EnrichTheKids, Inc. Employee Handbook

Job Qualifications:

· Education /Early Childhood Majors preferred! Liking children is necessary!
Caregiver Job Description:


All Caregivers will have the capability to care for and supervise children.

All caregivers to be counted in the caregiver-to-child ratio must be at least 18 years old. Caregivers counted in the staff/child ratio will not be responsible for cleaning duties while caring for children.
· Attend all site planning meetings.

· Take charge and oversee a grade level during work shift.

· Effectively manage time to meet the needs of the children. 
· Be actively involved in the after-school program's activities! Your job is to play with the children and help guide their behavior. Keep control of situations and stay one step ahead of the children to avoid undesirable situations.

· Safely provide first aid to children and others if necessary.

· Build friendly relationships with children, parents, and school staff. Always greet parents as they come through the door.
· Build good relationships with co-workers without compromising the safety and well-being of the students. 

· Discuss any work-related problems with the Site Director. Gossip and behavior that creates a hostile work environment will not be tolerated. 
· Maintain/read the Captain's Log at least once a week. Initial the page you have read up to. You will be expected to know about ongoing behavioral issues with the children in the after-school program.

· Our program operates in multiple facilities, and you may be required to sub in at the other site periodically. 
· Be aware of your surroundings. To ensure the safety of all our children, please ask parents to show a photo ID and check the child’s record before releasing it to an unknown person. Greet every guardian who comes through the door.
· Never allow yourself to be alone with a child. Do not give gifts or candy to the children.  Do not accept gifts from families unless they are given to everyone else on staff, too. Doing any of these things can be considered grooming.
· Know and understand State Licensing Regulations that pertain to the after-school program and be prepared to answer questions during routine visits from State Inspectors. https://www.srca.nm.gov/parts/title08/08.009.0004.pdf
· Attend training with a silent and stowed phone and ready to learn.  You are expected to participate fully in any training that you are attending.
· Attend and fully participate in family engagement and team-building activities. These activities may occur during hours outside of regular operations, and you will be paid for them. Opting out is not an option unless cleared by the Site Director.
· Must be able to stand for 4 hours at a time.
· Other duties as assigned.  
Code of Conduct

All EnrichTheKids, Inc. employees and volunteers will do their best to uphold the company's policies and procedures, follow the NM State Licensure Statutes, and perform duties morally and ethically.

Policy and Procedures:

Please adhere to the following policies and procedures to better serve our families and have a happier and safer work environment.
Active Supervision:
· While working with the students at any EnrichTheKids site, you are expected to be fully engaged in active supervision. Active supervision means physically positioning yourself to scan the whole area frequently and not be engrossed in conversation with other ETK staff. The staff must span the area the children are in to prevent accidents and emergencies.
Anti-discrimination Policy: 
We provide equal opportunities for everyone and prohibit discrimination against employees, children, or families based on race, color, religion, sex (including pregnancy, sexual orientation, or gender identity), national origin, disability, or age (40 or older).
Babysitting:

· Caregivers/Teachers may not babysit for our after-school program families during out-of-school hours.

Cell Phones:
Cell phones are great! We have used them at school to contact the caregivers on the playground when parents arrive and to call 911 when there have been emergencies. Having a cell phone on your person is suitable for the safety of the students; however, personal calls/texts/social media use are not allowed. Emergency usage is permitted only if the director or site manager is notified at the beginning of your shift. Failure to adhere to this policy will result in disciplinary actions, including employment termination.
Closing:
· Patrol all used areas in the building for cleanliness before closing for the night. This includes cleaning tables, sweeping/mopping floors, and throwing out trash. Also, check the bathrooms for excessive trash or messes. 

· Two staff members must always be close together to protect the staff and students. 
· Closing staff members may need to find a custodian who agrees the room is clean. The procedure varies from school to school, so ask your site director what it is for that school.
· Closers must mop, sweep, and disinfect toys at the end of the day. Cleaning may begin when we are down to seven kids, and one caregiver will still be available to play and interact with the children.
Confidentiality Statement:

Please keep information about staff, children, and families confidential. Please do not share our program's names, situations, or photographs with those outside of our program without prior consent. Pictures of the children or activities at ETK may not be shared on personal social media pages. Failure to follow this policy will result in dismissal.
CPR/First Aid:

· In the event of an injury, use the knowledge from your first aid course to help the child. If a child has a head injury or loses consciousness, call 911, then the site director, and then the parents. Get another person to take care of the children in your area. Do not leave the injured child alone; do not leave the area. You will need to give a full account of the injury to the paramedics when they arrive. Help prevent accidents and injuries by enforcing safety rules. 

· Record the incident on an accident report form and ask your director to send it to our licensing compliance officer within 24 hours of the incident. 

· If you sustain an injury while on the job, report it to the site director immediately. The Hartford, our workman’s compensation insurance carrier, will start a claim and help you get care for your injury.

Dress Code:
We follow the same dress code as the LCPS. No spaghetti strap, mid-drift (tummy), or cleavage-bearing shirts; tank top straps must be at least three fingers wide. No gang attire or t-shirts with questionable graphics or wording. No political or religious wording or symbols that are proselytizing or disruptive. If you wear low-cut jeans, be sure your behind does not show when you sit or bend down. Shorts are acceptable if you can put your arms at your sides and not touch your skin. For safety, no flip-flops. No facial piercings or gauged ears. You will be responsible for ensuring that our staff is upholding the policy. Come dressed ready to work with children!
You will be asked to go home without pay if you do not comply with the dress code.
Employee Retention Plan:
· Paid training opportunities include CPR/First Aid Certification, State and FOCUS required training, and education/child development-related NMSU coursework.

· Competitive pay schedule.

· Paid time off program (.333 hours for every hour worked)

· Positive and challenging work environment.

· Sick pay-accrued at (.615 for every hour worked)

· 401K Retirement Savings Plan.  We will contribute 3.5% if you contribute 6% of each check to your retirement.  It’s not too soon to think about retirement! 
EnrichTheKids, Inc. Expulsion Policy

Unfortunately, there are sometimes reasons we must expel a child from our program, either on a short-term or permanent basis. We want you to know that we will do everything possible to work with the family of the child(ren) to prevent this policy from being enforced. The following are reasons we may have to expel or suspend a child from this center:

IMMEDIATE CAUSES FOR EXPULSION
· -The child is at risk of causing severe injury to other children or themselves.

· -The parent threatens physical or intimidating actions toward staff members.

· -The parent exhibits verbal abuse to staff in front of enrolled children.

PARENTAL ACTIONS FOR CHILD’S EXPULSION
· -Failure to pay/habitual lateness in payments.

· -Failure to complete required forms, including the child's immunization records.

· -Habitual tardiness when picking up your child.

· -Verbal abuse to staff.

· -Harassment or intimidation to staff, either on or off campus.

CHILD’S ACTIONS FOR EXPULSION
· -Bullying other children.

· -Uncontrollable tantrums/angry outbursts.

· -Ongoing physical or verbal abuse to staff or other children.

· -Bringing a gun or weapon on campus.

· -Continually intentionally damaging property
· -sexual harassment
SCHEDULE OF EXPULSION

An expulsion action is to be a period so that the parent/ guardian may work on the child's behavior or come to an agreement with the center. EnrichTheKids, Inc will inform the parent/guardian of the expulsion period's length and the expected behavioral changes required for the child or parent to return to the center. The expulsion date will allow sufficient time to seek alternate child care (approximately one to two weeks' notice depending on the risk to other children's welfare or safety). Failure of the child/parent to satisfy the plan's terms may result in permanent expulsion from the center.

EnrichTheKids, Inc. will not expel a child for the following reasons.
· If a parent or guardian has complained to the Office of Licensing regarding a center's alleged violations of the licensing requirements.

· Reported abuse or neglect occurring at the center

· or questioned the center regarding policies and procedures.

To avoid expulsion, our staff will be proactive in mitigating unwanted behaviors.

· Staff will try to redirect the child from negative behavior.

· Staff will reassess the classroom environment, appropriate activities, and supervision.

· Staff will always use positive methods and language while disciplining children.

· Staff will praise appropriate behaviors.

· Staff will consistently apply consequences for rules.

· EnrichTheKids Staff will give the child will verbal warnings

· and time to regain control of their behavior.

· The child's disruptive behavior will be documented and maintained in confidentiality.

· EnrichTheKids Staff will notify the parent/guardian verbally.

· EnrichTheKids Staff will give the parent/guardian written copies of the disruptive behaviors that might lead to expulsion.

· The director, staff, and parent/guardian will have a conference(s) to discuss how to promote positive behaviors.

· The parent will be given literature or other resources regarding helping their child improve their behavior.

Grievance Procedure

Try to work out grievances with co-workers and directors through discussions and communication. Site directors can mediate a dispute between co-workers if requested. You may also file a formal complaint, which must be completed and presented to the program director for review and action.
Guidance Policy

Enrichthekids, Inc. aims to provide all participants with a safe, fun, and educational environment. We expect all children to show respect for one another and the adults. Students are expected always to use appropriate language. School and District policies regarding alcohol, tobacco, and any form of weapons or drugs will be adhered to completely. We will not tolerate conduct that disrupts the operation of our programs, interferes with the rights of others, endangers the safety of any person, or damages property.
EnrichTheKids, Inc. has a zero-tolerance policy for corporal punishment.  

When unacceptable behavior is observed, a staff member will give the student a verbal warning, redirecting them to an appropriate activity. If the inappropriate behavior continues, the child will be directed to speak with the Site Director and develop a plan for appropriate behavior. We reserve the right to suspend or dismiss any child who is a threat to themselves or the program immediately. Leaving school property without permission, hurting others, and damaging property are grounds for automatic dismissal. These disciplinary measures have been established to ensure each child's right to a safe, fun, and educational environment. Also, remember that children are small humans and may not comply with your demands when you make them.  Your job is to build relationships with the children so that when you ask them and explain why you need compliance, they are more apt to do what you need. 

Staff members will not engage in any form of physical or humiliating punishment. Staff members will not touch a child when negative behaviors take place unless the child is at risk of hurting themselves or others.  Following these initial steps when negative behaviors cannot be turned around:
1. Fill out an incident report “write-up) and/or a phone call to the parent may be made. 
2. Give the incident report to the director, who will forward it to our compliance officer with ECECD.
3. The leadership team will determine if a child is suspended or disenrolled from the program.  We prefer to keep trying so the child can continue growing under our care and guidance. 
Health Policy/Sick Leave
· Do not come to work if you are sick. If you contract any communicable diseases listed by the CDC, you must notify the program director and not return to work without a doctor’s note. 

·  Notify the site director if you learn that a child in the program has a communicable disease listed by the CDC so proper precautions may be taken.

· You can receive paid time off for sick days. You must have a doctor's note if you are out sick for more than two days. Confirm that you have sick pay accrued before putting the request into the system. You will not be paid for unused sick leave after your resignation. 
‘

Hepatitis Shot
We will pay for your time to get the Hepatitis Series if you have not already had them.  They are free at the Health Department. 
Hours/Pay:

· After School Program hours are 2:30-6:00 PM. 

· There will be occasions when the program will operate on long days or ½ days when the children are out of school. A sign-up sheet will be posted so everyone can get extra hours. 

· Please log your daily hours onto your electronic timesheet in the ADP app. Paychecks will be available on the 1st and 15th of each month. The pay period ends 10 days before payday. The site supervisor will review your timesheet before our payroll facilitator processes it. If you forget to log hours, your pay will be added to the next paycheck. 
· EnrichTheKids, Inc. attempts to pay competitive wages. Wages are determined by position held and experience, responsibility, and physical and mental demands. 
· Falsifying timecards will result in dismissal with legal involvement if necessary.
· You can register for our 401 (k) after 90 days of employment with ETK. It is your responsibility to complete the registration.
Incident reports:

You will need to fill out an incident report for the Site Director to file with the State Licensing Agency for the following:

· You are now a mandated reporter so suspected abuse or neglect of a child must be called into Child Protective Services. You will need to have the child’s name, date of birth, address, parent's name, and details of the suspected abuse.  They will want to know if there are other children in the home. Please do not ask the children any questions about the alleged abuse because it can alter the outcomes of the investigation.  Do not talk with the parents about the call to CYFD. An incident report must be completed and sent to our licensing compliance officer within 24 hours.  
· Accidents that require medical care beyond on-site first aid for which you are a witness and have rendered aid.

Paid Time Off (PTO)
Please confirm through the ADP Mobile App to ensure you have accrued leave before requesting time off through the app.  Always request time off by talking with your director before submitting the request in the app. Be ready to show them how much leave you have accrued so they can approve your leave, knowing that you have it.  To request unpaid leave, please speak with the site director to obtain approval.  Taking unauthorized leave will result in disciplinary action, up to and including dismissal from your position. Your PTO will be paid out on your last check after your resignation. 
Paid Training Requirements:
12 hours a year in the following competency areas: 
A. Child Growth, development, and learning

B. Health, safety, nutrition, and infection control (CPR & First Aid, Covid Safety, Orientation)
C. Family and community collaboration

D. Developmentally appropriate content

E. Learning environment and curriculum implementation

F. Assessment of children and programs 

G. Professionalism
You can be paid 3 hours for each credit hour earned in any child/family/education class at the end of the semester with your syllabus and final grade for that class.  You may claim one class per paycheck.  NMSU class credits will not be honored in the final semester of employment. 
Parent Involvement Policy:

Our door is always open to legal guardians and families wishing to observe or volunteer with the program if it meets with the legal guardian's approval and does not interfere with operations or policies in place for the safety of the children or our employees. Please notify the site director if there are problems or reasons you believe they should not volunteer.

Performance Evaluation 

There is a 30-day probation period from the first workday. The job description for teacher/caregiver will be used to evaluate employee performance.  When employment policies are broken or ignored, a director will perform a “write-up” outlining the policy violation, educate the employee, and put it in the employee file.  Three write-ups will result in termination of employment. 
Resignation and Termination Policy:

· Three policy violations will result in termination of employment. The employee and the Site Director will discuss and sign a written reprimand. Call the program director for a mediation meeting if you have been reprimanded unfairly. 

· If you are resigning, please give at least 2 weeks’ notice and a formal resignation letter to the site director.
Schedule changes/late policy:

· Please request days off at least two weeks in advance. 
· If possible, trade shifts with a co-worker. Let the site director know before trading shifts. If you call out, the traded shift and hours may or may not be made up. Failure to show up for a traded shift may result in disciplinary action, including dismissal (no call/no show).
· Please show up for your shift on time.

Sexual Harassment/Abuse Policy: 

We have a zero-tolerance policy for any harassment or abuse.

· Please do not say or do anything that may make another person feel unsafe or uncomfortable, be they student or caregiver. That includes joking, teasing, or name-calling. Do not use profanity on school grounds or when working with children.
· The students are learning what is appropriate and what is not. As their caregivers, we must let them know how to behave. They must understand personal boundaries and respect other people's need for personal space. Hugs are fine if they are side hugs. The children are not to be picked up by us or each other, nor are we/they to sit in each other’s laps. Avoid one-on-one situations with the children, and do not touch the children unnecessarily.  Those behaviors can all be considered grooming behaviors and will result in termination of employment.
· The site and program director will be notified if there is any sexual harassment or inappropriate behavior between students, students, and caregivers or between caregivers. Caregivers who harass or abuse will be released from their position.   EnrichTheKids, Inc Board of Directors, listed in the organizational chart of this packet if the program director has not resolved the issue within 24 hours of reporting the incident. In a case where child sexual abuse is present, the police and Child Protective Services will be called, and the ECECD licensing office will make an incident report and a phone call.   The director of the programs and the insurance provider will be notified.
· Never allow yourself to be alone with a child. Do not give gifts or candy to the children or show any signs of favoritism.  Do not accept gifts from families unless they are also given to everyone else on staff. Engaging in any of these activities can be considered grooming and will result in immediate termination.
· Counseling services will be provided if necessary or requested after exposure to abuse cases.  
Sign In/Sign Out:

· Please sign in all students at the beginning of the program and make sure the parents sign the kids out. If you do not know the person picking up the child, do not let the child leave without checking their file for the person in question. Check the ID of the person picking up. If the person is not on the list, call the parent; the number is on file. No matter how much a fuss the person may make, DO NOT RELEASE THE CHILD UNTIL A PARENT IS CONTACTED. 

· If no one comes to pick up a child, call all the numbers on the list. If you cannot find someone to pick up the child, call the police non-emergency number, and they will come to pick up the student. In this case, please get in touch with your site director and document the incident in the Captain’s Log. We write it in the child’s file whenever a parent is late. If it is the first offense, educate the parent on the late policy (past 6:05 pm and you are charged $5.00 per minute; three late pickups result in the child being dropped from the program, but we are not charging this one time, but we will in the future. Inform the director. If payment is made for the late fees, please write a receipt and turn the money over to the director.
Staff shirts:

· You represent EnrichTheKids, Inc., and the shirt is our advertisement. We expect to be represented in the best light possible, so be mindful of when and where you wear it.

· Do not donate old staff shirts anywhere but back to EnrichTheKids staff because our logo represents safety to our students. When you leave ETK, you may ask the students to sign one shirt as a keepsake and return the rest to your director.
Universal Precaution Statement

Contact with blood must be avoided

If a child scrapes a knee or cuts himself, staff should ensure that no other child touches the blood. In the administration of first aid, there must be a barrier between the person helping the child and the blood. Examples of barriers include towels, a T-shirt, a bandana, bandages, or whatever is accessible. Surgical gloves may not be readily accessible outdoors but will be available in the first aid kits and in a box that is marked. 
All body fluids (except sweat) should be considered potential for infection

Blood is the major risk for the transmission of serious blood-borne infections like HIV and hepatitis B. Contact with urine and stool should be avoided because other pathogens (such as CMV or diarrhea-causative agents) can be spread via these fluids. Saliva, spit, and nasal drainage are major ways respiratory viruses are spread. Tears are not a major source of infection, and sweat is not considered a risk.

Universal Precautions Apply to Everyone

The term "universal precautions" emphasizes that infection control measures apply to everyone, including staff and campers. Many people can harbor infectious agents and be asymptomatic and unaware. Confidentiality mandates that staff may not be aware of an individual diagnosis. Universal precautions ensure that all people are treated equally. Further, the actions of the staff can be powerful teaching tools to teach children that infection prevention measures are easy and expected.

Specific examples of prevention measures are the following.

* Injury involving bleeding: Do not touch the blood; use a barrier to prevent and cover the injury. If significant first aid is indicated, use gloves at the medical facility (inquire about a latex allergy first).

* Do not touch urine, stool, or vomit. Clean up the child and area as appropriate. If the environment needs cleaning, wear gloves and use a cleaning solution provided by the school custodian or bleach. Put soiled clothes and sheets where others will not touch them.

* Use of restroom: Staff should wash hands with soap for 30 seconds after use of the restroom and before and after providing first aid.

We are responsible for training employees, instructing volunteers and employees about universal precautions, and supplying proper equipment. It is recommended that all staff receive the hepatitis B vaccination (a series of three injections given over six months).

Knowledge, preparation, and attention to proper equipment can help to ensure a safe environment for children and staff. Applying basic universal precautions will minimize risks of infection transmission.

Glossary of Related Terms

Blood borne pathogens: pathogenic microorganisms that are present in human blood and cause disease in humans. These pathogens include, but are not limited to, hepatitis B virus and HIV.

Contaminated: the presence or reasonably anticipated presence of blood or other potentially infectious materials on an item or surface.

Contaminated sharps: a contaminated object that can penetrate the skin, including needles, scalpels, or broken glass.

Decontamination: using physical or chemical means to remove, inactivate, or destroy blood-borne pathogens on a surface or item until it is no longer capable of transmitting infectious particles and the surface or item is rendered safe for handling, use, or disposal.

Engineered controls: controls (e.g., sharps disposal containers, self, and sheathing needles) that isolate or remove the blood-borne pathogen risk from the workplace.

Exposure incident: specific eye, mouth, or other mucous membrane, non-intact skin or parenteral contact with blood or other potentially infectious materials that result from performing an employee's duties.

Occupational exposure: reasonably anticipated skin, eye, mucous membrane, or parenteral contact with blood or other potentially infectious materials that may result from performing an employee's duties.

Other potentially infectious materials: The following human body fluids: semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, pericardial fluid, any body fluid that is visibly contaminated with blood, and all. body fluids in situations where it is difficult or impossible to differentiate between body fluids; (2) Any unfixed tissue or organ (other than intact skin) from a human; and (3) HIV-containing cell or tissue cultures, organ cultures, and HIV- or HBV-containing culture medium or other solutions; and blood, organs, or other tissues from experimental animals infected with HIV or HBV.

Parenteral: piercing mucous membranes or the skin barrier through needle sticks, human bites, cuts, and abrasions.

Universal precautions: an approach to infection control whereby all human blood and certain human body fluids are treated as if known to be infectious for HIV, HBV, or other blood-borne pathogens.

Work practice controls reduce the likelihood of exposure by altering how a task is performed.

Definitions from the text of OSHA's Bloodborne Pathogen Standard 1910.1030. For more information on the standard, visit OSHA's Web site: www.osha.gov.
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The service you are providing is invaluable to the parents but more importantly the students in our program. Their lives will be richer and fuller because they have a safe and fun place to be after school!
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