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 BACK TO SCHOOL TRAINING – OUTLINE – 
Jueves

Vivir El Espanol 2 hrs  8 to 10 am

Back to School Activities & Establishing Routines 2 hrs  10 to 12 pm

Lunch  12 to 1 pm
Taking Care of Myself – Tecnicas de Relajamiento – 2 hrs  1 to 3 pm 
 Team – Activity  ?????    1 hr 3 to 4 pm

Friday

Am – Employee Handbook 4hr

PM – Parent Handbook & Welcome Packages  2 hr

Team – Activity  ?????    

EMPLOYEE HANDBOOK

- History

- Spanish Only

- What do we do? Cual es el nucleo de la sociedad?


no es solo cuidando o educando ninos. Estamos transformando vidas que cambian la sociedad.


"por que cambiamos a las familias buscamos transformar la sociedad "

 
queremos conectar con la familias. como?


valores: Honestidad, Transparencia

- Curriculum - Los Valores

- Parents are clients - 


we dont work for them outside school - no nannys 


keep a professional relationship

- DFPS Regulations => pp 8 


- 100% Supervision. What is it?


- I only take care of "my children"

- Staff responsible for having a loging 30 hours of training annually. Must keep own log

- Transfer Employees pp 12

- Acting Appointment pp 13

- Child abuse pp 17


- release a child to a minor


- Dropping off / Picking up a child while under the influence of illegal drugs / alcohol


- Not providing appropriate meals including a drink for your child


- Releasing child to an unauthorized person


- Leaving a child unattended for any amount of time i.e: going to bathroom


- Employees accused of child abuse or neglect pp18


- cut nails


- report any "misshandling" to director right the way

- WORKPLACE SAFETY pp 20


- never leave a child with a candidate of employment, parent/family, stranger

- Hours of Attendance/ Work Schedules


- if you schedule is at 9 you must be in your classroom ready to work at 9 am 


- When requesting time off fill out a RTO form - Have it signed by director and keep a copy.


- Fell sick - fill ut the RTO upon return to work


- Call in sick the same day - can use PTO


- Let your director know ASAP when you can not come to work 

- Lunch Breaks/ Food & Drink


- lunch breaks cannot be in classrooms


- no hot drinks in classrooms or common area while taking care of children

- EMERGENCY CLOSINGS pp22

- Employee Pay during Emergency and Weather Closings


- Good News: Change policy for inclement weahter closing. 

- PAYROLL


- Check paystub for correct home address -


- Sign time cards


- new system in the works

- Overtime


- Approved by general Director - Me - 


- Work Related Expense Reimbursement pp23

- Everything in the school/classroom is property of YPW

- STAFF MONTHLY MEETINGS, IN-SERVICE TRAINING, SCHOOL WIDE EVENTS AND BLOCK DAYS pp 24


- everything

- STAFF TRAINING


- penalty of charging training within the last 130 days

- EMPLOYEE BENEFITS

- Care of Employee’s Children pp 26


- once in the the school you are not mom anymore - you are a teacher and the teacher is responsible


for your child. 


- "YPW reserves the right to dis-enroll an employee’s child(ren) if the employee’s performance is affected by having their child(ren) at the school.  "


- Employees participating of the school reduced child care services cannot participate in the school’s health insurance plan. 

-Vacation & Sick days / Paid Time Off (“PTO”).  pp 27


Employees may request paid or unpaid one-week vacation after first employment anniversary.


Employees may request paid or unpaid two-week vacation after second employment anniversary. 

- Carry Over PTO pp27

- Longevity Bonus


- When is calculated

- Holidays pp 27


- must work the day before and after to get paid.

- Vacation pp 29


- Scheduling of vacation time requires prior approval from the school director and requests are to be submitted at least 10 working days in advance. 


- YPW Spanish Immersion School has the right to deny an employee’s vacation request for any reason including but not limited to: other employees have requested the same time off, employee’s performance is not satisfactory or special school events.  Employees are discouraged from paying for or scheduling vacations until they have received approval. 


- Vacation does not have a monetary value, and cannot be used after giving the standard two weeks resignation notice to their director.

- PERSONAL & EXCESSIVE ABSENCES pp 30


- Excessive Absences: If there are more than three (3) Personal Absences in any ninety (90) day period or six (6) Personal Absences in any twelve (12) month period. 


- In addition to the number of Personal Absences, the total number of days an employee is absent cannot be ignored. More than ten (10) days of absence (excluding Scheduled Time Off or Allowed Time Off) in a twelve (12) month period is considered Excessive Absence. 

- E-MAIL, INTERNET & TELEPHONE USE pp31


- Employees are strictly prohibited from including any information and/or photographs related to YPW, its employees and/or the children/families served by YPW on any internet website and/or blog including but not limited to websites like Myspace and Facebook, Instagram.

- CELL PHONE AND PERSONAL ELECTRONIC DEVICE USAGE pp51


- no cell phones


- no smart watches

- COMPENSATION PLANS


- Confidential


- employee give raise because is a lower scale


- New form for asking raise

- Wage Increase  pp32

- PERFORMANCE APPRAISAL pp32 

- COMMUNICATING WITH YOUR DIRECTOR  pp32

- CONFLICT RESOLUTION pp33

- BUSINESS ETHICS AND CONDUCT PP34

- Non-Fraternization or Solicitation pp 34

- CONFIDENTIALITY  pp 35

- DISCIPLINARY ACTION pp 38

- EMPLOYEE’S PERSONAL ITEMS pp 40

- PERSONAL APPEARANCE / DRESS CODE  pp 40


- Uniform - short nails - no jewelry

- JOB RESPONSIBILITIES ALL STAFF: pp 42

- RELATIONSHIPS WITH CHILDREN, PARENTS & CO-WORKERS


- lead teacher responsible for parent communication


- Drop off and pick up times are not conductive to conferencing


- Teachers need to keep anecdotal records for each child in their classes.  


- If a teacher has a concern about a child’s development, it is important to bring this to the immediate attention of the director. 

- RELEASE OF CHILDREN  pp 44

- DISCIPLINE AND GUIDANCE OF CHILDREN, Preschool Policy for Positive Guidance pp 46

- PROFESSIONAL CONDUCT pp47

- Reporting Student Accidents and Illnesses pp 47

- Administration of Medication 


- we dont provide medication

- Classroom Maintenance pp 48

 - Playground/Garden  pp 49

- Food Choking Hazards pp 49

- Sign in and out Daily Sheets pp 49

- SAFETY AND EMERGENCY POLICIES AND PROCEDURES: pp 50
