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Welcome!

| am so pleased to have you on staff with The Willow School, and wish you every success in

your new position. The Willow School seeks to hire and retain individuals who have a strong
ethic of service and contribute to the growth and success of the organization. | hope that you
will take pride in being a member of The Willow School team.

This handbook is designed to familiarize you with The Willow School, providing you with
information about working conditions, employee expectations, and some of the policies affecting
your employment. If you have questions or concerns about any of the material within this
handbook, | urge you to discuss them with the administration.

After reviewing this handbook, please sign the Acknowledgment form included at the back,
confirming that you have received and understand the contents.

No handbook can anticipate every situation or question about all of our policies and terms of
employment. The Willow School reserves the right to add new policies and to change or cancel
existing policies at any time. | will do my best to notify you of any changes to this handbook as
they occur.

This handbook supersedes all previous handbooks and management memos that may have
been issued on the subjects covered.

Welcome to The Willow School! | hope that your experience here will be challenging, enjoyable,
fulfilling and, most of all, joyful!

Teresa Cole
Founder & Executive Director
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Section 1: About Us

Mission

The Willow School is an inspired school for young children, which considers the whole child with
the respect and rights due to each individual. Based on a progressive model of early childhood
education, The Willow School offers each member of the school community a unique
educational experience, a beautiful environment rich with opportunities for growth, and
respectful, nurturing relationships.

Vision

The vision at The Willow School is simple: To be inspired every day. What does it mean to be an
inspired school?

in-spired/in'spi(a)rd/adjective

1. of extraordinary quality, as if arising from some external creative impulse.

2. (of air or another substance) that is breathed in.

Inspiration surrounds us and can be found in every experience if we are open enough to receive
it. The Willow School is anchored by the idea that we are woven together and that our collective
inspiration generates true growth. We place great importance on each idea, each conversation,
and each relationship in order that we may be inspired daily. In creating meaningful connections,
to each other and with the larger community, we offer clear paths for the children to follow.

Being an inspired school means that we will respect one another, learn from one another, and
value each individual’s contributions to the community. We will strive for the extraordinary in
every aspect of our work and lives. We will be inspired by valuing the individual spirit of each
person in our care and upholding the image of every child as whole, competent and complete.
In them, we will find ourselves.

Professional Development

Professional Development is a very important aspect of The Willow School. All employees of
the school are expected to participate in professional development opportunities provided by the
school and those required by the State of Georgia. It is the responsibility of each staff member
to complete training requirements outside of normal work hours. All training must be completed
within the timeline provided by the school to ensure compliance with licensing requirements.
Any staff member that does not complete training in a timely manner will be immediately placed
on unpaid leave until required training is complete.

According to licensing requirements all staff members must have current evidence of first aid
training and cardiopulmonary resuscitation. For the health and safety of children, all employees
of the school will be trained in basic first aid, CPR and fire safety. An employee with current
evidence of first aid training and CPR will be on the center premises whenever children are
present and on any center-sponsored field trip.

In addition, there may be conferences and other professional development opportunities outside
of working hours. While the school respects personal time, these opportunities will be
scheduled well in advance and we expect all employees to participate.
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Curriculum & Philosophy

As educators, our vision of the possibilities for schools has been strongly influenced by the
experiences of the infant/toddler centers and preschools of Reggio Emilia, Italy. As we look to
the example of education in Reggio Emilia, we see a strong expression of how families and
educators can create schools for young children that reflect the values of the community. To be
a “Reggio-inspired” school means having a vision of children and families as strong, competent,
and capable.

Inherent in our beliefs and values is the conviction that as citizens of a community, children and
their families have a right to high-quality educational programs. A child enters the world as a
curious, capable human being who seeks relationships and connection with others. Schools
should be places where the innate strengths of young children are nurtured. Schools should be
places where children are supported in growing to their full potential within an environment that
is interesting, engaging, and responsive. Schools should be places where professional
educators are happy, receive satisfaction from their work, and are viewed as valuable
contributing members of the community in which they work. Schools should be places where
families feel welcomed, involved, and respected for their individuality and unique points of view.

Learning Environment

Our learning environment reflects our belief that children are inherently curious, seek
relationships with others, and construct their knowledge and understanding of the world through
their active engagement and experiences with their environment and the people, materials, and
experiences within it. From a philosophical standpoint, we consider ourselves to be social
constructivists.

As a reflection of our educational philosophy, we provide a learning environment rich in
materials and possibilities. Of the utmost importance are children’s active explorations in the
environment. Children’s formation of ideas through experiences and processes of inquiry are
paramount. Rich and varied materials are provided for the purpose of experimentation and
creative expression. Children are challenged to research their theories of how things work and
are encouraged to engage in a wide variety of experiences. Children are engaged in small
group interactions where each voice can be heard and each idea explored and results
negotiated. Each child builds skills not only in traditional cognitive, gross motor and social
categories, but, more importantly, in the areas of problem solving, original ideas and strength of
conviction.

A primary task of the educator is to provide an environment that is filled with unlimited
possibilities — possibilities that encourage children to make discoveries, to experiment with their
own ideas, and to interact in meaningful ways with other people. Educators are constantly
engaged in a process of observation and documentation in order to develop the best possible
educational environment for children. The environment is intended to be responsive to the
interests and needs of children while simultaneously encouraging children to develop in ways
that are projected by educators. Therefore, the classroom environment should be clean,
well-maintained, organized and accessible to the children.

Each classroom, as well as the school as a whole, acts as a democratic model where all
participants interact with one another in a spirit of mutual respect and an attitude of care.
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SECTION 2: EMPLOYMENT

Equal Employment Opportunity Policy

The Willow School is an equal opportunity employer and it is our policy that employees and
applicants will not be subjected to unlawful discrimination or harassment based on race, color,
religion, sex, age, national origin, sexual orientation, gender identity, veteran’s status, marital
status, physical or mental disability, or any other basis prohibited by applicable state, federal or
local laws.

Accordingly, The Willow School will hire, train, and promote individuals in accordance with this
Equal Employment Opportunity Policy; make decisions according to the principle of equal
opportunity by imposing only bona fide occupational qualification requirements for employment
opportunities; and administer all personnel practices and programs (including, but not limited to,
compensation, benefits, transfers and training) in accordance with this Equal Employment
Opportunity Policy.

Americans with Disabilities Act

The Willow School is committed to complying with all applicable provisions of the Americans
with Disabilities Act (ADA) and offers equal employment opportunities for qualified individuals
who may have a physical or mental disability, but can still perform the essential functions of the
job.

Consistent with this policy of nondiscrimination, The Willow School will provide reasonable
accommodations to a qualified individual with a disability, as defined by the ADA, who has made
The Willow School aware of his or her disability, provided that such accommodation does not
constitute an undue hardship on The Willow School.

Anti-Harassment and Non-Discrimination

The Willow School wants to provide all employees a work environment that is free from
harassment and discrimination. Therefore, it shall be The School’s policy to prohibit
discrimination or harassment of employees based on race, religion, color, gender, age, national
origin, citizenship, disability, citizenship, marital status, sexual orientation, pregnancy or any
other basis protected by state, federal or local laws.

The Willow School expects that all relationships among persons in the workplace will be
professional, respectful and free of bias, prejudice and harassment. Sexual harassment is
serious offensive conduct directed towards an individual because of his/her gender and is
unwelcome by the individual. Sexual harassment does not refer to casual conversation or
compliments of a socially acceptable nature.

Federal Law defines sexual harassment as unwanted sexual advances, requests for sexual
favors or visual, verbal or physical conduct of a sexual nature when:
e submission to such conduct is made a term or condition of employment; or
e submission to or rejection of such conduct is used as basis for employment decisions; or
e such conduct interferes with an individual’s work performance; or
e conduct creates an intimidating, hostile or offensive work environment.

The following list provides some examples of conduct that could be viewed as sexual
harassment. This list does not cover every type of behavior that could constitute sexual
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harassment. It is meant to provide employees with some idea of the type of conduct that is
prohibited under this policy.

Sex oriented verbal “kidding,” “teasing,” or jokes

Foul or obscene language or gestures

Physical contact such as patting, pinching, or brushing against another’s body
Pressuring someone to go on a date

Comments about an individual’s sexual activity, deficiencies, or prowess

Displaying sexually suggestive objects, pictures, or cartoons

Unwelcome leering, whistling, body gestures, suggestive or insulting comments
Inquiries into one’s sexual experience and discussion of one’s sexual activities.

Communication of any harassing material by email, voice mail, organization bulletin boards or
by any other means is a violation of The Willow School’s policy against harassment.

Reporting Harassment

The Willow School encourages employees to report any problems they experience or observe
concerning harassment, including sexual harassment, discrimination or retaliation. Employees
should report harassment before it becomes severe or pervasive.

e Any employee who believes that he or she has been subjected to objectionable conduct
prohibited by this policy is encouraged (but not required) to let the offending person
know immediately and firmly that the behavior is offensive.

e Any employee who believes that he or she has been subjected to objectionable conduct
prohibited by this policy must report it to the director.

e Every reported incident of unlawful harassment or discrimination will be investigated.

e Individuals reporting complaints or providing information in good faith in connection with
an investigation will not be retaliated against for their participation in this procedure.

Investigation

The Willow School will promptly undertake an investigation of all complaints of harassment,
discrimination or retaliation. The investigation will include a private interview with the person
filing the complaint, and with witnesses if applicable. The person alleged to have engaged in
harassment will also be interviewed.

Confidentiality will be maintained throughout the investigatory process to the extent consistent
with an adequate investigation and appropriate corrective action.

Responsive Action

Employees found to have engaged in conduct in violation of this policy will be subject to
disciplinary action, up to and including termination of employment.

No employee will be disciplined or otherwise retaliated against for filing a complaint or
participating in the investigation of a bona fide complaint. However an individual who brings a
false or frivolous complaint is subject to discipline up to and including termination.
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Ethics Policy

Ethics are integral to the successful achievement of our mission at The Willow School.
Employees are expected to comply with this policy and to hold to the highest ethical standards.
By understanding this policy, employees will recognize the situations and activities that must be
strictly avoided and those that require disclosure or prior approval. Employees must treat all
co-workers, clients, and external parties with honesty, integrity, and fairness in all regards.

Confidential Information
Rules pertaining to the use and disclosure of confidential information are listed below:

e Information entrusted to employees must be treated as confidential and privileged, and
must not be disclosed to anyone, either inside or outside The Willow School, who does
not have a legitimate need for the information.

e Confidential financial information about The Willow School must not be disclosed to
outsiders.

e Using confidential information for personal gain is strictly prohibited.
Conflicts of Interest

Employees must manage their personal financial and business affairs to avoid conflicts of
interest or the appearance of a conflict of interest. A conflict of interest arises when an
employee’s personal interest in a transaction, or an obligation s/he owes to someone else,
comes into conflict with the employee’s obligation to The Willow School or its clients.

If an employee is confronted with a conflict of interest, s/he must disclose the conflict to an
administrator, describe the facts giving rise to the conflict, and excuse her/himself from any
deliberation or decision with respect to the transaction.

Employees of the school may from time-to-time be asked and/or desire to provide babysitting
services to the families of the school. While the school supports teachers in pursuing outside
interests, working relationships with enrolled families may cause conflicts of interest. Therefore,
any agreements between staff and enrolled families for babysitting or other services are not
sanctioned by the school. The school shall bear no responsibility and be held harmless for the
performance of any agreements between staff and enrolled families. Any such services
provided by staff to enrolled families must be not be performed during normal school operating
hours in order to avoid conflicts of interest. In addition, confidentiality of school related
information must be maintained in any relationship outside the scope of the staff member’s role
at the school.

Confidential, Proprietary and Other Nonpublic Information

The protection of confidential information is vital to the interest and the success of The Willow
School. Such confidential information includes but is not limited to the following:

e Child and family information

e Employee information

e Financial information

e Donor names/information
The disclosure of The Willow School’s confidential, proprietary or other nonpublic information,
whether intentional or unintentional, will be subject to disciplinary action (up to and including

termination of employment), even if he or she does not actually benefit from the disclosed
information.
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Substance-Free Workplace

The Willow School is a substance-free workplace and the following activities are expressly
prohibited and are grounds for immediate termination:

e Reporting to work under the influence of alcohol or illegal drugs or substances, including
the illegal use of prescription drugs;

e The illegal use, sale, manufacture, distribution or possession of drugs while on the
grounds of the school or while operating vehicles during working hours and/or while
transporting children.

e The use, sale, possession, transfer or purchase of alcoholic beverages on the grounds
of the school or during working hours except in connection with school-authorized
events; and

e Working under the influence of prescription or nonprescription drugs that could impair
judgment or motor functions and potentially place persons or property in jeopardy.

The Willow School will not condone criminal activity on its property, or on property under its
direct control, and will take appropriate action up to and including termination of employment of
any of the above-mentioned activities.

The Willow School has the right to conduct a search of all organizational owned property
(desks, cabinets, digital devices, etc.) and employee property on the facilities, such as
handbags and briefcases, if there is reasonable suspicion to believe that a violation of the
substance abuse control policy has occurred. The Willow School may, but is not required, to
obtain the employee’s consent when property belonging to or used by an employee is to be
searched.

Smoking Policy

As required by law, all facilities, playgrounds and vehicles owned, operated or leased by The
Willow School, or in use for the school for transporting children during field trips are smoke-free.
Smoking is not allowed anywhere on the school campus, including parking lots.

No additional breaks beyond those allowed under The Willow School’s break policy may be
taken for the purpose of using tobacco or similar products. Violation of this policy is subject to
disciplinary action.

Employment Classification

All employees are classified as either “exempt” or “non-exempt” from overtime compensation
according to the overtime provisions of state and federal laws. Non-exempt employees are
entitled to overtime pay. Exempt employees are not.

In addition, employees will be classified as the following:

Full-time Exempt: An exempt, salaried employee who is scheduled to work a standard
forty-hour workweek. Full-time exempt employees are typically those on the leadership
team who accept managerial or supervisory responsibilities.

Full-time: A non-exempt, salaried employee who works more than 30 hours per week.
Part-time: An hourly employee who is normally scheduled to work 30 hours or less per
week, and is not temporary. Hourly employees are typically paid only for time actually
worked with the exception of paid personal time.

Substitute: The center shall provide for substitute staff when regular staff is absent

from work. All substitute employees shall be at least eighteen (18) years of age.
Substitute educators shall be informed of these rules and the center’s policies for the
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age group for which they will be providing care. Substitute service staff shall be
informed of the center’s policies and procedures necessary to the proper performance of
their job duties in compliance with these rules.

Employment beyond the initial stated period does not in any way imply a change in employment
status.

At-Will Employment

Employment with The Willow School is at-will, meaning that either you or the school may
terminate the employment relationship at any time with or without a reason or notice.

Statements or promises, information in this Employee Handbook, or in any other publications
cannot modify this at-will employment relationship. Only a written and signed contract by the
Director can change an individual’s at-will employment status.

Introductory Period

The first ninety days of employment are considered the Introductory Period. Either the
employee or the employer may end the employment relationship at will at any time during or
after this period, with or without cause or advance notice.

The Introductory Period is intended to give new employees the opportunity to demonstrate their
ability to achieve a level of performance acceptable to The Willow School and to determine
whether the new position meets their expectations. Similarly, The Willow School uses this
period to evaluate the employee’s capabilities, work habits, and overall suitability for the job.

During the Introductory Period employees will not be eligible for paid time off, paid vacation,
accrual of personal time or benefits, including tuition scholarships, health insurance or
retirement plan. At the end of this period the employee will have an evaluation with members of
the leadership team to discuss performance and goals for continued employment.

The completion of the Introductory Period does not represent a guarantee of continued
employment, as employment is always at-will.

Personal Data Changes

To help keep records and benefits program information accurate, please notify the school of any
changes to your personal information, such as: mailing address, marital status, dependents,
emergency contacts, and other possible relevant information.

Open Communication

Employees should share their concerns, provide input, seek information, and resolve
work-related issues by professionally discussing them with their colleagues. The simplest,
quickest and most satisfactory solution is often reached at this level.

If disputes cannot be resolved through respectful direct communication, employees should seek
assistance from a member of the leadership team. Gossip and derogatory comments made to
other staff members about co-workers will not be tolerated and is grounds for disciplinary action,
including termination of employment.

Performance Evaluation

Administrators and employees are encouraged to frequently discuss job performance and goals
informally. Formal written performance reviews are conducted annually and after the
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introductory period to allow administrators and employees to review job tasks, recognize
strengths, identify challenges, and discuss positive approaches to achieving goals. During the
performance observation, recording devices and written observations will be used.

Resignation

Resignation is a voluntary act initiated by the employee to terminate employment. While the law
does not require advance notice, The Willow School requests at least two weeks' written
resignation notice from all employees.

Disciplinary Action Process

In order to be fair and consistent in dealing with all employees, the school utilizes a discipline
policy, which will be followed in the case where an employee is exhibiting behavior in
contradiction of the policies and procedures of the school. The disciplinary action process policy
does not negate the at-will nature of employment, create a contract between the school and
employee or permit the expectation that terminable offenses will be overlooked or given leeway.
The following actions will be taken with regard to general policies and licensing rules and
regulations that must be followed for the optimal performance, safety and well being of the
school.

The first step of this policy will be to have a conversation with the employee to ask that the
behavior be changed and give guidance, counseling, help and support where needed. After this
initial guidance the following procedures will be followed for repeated behaviors:

Verbal Warning
Written Warning
Probationary Period
e Termination of Employment
This will be initiated:
* When there are recurring issues such as absenteeism or tardiness.
*  When there are continuing problems adhering to or following licensing rules and
regulations that negatively affect the school’s licensing status.
* Any action by an employee that has a negative impact on a child or co-worker at the
school.

The following procedure will be followed when implementing this policy:

* Investigate each incident regardless of how it first appears.

+ Select an appropriate time & place to meet privately with the employee.

» Allow the employee to explain his/her understanding of the incident.

» Discuss the facts surrounding the incident

+ Consider the seriousness of the situation and whether the employee was previously
advised, coached or warned about the issue.

* Document the conduct or performance issue with detailed facts.

+ Document and present the disciplinary action with the employee.

» Documentation should clarify the nature of the infraction, its negative impact and
proposed management and employee action.

* Keep a signed copy of all documentation in the employee file.
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SECTION 3: Schedules, Compensation & Absences

Work Schedules

The Willow School retains the right to vary work schedules according to its needs. Staffing needs
and operational demands may necessitate amendments in start and end times, as well as
variations in the total hours that may be scheduled each day and week. Staff will not be
scheduled to perform childcare duties for more than twelve (12) hours within any twenty-four (24)
hour period.

The Director will inform you of your expected work schedule and when/if amendments are
needed.

Recordkeeping

All employees are responsible for accurately recording the hours they work. You must accurately
record the time you begin and end work. You should clock in and out at the kiosk at the front desk
upon arrival and departure. You should clock in and out for breaks. You should also record the
beginning and ending time of any departure from work for personal reasons. Generally,
employees will not work overtime. In the event that overtime is necessary, an administrator must
approve it in advance.

All employees (including exempt employees) are required to record any and all vacation and/or
sick time taken.

Altering, falsifying or tampering with pay records is strictly prohibited and shall result in
disciplinary action, up to and including termination.

Breaks

The Willow School is not required by state or federal law to provide breaks to employees.
However, the school recognizes that breaks away from the classroom for rest and eating are
beneficial for all staff and therefore will provide a 30-minute break, depending on the employees
scheduled work hours. Because of the need to maintain staff-child ratios at all times, such
breaks will be scheduled by educators at times that best fit the needs of the children and the
classroom in which they work.

Employees will be assigned a time for break based on their shift hours. For each co-teaching
team, except the infant classroom teams, the teacher that comes in earliest will go on break at
12:30. The co-teacher that comes in later in the morning will go on break at 1:00. Additional
personnel will be provided as needed to cover breaks. Employees can use break time as they
wish provided they are back to the school and ready for resumption of duties at the end of the 30
-minute period.

Employees that work less than 40 hours per week will not receive a regularly scheduled break. A
10-15 minute break can be taken, if there is sufficient coverage for the classroom and proper
ratios are maintained.

*You must clock in and out at the lobby kiosk before and after your breaks*

Workweek & Payroll

The Willow School’s normal business hours are Monday-Friday, from 8:00 am — 5:30 pm. All
employees are paid twice per month. Paychecks are distributed by direct deposit on the 5™ of
each month for the pay period from the 16" through the 30™ or 31t and on the 20™ of each month
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for the pay period from the 1% through the 15" of the month. In the event a regularly scheduled
payday falls on a holiday or weekend, employees will receive pay on the prior business day.

It is the responsibility of the employee to keep accurate and current time records. Errors in pay
due to incomplete time records will be corrected on the next scheduled paycheck.

Payroll Deductions

The Willow School is required by law to deduct from your paycheck, federal, state and local
withholding taxes, social security taxes and any court-ordered withholding such as garnishments
or child support payments. These amounts, which are designated on your paycheck stub, are
forwarded directly to the appropriate entity.

The Willow School will also make other deductions that have been authorized by you, such as
your elected insurances and other benefits.

Expense Reimbursement

In general, the school will provide all necessary materials for the operation of the school. In the
event that an employee needs materials not available s/he can ask an authorization for
reimbursement from the director. Employees must maintain accurate documentation of any
business-related expenses incurred on behalf of The Willow School that need to be reimbursed.
Receipts and detailed explanations of expenses must accompany all reimbursement requests.

Errors in Pay

If you become aware of an error in your pay or deductions, bring it to the attention of the director
so that it can be corrected as soon as possible.

Absences & Tardiness

Absences

Regular attendance is a condition of employment. If you plan to be absent on a
particular day for personal reasons, you must complete a time off request and give it to
the Director 2 weeks before the requested absence. We ask that employees schedule
vacations when school is closed except for situations out of employee’s control (i.e.
weddings, etc.). Employees should not schedule or make paid arrangements for time off
without first getting approval from the school.

If you need to be absent from work unexpectedly in the case of illness or other
emergency, you should contact the Director and your co-teacher by text or telephone as
soon as possible to alert them of your absence. If the text(s) or call(s) are not answered,
a voicemail message will serve as notice of your absence.
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Excessive Absenteeism

If you exceed 5 days of unpaid time off in a school year, you will meet with the Director. If
the problem is recurrent, if you are unable to be at work regularly, and if the situation
causing your unpaid absence isn’t an emergency and/or a “sabbatical” experience that
has been pre-approved by the Director, you should expect to a written warning, which
puts your continued employment at The Willow School in jeopardy. If you have a situation
(i.e. health problem, emergency family situation, etc.) you must discuss this with the director to
ensure your employment is not jeopardized.

Black Out Dates: There will be no approved time off during these times:

Preplanning week and the first 2 weeks of the new school year in August
The first two full weeks of December.

The week before and after Spring Break.

The last 2 weeks of the school year in May.

*Exceptions will be made for emergencies only*

Every effort will be made to approve time off requested, but the overall needs of the classrooms
and school will be taken into consideration. Teachers from the same class will generally not be
permitted to take leave at the same time. Unexcused and excessive absences, chronic tardiness,
and absences without proper notice (“no-shows”) are subject to immediate discipline up to and
including termination. After all paid personal time has been used, there will be no approved time
off for personal time other than illness.

Emergency Conditions

Emergency conditions, such as severe weather, power outages, or fire can disrupt operations
and interfere with work schedules, as well as endanger employees. These extreme
circumstances may require the closing of the work facility.

When operations are closed due to an emergency, the time off from scheduled work will be paid
for regular full time and regular part time employees. In the event of an emergency or severe
weather your supervisor will notify you of any schedule changes or closures.

Employees who come in late, leave early, or are absent because of an emergency or severe
weather situation must notify their co-teacher and the director. Failure to do so may result in
being charged the time against available personal or vacation leave balances.

Substitute Teachers

The center shall provide for substitute staff when regular staff is absent from work. All substitute
employees shall be at least eighteen (18) years of age. Substitute caregiver staff shall be
informed of these rules and the center’s policies for the age group for which they will be providing
care. Substitute service staff shall be informed of the center’s policies and procedures necessary
to the proper performance of their job duties in compliance with these rules.
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SECTION 4: BENEFITS

Holidays
The Willow School will be closed for the following holidays:
e Labor Day
e Thanksgiving
e Winter Break (including Christmas and New Year’s)
e Martin Luther King, Jr. Day
e Spring Break (generally the first full week of April)
e Memorial Day
e Juneteenth
e Independence Day

Full time exempt and non-exempt salaried employees will be paid for the above-mentioned
holidays.

Workers' Compensation Insurance

The Willow School provides a comprehensive workers' compensation insurance program to our
employees. The workers' compensation program covers injuries or ilinesses sustained in the
course of employment that require medical, surgical, or hospital treatment.

If you are injured or think you have been injured while working, no matter how slightly, you must
report the injury immediately to the director to protect your eligibility for compensation and alert
The Willow School to any potential workplace hazards.

Workers' compensation is intended to cover only work-related injuries and illnesses. Because
of this, neither The Willow School nor the insurance carrier will be liable for the payment of
workers' compensation benefits for injuries that might occur during employees' voluntary
participation in off-duty recreational, social, athletic or community-based activities sponsored by
The Willow School.

Professional Liability Insurance

All employees are covered by the school’s professional liability insurance policy. In the case
where an employee is individually named in a civil lawsuit connected to an incident that
occurred while in commission of their job duties, this insurance policy will cover all legal costs
for the defense of the employee. The policy does not cover acts of criminal behavior or
negligence.

Leave Provisions

Bereavement Leave

Full-time employees are allowed up to 3 days off with pay in the event of the death of an
immediate family member. Please notify your co-teacher and the assistant director as soon as
possible if you need to take bereavement leave. Additional time off without pay may be taken
with notification to the school.
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Time off to attend the funeral of other relatives or friends may be taken without pay with proper
notification of the school. You also have the option of using any available personal leave days
in these instances.

For the purposes of this policy, an immediate family is defined as husband, wife, child,
grandchild, parent, brother, sister, grandparent, and those same relatives of your spouse.

Jury Duty/Court Duty

If you are called for jury duty or subpoenaed to appear in court as a witness, The Willow School
will hold your position while you complete these civic duties. Employees will be paid for up to 3
days of court service less any court pay received. When the court obligation does not demand

services for a full day, the employee must return to work.

Military Leave

The Willow School will grant military leave of absence in accordance with the Uniformed
Services Employment and Reemployment Rights Act (USERRA) of 1994.

Emergency Leave

Under limited circumstances, employees may be granted a leave of absence for emergency
circumstances (where the absence will be outside the limits of personal leave time). Generally,
this leave is only for extraordinary circumstances, and the decision about whether an employee
will be granted such a leave is at the sole discretion of the administrator. All emergency leave is
unpaid.

Paid Time Off

Personal leave time is paid time off that can be used by employees as they see fit, within
reason. Teacher’s absence from the classroom is detrimental for the children and co-teachers.
Therefore, all time off except for iliness must be approved in advance. Time off for iliness,
personal days, personal vacations and any portion of a workday spent away from school for
appointments or errands will count against personal leave time. The amount of personal leave
varies. The number of paid personal days is generally between 5 and 10 days.

There is no paid time off during the first 90 days of employment. After the 90-day
Introductory Period, personal leave time is accrued over the course of the school year at a rate
of one day per month. For example, employees cannot take a paid 5-day absence during the
first quarter of the school year, but must accrue these days over the course of the year. If an
employee is hired after the beginning of the school year, personal leave time will be prorated for
that year. The school reserves the right to make decisions regarding this policy based on
individual situations.

Paid leave days will be paid based on the employees regularly scheduled daily hours.
Scheduled absences must be approved to ensure adequate staffing and in consideration of
earlier requests.

Personal leave time may not be carried over or accrued from year to year and is not payable to
the employee in case of resignation or termination of employment.
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Paid Sick Leave

The Willow School provides 5 paid sick days to all full-time employees. Employees may
use sick leave when they cannot work due to iliness or injury. Sick leave may only be
taken in the case of illness of the employee or employee’s child. Sick leave cannot be
used as extra vacation time, personal days, or “mental health” days. Any employee who
abuses sick leave will be subject to disciplinary action. If you are out of work for two (2)
consecutive days or more due to illness, documentation is required from the doctor.

Unpaid Time Off

Unpaid time off can only be used after all Paid Time Off (PTO) has been exhausted.
Unpaid time off may not exceed 5 days (see Excessive Absenteeism section).

401K Retirement Plan

After the 90-day Introductory Period, full time employees are eligible to participate in the
school's 401k retirement plan. The plan is administered through ADP payroll processing and
can be fully managed by the employee. The plan is voluntary and any amount contributed to the
plan is for the sole benefit of the employee.

Staff Tuition Scholarships

After the 90-day Introductory Period, staff members that wish to enroll their children in the
school will receive a 50% tuition scholarship off of the full-time tuition rate for their child’s class.
In the case of siblings, the staff scholarship would apply for both children and the sibling
discount would not be applicable. Tuition payments will be made through payroll deductions
each month. The school will sponsor scholarships for no more than six (6) staff children at one
time, based on the seniority of employees. Staff children can still be enrolled at full tuition if
there is a “wait list” for a scholarship.

Staff can apply for additional scholarship funds through the Willow Foundation. However, these
funds are not guaranteed and decisions regarding scholarship funds are made by an
independent scholarship committee of the board of directors of the foundation and not by any
employee of the school staff, including the director.

Tuition Reimbursement

After the 90-day Introductory Period, the School will reimburse staff that would like to continue
their education up to $500 per year. Courses must be specific to Early Childhood Education to
qualify for this benefit. College/university courses, technical college courses and CDA courses
are all eligible for reimbursement. A certificate of completion and receipt of payment must be
submitted for reimbursement.
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SECTION 5: EMPLOYEE CONDUCT

Electronic Communication

All communications transmitted by, received from, or stored in The Willow School’s computer
systems are considered to be the property of The Willow School. The following apply to use of
The Willow School’s computer and telecommunication resources and services:

e Employees must comply with all software licenses, copyrights, and all other state and
federal laws governing intellectual property.

e Employees should not alter or copy files belonging to others without first obtaining
permission from the owner of the file.

e No personal right of privacy exists in any file contained within or transmitted by The
Willow School’s computers. The Willow School reserves the right to monitor the
operation of these systems, to access all records within them, and to retain or dispose of
those records as it deems necessary.

e Electronic communication (e-mail, voice mail, Internet, etc.) should not be used in any
way that is disruptive, offensive to others, harmful to morale, fraudulent, harassing,
embarrassing, indecent, profane, obscene, intimidating or unlawful. Specifically
prohibited are sexually explicit materials, ethnic or racial slurs, or anything that may be
construed as disparaging of others based on race, national origin, gender, age, disability,
sexual orientation, or religious or political beliefs. This also applies to downloading,
displaying or storing of such materials in The Willow School’s computers.

e The computer and telecommunication resources and services of The Willow School may
not be used for the transmission or storage of commercial or personal information,
photos, advertisements, solicitations, promotions, destructive programs (viruses and
self-replicating code), religious, or political material.

e Willow School devices and equipment should never be used for personal purposes,
including social media, email, internet browsing, etc.

e Employees are responsible for safeguarding their passwords for the system. The office
maintains a master list of passwords for all school devices. Employees are responsible
for informing the business manager of password changes. Individual passwords should
not be printed, stored online, or given to others. Employees are responsible for all
transactions made using their passwords.

Social Media & Internet Usage

Social media is defined as online technology tools that enable people to communicate easily via
the Internet to share information. While social media can keep you connected with a broad
range of colleagues and friends they also have inherent risks.

e Once information is released into cyberspace it can be copied and passed to hundreds
of people in a fraction of a second.

e You may think social media posts are private but they are never private. They can be
copied by your friends and passed to people you don’t know.

Because of the nature of social media, our policy is very clear and unequivocal.

Protect confidential information at all times. Never post any information about a staff
member, our organization, a child or family involved in our care, either by name or by any other
descriptive nature, on any social media site, whether personal or school-run. This includes
positive as well as negative comments.
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What may seem like an innocent comment to a family for handling a difficult medical situation,
for example, could be a HIPAA violation, made far more serious by the broad dispersion of
information via social media.

Under no circumstances should you post negative or derogatory comments about
co-workers, children, families or the school in general. The heat of frustration or anger
can have long and damaging effects both for the school and for employees. Any social
media posts of a derogatory nature are grounds for disciplinary action, up to and
including termination of employment.

Social media use should be reserved for break times. Employees should not be on social media
sites during work hours, while in the supervision of children and/or while using school electronic
devices.

As your employer, we reserve the right to review sites to ensure adherence to this policy.
Violations of this policy are grounds for discipline including the possibility of dismissal.

Phone Usage

Personal calls should be kept to a minimum and should not interfere with the employee’s work.
Excessive use of the phones during work time will result in discipline.

Cell Phone Usage

The usage of cell phones during the regular workday creates a distraction and a potential
unsafe childcare environment. Employees must restrict personal calls during work time, and
should use personal cell phones only during scheduled breaks or lunch periods in non-working
areas. Employees should inform their friends and family members that personal calls should
only be made during non-work time. Family should be instructed to contact the school office in
case of emergency.

Employees are not allowed to use cell phones, apple watches, or the like, on their
person, take or make calls or text while in commission of their job duties and, especially
while in supervision of children. Cell phones, Apple watches, personal computers, iPads,
etc., are expressly prohibited in classrooms. Personal cell phones should be stored with the
employee’s other personal belongings in their personal cubby. The center is not responsible for
the loss of personal cell phones.

The usage of cell phones while driving for work related purposes (i.e., transporting children,
picking up supplies, or delivering packages) is prohibited. This ban includes, but is not limited to,
receiving or placing calls or texts, checking phone messages, emails or calendar. In the case
that an employee needs to make an emergency call while transporting children, employee must
stop the vehicle in a safe location prior to using the cell phone.

Personal Appearance

Employees’ attire must be respectable and practical for the childcare work environment.
Employees represent our program and professional image. Attire must maintain our program’s
public image, promote a productive work environment and comply with safety standards.
Employees are a role model for the young children and are expected to dress appropriately.

This Dress Code Policy applies uniformly to all employees.

e Clothing must be clean and in good condition. Clothing that is torn, stained, tight and/or
revealing is not acceptable.

e Shirts, blouses and tops must cover breasts, shoulders, and abdomen.
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e Shorts, dresses, or skirts longer than 4 inches above the knee are acceptable.

e Logo shirts must not have slurs, profanity, violence or provocative images, or material
otherwise inappropriate on them.

e Shoes must be in good repair. Sneakers or flats are appropriate.

e Good hygiene (i.e. regular bathing, use of deodorant, etc.) and personal grooming (i.e.
combed/brushed hair, trimmed facial hair, etc.) is required.

Those who fail to comply with the Dress Code Policy will be required to clock out and return to
work appropriately dressed and groomed. Repeat offenses will result in a written warning and
additional offenses after the written warning may result in dismissal.

Revisions to the policy may be made from time to time, and staff will be notified of the changes.

Personal Relationships

While The Willow School has no prohibition against hiring relatives of other employees, close
family members such as parents, children, spouses, siblings, significant others, or in-laws will
not be hired into, or transferred from, positions where they directly or indirectly supervise or are
supervised by another close family member or significant other. The Willow School reserves the
right to determine if a close relationship exists to prohibit a supervisory relationship.

Outside Employment

The Willow School expects that all of its employees will be professionally committed to their
position and responsibilities. The Willow School also supports employees who wish to engage
in outside employment or community related activities, as long as such efforts do not create a
conflict of interest or interfere with the regular and punctual fulfillment of your work with The
Willow School.

Employees who have questions regarding possible conflicts of interest should seek advice from
the administrator and refer to the Ethics policy in this handbook.
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SECTION 6: SAFETY & EMERGENCY POLICIES

Administering Medications

It is the general policy of the school not to dispense medicine except in life-threatening
situations. In these circumstances the following guidelines must be met:
Prescription Drugs

1. Before any prescription medicine is dispensed, a written and signed authorization that
includes date, name of child, name of medicine, prescription number if any, dosage,
date, and time of day medication is given must be provided.

2. Medicine must be in its original container labeled with the child's name.

3. Parents must provide and label any necessary equipment for the dispensing of the
medicine.

Non-prescription medications

Before dispensing non-prescription medications the school requires a note and direction signed
by the child’s pediatrician. Non-prescription medication shall not be administered for more than
a 3-day period unless a written order by the physician is received.

Non-prescription topical ointments

Before dispensing any non-prescription topical ointments, including diaper cream, sunscreen
and insect repellent, a note with specific direction regarding frequency and dosages must be
signed by the parents specifying frequency and dosage to be administered.

Hygiene and lliness

e Adults should wash hands with soap and running water immediately before snack,
lunch and any other food preparation, before and after diaper changes, anytime after
touching bodily fluids, eating, drinking, going to the bathroom, or otherwise getting
them dirty.

e Children should wash their hands with soap and running water upon entering the
building, before snack and lunch, after going to the bathroom/changing diaper,
anytime they touch bodily fluids, after playing on the playground.

e Children’s diapers and clothing should be changed as needed. Parents are to supply
extra clothing for each child, which should be labeled with the child’s name and
stored in the classroom cubbies. Wet or soiled clothing should be placed in an
individual plastic bag to be sent home with the child.

e Before beginning a diaper change, teachers should gather everything needed. Never
leave a child unattended on a diaper-changing surface. Follow diaper-changing
guidelines posted at changing tables.

e After each diaper change, clean the changing surface with disinfectant and wipe it
dry with a paper towel.

e Staff with diaper changing responsibilities shall not be simultaneously assigned to
kitchen food preparation duties.

e Staff, or any other persons being supervised by the staff, shall not be allowed in the
center that knowingly have, or present symptoms of a fever or diarrhea.

Communicable Diseases

Any time a child or employee is ill with a contagious disease, they should remain at home until
such time as they are no longer contagious. When an enrolled child or an employee of the
center has a reportable disease, it is our legal responsibility to notify the local Board of Health or
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Department of Public Health. We take care to notify families via email and/or printed letter about
exposure so children can receive preventive treatments. Included among the reportable
illnesses are the following:

Bacterial Meningitis

Botulism

Chicken Pox

Diphtheria

Hemophilus Influenza (invasive)
Measles (including suspect)
Meningococcal Infection (invasive)
Poliomyelitis (including suspect)
Rabies (human only)

Rubella Congenital and Non-congenital (including suspect)
Tetanus (including suspect)

H1N1 Virus

Any cluster/outbreak of illness

Child Lost While at the School

The following steps should be taken immediately in the event a child becomes lost while
attending the Preschool:
e Notify the Director immediately.
Director and all available staff will make search of buildings and grounds for child.
If child is not found within 5 minutes 911 will be called.
Teacher will supply description of child.
Incident form will be filled out.
Report incident to Bright from the Start.

Child Lost While on Field Trip

The following steps should be taken immediately in the event a child is lost while on a field trip:

e Notify security at your location to secure the area and call 911.

e Supply police and security with description of child.

e Call the school to make arrangements for the remaining children to be transported back
to school.

e Notify the Director.

e Teacher should remain at location until child is found, parents arrive and police
determine that teacher may return to school.

e Fill out incident form.

e Report incident to Bright from the Start.

Serious Injury of Child

e If the child is unconscious, not breathing, or otherwise severely incapacitated, the
Director will call 911 immediately.

e The parent/guardian and/or emergency contact should be called and informed of the
situation.

e The child will be taken to Children’s Healthcare of Atlanta.

e The Director or Teacher should remain with the child (either in the ambulance or
hospital) until a parent/guardian arrives.
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e If the injury is not serious enough to warrant emergency transport to a hospital, the
parent/guardian and/or emergency contact should be called to pick up the child.

e Fill outincident report.

e Report incident to Bright from the Start.

lliness or Minor Injury of Child

e The parent/guardian is called to pick up the child at school.

e If a parent/guardian is not available, the person designated as emergency backup will
be called.

e Incident report will be filled out.

e Ifinjury requires medical attention Bright from the Start will be notified.

Death of a Child

Call 911 immediately.

Teacher and Director along with police will notify parent.
Incident report will be filled out.

Bright from the Start will be notified.

Evacuation of School

In the event of an emergency at the school, such as fire, gas leak or other emergency requiring
evacuation of the premises, evacuation of students and staff would occur in the following
manner:

e Director gives evacuation order or alarm is sounded.

e Director contacts authorities by calling 911.

e Teachers in each class evacuate students from building according to procedures
practiced in monthly drills.

e Teachers proceed away from the building down the sidewalk toward Gilbert Street to a
safe distance from the building and take a head count.

e Director takes contact information from the school files.

e If possible, Director places message on school number indicating evacuation and
location of evacuation.

e Director calls each family and/or emergency contacts to let them know of the situation
and the location of the evacuation.

e Children are kept at the evacuation site until an adult from their contact list picks them
up.

e Their classroom teacher checks off children when they are picked up.

e All staff members will remain until all students in their class have been collected.

In such cases that the physical building is still inhabitable but school may not continue including,
loss of heating or cooling, water, or electricity parents and/or emergency contacts will be called
to pick up children as soon as possible. Staff will remain with their class until all children have
been picked up.
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Emergency Procedures For Severe Weather

In the event of severe weather (i.e. tornado, hurricane) the following procedures would be
followed:
e Director will notify the teachers to prepare for severe weather or alarm will sound.
e Teachers will direct children to the basement of the school and away from windows and
doors.
e One teacher from each classroom will double check sign-in sheet to make sure all
children are accounted for.
e Director will collect emergency information from the office.
e All children and staff will remain in emergency shelter until severe weather advisory has
passed.
e Director will report injuries and/or damage to authorities by calling 911.
e Parents are notified by telephone and/or email of the situation.
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ACKNOWLEDGEMENT AND RELEASE FORM

| (Employee’s Copy—to Remain in Handbook)

| understand that | am an at-will employee, and | therefore understand that my employment may
be terminated at any time, with or without prior notice, and with or without cause or reason by
The Willow School. Likewise, | understand that | am free to resign at any time, for any reason.
No employee, agent, or representative of The Willow School other than the director has
authority to enter into any agreement guaranteeing employment for any specified period of time,
or to make any representations, promises or agreements to the contrary. | further understand
that any such agreement authorized by the director shall not be enforceable unless it is in
writing and signed by both the director and myself.

No employee handbook can anticipate every circumstance or question about policies. As The
Willow School changes, the need may arise to change policies described in this handbook. The
Willow School reserves the right to revise, supplement, or rescind any policies or portions of the
handbook from time to time as it deems appropriate in its sole and absolute discretion. As soon
as practical, The Willow School will notify all team members of such changes. This Handbook
supersedes any previous Employee Handbook.

My signature below indicates that | have read and understood this statement and have received
a copy of the Employee Handbook. My signature further acknowledges and agrees that | will
read and familiarize myself with its contents and follow the policies and rules indicated.

Employee Printed Name

Employee Signature Date
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ACKNOWLEDGEMENT AND RELEASE FORM

| understand that | am an at-will employee, and | therefore understand that my employment may
be terminated at any time, with or without prior notice, and with or without cause or reason by
The Willow School. Likewise, | understand that | am free to resign at any time, for any reason.
No employee, agent, or representative of The Willow School other than the director has
authority to enter into any agreement guaranteeing employment for any specified period of time,
or to make any representations, promises or agreements to the contrary. | further understand
that any such agreement authorized by the director shall not be enforceable unless it is in
writing and signed by both the director and myself.

No employee handbook can anticipate every circumstance or question about policies. As The
Willow School changes, the need may arise to change policies described in this handbook. The
Willow School reserves the right to revise, supplement, or rescind any policies or portions of the
handbook from time to time as it deems appropriate in its sole and absolute discretion. As soon
as practical, The Willow School will notify all team members of such changes. This Handbook
supersedes any previous Employee Handbook.

My signature below indicates that | have read and understood this statement and have received
a copy of the Employee Handbook. My signature further acknowledges and agrees that | will
read and familiarize myself with its contents and follow the policies and rules indicated.

Please date, print and sign your name and return this form to your supervisor.

Employee Printed Name

Employee Signature Date
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