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PURPOSE OF HANDBOOK

     The purpose of this handbook is to state the responsibilities and rights of the staff at AppleTREE Academy. Each person’s role is defined by a job description. The intent of the handbook is to clarify responsibilities to allow for the efficient and harmonious operation of the Academy as a whole. Within this framework, individual creativity is valued and encouraged.

     Obviously, not everything can be contained here in, nor can every policy be described in detail. You are invited to discuss policies and any questions pertaining to them with your supervisor.
MISSION STATEMENT

     Our goal is to provide a positive, loving atmosphere, which will promote all areas of a young child’s growth. Specifically, our goals are to give the children the opportunity to:  

     -Develop a healthy self-concept.

     -Develop both socially and emotionally.

     -Develop trust in adults and peers.

     -Develop independence and responsibility for self. 

     -Develop security and a feeling of success.

     -Develop skills in the physical, cognitive, and language areas.

     -Develop self-expression in art, music, and social-dramatic play.

INDIVIDUAL RESPONSIBILITIES

     Each payday you expect a check from AppleTREE Academy for the work you have performed. In addition, we feel you are entitled to a work environment where harmony and cooperation prevail, where all are working together toward common goals.

     Our efforts are directed towards maintaining such an environment where responsible, mature employees can grow and prosper along with the Academy’s growth and prosperity. We try our utmost to be a responsible employer, to deserve your respect and trust.

     Therefore, we endeavor to hire those persons who do not require a “parent” to direct their every action or “nag” them to follow the policies of the Academy.

     We thus expect you to be concerned about the Academy’s efficiency and growth, customer relations, employee’s harmony, and all matters, which affect the rights of the company to achieve its objectives.

     If at any time, an employee does not act in the best interests of fellow employees or those of the Academy, it is expected that we will be able to sit down and counsel with that employee as a mature adult. However, if the Academy so desires, the employee may be terminated for such acts.

OFF THE JOB BEHAVIOR

     The Academy has no desire to interfere with any employee’s conduct during their leisure time. However, should it come to the attention of the employee’s supervisor that the employee has breached the general moral standards of the community during his/her off-the job hours, the matter will be discussed with the employee. 
OUTSIDE EMPLOYMENT POLICY

Employees may accept employment outside of AppleTREE Academy, subject to the following conditions: 

1. Such employment shall not interfere with and/or adversely affect the employee’s job performance, including anything that may comprise and/or impair judgment.

a. Sleeping on the job,

b. Leaving early and/or late,

c. Excessive absences,

d. Inattentive to details required for effective job performance, and 

e. Consistently leaving work undone to get to other employment.

2. Such employment shall not involve a conflict of interest or conflict with employee’s duties in any way.
3. Such employment shall not involve the performance of duties which the employee performs as a part of regular employment at this institution.
4. Such employment shall not occur during the employee’s normal or assigned working hours.

5. Such employment will be secondary to the responsibilities and duties assigned to the employee.

Violation of policies noted above will result in one, a combination of, or all of the following actions:
1. Employee will be provided a written notice of violations and asked to change such actions that adversely affect job performance.

2. Secondly, employee will be provided a notice of violations and asked to refrain from working outside of AppleTREE Academy

3. Refusal to respond to such request shall cause for dismissal/.
EQUAL OPPORTUNITY

In accordance with Federal law and U.S. Department of Agriculture policy, AppleTREE Academy does not discriminate against any person(s) on the basis of race, color, national origin, sex, age or disability. Any person(s) alleging discrimination has a right to file a complaint within 180 days of the alleged discriminatory action. To file a complaint of discrimination, write immediately to:

USDA

Director, Office of Civil Rights

1400 Independence Avenue, S.W.

Washington, D.C. 20250-9410

Or Call (800) 795-3272 or 720-6382 (TTY)

The complaint should contain the name, address, and telephone number of person filing complaint, the specific location and name of the entity for whom complaint is against, the nature of the incident or action that led the complainant to feel discrimination was a factor, the basis on which when complainant feels discrimination exists, and the date, names, titles, and business addresses of persons who may have knowledge of the discriminatory action.
“USDA is an equal opportunity provider and employer”

HOURS OF OPERATION
The Academy opens at 6:30 a.m. and closes at 6:00p.m.

SEXUAL HARASSMENT

     It is illegal and against AppleTREE Academy’s policies for any employee, male or female, to harass another employee in the following manner:

1. Making unwelcome sexual advances or favors or other verbal or physical conduct of a sexual nature a condition of any employee’s employment.

2.  Using an employee’s submission to or rejection of such sexual harassment conduct as the basis for or as a factor in any employment decision affecting the individual.

3.  Otherwise creating an intimidating, hostile, or offensive work environment by such sexual harassment conduct.

COMPLIANCE WITH LAWS AND REGULATIONS

     AppleTREE Academy is charged with complying with certain laws and regulations, which affects the way certain tasks are completed, such as regulations promulgated under the Louisiana Department of Health and Hospitals and Class A regulations. It is also the individual responsibility of each employee to conform to the requirements of such acts and regulations.
CONDITION OF EMPLOYMENT

     You are employed by AppleTREE Academy at the will and pleasure of AppleTREE Academy to perform the duties required of you and your position. It is understood that as each employee has the right to terminate their employment with AppleTREE Academy at any time with or without cause at all. AppleTREE Academy reserves the right to terminate any employee with or without cause or for no cause at all.
SOLICITATIONS

     Employees of the Academy are expressly prohibited from soliciting for any purpose or from distributing literature of any kind on company premises during their work time. Employees may not receive any phone calls from persons concerning any other business but AppleTREE Academy. Non-employees are expressly prohibited from company grounds at all times.
COMMUNICATION WITH PARENTS

     Your relationship with a child’s parents is vital to the Academy. The following are guidelines to establishing a good relationship.

· Tell parents about their child’s day. Give specifics: attitudes, health, and type of play, what he/she may have learned. Stay away from generals: Mary had a good day; Mary was good.

· Ask the parents what new activities the child has achieved at home.

· Let the parent know if you detect a cold coming on.

· Remember family names.

· Help the parents to feel apart of their child’s room.

· Listen to what a parent tells you. People often feel uncomfortable to confront a teacher and may beat around a bush to give you a message.

· Do not complain about your family, fellow employees, pay, working conditions, poor health, other children, children’s behavior, and their families.

· Under no conditions are you to give a parent your home phone number. Remember; conduct yourself as a professional and parents will respect you.

GENERAL VIOLATIONS

     Violations of established Academy rules or misconduct that interferes with or adversely affects your employment will be grounds for disciplinary action. This action may range from verbal warning to suspension, to immediate discharge - depending on the seriousness of the offense in the judgment of the management. Here are some more examples of serious offenses:

· Stealing or causing any product, cash, or equipment to be stolen from the Academy.

· Withholding information of a crime or information that would be important to AppleTREE Academy will be handled seriously.

· Intentionally giving false or misleading information.

· Failure to carry out any reasonable order by a management representative, including refusal to do work assigned by your supervisor, and other acts of insubordination.

· Abuse - verbal, physical, or mental

· Causing or allowing a situation to exit which would endanger the health and well being of any employee and/or child.

· Willful destruction of Academy property or another employee’s property.

· Removal of another employee’s property.

· Removal of Academy property without authorization.

· Fighting or attempting bodily injury to another employee or engaging in disorderly conduct on Academy premises.

· Foul language or inappropriate adult conversation will not be tolerated.
·  All employee made materials will remain the sole property of AppleTREE Academy
FIRE AND TORNADO PROCEDURES 

      Located in each classroom is a mat of where to go in case of an emergency or if we are having a fire or tornado practice. There are flashlights in each classroom. Please ask the teacher where their flashlight is located.
ORDERING SUPPLIES

     When a teacher believes that a new item or supply needs to be purchased for the classroom, he/she should report this to the Administrator or Director. The cost and feasibility of the item will then be determined.

STAFF VISITORS

     Do not invite your friends or family members to visit the Academy without consulting with the Administrator. Inform anyone picking you up at work to wait in his or her car. All employee visitors are strictly prohibited to go to the classrooms. They must go to the office and check in with a management person. 

PHOTOGRAPHS AND VIDEO TAPING
     The Academy will take pictures of the children and staff members throughout the year for special occasions, holiday celebrations, and everyday activities. The Academy will also videotape daily activities so children can share their day with their family. Children become very excited when they see themselves and their friends in photographs and on television.

OPEN DOOR POLICY

     AppleTREE Academy has an open-door policy. Parents whose children are enrolled at AppleTREE Academy may visit at anytime.

STAFF TRAINING

     All staff members are required to take a minimum of 12 hours of state approved early childhood training courses during each calendar year. Each employee must be CPR and First Aid certified. Certain employees will be required to take an Administering Medicine class. Managers are to take an administration class in addition to the other mandated classes. Employees are required to attend four-quarter staff meetings per year.
GUIDANCE AND DISCIPLINE OF CHILDREN

     The purpose of discipline at AppleTREE Academy is to help children learn acceptable behavior and develop inner controls. When redirecting or guiding a child’s behavior, the age, intellectual development, emotional make-up, and experiences will be maintained in setting rules and limits for each child.                                  

     Corporal punishment is prohibited at AppleTREE Academy. No child shall be subject to verbal abuse or threats. Cruel, severe, and unusual punishment is prohibited. Derogatory remarks shall not be made in the presence of the children about family members of the children in our care or about the children themselves. No child or group of children shall be allowed to discipline another child. No child shall be deprived meals and snacks or any part of meals and snacks for disciplinary reasons.

     The following is a list of some of the alternate forms of positive discipline that will be used at AppleTREE Academy.

· Tell the child what they CAN do.

· Establish eye contact when speaking with the child.

· Give choices whenever possible, but only when the child really has a choice.

· Encourage children to solve their own problems and work out conflicts whenever possible.

· Redirect the child to another activity.

· Cuddle a child until they gain control of themselves.

· Remove a child from the situation. 
· Time out to separate the child from the situation no longer than 5 minutes where they can have time to gain self-control. The time is determined by one (1) minute for each year of age. Children under the age of 3 can not be put in time-out. They can be directed to the cozy area to calm down.
·  The child that is separated will never be out of sight of a staff member.
· Go to the child.  (No yelling across the room)
· Kneel to the child’s level and get eye contact. (Not above their heads)

· Explain behavior with clear words. Ex. “You may not…” (Use a low authoritative tone-not loud, just firm)

· Give a positive warning, letting them know their two choices. (Tell the child what they can do and use positive reinforcement.)

· Redirect the child to another activity or remove the child from the situation.

· If behavior continues, take action. (When cool off time is needed it should be no more or less than one minute per child’s age) A great way to keep up with this is by using a cooking timer; indicate to the child that when the timer goes off and they are calm they can return to the class activity.

· If you have corrected them 3 times on the same issue and the behavior continues see a management person.
· Children under the age of 3 can not be put in time-out. They can be directed to the cozy area to calm down.
CHILD ABUSE AND NEGLECT

         Any suspected abuse and/or neglect of a childcare center must be reported to: 

             Louisiana State Department of Children’s Youth, and Family Services

             P.O. Box 3078

             Baton Rouge, LA 70821

             225-342-4131

All marks noticed on a child upon arrival must be documented in the “red book” found in each classroom. If possible, discuss the marks with the parent before they leave. If abuse is suspected on any child, report it immediately to the classroom coordinator, the business administrator, or the Director of the center. Do not ever tell a parent that you suspect their child is abused.  
5306. G. ABUSE AND NEGLECT


As mandated reporters, all center staff shall report any suspected abuse and/or neglect of a child in accordance with LA R.S. 24:403 to the local child protection agency. This written policy as well as the local child protection agency’s telephone number shall be posted. (the number is above this paragraph)

CHILDREN’S NAPTIME 

     Children shall be under direct supervision at all times including naptime. Children shall never be left alone in any room or outdoors without a staff present. Children, excluding infants (6 weeks to 12 months), may be grouped together at naptime with one staff supervising the children sleeping. All children sleeping shall be in the sight of the naptime worker.  

     If a teacher sits in between classroom they must be able to see every child in both classrooms. The children may not sleep behind a shelf unit out of the sight of the teacher. Children may not block the exit door and must be placed eighteen (18) inches apart and lay head to toe, head to toe.  
     At naptime the center must maintain required child/staff ratios on the school property however management is responsible for job assignments. 
CLEANLINESS OF CHILDREN
     As a teacher and assistant, it is also your responsibility to keep the children in your care clean. This includes hands, faces, and clothing. Children are going to get dirty; however, parents expect their children to have a clean face and their clothes should not be caked with food or dirt. Parents are asked to bring a change of clothing in order to make sure the children go home clean. If you use the extra clothing, then send home a note asking the child’s parents to bring additional clothing.
BINKIE AND BOTTLES

    All binkies must have the child’s first and last name initials on them. Bottles must have first and last name on the bottle, neck of bottle and the cap. Never may you give a baby another baby’s binkie or bottle.
RESPONSIBILIIES DURING NAPTIME
     During naptime you are to complete the children’s folders, work on cleaning list and prepare for the after and next day activities. This is not a time for reading a book for pleasure or magazines. You may take care of personal business during your break or lunch period not during the children’s naptime. When you are on your lunch you are not to eat your lunch in the classroom unless you have management approval for an unusual circumstance.  
CHILDREN’S FOLDERS
     Folders are a means of communication to the parents about their child’s day. You will write about topic of the day, teacher’s comments, child’s behavior, and reminders. The state has mandated that you keep information about children confidential. Therefore, you may not discuss a child with anyone other than your co teacher, child’s parent or the management of the school. Do not put sad faces for behavior when a child has expressed inappropriate behavior. If the behavior is serious than make a note for the parent to see you or a management person. Of course, you must inform management of the problems that the child has exhibited during the day. 
CHILDREN ACCIDENT REPORTS AND YOUR CHILD IS SICK FORM

     If a child is hurt and there is a mark, burse, or blood you must fill out a Accident Form. If the child has sustained a head injury of any kind, then we must contact the child’s parent within twenty minutes (20) of the incident. Turn in all reports to the office as soon as possible. If a child is sick and needs to go home, then fill out the Your Child Is Sick form and check off the section that is appropriate for the sick child. Give the office the form when it is completed, and they will call the parent and give them a copy of the form. You will find both of these form behind the sign in sheets by the entrance of each classroom. 
CHILDREN’S PICK-UP PROCEDURES 

     AppleTREE Academy has a very strict policy on pick ups, if you do not know the parent or other party picking up your student than you must call a management person to ID the pick-up person. AppleTREE Academy checks IDs with no exception.
Frog Street CURRICULUM
     Each classroom has a designated curriculum; it is the teacher and the assistant’s responsibility to execute the curriculum.
HOUSEKEEPING AND MAINTENANCE

     It is important that the physical facilities and equipment be maintained in neat and clean order and top-working condition at all times. Each of us is expected to assume individual responsibility throughout our work areas. General equipment clean up and housekeeping will be performed not less than daily. See Administrator for cleaning list.

There are many advantages to keeping our Academy neat and orderly. It makes a more

 pleasant place for us to work; we can work more safely and efficiently, it maintains a healthy environment for children and Academy employees, and it makes a good impression on our visiting customers. Therefore, all should observe the following rules of good housekeeping:

1. Keep your work place, the area around it, and restrooms neat and clean.

2. Place trash in the proper containers.

3. Eat only in the area designated by the Administrator. When you have finished eating be sure all leftovers, scraps, papers, cups, bottles, etc. are put in the proper place and the area where you were eating is left clean and orderly. You are to clean your own dishes and utensils.

COMPLAINT AGAINST STAFF MEMBER

     If a complaint is filed against a staff member, the Administrator will evaluate the complaint and if the complaint is deemed worthy of further action, the Administrator has three options:

1. Ask the staff member and Director to review the complaint and correct the problem.

2. Place the staff member on a formal two-week probationary period during which the staff member will work on this problem. The probationary period is to be followed up by another meeting between the staff member, Director, and the Administrator to determine if the problem was satisfactorily corrected. If more than two probationary periods are incurred for a specific staff member in the course of a year, the review process will begin.

3. If the Administrator does not feel the problem was satisfactorily corrected in either case 1 or case 2 above, the Administrator will then initiate termination procedures.

TIME CLOCK POLICY

· Everyone must swipe their card in and out on his or her own time card. No one can swipe someone else’s timecard.

· All lunches are to be swiped on their timecard.

· All breaks are to be swiped with the timecard. If you choose to leave the center swipe your card. You will not be deducted for your 15-minute break.
· The clock will record the date and time. If someone forgets to swipe his or her card, you must see management to have the time written in. Excessive misuse of the time clock may result in disciplinary action. 

· Do not clock in until you are reporting to your assigned area. If you have a child at AppleTREE Academy, sign them is and drop them off in their classroom, then clock in. The same applies to the end of your shift. Clock out, and then retrieve your child from their class. 
· Clock in and out when you are scheduled to, unless a manager requesting an early or late punch approves it. Should you have any questions concerning the use of the time clock please see office personnel. 
TARDINESS

     Employees should time your arrival at your workstation so you will be able to commence work at your scheduled time. All employees are expected to avoid tardiness. There are emergencies that arise at times that are unavoidable and cause tardiness. Any employee anticipating being tardy for work is expected to call a management staff member to inform them how late they will be.

     An employee is late when they fail to report to work within 5 minutes of their scheduled start time.

     Explain the reason you will be tardy. The Administrator or Director has the right to reject any invalid reasons as an excuse for being tardy. The Administrator or Director also has the right to request direct verification. AppleTREE Academy will document all tardiness. Excessive tardiness may result in disciplinary action, up to and including dismissal.
ABSENTEEISM

     Any staff member anticipating an absence will notify by phone a management staff member immediately so appropriate plans can be made. (Preferably, 24 hours’ notice) Telephone calls made to non-management personnel will not be accepted. Explain the reason you will be absent from work. The Administrator or Director has the right to reject any invalid reasons as an excuse for being absent from work. The Administrator or Director also has the right to request direct verification. AppleTREE Academy will document all absences effective 4/96. An early leave or half day will be documented as a ½ day absence. An excused absence with documentation that consists of a series of days off will be considered one absence. Example: A doctor’s note that excuses an employee from work for 3 days with valid reason stated.

     Failure to report an absence, a series of unreported absence, or excessive absenteeism may result in disciplinary action up to and including dismissal. Unexcused absences will be counted against time calculated for holiday pay. Excessive absenteeism may also result in full-time schedules being reduced to part-time.

     Regardless of weather or other conditions, AppleTREE Academy is open for business on every scheduled workday. Thus, notification is required each day you are absent. The nature of our business is such that we have small units of employees. Therefore, any absence (whether, tardiness, sickness, or other time away from regularly scheduled work) places a special burden on the rest of the staff and children.

EXCESSIVE ABSENTEEISM/TARDINESS

     Absenteeism/Tardiness will be considered excessive after 6 excused absences/tardiness within a six-month period, or 3 unexcused absences/tardiness within a six-month period.
HOURS

     The hours of operation in which AppleTREE Academy is open are 6:30A.M. To 6:00P.M. Your specific work schedule will depend upon the position to which you are assigned and the requirements of the Academy.

LUNCH PERIOD

     The non-paid lunch period for employees shall not exceed 60 minutes. The lunch period must be taken between 12:30 and 2:30 unless otherwise designated by the Administrator or Director. Because of the nature of childcare, lunch periods will be scheduled.

LUNCH
     Employees are welcomed to have the left-over lunch after all children have received their food first; this includes enough food for seconds.

     Employees may bring their own lunches and store it in the refrigerator. The Louisiana Dept. of Health and Hospitals require that you place your name on the container with a date. AppleTREE Academy does not provide breakfast for staff members. If you bring your breakfast to school, it must be consumed before your punch in for your scheduled time or on your break.

     All employees’ food in the refrigerator will be discarded on Friday by 1:00p.m.
CANDY AND SODA

     Employees are prohibited from eating gum or candy. Sodas that are brought into the Academy must be in spill-proof containers that cannot be seen through.  

BREAKS

     Employees shall receive one (1) fifteen-minute rest period for time over four hours in a scheduled day.

· Employees must clock out if you leave AppleTREE property.

· Employees can only take 1 break per day (not including your lunch hour).

· Employees follow their scheduled break time. If you need to change the time then discuss this with the Administrator and or Manager on duty.

· Employees may not hang out in any other classroom or the kitchen while on your break. This time is your opportunity to relax and not disturb other employees on the job.

      Breaks are not required by law but a benefit given by the Academy. The Academy reserves the right to ask an employee to forfeit the break if it sees it necessary. You will not have your break if you have punched in late for schedule.

WORK WEEK & SCHEDULE
     The weekly schedule is written and posted on the Friday before the new work week. The work week for AppleTREE Academy begins at 12:01 a.m. Monday and ends at midnight on Saturday.  Paychecks are issued on the following Wednesday after 4:00 p.m. after you have worked two scheduled work weeks. Should a holiday be scheduled for Wednesday, the checks will be delivered to each employee on the next scheduled workday.

REQUESTED DAYS OFF

     ALL absences can cause a special burden on other employees as well as the children. Therefore, a request for a day off should be kept to a minimum. 

     All requests should be submitted to the Administrator in writing at least two weeks before the scheduled week in which the requested day falls. AppleTREE Academy reserves the right to deny requested days off. Requested days off will be considered absenteeism.  An employee may not make plans to have another employee replace their schedule without consulting the Administrator.  

PAY

     When an hourly employee is required to work more than 40 hours in a work week, the rate of pay in excess of 40 hours shall be 1 and ½ times the regular rate. Holiday hours paid by the Academy and vacation hours paid shall not count as hours worked for the purpose of overtime pay. Federal Income Tax, Social Security, and State Taxes are withheld from your pay according to current rates in effect. In addition to what you contribute to Social Security, your company pays according to current schedules and upon your instructions.

     Employees are required to notify the Administrator or Director in writing should there be changes in your withholding status. There is a standard policy of no advance pay or loans.
DEDUCTION AUTHORIZATION

     A written authorization from the employee to AppleTREE Academy will be maintained to authorize any deductions made by AppleTREE Academy from your pay except for those specifically required by law.
PERSONAL INFORMATION CHANGE

     Personal information about you and family status must be kept up to date on company records. Therefore, it is our responsibility to report changes to the Administration or Director as soon as possible. This is extremely important to you in case of emergency, and for purposes such as tax.

     Notify the Administrator or Director of:

· A change in your address or telephone number. In order to receive your W-2, you must notify AppleTREE Academy of any address change, even if you are no longer employed. 
· Your marriage, divorce, or legal separation.

· Birth or death of any dependent. 

· Change of draft status.

· Legal change in your name.

· Person to contact in case of emergency, family doctor.

· Additional educational courses taken.

HEALTH RECORDS

     All staff members are required to provide a written health statement. This statement will be dated within 3 months prior to employment. The statement shall attest to the physical suitability of the staff member to care for children and the individual’s freedom from infectious or contagious disease. A licensed practicing medical physician will sign the statement or the physician’s assistant. This statement will reside in the staff member’s personnel file and will be updated every 3 years.
EMERGENCY, ILLNESS OR INJURY

 ON THE JOB

     If you become ill, or are injured while working, notify the Administrator or Director immediately. Employees must fill out an Accident Report for injuries incurred on company time. If possible, the report must be filled out the same day as the injury and place on the Administrator’s desk.

SICKNESS

     A staff member will be considered too sick to work at the Academy when their sickness or symptoms interfere with the performance of their duties or are a possible source of infection.

EMPLOYEE BENEFITS

     The following is a general description of the benefits you may receive while working for AppleTREE Academy. As these are subject to specific contract, we shall not cover them in detail. Should you have a specific question regarding a benefit, please consult the Administrator.
WORKER’S COMPENSATION

     Should you be injured on the job, AppleTREE Academy maintains Workers’ Compensation coverage, which is required by state law. This coverage is provided to you at no cost to you. For specifics on benefits and coverage’s, please contact the Administrator.

UNEMPLOYMENT INSURANCE

     Should you become unemployed through no fault of your own, you are eligible to receive Unemployment Compensation provided you meet state guidelines. This coverage is provided at no cost to you. For specific benefits and coverage’s, please contact your nearest Employment Security Agency Office.

SOCIAL SECURITY 

     Social Security is provided to employees of AppleTREE Academy as required by law, we withhold a prescribed amount from your pay. What is frequently forgotten, however, is that AppleTREE Academy more that matches the amount of your contribution for your benefit. For specifics, please contact your nearest Social Security Administration Office.

VACATIONS

     AppleTREE Academy firmly believes in scheduled vacations for employees, it is believed that both the company and the employee gain when the employee is able to enjoy a vacation during the year. Scheduling of vacations, however, requires everyone’s cooperation. It must be remembered that our first obligation is to the children; and scheduling too much time off in certain areas during peak vacation seasons is necessarily prohibited.

     AppleTREE Academy offers a paid vacation benefit for full-time employees on following basis: one-week (40 hours) vacation pay after one full year on employment (2080). For the purpose of eligibility, the employee’s last date of continuous employment is used. Individuals may not take vacation time in anticipation of eligibility.

     AppleTREE Academy reserves the right to schedule all vacations on an individual basis and to require each person to take his or her vacation at that time. Every consideration will be given to employees’ requests where such consideration does not create a situation, which interferes with normal operations. Furthermore, it is our practice to insure not more than one person will be on vacation at any given time. All vacation requests must be turned in no later than thirty (30) days in advance of the requested week and must be made in writing.
     Vacations are given in addition to holidays. They must be taken during the 12-month period and are not cumulative. Also, an employee may not take vacation pay without actually taking time off for vacation.

     If an employee voluntarily quits or is dismissed, all vacation benefits shall be forfeited except for the amount of time already accumulated. Vacations are accumulated at the end of the period. One week is accumulated at the end of one year’s employment. Termination prior to one full year’s employment would mean no vacation has accumulated. Vacation pay will be calculated at your regular rate of pay in effect at the time of vacation. Your actual vacation pay will be issued on the payroll day you would have received our pay had you not been on vacation.

PAID HOLIDAYS

     The following days are designated official holidays for AppleTREE Academy: New Year’s Eve and New Year’s Day, Good Friday, Labor Day, July 4th, Thanksgiving Thursday and Friday, Mardi Gras Monday and Tuesday, and Christmas Eve and Christmas Day. Each full-time employee working a minimum of six months will receive holiday pay in the amount of the straight time hourly rate for eight hours. In order to qualify for Holiday Pay, the employee must work 8 hours the scheduled day before and after the holiday. Pay received for holidays are not used in computing overtime hours during the work week in which it occurs. Specific schedule of closings for holiday purposes will be issued each year because of the nature of certain holidays falling on different days of the week. Unexcused absences will be counted against time calculated for holiday pay.

SCHOOL CALENDAR
     AppleTREE Academy provides an annual calendar that is passed out in September. The calendar shows when parties and events take place. Also, the calendar states what colors to wear on special occasions. 


DEATH IN FAMILY

     In the event of death in the immediate family, we grant up to 3-work day’s leave of absence without pay. The immediate family is considered to be mother, father, children, stepchildren, brother, sister, and spouse.    In cases of time off because of a relative’s death, the Administrator or Director must be notified as soon as possible.
LEAVE OF ABSENCE
     A leave of absence is time off from the job without pay and a conditional right of restatement. The Administrator for a leave of absence must give permission. If an employee is out from work in excess of five (5) consecutive working days, the Academy requires a leave of absence be taken otherwise the absence will be considered a voluntary termination. You must request a leave of absence in writing to the Administrator within a reasonable period of time before the origination date of the leave. These requests will be granted for legitimate reasons. They may not, however, exceed 14 calendar days, except as approved and extended by the Administrator of AppleTREE Academy.
MILITARY SERVICE-PEACETIME

          An employee called for peacetime military service (reserve training with a National Guard unit or other reserve component of the Armed Forces of the United States) may be granted a leave of absence without pay as provided by law. An employee may elect to accomplish such training concurrently with their vacation; however, they are not required to do so.
TRADE SECRETS AND CONFIDENTIAL       

INFORMATION POLICY

     The business of AppleTREE Academy involves valuable, confidential, and proprietary data and information of various kinds, such data and information called “AppleTREE Academy Trade Secrets,” concern:

A) The names of AppleTREE Academy customers.

B) Techniques, developments and improvements that are, or may be produced in the course of the Academy’s operations and any other information, not generally known, concerning AppleTREE Academy or its operations, products, suppliers, markets, sales, costs, profits, and customers, or other information acquired, disclosed, or made known to employees while in the employ of the Academy, while, if used or disclosed, could adversely affect the Academy’s business or give competitors an advantage.


You will be given a full copy of AppleTREE Academy’s Trade Secrets and Confidential Policy and asked to read it and sign it. 

DRESS CODE & GROOMING 

     It is not necessary to wear expensive clothing, but our dress should be neat and we should be clean. Since our business depends upon our customers, it is essential that all employees maintain a tasteful appearance and a manner that is generally accepted by a majority of persons in today’s business world. 

· No tight-fitting pants or skirts are allowed.

· No micro-mini dresses or skirts. 

· No torn blue jeans 

· No dirty faded, frayed, torn, wrinkled, or patch clothes. All clothes must be neat and presentable. 

· No open toed shoes.
· No short shorts. The appropriate length is fingertip length. 
     Female employees are required to wear a bra. Male and female employees are required to wear underwear. Shoes must be clean, low heeled, or rubber sole and safe. 

    All jewelry shall be worn in good taste to conform to socially acceptable norms. Nose rings may only be worn if the piercing is a small stud. Tattoos may be visible if the tattoo is non offensive in a child environment. Excessive tattoos must be covered by clothing or a sleeve.  All male employees’ hair, including mustache or beard, will be neat and well groomed and free of dandruff. Female employee’s hair should always be neat and well-groomed and free of dandruff. Cosmetics should be used conservatively and in good taste. Perfumes must be light in scent or no perfume due to children’s allergies.
TELEPHONE/CELL PHONE POLICY

     Cell phones are to be turned off. They may be used during your break or at lunch. If you are caught on the phone, your phone will be confiscated until the end of your work shift. If you are caught again then you will not be able to bring your phone in your classroom. Caught a third time and you lose the privilege of having your phone at work and you will be written up for insubordination. The only exception is the P-K class due communications on the end side of the building.
SMOKING

     In compliance with the state of Louisiana there is a “No Smoking” policy in effect at AppleTREE Academy on any company property. You must leave the property if you choose to smoke on your 15-minute break. You may not be in the view of the school. It is mandatory that you do not have cigarette smoke on your clothes, and you must wash your hands before you clock back in to resume your job duties. 
ALCOHOL, DRUG USAGE, AND LETHAL WEAPONS

     Any employee found to be consuming alcoholic beverages, marijuana or using a controlled substance (hard drugs) while on duty or on the Academy’s property, including parking areas, will be subjected to immediate termination.

     Any employee found under the influence of alcoholic beverages, marijuana, or a controlled substance, shall be subject to disciplinary action up to and including termination.

     Any employee possessing a firearm or other lethal weapon on company property will be subject to immediate discharge.

ACCIDENTS

     Job safety is a great importance because every accident is a loss to you, the customer, and the Academy. Your cooperation in the safety program is very important, yet very simple. All it involves is using common sense. Please review the AppleTREE Academy Employee Safety Techniques.

SAFETY LIFTING TECHNIQUES

     We suggest the following method for lifting and feel certain that if you follow these few basic steps, the chances for a back injury will be greatly reduces.

1. It is important to keep your back and other muscles in good condition. Your body is just another tool, and the better shape you keep it, the better it will work.

2. Before you lift something, determine if the object is too heavy for one person, and if so, get someone to help.

3. Before you make a lift, be certain to grasp the object with a good grip. 

4. Walk with the object, and if your grip is not good, put   it down and grasp it again.

5. Avoid twisting the body while lifting or carrying loads.

6. Always remember to:
· Keep your back as straight as possible.

· Bend your knees.

· Use your leg muscles… not your back muscles to lift the load.

· Keep the load as close to your body as possible to reduce the strain on your back.

· Keep your feet apart, about shoulder width or just a little wider.

· Take a good hold and straighten the knees with the back still straight.

     Strain due to improper lifting and over lifting has and can cause serious injuries; we want all of our employees to realize that strains can be serious and costly for both the employee and the Academy (See attached picture).

     Keep your back straight and bending your legs will prevent back injuries.
ACADEMY INSPECTIONS

     Inspections are necessary to detect potentially unsafe or undesirable conditions before problems occur. Formal inspections will be made by the Academy on a regular basis.

     Floor inspections are conducted in order to keep the floors free of spills, toys, or any other item that could cause a slip or trip accident.

     The following is a partial list of what you should be on the lookout for:

1. Wet floors (Put out wet floor sign by the wet area)

2. Toys out of the walkway

3. All Chemicals locked away

4. Medicine in locked cabinet

5. Play area free of debris

6. Replace broken toys

     If you are injured, no matter how slightly, tell the Administrator or Director at once. If possible, employees are required to fill out Accident Reports on the same day as the injury.
MAKING IMPROVEMENTS
     If you find a better way to do your job, put it in writing and tell the Administrator or Director. The Academy welcomes employee’s ideas for improvements. Several ideas that result in small improvements may generate more savings than the occasional blockbuster.

CORRECTIVE ACTION PROCEDURES

     For the most part, our employees conduct themselves in a business-like manner as it relates to their employment responsibilities. However, there are those occasions when necessary disciplinary action is required to correct a deficiency or a violation of the Academy’s policies.

     When corrective action is necessary, the Administrator or Director will determine the degree of discipline based on the severity and the frequency of the incident .In some cases; a verbal warning will suffice; if the violation is a major incident, immediate suspension or discharge may result.

     Minor infractions can become major if they continue. If verbal warnings do not correct the situation, then written notices will commence. The number of written notices before suspension or discharge occurs will be determined on the seriousness and frequency of the infraction.

     The purpose of the following procedure is not to prepare for the discharge of an employee, but rather to improve their performance in order for them to become a viable employee- both an asset to the Academy as well as to themselves.

(See attached Employee Corrective Action Notice)
TERMINATION

     Since employment with the Academy is based on mutual consent, either the employee or the employer is privileged to terminate employment at any time, with or without cause or with no cause at all.

RESIGNATION

     An hourly paid employee is requested to give two weeks advance notification of resignation. A salary paid employee is requested to give four weeks advance notification of resignation. Resignations should be submitted to your supervisor in writing to assure a complete record for future reference. Employees leaving under satisfactory circumstances are welcome to reapply for employment and are almost certain to receive favorable comments regarding termination should they ever be requested of us for recommendation or references.

     These notification requests, however, do not supersede the employee’s right to terminate at anytime, with or without cause or with no cause at all. Likewise, they do not supersede the employer’s right to terminate at anytime, with or without cause or with no cause at all. 
MEDICAL EXAM & DRUG TEST POLICY

     In accordance with LSA R.S. 23:897,K., it is the stated policy of AppleTREE Academy that AppleTREE Academy has a right of reimbursement from an employee or an applicant who becomes an employee, provided the employee is compensated at a rate equivalent to not less than one dollar above the existing federal minimum wage and is not a part-time or seasonal employee as defined in R.S. 23:1021, for the costs of such employee’ or applicant’s pre-employment medical examination and/or drug test, if the employee voluntarily terminates the employment relationship sooner than ninety working days after his first day of work or never reports to work, unless such voluntary termination is attributable to a substantial change made to the employment by the employer as applied in Louisiana Employment Security Law.

     An employee who, without prior approval, fails to report to work as scheduled for 2 consecutive days shall be deemed to have voluntarily terminated his/her employment by abandonment of his/her position.

     In accordance with LSA R.S. 23:634,B. and the terms of the above stated policy, pre-employment medical examination and/or drug test, not to exceed the cost of $40.00 may be withheld from your wages if you voluntarily resign within ninety working days from your first day of work.
EMPLOYEE PARKING


Employees are not to park in the area of the entrance of the school. You may park to the left of the double fences to the left of the entrance of the school to the dumpster and on the other side. You may also park along the wooden fence of the driveway on the same side of the school also across from the school by the house and oak tree.
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