees and are implemented by SSDDC in a fair and non-discriminatory manner.

Violations of the policies and procedures outlined in this handbook or unsatisfactory job performance may subject an employee to disciplinary action by SSDDC. In deciding whether and how much discipline to impose, SSDDC will usually take into account factors including, but not limited to, the severity of the infraction, the employee’s length of serve and the employee’s overall job performance and attitude. SSDDC may elect to issue warnings (oral or written) to impose other discipline short of termination in some cases. SSDDC may, however, terminate an employee immediately and without warning where warranted is at SSDDC’s sole discretion.

Any questions pertaining to SSDDC’s disciplinary procedures and policy should be discussed with the Director or the owners.

Resignations

If an employee resigns, a two-week written notice is required. The employee must work during the two-week notice period or at SSDDC’s discretion, the employee may be given wages in lieu of notice. Once notice is given, the employee forfeits all rights to take paid time off from work. Employees, who resign after one (1) year of continuous employment, will receive payment for accrued PTO time.

Other Rules and Regulations

In addition to the previously mentioned rules and regulations, the following are examples of violations of work rules and/or personal conduct which may lead to disciplinary action up to and including dismissal. While neither exhaustive nor all inclusive, this list applies to all employees and provides examples of unacceptable conduct.

· Providing reference information for past and current employees

Only the Director or the owners are authorized provide this information.

· Dishonesty, including any deliberate falsification or misrepresentation, misleading or incorrect information in connection with the preparation of SSDDC records, including an application for employment

· Falsifying time cards or filling in the time record of another employee

· Possession or consumption of intoxicating beverages or illegal drugs on SSDDC property or the transfer, distribution or sale of illegal drugs on SSDDC property or reporting to work under the influence of intoxicating beverages or illegal drugs

· Insubordination, including but not limited to, refusal to perform work required by a supervisor or refusal to follow a supervisor’s instructions

· The use of abusive or threatening language toward fellow employees, supervisors or customers of SSDDC

· Engaging in excessive gossip

· Nap time for the children is work time. Class work and curriculum work must be done at this time.

· Carelessness or negligence of a child

· Accepting other employment while on an authorized leave of absence from SSDDC

· Carelessness or recklessness in the performance of one’s job, concealing mistakes, or continued unsatisfactory performance of one’s job

· Unauthorized or unreported absences, excessive absenteeism, tardiness or early quits or leaving regularly assigned work location without first securing authorization

· Furnishing information to outsiders regarding SSDDC plans, customers, or any confidential matter

· Expressing job dissatisfaction to customers

· Unauthorized use of telephones for personal and/or long distance calls

· Failure to observe any obligation as set forth in this handbook or any other action or conduct of an employee deemed detrimental or not to be in the best interest and/or welfare of SSDDC, its employees or customers

Employment Requirements

Pursuant to state law, all staff must undergo a criminal check, including fingerprinting, through the State of Connecticut. SSDDC will supply the employee with the application. SSDDC reserves the right to terminate or refuse a job offer if evidence of a criminal record is returned. Employees are expected to pay the state fee for the criminal background check.

A current physical is required by all staff members and must be submitted to the Director before employment begins. This is done at the employee’s expense. Physicals need to be updated every two years.

A TB test must be taken and the results be submitted to the Director before employment begins. This is done at the employee’s expense. Furthermore, proof that the employee has been immunized from measles, mumps, and rubella or if the employee was born prior to 1957 proof of only Rubella is required before employment begins.

All staff is required to become certified and keep their First Aid and CPR certification current.

General Rules and Regulations

Children’s Files

It is the responsibility of each staff member to read each child’s file before working in a classroom. Valuable information regarding their habits, backgrounds, health needs, allergies, etc. is critical to note in order to insure each child’s health and safety. Likewise, each time a new child joins your classroom; it is every employee’s responsibility to review their file. Part-time, substitutes, and floaters are also expect to adhere to this policy.

Teacher:Child Ratios

Staff members will comply with the Teacher:Child ratio setforth by the State of Connecticut Department of Public Health.

Infants/Toddlers  1:4   or 2:8

Preschool             1:10 or 2:20

It is the responsibility of every staff member to monitor their classroom often, especially at early morning and late afternoon, for compliance. It is mandatory that when your group becomes over ratio, either too many children or too many teachers, that you immediately bring to the attention of the Director or supervising staff member so that staffing may be adjusted accordingly.

Attendance

SSDDC expects all its employees to arrive at work on time and work each day as scheduled. SSDDC recognizes, however, that employees may be late or absent due to illness or emergency situations. The following policy applies in regard to attendance:

· Employees must notify the Director or their direct supervisor no later than 6:00 am on the day the absence or lateness occurs. The employee should make every effort to contact the substitutes or replacement staff members prior to calling the Director.

· All employees, except those on authorized medical leave, must call in each day they are absent, unless previous arrangements are made with the Director or their direct supervisor. Any employee absent without notice to SSDDC is considered to have voluntarily resigned his/her position.

· SSDDC reserves the right to request a physician’s certification starting an employee’s capability to perform his/her job duties at any time.

· SSDDC reserves the right to have employees returning to work after an accident or injury be examined by a SSDDC selected physician prior to the employee’s return to work.

· An employee must supply forty-eight (48) hours written notice to the Director or their immediate supervisor if he or she must leave work early on a particular day unless an emergency situation occurs.

· SSDDC reserves the right to determine whether an employee will receive an excused absence.

· SSDDC reserves the right to determine whether an employee will receive an excused lateness. Excused lateness is only allowed for emergency or unavoidable situation.

· Any employee determined by SSDDC to have violated the above policy may be subject to discipline, up to and including, discharge.

Courtesy

While working at SSDDC, employees are expected to act in a courteous and efficient manner compatible with the philosophy of SSDDC. Any behavior which disturbs other employees or is disruptive in any way is strictly forbidden. Additionally, personal problems between employees are not to be discussed at work, other than to bring the problems to the attention of management.

Leaving the Premises

Employees are expected to remain on SSDDC premises during scheduled working hours, unless otherwise required by their job duties. Employees can, of course, leave the premises during their meal break (if one is chosen to be put in the schedule) as long as they return to work before their meal break ends.

Use of SSDDC Equipment and Property

SSDDC has made an investment in the equipment utilized for operating needs. The equipment and property are for SSDDC use only.

Use of SSDDC equipment and property, such as computers and the telephone system, for personal means is strictly prohibited. Personal phone calls, both incoming and outgoing, should only be made on meal breaks except in emergency situations.

Each employee is also expected to exercise care in use of SSDDC property and equipment. Negligence in the care and use of SSDDC property and equipment is grounds for disciplinary action. Additionally, unauthorized removal of SSDDC property and/or equipment from the premises is cause for disciplinary action up to and including dismissal.

Conduct

Employees are always expected to conduct themselves in a professional and business-like manner. Please refrain from gum chewing.

Appearance

SSDDC expects all of its employees to present themselves as professionals, take pride in their personal appearance, and consider the safety of the children (i.e. jewelry, nails, etc.) Any questions about the appropriateness of any attire can be addressed to the Director. SSDDC reserves the right to request that an employee return home to change if it deems his/her appearance is inappropriate for the classroom. The employee shall not be paid for this time away from the Center.

The following items are not considered to be acceptable attire:

	Item
	Examples

	Ripped or torn clothing
	Jeans with holes in the knees or cut-offs

	Inappropriate logos
	Tobacco, alcohol, drugs, sexual references

	Cropped tops
	Shirts should at least come to the belt or button and never mid waist skin

	Excessively baggy pants


	Pants must be worn at acceptable height at the waist

	Sweats
	Shirts or Pants

	Excessive or inappropriate tattoos
	Tattoos should be covered

	Piercing
	Ear lobes only. Employees may be asked to remove any other piercing during work hours.


Housekeeping

Each employee is expected to keep his/her work environment clean and tidy. This not only makes the work area more pleasant but safer as well. Each building has opening and closing checklists which employees are expected to initial after completing chores. Classrooms have daily and closing checklists also. Your are responsible for your classroom. Both lists will be checked and monitored by the Director.
Smoking

Smoking is prohibited inside and outside the building on the premises of SSDDC. Employees are not allowed “smoking breaks” or any additional time during their working time other than regularly scheduled meal breaks for smoking.

Employees who violate this policy may be subjected disciplinary action.

Treatment of Other Staff Members

Staff members are expected to cooperate fully and be an encouraging and positive influence on each other. At all times, staff members are to treat each other which concern and respect and to demonstrate loyalty to one another. Open criticism of other staff members will not be tolerated. If you have a concern or complaint about another staff member, you are to confront that staff member respectfully, or bring your concern immediately to the Director.

Attendance and Planning

Employees are expected to arrive to work ready to start the shift with the children. Planning for the work shift must be done prior to the beginning of the shift.  Student naptime is the teacher planning time. Lesson plans are due on the Director’s desk by Friday at 9:00 am.
Staff Illness or Temporary Injury
Staff members are asked to follow the same policies for themselves as those found in the parent handbook for children. If necessary, the Director may ask a staff member not to work if his/her health status is in question. 
Illness Procedure

Employees who are unable to work due to illness must be responsible for covering their own shift by contacting the available substitutes or teachers prior to contacting the Director. A one hour notice must be given to the Director or supervisor with the shift replacement’s name and/or notice of their inability to work. The Director or supervisor must be called later the same day with the status of coverage for the next day.

Meal/Lunch Breaks

SSDDC requires staff working 8 or more hours in a given day take a scheduled unpaid lunch break. Employees working more than 6 hours are entitled to a 15 minute paid break. All breaks must be planned with the supervisor or staff.  Staff members may leave the building for any scheduled break for their break period only. 
SSDDC does not provide snacks for employees. Employees are asked to store their meals in the office refrigerator or cabinet. All items must be labeled with the employee’s name and date. Please be aware of classroom allergies at all times when you make your personal meal selections.
Phone Calls

Children should never be left unattended or ignored. Therefore, personal phone calls must be made at break times ONLY and outside of the classrooms. Employees may make phone calls from the office phone. Local calls will be free of charge. Long distance calls should be reported to the Director so that arrangements may be made for reimbursement. Under no circumstances should a call of a personal nature be made from the classroom. Personal callers should not be calling into the Center. In the event of an incoming personal call, unless an emergency, the caller will be asked to leave a message. The call may be returned during an unpaid lunch or scheduled break. Cell phone usage during an employee’s work period is strictly forbidden.
Visitors

SSDDC asks that visitors or friends are not invited the Center during work hours. Employee friends and family members may be at the Center when an employee is in the building but not on the schedule. If a visitor arrives unexpectedly, employees are expected to continue their work in a conscientious manner. If the visitor interferes with employee performance, the time will be deducted from the time log. A visitor could also be asked to wait outside or in a designated area. Spending time visiting friends is unfair to children and other employees.
Babysitting Opportunities

In early childcare settings, parents tend to ask their caregiver to provide private babysitting services. Stepping Stones does not condone this practice. Be aware that SSDDC is not responsible for any situation that occurs during this off-work time.   
Staff Meeting and Assignments

Mandatory staff meetings are scheduled periodically. All staff members are expected to be in attendance. Any new business will be discussed at these meetings. A brief time of staff training will be presented by the Director or owners. In addition, there will be time for any staff questions or concerns. Staff members may also be given articles or short books to read on occasion. Attendance will be taken at each staff meeting. Two (2) staff meeting absences will result in a verbal warning. Additional absences will result in a written warning to be placed in employee’s permanent record.
Personal Conduct

At all times, staff will model appropriate behavior. Children learn by watching adults. Vulgarity or profanity of any type will not be acceptable. Staff will treat other staff, parents, and children with courtesy and respect. Two (2) verbal warnings regarding inappropriate conduct will result in a written warning and/or dismissal from employment.
Parent Conferences/Complaints

The Director or supervisor must always be informed of an upcoming parent conference with a teacher. Staff must always be prepared for the discussion and be in agreement with other teachers on the issue to be discussed. The Director must be informed of all parents’ reports that are not positive and that need to be discussed with the parent. The Director is always available for meetings or conferences if needed.
Confidentiality

Staff members must not disclose or knowingly permit discloser of any information concerning a child or his/her family. Discussions about a child or his/her family are not to be held freely and must never be held in the presence of children or parents. For example: if one child bit or hurt another child in any way, you must not disclose the child’s name that did the hurting. Likewise if a child becomes ill, the information concerning this child is not to be shared with the other parents. If it is a contagious illness, such as chicken pox, the Director will notify all parents. Disclosing information to parents about job dissatisfaction or SSDDC problems without permission is unprofessional and will likely result in immediate dismissal. 
Medications

Medications will be administered by the Director or other designated staff members. Parents whose children need medication must fill out a Medication Authorization Form. This form may be found in binders within each classroom. If the parent does not fill out the form completely, then the medication must not be administered to the child. Medications that need refrigeration must be stored in the office refrigerator. All other medications must kept locked in the classroom. Tylenol or other like medicines must not be administered without a physician’s script.

Food Allergies

Please be very aware of each child’s food allergies and follow the necessary guidelines. Because of this critical issue, it is SSDDC policy to never share food/formula. Children and infants should be watched closely during snack, lunch, and feedings and reminded often of this important rule. Parents may also need to be monitored and reminded of this rule.

Accidents

Any accident or unusual incident involving a child, no matter how small, must immediately be recorded on an accident/injury report and the Director notified immediately. Accident Report Forms may be found in each classroom. The Director may choose to immediately inform the parent of the accident or may instruct the child’s teacher to inform the parent at the end of the day at pickup. The parent must be told how the accident happened and what action SSDDC took. The parent must also sign the bottom of the Accident Report and be given a copy. Both verbal and written explanation must be performed on the same day that the accident happened. First aid for the accident should be provided by the child’s teacher whenever possible. The Accident report forms are a requirement for licensure. 
Child-to-Child or Child-to-Teacher Injury

Any deliberate harm caused by a child to another child or teacher must immediately be recorded on an Incident Report Form and the Director notified immediately. The Director may choose to immediately inform the parent of the incident or may instruct the child’s teacher to inform the parent at the end of the day at pickup. The parent must be told how the incident happened and what action SSDDC took. The parent must also sign the bottom of the Incident Report and be given a copy. Both verbal and written explanation must be performed on the same day that the incident happened. First aid for the incident should be provided by the child’s teacher whenever possible.

Documentation

It is each staff person’s responsibility to document required information using correct grammar and spelling an in a consistent, efficient manner. Failure to file correct, timely and thorough documentation will result in corrective action. Do not put the other children’s names on the report and do not use your own reaction to the situation in the report. The actual observation should be the only subject matter in the documentation.
Due Dates

In order for SSDDC to operate in the most efficient, productive manner, due dates for certain tasks, projects, etc. may be set by the Director or supervisor. Failure to consistently meet them will result in corrective action.

Keys

Due to security, staff members will be issued a key that allows entrance through the front of the building. These keys are the responsibility of each staff member. If you wish to enter the Center before or after work hours or on weekends, the permission of the Director will be necessary.

Daily Procedures

Meeting and Greeting

Almost every child and parent will need help in their transition into the Center. Employees must be especially sensitive to every parent who may need to leave promptly for work and the child who feels apprehensive about his/her day at school.

Meeting and greeting must be done correctly and consistently each and every day with each and every child as stated in the training manual.

SSDDC’s philosophy is to recognize and praise children for who they are inside, not their physical appearance. This will enable us to achieve our goal of promoting a positive self-image. Therefore, we employees must refrain from making or encouraging comments on the children’s clothes, hair, sneakers, weight, family background, etc.

Authorization for Child Dismissal Policy and Procedure

SSDDC staff is responsible for ALL children placed in the Center’s care. The following policies must be strictly adhered to. Failure to do so will result in corrective action or termination.

I. A parent’s request for someone listed on their Authorized for Dismissal Form to pick up their child must always be in writing and handed to a staff member in person-faxes and/or approvals over the phone are not acceptable.

II. When written notification is received from the parent, immediately check to make sure that this person is listed on the Authorization for Dismissal form and that there is a matching photograph of that person or staff members are familiarized with the person via the parent.

III. At any time of pick up, it is mandatory to speak to the person directly before directing them to the child.

IV. Go to the file and get the Authorization for Dismissal Form and match name with identification from the individual picking up the child.

V. A person picking up must show a photo identification, driver’s license preferred. ID’s without a picture are unacceptable.

VI. Any discrepancies in identifications and/or confusion must be immediately brought to the attention of the Director.

VII. Every person who enters the building must be stopped at the front door. Delivery personal must also be stopped at the front door.

Releasing a child policy and procedure

Individuals other than parents or legal guardians may not be left unescorted. When a person other than the parent or guardian arrives to pick up, check the file to determine if the person is authorized to pick up the child. Additionally, match the individual’s drivers license to the name before releasing the child.

Never allow timidity, uneasiness, or fear that you might insult, upset, embarrass or anger the person picking up if you are in the slightest doubt. Remember, your responsibility is to each child’s safety. One moment of weakness, one second of hesitation could result in serious consequences for that child.

Behavioral Management Policy

All Staff members will strictly adhere to the behavioral management plan as indicated in the Parent Handbook and listed below. Generally speaking, staff must always direct child in a nurturing way, never using loud tones, slang, or remarks that will damage a child’s self-esteem. No hitting, brisk or forceful movements are to be made with the children. No candy is to be used as a reward for good behavior. No withholding food from a child for punishment is allowed. Violations of this policy may result in immediate termination, suspension, oral or written warning.

Our philosophy is that children cannot be “bad”. The types of inappropriate behaviors most seen in young child are usually the result of the child’s developmental level. As each individual child grows, he or she gains the social, emotional, cognitive and physical skills needed to succeed with adult expectations.

Our staff uses the following guidelines to promote positive behavior and for responding to problem behavior:

· SSDDC does not use corporal punishment. Hitting is often misunderstood by a young child who does not see the connection between a slap and some action on his or her part. Hitting, used as a form of punishment, rarely stops an inappropriate behavior, and causes confusion and anger.

· SSDDC reserves the right of every parent to discipline his or her own child in a personal way (except where child abuse or neglect is concerned). Hitting or shouting at any child, including a parent’s own, in the presence of others upsets everyone and disrupts the routine.

· No child shall be subjected to cruel or server punishment, humiliation or verbal abuse.

· No child shall be denied food as a form of punishment.

· No child shall be punished, verbally abused or humiliated for soiling, wetting, or not using the toilet.

· SSDDC will develop rules with children that are appropriate to their developmental level.

· SSDDC makes the consequences for disobeying rules clear before the disobedience occurs, for example, “If you hit one of your friends, you will not be allowed to play.”

· SSDDC will set age-appropriate expectations for children. We do not expect children to understand and obey complex rules.

· SSDDC allows children time to practice obeying new rules before disciplining them. Remember that toddlers have limited memories and may not recall a new rule without lots of practice.

· SSDDC may ignore some kinds of inappropriate behavior that is acceptable. Some misbehavior is an attempt to get attention. The more attention the child gets as a result of the behavior, the more likely it is that the behavior will be repeated.

· SSDDC will use a “cooling off” period for inappropriate behavior that is not acceptable. This gives the child a chance to refocus themselves.
· Termination of enrollment may become necessary if a behavior continues which is harmful to the physical or emotional well-being of any of the children placed in our care.

Physical Restraint Policy

Physical restraint is defined as person using his or her body to effectively and safely immobilize a child. The practice is only done when a child is a physical danger to themselves, peers, or other teachers.

The physical restraint procedure used at Stepping Stones is the Basket Hold. The elements of the Basket Hold are as follows:

1. Inform another staff member that you are restraining a child (this can be done by shouting if necessary)

2. Step behind the child 

3. Gently taking both wrists, quickly have child’s arms fold into a cross position across their chest

4. Seat the child into your lap in this position

5. Hold the child in this position by securing your arms around the child

6. If the child is kicking, you may need to cross your legs over the child’s legs

7. When the child has discontinued to be a danger, the child must be released

8. Inform the Director of the incident as well as complete an incident report including how long the restraint was needed for

It is important to understand and practice proper technique. Improper restraint can lead to child injury. Although the restraint is always used to protect others, injuring the aggressor will require a report to Department of Child & Family (DCF). In most cases, DCF will likely determine that there was not an intention to injure a child. However, as mandated reporters, any physical injury caused by an instructor to a child must be reported. Staff members that do not report knowledge of injury caused to a child are subject to disciplinary action as well as a report to DCF for being in violation of mandated reporter laws and regulations.

Mandated Reporters

All child care providers are mandated reporters by law. Mandated reporters are required to report or cause a report to be made when, in the ordinary course of their employment or profession, they have reasonable cause to suspect or believe that a child under the age of 18 has been abused, neglected or is placed in imminent risk of serious harm. (Connecticut General Statutes §17a-101a)

Child abuse occurs where a child has had physical injury inflicted upon him or her other than by accidental means, has injuries at variance with history given of them, or is in a condition resulting in maltreatment, such as, but not limited to, malnutrition, sexual molestation or exploitation, deprivation of necessities, emotional maltreatment or cruel punishment. (Connecticut General Statutes §46b-120)

Child neglect occurs where a child has been abandoned, is being denied proper care and attention physically, emotionally, or morally, or is being permitted to live under conditions, circumstances or associations injurious to his well-being. (Connecticut General Statutes §46b-120)

When making a report, a mandated reporter is required to provide the following information, if known:
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	names and addresses of the child and his parents or responsible caregiver(s)
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	child's age and gender
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	nature and extent of injury, maltreatment or neglect
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	approximate date and time the injury, maltreatment or neglect occurred
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	the circumstances in which the injuries, maltreatment or neglect became known to the reporter
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	previous injury, maltreatment or neglect of the child or siblings
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	name of the person suspected to have caused the injury, maltreatment or neglect
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	any action taken to treat or help the child
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	any other information the reporter believes would be helpful


Mandated reporters who, outside the ordinary course of their employment or profession, have reasonable cause to suspect or believe that a child under the age of 18 is in imminent risk of being abused or has been abused or neglected, can and should make a report to the Hotline.

How to Report
Mandated reporters must report orally to the Department of Children and Families‘(DCF) Hotline or a law enforcement agency within 12 hours of suspecting that a child has been abused or neglected and must submit a written report (DCF-136 form) to DCF within 48 hours of making the oral report. DCF is required to tape record all reports to the Hotline.

Special reporting requirements may apply for staff members of a public or private institution or facility that cares for such child, or a public or private school. (See pages 4-5).

Police must report to DCF immediately upon receipt of any oral report of abuse or neglect.

Upon receipt of any oral report alleging sexual abuse or serious physical abuse or serious neglect, DCF must report to the appropriate state or local law enforcement agency within 12 hours.

Anonymity
Mandated reporters are required to give their name when they make a report to DCF, however, reporters may request anonymity to protect their privacy. This means that DCF would not disclose their name or identity unless mandated to do so by law (Connecticut General Statutes, Sections 17a-28 and 17a-101). Unless a reporter gives written consent, his or her name will not be disclosed except to:
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	a DCF employee
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	a law enforcement officer
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	an appropriate state's attorney
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	an appropriate assistant attorney general
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	a judge and all necessary parties in a court proceeding
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	a state child care licensing agency, executive director of any institution, school or facility or superintendent of schools


If DCF suspects or knows that the reporter knowingly makes a false report, his or her identity shall be disclosed to the appropriate law enforcement agency and the person may be subject to the penalty described in the next section.

Immunity and Penalty
Immunity from civil or criminal liability is granted to people who make required reports in good faith. Immunity is also granted to people who in good faith have not reported. However, failure to report could result in fines, which range from $500 to $2,500 and the individual will be required to participate in an educational and training program. In addition, mandated reporters could also be sued for damages if further injury is caused to the child because they did not act. 

Anyone who knowingly makes a false report of child abuse or neglect shall be fined up to $2,000 or imprisoned for not more than one year, or both. The identity of any such person shall be disclosed to the appropriate law enforcement agency and to the perpetrator of the alleged abuse. 

Employers may not discharge, discriminate or retaliate against an employee for making a good faith report or testifying in an abuse or neglect proceeding. The Attorney General can bring a court action against any employer who violates this provision, and the court can assess a civil penalty of up to $2,500 plus other equitable relief.

Informing the Family
Mandated reporters are under no legal obligation to inform parents that they have made a report to DCF about their child. However, depending on the circumstances, it may be necessary and/or beneficial to do so.

· When a child is suspected of being abused, neglected or placed at imminent risk of serious harm by a member of the staff of a private or public school or an institution that cares for the child, the person in charge of the school or facility must notify the child’s parent or other person responsible for the child’s care that a report has been made. It is DCF’s responsibility to notify the head of such school, facility or institution that a report has been made. 

· Health care professionals may need to talk with parents to assess the cause of the child’s injury(ies). Mental health professionals or members of the clergy may want to talk with the parents to offer support and guidance. 

However, in cases of serious physical abuse or sexual abuse, it may not be wise to talk with parents before reporting the case to DCF. This may put the child at greater risk and could interfere with a potential criminal investigation.

Investigation of Abuse or Neglect Report
DCF is responsible for immediately evaluating and classifying all reports of suspected abuse/ neglect/imminent risk. If the report contains information to warrant an investigation, DCF must make its best effort to begin an investigation within two hours if there is an imminent risk of physical harm to a child or another emergency; and within three days for all other reports. In all cases, DCF must complete the investigation in 30 calendar days. 

When conducting a child abuse or neglect investigation, DCF or a law enforcement agency must coordinate activities to minimize the number of interviews with any child. 

DCF must obtain consent from the parent, guardian or person responsible for the child's care for any interview, unless DCF has reason to believe such person or a member of the child's household is the alleged perpetrator. When such consent is not required, the interview must be conducted in the presence of a 'disinterested adult' (typically, a person who is impartial and has no self-interest in the case). If a disinterested adult is not available after reasonable search and immediate access is necessary to protect the child from imminent risk of serious harm, DCF or a law enforcement agency will still interview the child. 

If, after the investigation has been completed, serious physical abuse or sexual abuse is substantiated, DCF must notify the local police, and either the Chief State's Attorney/designee or a state's attorney in the judicial district in which the child resides or in which the abuse occurred. A copy of the investigation report must also be sent.

Suspected Abuse By a School Employee
Mandated reporters are required to report any suspected child abuse, neglect or imminent risk of serious harm directly to DCF or the police. This includes situations when the alleged perpetrator is a school employee. DCF must notify the head of the school that a report has been made, unless such person is the alleged perpetrator. 

Investigations of suspected child abuse, neglect or imminent risk of serious harm by a school employee are conducted by DCF. If, after such investigation, DCF has reasonable cause to believe that a child has been abused by a certified public school employee (in a position requiring a certificate), DCF shall notify the Superintendent of such finding and shall provide him or her with records concerning such investigation. 

The Superintendent must suspend such employee. The suspension shall be with pay and will not diminish or terminate the employee's benefits. Within 72 hours after such suspension, the Superintendent shall notify the local or regional board of education and the Commissioner of Education of the reasons for and conditions of the suspension. The Superintendent shall disclose the DCF records to the Commissioner of Education and local or regional boards of education or their attorney for purposes of review of employment status or certification. The suspension must remain in effect until the local Board of Education takes action.

If the employee's contract is terminated, the Superintendent shall notify the Commissioner of Education or his representative within 72 hours. The Commissioner of Education may then commence certification revocation proceedings. 

The Superintendent may suspend any other school staff member in similar circumstances.

The State’s Attorney must notify the Superintendent, or supervising agent of a non-public school, and the Commissioner of Education when a certified school employee, or any person holding a certificate issued by the State Board of Education, is convicted or a crime involving an act of child abuse or neglect.

Suspected Abuse By a Member of An Institution or Facility Providing Child Care
Mandated reporters are also required to report when they have reasonable cause to suspect or believe that any child has been abused or neglected by a member of the staff of a public or private institution or facility that provides care for children. DCF must notify the head of the institution or facility providing child care that a report has been made, except in circumstances when such person is the alleged perpetrator. 

Whenever DCF, based on the results of an investigation, has reasonable cause to believe that that a child has been abused or neglected by a staff member of a public or private institution or facility providing child care, DCF shall notify the institution, school or facility and provide records concerning the investigation to the executive director. If the facility is licensed by the state for the caring of children, DCF shall notify the state agency that licenses it and provide records concerning the investigation. 

The institution may suspend the employee. The suspension must be with pay, not diminish or terminate the employee's benefits and remain in effect until resolved by the person's employer.

Where to Call
The Department has a single point of contact statewide for the reporting of suspected child abuse and neglect. This Child Abuse and Neglect Hotline operates 24 hours a day and seven days a week. Anyone who suspects that a child has been abused or neglected or is in danger of abuse or neglect is strongly encouraged to call the Hotline.

DCF Child Abuse and Neglect Hotline: 1-800-842-2288
TDD Number: 1-800-624-5518
The Hotline is staffed by full-time, highly-skilled professionals of the Department who receive and process reports of alleged child abuse and neglect. The Hotline worker gathers critical information from the caller to determine if a report meets Connecticut's statutory criteria for child abuse or neglect. Those reports that meet the criteria are forwarded to a DCF case investigator for prompt and appropriate action.

Children’s lunch/snack time

Lunch time is considered learning time. Meals should be served and accompanied with words and phrases that encourage language development and dietary facts such as, “Do you know what color Jill’s Jello is? Yes! It is red.” Or “ How does the peanut butter feel in your mouth?”. As much as possible, staff should sit with children to encourage both eating and learning. Refrain from cleaning utensils, etc, during the children’s lunch/snack time.

Supplies

It is everyone’s responsibility to report their need or the Center’s need for supplies. Please record your need for supplies to the Director. The Director will inform you when the order should be in. For supplies that are critical to children’s food for snacks, soap, toilet tissue, paper towels, etc., it is very important that you not allow the Center to be without these items for days. Low inventories should be written in the communication log. When lesson plans are submitted to the Director, all needed materials must also be listed.
Resource Material

Resource material provided by SSDDC is kept in the classroom and is considered SSDDC property. The resource material located in the Director’s office may be signed in and out. All resource material that leaves the Center must be returned to the Center upon termination or replaced by the responsible staff member.
Beverages

For the safety of the children, no hot beverages (ex. Hot coffee) may be brought into the classroom, even if it is enclosed in a tightly sealed cup.
Personal Belongings

Please keep your personal belongings in a drawer or cupboard out of the reach of children. Since SSDDC is not responsible for lost or stolen articles, we strongly recommend that you do not bring valuables with you to the Center.
Lesson Plans

Lesson plans are due at least a week in advance to the Director. This allows for changes, additions, and ideas. Failure to have lessons submitted to the Director on the required due date will be noted in performance evaluations. Teachers are responsible for the management of their classroom. This includes the daily schedule, having and being prepared with the materials and supplies, and the activities.

Communication

All staff must use words and provide guidance and director consistent with early childhood philosophies. SSDDC encourages the words and phrases such as “good listeners” versus “good boys, good girls”. SSDDC prefers words that focus on the child’s behavior and redirect rather than tell children, “Don’t”. We call the children in the Center “friends” as in “Will my friends stand in line?”.
Open-Lines of Communication

SSDDC expects consistent and open communication. Professional Learning Communities (PLC) has been established to encourage collaborative problem solving. PLC’s are grouped by Infant/Toddler PLC and the Preschool PLC. Each PLC meets monthly to discuss concerns and share suggested solutions. Subsequent meetings evaluate attempted solutions and revise as needed. 
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