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WELCOME AND HISTORY

Welcome to our prograntrive Couny Child Development Pogram, Inc. is an ogtowth of
President lyndon B Johnsors "War on Peerty”, which he pesented to Cagmess on January
12, 1964. Five County is a noprofit Mississippi Clarter Corporation thatvas organized to
sere underpriileged children and families

In 1965, community leaders organized the communéared mobilized public and pate
resources and established Sophia Sutton Missiod Beat. The Program started as an eight-
weeksummer pilot program in March of 1965, in Jefferd@avis County, under the directorship
of Dr. S. L. Richmond The Head Start Pgnam became full year in September 19661971,

the prgram was chartered and the nawees changetb Five Courty Child Development
ProgramInc., serving the counties of Jonedefferson Dais, Covington, Simpson and
Lawrenceln the late 78 Five County discontinuedrse&ces to Jones County

The program was directed by the Board of Directans1 December 1971 through June 1972. In
July of 1972, MsMagdalene White was selected as Head Start Diractisered thorough

June 1978Mr. Preston WhiteJr. served as interim Head Start Director from Jyl$978

through June 1979 at which time NBuford Graves was selected as Head Start Director and
served from July 1979 through September 2000 Lee A. Frison, Sr. served as Head Start
Director from October 2000 through May 20(0Five County was under the leadership of Dr
Jonathan Bineas Head Start Directgince June 1, 200Dn June 30, 2014, Five County Head
Start grant ended. The new Head Start grant wasdaa to Five County as of July 1, 2014,
with Dr. Jonathan Bines as Head Start Director.

The agency currently serves 900 three\e frear old children fulday in four counties
Jefferson Davis, Covingtohawrence and Simpson. Five County's Missiotingproving the
Quality of Life of children, families and commum. The agency now owns two of our fifteen
Head Start Centers; Collins and Magee Head StanteCe

We realizewe coud not hae attained our currentagure without the superior séces praoided
by our emplgees We are glad yoare part of our tearof Head Start profes®nals dedicated to
providing qualty sewices to ourchildren and familiesWe kelieve eactemployee contributes
directly to the progrars gravth andsuccess andwe hope you will take pridein beng a nember
of our eam

We hope that youngerience herwill be challemging, enjoyableand rewarding. Again
welcome!



MISSION STATEMENT

“Improving the Quality of Life of Children, Familgg and Communities.”

VISION STATEMENT

Building on the past; Reaching for the future.

We believe that all people should be provided theetessary tools to enhance their
educational, economic and social status. We furthéelieve that the families we serve
should have the opportunity to improve their quality of life through Head Start. Our
Vision is to enhance the knowledge and skills of éhchildren, families and communities we
serve.

To realize the vision we will have to play the rofepulling the team together, look at indicators
for the future to see where we want to be and tgét gualified to meet the future needs of our
children, families and communities.

PHILOSOPHY

Assure that our mission is fulfilled by meeting theerall goal of increasing the social
competence and school readiness of young childrdriaanilies.

We believe that;

1. Children develop in the context of their family andture and that parents are the
primary educators and nurturers of their children.

2. Arange of individualized services in all areaseeessary in the delivery of
comprehensive and high quality services to childned families.

3. Partnering with community organizations and progravill enhance the agency’s ability
to provide an array of individualized serviceshe thildren and families and utilize
community resources in an efficient and effectivanmer.

4. Effective systems and procedures are necessahng tachievement of excellence in
program management.

5. Strong governing bodies play a critical role in ®e=ing the implementation of Head
Start legislation, regulationand policies.



INTRODUCTION

The productivity and effeateness of Head Start staff has a direct bearing@uality and quantjit

of sewices offered to children and families. Therefarés essential that the administrative staff of
Five County Child Development Prograimc. provide specific guidelines for program management
as well as day-to-day program operations. It is #ige responsibility of the management staff to
supply each employee with a copy of these poliares procedures and through training, assure that
staff understand and follow these directives

On the following pages are procedures of policaedtie recruitment and selection of Agency staff,
organizational structure of the program, fringedigs and other pertinent information relative to
Head Start personnel and program operations.

Employment with the agency is voluntarily enteretbj and employees are free to resign from their
position with the agency at will, at any time, wihwithout cause. Similarly, the agency may
terminate the employee’s employment relationshiwitht at any time, with or without notice or
cause, so long as there is no violation of applecéduleral or state law. This is callEchployment

at Will. The employment at will relationship exists regasdlef any other written statements or
policies contained in this Handbook or any otheeray documents or any verbal statement to the
contrary.

The policies and procedures set forth in this mbapply to all employees of Five County Child
Development Program, InElowever, this manual is not to be interpreted as Begal document or
an employment contract. Policies contained hereinra only summaries and are not all-
inclusive. Managers must still manage day-to-day activities make policy decisions where there
are, at timesno strict guidelines

Five County reserves thaght to alter, change, add to or delete any of thesieies or procedures at
any time without notice. Amendments to these perebpolicies, procedures and practices are
subject to change at Five County Child Developni®rogram, Inc s discretion to maintain their
legal compliance, operational effectivenes®d the general scope of desired workplace comditio
Upon amendment of any part of this manual, the egeiill endeavor to use normal communication
channels to appraise employees, in a timely fasbiosuch changes and their effatany.

Each employee covered or affected by this manualsigonsible for knowledge of and compliance
with all provisions contained herein



ORGANIZATIONAL STRUCTURE

CHAIN OF COMMAND : The Personnel Management Chart and Organizat@nait indicate

the chain of command implemented by the Five Co@tityd Development Program, Inc. It lists
the lines of authority and the supervisory resgdatises of individual positions. The Board of
Directors and Policy Council must be involved inking policy decisions regarding the

operation of the Head Start Program. They mushbeved in the planning stage, as well as

final decision-making. The Board of Directors arali®y Council must approve all actions taken
regarding the Head Start Program, or the proposgohacannot occur (see Revised Performance
Standards, Program Governance and Head Start 2€&0af).

POSITION CLASSIFICATION : To develop and maintain a clear structure of job
responsibility and work actively relationships viiitithe agency, and to keep meaningful the
relatedness of an employee's job and associategpedgrmance standards, and other
employment conditions, the agency has adoptedieypol maintain job descriptions on each
separate position and to classify or reclassifytjpos as is necessary based on the best interest
of the agency. While it is the intent of this pglto describe jobs in specific ways as a means of
benefiting the organization's employment structthis, policy should not be misconstrued to
restrict or confine job responsibility assignectoployees where flexibility in assigning
employees new but related job activities is tantami¢o the success of the agency operations.

The Human Resource Manager will be responsiblerfeparing and maintaining job
descriptions on all separate positions with theaaid assistance of Head Start Director,
supervisor and employees. Such job descriptionsldltmntain the designation as to whether
positions covered by the job description are caiegd as exempt or nonexempt, in addition to
duty and qualification specifications. All job degtions should be reviewed periodically to
determine their continued accuracy, completenesaptiance with applicable standards of state
and federal laws, and relevance to the agency'supdyerformance evaluation systems. Each
employee will be allocated to a position approvgdhe Head Start Director and position
vacancies will be filled on the basis of job dgstioin standards.

REVISION OF JOB DESCRIPTION AND POSITION ALLOCATION : Job descriptions
and the allocation of employees to positions mayebesed or altered from time to time at the
sole discretion of the agency as a means of opeatefficiency and the changing nature of the
program. When and where it is deemed appropria¢eagency will endeavor to advise affected
employees of changes in job description detaitheir allocation to a specific position,
including the determination to abolish positiomswihich case employees may be offered other
positions for which they are qualified.



PERSONNEL MANAGEMENT CHART

Board of Directors Head Start Director

Head Start Director Fiscal Officer
Assist Head Start Director/Human Resource &gen
Executive Secretary
Admin Assistant/Compliance Officer
Child Health & Development Services Director
Family Service/ERSEA Director
Parent/Family/Community Engagement Director
Education/Early Childhood Development Dir@cto
Child Plus Manager
Transportation Director
Compliance Officer I
Communications Coordinator

Fiscal Officer Payroll/Cash Disbursement/Seriocountant
Purchasing Manager
Accounts Payable/In Kind Officer
Benefits Secretary/Bookkeeper
Computer Technician/Inventory Officer
Maintenance Manager

Assist Head Start Director/Human Resource HumasoRee Assist/Training Coordinator
Manager Receptionist
Child Health & Development Services Director Nudnit Director

Child MH/Disability/Transition Director

Family Service/ERSEA Director Family Service Werk
Family Service Aides
Family Service/ERSEA Assistant

Maintenance Manager Custodians
Head Custodian

Transportation Director Mechanic
Bus Drivers
Nutrition Director Cooks

Education/Early Childhood Development Director  Aszint Ed/Early Childhood Development Director
Center Directors
Head Teachers
Early Childhood Development Mentor/Coach

Child Mental Health/Disability/Transition Director Disability Aides
Special Services Assistant

Child Plus Manager Child Plus Assistant

Center Director/Head Teachers Teachers/Bus Briver
Assistant Teachers/Bus Aides
Cooks
Custodians

Bilingual Assistant Teacher



FIVE COUNTY CHILD DEVELOPMENT PROGRAW, INC.
An Equél Opportunity Employer

ORGANIZATIONAL CHART - HEAD START
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CLASSIFICATION OF HEAD START POSITIONS

FULL- TIME EMPLOYEE

TEMPORARY EMPLOYEE

PART-TIME EMPLOYEE

SUBSTITUTE

VOLUNTEER

A. An employee who wa a full-time work week of forty- hour.

B.

B.

An employee who works a full-time workweek of fo(g0)
hours, but less than 46 weeks per year receivéendfits except
annual and sick leave. They will receive persoealé days.

A. mporary employee, who is hired for a certain pedbtime, to

be designated by the Head Start Director. andfoa &pecific
activity; i.e., Classroom Disabilities Worker, fibre operation
year. This employee will be appointed by the Hett®irector
and will be terminated when the time and activitgompleted,
and receives no benefits other than pay for hoorked.

A person appointed by the Head Start Diretxidill a vacancy

created by an employee resigning, taking a leawabsénce or
terminated will also be considered a temporary eyg#. This type of
temporary employee will work until the hiring presecan be
completed, until the employee returns from hislkave of absence, or
their services are no longer required. This precesst be completed
in a timely manner and should not exceed a sixn@)th period. This
employee will not receive the same benefits agyalae employee.

The Head Director, along with other appointed wigwrers, will
interview a type B temporary employee prior to thesing appointed
to the position.

An employee who works less thHhhours per week; receives
other than annual and sick leave; receives perseaat days,
i.e., Part Time Bus Driver, etc.

An individual who for a certain periofitame fill in for an
individual who for various reasons are unable fmrefor duty or
for specific activity. This person is subject tdl @d can be
called to work for a few hours or for several mantiiepending
on the need of the agency. The substitute will signo be placed
on the list of persons selected to serve as sutestijtto be called
as needed and receive no benefits other than palgddours
worked.

An individual who provides volunteer siems to the agency and
performs certain assigned work at no salary. Veerg will be
provided orientation and a job description. Thelf ¢ expected
to perform their duties in an acceptable manneeirfédonduct,
dress, and language must be appropriate for thgnasksetting
and task. Failure to meet these requirementsesauitiin their
forfeiting their role as a volunteer.



EMPLOYMENT PRACTICES

EQUAL EMPLOYMENT OPPORTUNITY

Five County Child Development Program, Inc. is catted to equality of opportunity in employment. | Al
employees and job applicants shall be treated gouahout regards to race, religion, color, segeanational
origin, disability, citizenship, veteran statusservice in the uniformed services in all employnanatctices.
Discrimination or harassment, based on these fcamid sexual harassment, will not be tolerateg.\Aslation of
this policy should be immediately reported to ysupervisor, Head Start Director or Human Resourgdis.
personnel actions will be analyzed to assure canpé with equal employment opportunities. Violatas this
policy will result in disciplinary actions up to dmncluding termination of employment.

HARRASSMENT POLICY

The agency prohibit harassment of any employeedbaseace, religion, color, sex, age, nationaliaridisability,
citizenship or service in the uniformed servicdse Bigency’s policy is to ensure and maintain a imgrk
environment free of coercion, harassment and id@tndn. All employees should be able to enjoy akwyaace free
of such harassment. Such harassment is a formlafvtul discrimination and is considered illegalden various
local, state and federal laws.

We strongly encourage any employee who feels uniiyiarassed, in any form, to notify his or hepstisor, the
Human Resource Manager, or Head Start Director. daiyns will be promptly investigated and approf@iaction
taken. All complaints will be kept in the strictesinfidence except as necessary to complete astigagon.
Retaliation against employees for complaining alsmeh harassment is prohibited. Requiring an eneglay
properly perform his or her job is not unlawful &assment.

Violations of this policy will not be tolerated thte agency and may result in disciplinary actigntaiand including
possible termination.

DRIVER'’S LICENSE REQUIREMENT

Each employee whose job will include driving a peog vehicle or driving on program business is reggito have
a valid Mississippi driver's license and to havd araintain an acceptable driving record, i.e., mestain insurable
under the program'’s liability insurance policy. Alivers must observe all safety, traffic and criadilaws of the
state. If you are involved in a moving violatioosé your driving privilege and/or do not have advdriver’s
license, you must immediately notify your superviand Transportation Director. The agency resetivesight to
check your driving record periodically, without @rinotice. Any illegal, dangerous, or other conduigile driving
that would tend to place the lives or property thfeos at risk is prohibited. Any employee who vielany part of
this policy, or who becomes uninsurable as a driwél be subject to reassignment and/or disciplrection, up to
and possibly including termination from employment.

STAFF RECRUITMENT AND SELECTION

The Five County Child Development Program, Incetathe position that employment consideration ceflepon
the reputation of the agency in the community, e as the quality of our employees, supervisosrmanagers. It
is therefore the desire of the agency to makeafad impartial judgment of prospective employeesedwe a
positive impression of the agency, and to be thgindno its selection determinations. In keeping wita agency's
policy on taking reasonable measures to deterrhim@verall suitability of new hires, and to provitie agency
with greater assurance of a new employee's suctesgkiptation to employment conditions, the agenegrves the
right to investigate and obtain prior employmeidtj@ation, criminal background, character and oflfegtinent
information about any prospective applicant unaersaeration for hire. While most reference invgstions are
conducted at the time of hire, the agency may euditly determine the need of gathering similanmfiation on
existing employees when doing so is deemed suitaiildn the best interest of the agency.



It shall be the duty and responsibility of the H&tdrt Director and Human Resource Manager to coatel the
recruitment and selection of staff for the agenoy submit to the Policy Council and Board of Diggstas
appropriate recommendations for personnel actions.

All current and prospective employees must sige@atation. Prospective employees must sign thiadgion
prior to employment that lists the following;
* All pending and prior criminal arrests and charggated to child sexual abuse and their disposition
» Convictions related to other forms of child abasd neglect
» All convictions of violent felonies

The recruitment and selection plan for hiring staffthe Five County Child Development Program imes four
basic steps:

1. Public Announcement Available positions in the Head Start Programareounced through the news
media and other public announcements so that Heatifarents and the general public will be awdre o
the available positions. Head Start personnelhwlhotified of available positions in the Head Star
Program prior to or at the time of public announeatrby posting the announcement. The announcement
will be posted on bulletin boards at each site. Peessonnel Committee may recommend that qualifying
Head Start personnel be promoted to fill an avilabsition, in which case the position will not be
offered to the public.

2. Recruitment: Applications will be available at the Head Staentral Office. Promotion from within the
organization will receive priority when practicaddarecommended by the Personnel Committee. Jobs
posted are not necessarily reserved or held exelysior current employees. The agency may
concurrently advertise or otherwise recruit quedifpersons in the appropriate labor market, and atats
discretion, hire from outside the agency. The ageaserves the right to hire the most qualifiedsparfor
the job.

3. Selection: (Revised February 3, 2010) The Head Start Diregtib appoint an in-house committee to
screen applicants to be interviewed for availaloigitppns. This committee will, after selecting dpahts
to be interviewed, make recommendations as to wiypglicants are to be interviewed by the Interview
Committee. The Interview Committee, the Head Sémctor and any other person designated by the
Head Start Director will interview the applicantoenmended by the in-house committee, making first,
second and third choice recommendations for théipesThe ethnic makeup to the community,
community residents and applicants who are preseiormer Head Start parents will be given extra
consideration in the hiring of personnel. The H8&alt Director, with the assistance of the Intemwie
Committee, selects a candidate from the top thodsetrecommended for approval by the Policy Council
If for any reason the first candidate recommendeti¢ Policy Council cannot or will not accept the
position, the Head Start Director may select anothadidate from the remaining top two (2) candidat
In the event the first candidate resigns, doesaotplete the introductory period satisfactorily aoother
vacancy occurs for the same or related positiohiwitinety (90) working days, the Head Start Dioect
has one of three options:

. Select another candidate from the remaining topdaraidates
. Appoint a temporary employee
. Re-advertise for the position

All persons interviewed will be notified in wrilyy or by phone of the disposition of their applicatwithin
five working days after the hiring process hasrbeompleted.

4, Vacancies In the event a Head Start employee resigns astadeave of absence at any level and the
employee's paid leave is exhausted, the Head [Sitaxttor, upon the recommendation of the Manager,
who supervises the position, can appoint a tempa@aployee until the position is filled. The timare
for the temporary employee should not exceed gixn@nths.



5. Nepotism: (Revised August 2008) Nepotism applies to a fsihat is directly supervised by
the family member mentioned below. NO person béllemployed by Five County Child
Development Head Start Program while the followimgmber of his/her immediate family are
employed in direct supervisory position over hiex/Hmmediate family includes:

. Husband/Wife

. Father/Mother

. Brother/Sister

. Son/Daughter

. Father-in-Law/Mother-in-Law
. Brother- in-Law/Sister-in-Law
. Son-in-Law/Daughter-in-Law
. Aunt/Uncle (niece/nephew)

JOB DISCRIMINATION

It is the intent of the agency to establish, byigglour commitment to afford equal employment oppoaity to
qualified individuals regardless of their race arpteligion, sex, national origin, age, physicahwental handicap,
or veteran status and to conform with the contadtspirit of applicable Equal Opportunity Laws aedulations;
except where the doctrine of business necessiybamna fide occupational qualification can reasbniab
established. This policy is intended to apply tosth actions related to both employees and appti¢dant
employment.

In keeping with the intent of this policy, the aggmwill adhere strictly to the following practices:

. Recruitment, hiring and promotion of individualsaith jobs will be conducted without regard to race,
color, religion, national origin, age, sex, physimamental handicap, or veteran status, exceptavadona
fide occupational qualification exists.

. Employment and promotional decisions will be madsuch a manner as to further the principle of Equa
employment opportunity when possible, based uptatten criteria that are job related.

INTRODUCTORY PERIOD

1. The first ninety(90) days of employment is considered an introductorjople This will give the employee
an opportunity to become familiar with the job d&ide County and determirethis is the type
organization they want to work. It also allows F@eunty to determine whether the employee can
satisfactory perform the assigned job. The superyas well as the Policy Council, will be givereth
opportunity to observe the employee's charactdityasénd work record.

2. The introductory period is for an employee wogkin a regular full-time or part-time capacity wihad not
completed®0 days of successful job performance.

3. During the introductory period an éoype who,in the judgment of the Head Start Director and the
employee's supervisor, does not perform satisfaetork, has poor attendance, abuses rules, etthea
summarily dismissed after proper notification orpdor to the completion of the introductory peri@&lch
a dismissal prevents the employee from being edtith any annual or sick leave pay. However, teatH
Start Director has the right to extend the IntradacPeriod up to eight additional weeks in sitoas
where warranted.

4, Supervision and training is offerecal employees.

5. Separation during introductory period may beet#d without showing detailed cause and maybedas
such thing as stated in section three above. Vhis of separation is not subject to appeal unkess t
individual alleges discrimination because of a moerit reason. In this latter case, it will be presed in
keeping with pertinent agency policies coveringgances.



PROMOTION AND COMPENSATION

The agency seeks currently employed and qualifieffl t® fill vacancies that occur from time to tinfehis applies
to all employees. Hence, Head Start employees reagjMen preference to fill a vacancy based on past
performance. They may be given the opportunityrt;ote horizontally as well as vertically, subjecthe
approval of the Policy Council and Board of Dirgstolhe purpose of our in-house training and deprakent
program is to help employees experience theirpgoiéntial.

When position vacancies occur, the Head Start Rireand supervisors will assist the Human ResoDejgartment

in determining whether there are eligible candisatéhin the agency. Candidates for promotion tdlselected on
the basis of their qualifications and work recondthout regard to age, sex, race, color, religimmental or physical

handicap or national origin. The standards willlgpp all employees.

Service with the agency maybe a factor considerelde process of selecting a candidate for promotimwever,
it will not be the deciding factor when determiniwgich candidate is chosen. Promotions will alwWlag$ased on
education, ability, potential and actual perform@anthe agency reserves the right to hire and premitits
discretion and in its best interest.

CAREER LADDER

Management
Head Start Director

Administrative Staff/Area Managers
Support Staff
Center Level
Center Director/Head Teacher
Teacher
Assistant Teacher
Cook
Bus Driver/Custodians

ORIENTATION OF NEW EMPLOYEES

The Five County Child Development Program, Inciewas that a smooth and thorough orientation of new
employees results in a positive integration ine algency's operation, and will lead to a more prtde and
satisfying employment relationship. For this reasbis the agency's policy to provide each new leyge with a
thorough orientation to the agency and its polieied procedures promptly following their reportxtork date.
Orientation for new employees is the direct resiimlity of Human Resources, area managers, antidnis/
immediate supervisor. A number of areas that véltbvered in the orientation are;

. History/introduction to the agency

. Discussion of organizational structure, key empésyeffice/site location
. Review of policies and procedures, and the emplpyeeedures manual
. Code of conduct

. Review of benefits and signing of all necessarynfor

. Introduction to managers and co-workers

. New employee's role in helping to achieve agergy&s

. New employee's job content and performance evaluatandards

. Job Safety

. Promotional opportunities

. Professional Development

The topics covered by the Human Resource Departarghtsupervisor, in a new employee orientatioall &ie



documented on an Orientation Form prescribed byageacy; inclusive of the employee's signaturepfacement
in the employee's personnel file.

Following initial orientation, supervisor and maeaghould regularly check with employee concermjogstions
they may have, their working conditions, any protdeor difficulties they may have encountered, awtiback
concerning their performance or job progress.

TRAINING

Employees of Head Start will participate in therages Professional Development Program, Individual
Professional Development Plan and Professional IDpreent Needs assessment to ensure that trainietgigant
to the needs of staff. This information will benggiled, along with other relevant information, anttaining plan
for the year will be adopted. The training progrfamthe agency will be composed of the followingdts;

. To provide pre- service and in-service trainingdorployees to add to their knowledge and capadsliti
working with young children and families. Thesédriiag sessions include all areas of the Child
Development Program and related Head Start fi@ggerts in the field of Child Development and other
related fields from local colleges and universit@sl representatives from the Regional Office &ed t
Technical Training and Assistance Office often iggrate in leading the training sessions.

. To encourage and help all employees who do not adigh school diploma prepare for and pass a GED
test, which entitles them to a State of Mississgrpiivalency high school diploma.

. To provide available resources for all teacherd, assistant teachers to receive a college degree.

. To keep Head Start staff informed about Child Depeient and other job related courses offered at the
area vocational schools and, when the budget allpssparticipating staff's fees and material costs

. To provide the money for staff to enroll in extenwscourses offered in their areas as well as
correspondence courses in the field of Child Dgwelent or related Head Start programs, if funds are
available.

. To encourage Head Start employees to participgbeafessional organizations related to Child

Development and related fields, and when fundsieadable, to pay the expenses of attending various
conventions, special training seminars, and megting

. To provide various books and materials relatechtimddevelopment and other Head Start areas, dsun
are available.

All staff is required to participate in pre-serviaed in-service training sessions. These sessidhserconducted in
such a way as to help employees improve the quallisgrvices they provide and prepare for jobs ofem
responsibility. In addition, when funds are avdialany staff who has performed satisfactory ses/@nd who has
a genuine desire to further his education will bheveed to work toward a degree in Child Developmena Head
Start related degree.

PRE- AND IN-SERVICE TRAINING POLICY ( June 2011)

The Five County Child Development Program, Incdasmmitted to supporting the development and legroin
staff to ensure the services delivered to our chidfamilies and communities are safe, effectivet @f a high
quality. Five County has an obligation to meetlpstate and federal requirements, ensuring thatedf operate
within the guidelines. Therefore, all staff is végd to attend specified training events. Thenageecognizes that
training is of vital importance to adequately pobtend educate children, families and staff.



The provision of mandatory and other training iseegial in managing risk and maintaining high stadd within
the agency. Increasing the skill levels of staffl ather stakeholders will ultimately raise thengtard and
professionalism of Head Start, which will bendfi¢ tchildren, families, communities, stakeholdeid @ue general
public. It provides our staff with pertinent infoation to enhance their abilities to do their jatherefore, it is very
important that all employees are in attendance.

Five County has a clear responsibility to provideious training to our staff. The agency’s visisto create a
comprehensive training plan for all staff, bothially through orientation and refresher trainingpecific intervals.
The agency will ensure that all members of staféiee the mandatory training identified as beirguieed for their
role. It will also monitor attendance and non-adt@nce of these trainings.

The aim of this policy is to assure that Five Cgusumplies with all training requirements mandatgdocal, state
and federal regulations and guidelines. Therettieagency will implement the following policy éssure
maximum attendance of the agency’s pre and in seitvainings:

» Employees that do not attend the two days of IndSerTrainings in March and December will not be
paid for any days during the week of In-Serviceifiray. If, however, you cannot attend both days of
In-Service Training because of a catastrophic 8dossickness you may utilize personal leave tiore f
the excused day(s) of In-Service training only.e Temainder of the days during the week of In-Servi
will be without pay.

» Attending scheduled training events is a vital pasvhat we must do at Five County, therefore,
employees that continue to show a pattern of hab#@lisence from Pre or In-Service Training will be
subject to disciplinary actions inclusive of susgien without pay and/or termination of employment.
The disciplinary action will be considered on aechy case basis.

» Employees that do not attend Pre and/or In-Sefiwe&ings to obtain the required annual 15 contact
hours must show documentation that they have redaive 15 contact hours required by the licensure
agency, the Head Start Act of 2007 [648A(a)(5)] &nha County from other sources that meet the Head
Start requirements. The source of the contactshmust be approved by our licensing agency and the
Head Start Director. These hours must be verifrati@operly documented. If you do not receive the
required contact hours within the 12 month periajr employment with the agency will be terminated.

CDA POLICY

Head Start assistant teachers will be given pyidaitobtain a Child Development Associate Credérfiailure to
obtain CDA Credentials within the time allowed sl grounds for reassignment, suspension or tetioim

Any Head Start classroom staff participating in CDa&ining will be expected to complete traininghiit one year.
Under no circumstance will the Head Start grantgefpr more than one assessment fee for any omddodl
Head Start staff.

Any Head Start assistant teacher that allows DBIA to expire will be subject to termination or detion to
another position, if available.

PERFORMANCE EVALUATION

It is the agency's policy to conduct performanagengs of all employees once a year. The apprassiaténded to
be an employee development activity to assist aoiivate employees to attain their maximum potential

The objectives of the program are:

1. To motivate and guide employees toward greaterdslélopment and improved performance by
discussing significant strengths and areas needipgpvement in a positive, constructive manner
2. To provide and objective and uniform means for suipers to make determinations based on an

assessment of employee performance



3.
4.

To identify training needs and succession planaitiyities.
To provide a record of employee's progress

The following procedures will be followed in perfioance appraisal;

1.

Head Start employees shall be given a performeating by his/her immediate supervisor at leaste per
year or at any time deemed necessary by the HeatllBtector. An employee who has been given a

written reprimand or have a grievance filed agatihstn will be given a performance evaluation attitme

of the reprimand or grievance. Another performagauation will be given this employee within sixty

days. If this evaluation is substandard it may tweigds for dismissal.

Each employee may discuss their evaluation withr tgervisor. This will help each to have a better
understanding of the work being performed. Aftescdission, each employee must sign the evaluation to
verify that it has been seen and discussed witH@mp. The employee must also be given the oppibytun
to write comments concerning his/her evaluatioroteesigning.

Evaluation reports are submitted to H8&adt Director for examination/review.
A copy of the personnel evaluation repothi&n filed in the employee’s personnel record.

The employee's performance and ability mustflseich quality as to ensure the guidelines sehfoytthe
performance standards in all areas are met.

The employee evaluation can alsoesasv/a basis for recommendations of pay adjustments



DISCIPLINARY ACTION

Open communication between management and emplayekethe establishment of a friendly, cooperatieekw
atmosphere go a long way toward eliminating seraissiplinary problems. If, however, disciplinarsoblems do
arise, supervisors and management should make efferyto ensure that employees have an underisigd
agency policies and an awareness of what is exphacthe area of job performance.

The agency will take formal personnel action aga@msemployee when his or her work or conduct retzes
doing so or when he or she fails to comply witkesuand regulations promulgated by or made appbdabthe
agency. Such rules and regulations are subjediange. A summary of the findings shall be recdraled a copy
of the document shall be placed in the employeefsgnnel file. The policy is to provide for progsee,
evenhanded disciplinary action, in steps of indrepseverity, whenever practical, in order to sfiae change in
the behavior that activated the disciplinary pracégpplication of these guidelines must be conststad equitable
so that all employees receive like treatment forilsir offenses.

lllustrative examples of the type of conduct, atitté and performance that the agency expresslysaamployees
to avoid include the following. However, becausaditions of human conduct are unpredictable, rengt has
been made here to establish a complete list. Sbatée arise instance of unacceptable conducthbided in the
following list, the agency may likewise find it ressary and appropriate to initiate disciplinaryactn accordance
with these policies and procedures, up to and dictutermination of employment.

1. Unsatisfactory attendance, unexcused tardinessparted or unexcused absence, and abuse of siek lea
2. Failure to maintain an orderly work area.
3. Inefficient performance of job responsibilitiesginding non-timely submission of reports, refusal o

inability to improve job performance in accordamgth written or verbal direction after a reasonable
amount of time.

4. Taking lunch period or break at times other thantiime established by the agency without prior apalr
of the appropriate supervisor.

5. Abuse of work time, including sleeping on the jotuoauthorized time away from assigned work areas.

6. Destruction of, damage to, theft of, or unauthatimee, possession, loss or removal of agency gyoper

personal property of others without prior approval.
7. Failure to promptly report a work-related injuryamcident.

8. Falsification of employment application, resumeaspeanel or other records and records requireddn th
transaction of agency business.

9. Insubordination, including but not limited to, ret@ng or failure to follow agency directives, faituor
refusal to follow supervisor/manager’s instructooaders, failure or delay in performing assigneathkv
and/or failure to comply with established policies.

10. Use of, abuse of or under the influence of intotingabeverages or other non-prescribed chemical,
substances while on the job or on agency premises.

11. The unlawful manufacture, distribution, dispensipgssession or use of controlled substances while o
the job or on agency premises.

12. Disorderly conduct, fighting, threatening, coergingattempting to inflict injury to another, ack
violence, engaging in dangerous horseplay or othgroper conduct while at work or on the agency
premises, endangering the safety of or causingyittfupersonnel.



13.
13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

Gambling on agency premises.

Acts of conduct (by word or deed), on or off thb,jthat reflect negatively upon the agency or areese
to the agency’s duties to the children, other eyg#s or the public.

Improper use of agency telephones, computers nieteiccess and e-mails.

Making malicious, false, or derogatory statemehnis may damage the integrity or reputation of the
agency or its employees.

Solicitation or acceptance of personal gratuiti@gors, or anything of monetary value from contoastor
potential contractors.

Use of agency vehicle without prior approval orlaiimg traffic regulations or improper operationaof
motor vehicle while performing assigned job dutiréying under the influence of alcohol or drugsilerh
on duty; suspension of driver’s license where jobes require driving.

Unauthorized possession, display or use of expigdirearms, or other dangerous weapons while ¢y du
Or on agency property.

Encouraging or engaging in any work stoppage orathgr activity designed to restrict or delay the
delivery of goods or services by the agency.

Directly or indirectly, breach of agency securityconfidentiality including, but not limited to, ¢h
unauthorized disclosure of confidential agencyenspnnel information.

Absence without following proper procedures or ficdiion or without justifiable and reasonable eseu
for such absence.

Failure to report for work without properly notifig the supervisor or leaving assigned work siteésta
without proper permission.

Disrespectful conduct, use of insulting, abusivéd/anobscene language on the agency’s premisesrand/
to or about supervisors, co-workers, while on tie j

Conviction of a crime, a felony or misdemeanorgluding conviction based on a plea of novo contende
or of a misdemeanor involving moral turpitude, tlaéure of which reflects the possibility of serious
consequences related to the continued assignmentgioyment of the employee.

Obscene or abusive language to fellow employeéiseopublic during working hours. Conduct outside
the agency of a criminal or dishonest nature.

Acting in excess of authority.
Unsatisfactory job performance.

Failure to report suspected corporal punishmentfesiment of a child, which includes physical, naént
abuse, etc., to the correct authorities and supensi

Leaving a child unattended or the failure to hamMeast two (2) staff person present and supenyisin
children at all times.

The use of corporal punishment, which includes aysmental, verbal, sexual, etc., and/or total or
extended isolation as disciplinary measures fdrila.c



31.

32.

33.

34.

35.

36.

37.

Directly or indirectly, either for one’s personariefit or for the benefit of any other person ceray,
revealing any agency or employee’s confidentiadinfation.

Any act or conduct that is discriminatory in nattoe/ard another person’s race, creed, color, nation
origin, sex (including sexual harassment), agégice beliefs, or political affiliations.

Engaging in conflict of interest activities.

Soliciting outside work for personal gain duringslness hours; engaging in off-duty employment for a
business under contract with the agency; particigah any off-duty employment that adversely afec
the employee's performance of work for the agency.

Violation or neglect of safety rules or contribgito hazardous conditions.

Distribution or posting information that is detrimal to the general interest of the agency.

Willful or negligent violation of the agency'’s puthed/established policies and procedures, operatin
rules, regulations or related directives.



ADVERSE PERSONNEL/DISCIPLINARY ACTIONS

The purpose of an adverse personnel action isrtecaunacceptable employee conduct or performandéthis
fail, to remove the employee from the program. Adeeactions may range from an oral reprimand taoitetion of
the employee. Depending on the nature and circurossaof an incident, discipline will normally beogressive
and bear a reasonable relationship to the violafibe types of discipline that may occur are a¥ed in general
order of increasing formality and seriousness:

» Oral Reprimand - This is the mildest form of didicipry action available to supervisors to inforrgattempt to
correct a conduct or performance inadequacy. Ahremimand is simply a verbal admonishment in vahac
supervisor tells an employee (1) the area of theleyee's unacceptable conduct or performanceh) t
corrective action required of the employee; andt{@)consequences if the employee fails to upgtaeie
conduct or performance. An oral reprimand has rpeap

» Written reprimand - A written reprimand is of a ra@erious nature than an oral reprimand. The sigoerv
indicates to the employee, with a written reprimahdt the employee's conduct or performance reaoddthat
the written reprimand will be retained in the enygle's personnel file for a specified period nattoeed five (5)
years. The written reprimand specifies (1) the afdhe employee's unacceptable conduct or perfocei2)
the corrective action required of the employee; @)dhe consequences if the employee fails to aatedy
upgrade his/her conduct or performance.

» Disciplinary demotion - Under circumstances of déorofor disciplinary reasons, an employee may be
reassigned from a present job to having lower nesipdities, skill requirements, performance staidaand rate
of pay upon recommendation of supervisory persoanéel approval of the Head Start Director. A copguxh
written notice will be given to the affected empmeyand the Human Resource Manager for placeméimg in
employee's personnel file.

+ Disciplinary Suspension - A disciplinary suspens®nsed to make an employee aware of the sewrtheir
unsatisfactory conduct, and to communicate to ttienthe program will not continue to tolerate thei
deficiencies. The Head Start Director can immedtiatétiate a disciplinary suspension against arpkayee to
correct behavior that is in conflict with the stands of conduct as defined in the Agency's Perddtuiiies and
Procedures. Disciplinary Suspension is without Jdne employee must be notified in writing of thesific
reason for the suspension, the length of the ssgpermand the right to appeal the disciplinary suson before
the Head Start Grievance Committee.

» Summary Suspension - A summary suspension canpmsed by the Head Start Director if the employee's
continued presence in the program would endangesdfety of staff or children, endanger propenyytberwise
disrupt the operation of the program. A summaryeansion will usually lead to termination. The sunmyna
suspension must immediately be followed by a letbefirming the summary suspension, stating theaedor
the suspension, notifying the employee of the intemerminate in accordance with the involuntamrtination
procedure, and notifying the employee of their tighappeal before the Head Start Grievance Coraenifthe
summary suspension is without pay and in caseslgfegjuent termination, without accrual of leaveetien The
final decision to terminate an employee must be@agga or disapproved by the Policy Council and Blazfr
Directors.

» Probation for Unacceptable Performance or CondAct employee can be placed on probation as thét refsu
unacceptable conduct or substandard formal empleyakiation. This office recommends a probationesnjod
from three to six months. If the employee's perfamge or conduct improves sufficiently during the
probationary period as determined by a formal rdeation, the employee is removed from probatibn. |
sufficient improvement is not made, the employeeitiser terminated or transferred to a positiorshe/can
adequately perform. The employee must be notifiedriting of (1) the exact time period of the préba, (2)
the performance or conduct improvements which bélrequired for removal form probation, (3) the
consequences of failure to make the required imgor@nts and (4) the right to appeal the probation of




it results in adverse personnel action,degnotion to a lower pay scale, termination, Attemployee must
be formally re-evaluated at the end of the prolmatig period to determine what recommendationsbwill
made.

Probation and/or Suspension For Prohibited Polifictivities - An employee can be placed on protati
and/or suspended as the result of participatinpgahibited political activities. This office reconamd a
probationary period from three to six months folitfal activities as listed under Employee CodeCainduct,
Prohibited Political Activities, F - K, and susp&msfor A - E for eight weeks. If political actiwis do not
cease, the employee will be terminated. The employest be notified in writing of (1) the exact tiperiod of
the probation, (2) the conduct improvement which @ required for removal of probation or suspensi3)
the consequences of failure to make the requirpgsadent and (4) the right to appeal the probagiod/or
suspension.

Training/Counseling - Program Managers will provickning and counseling to an employee who is in
probation in order for the employee to improve lés/performance to an acceptable level.

Repeated Occurrences - Three occurrences of aayofyadverse personnel action within a period & pear
will result in the termination of an employee.

Optional and Recommended Investigative Suspendiae offense, violation, or infraction requires
investigative action to ascertain an employee'sigaoing prior to the imposition of disciplinary ewst, an
employee may be suspended temporarily, with paynguhe conduction of such investigation. If stoimed,
the affected employee will be notified by the Aggias to the conclusion reached as a result of the
investigation and any further action to be takerth®yagency.

Involuntary Termination - An involuntary terminatiés the most serious adverse personnel actiorcémabe
taken against an employee. An employee will beniteated when he or she engages in conduct thi#figsst
termination or does not correct the matter thailted in less sever discipline. Reasons for tertronanust be
specific, such as; prohibited political activitiesitside employment interfered with job performancsed
corporal punishment and total or extended isolaéi®a disciplinary measure, failed to perform jabies as
outlined in the job description, unacceptable ba&ravhich reflected negatively upon the Head Spasigram,
convicted of a crime involving moral turpitude, .etc

Involuntary termination may consist of fdaasic steps:

1. Recommendation will be made to the Hetdlt Director, by the supervisor that the empdogieould be
terminated, in accordance with agency policiesragdlations, who will then make the recommendation
the Policy Council.

2. The Head Start Director notifies theptoyee, in writing, of the intent to terminate, tyecific charge and
their right to a hearing. If a hearing is requédste accordance with agency Personnel Policies and
Procedures the employee will be informed of the daid time of the Policy Council meeting.

3. The Policy Council holds a meeting éahthe employee’s appeal, if requested.

4. The program and the employee areiadtih writing of the Policy council’s decision (tiBoard of
Director’s approval).



EMPLOYEE PROCEDURES

HOURS AND ATTENDANCE

The normal working hours are scheduled by the sigmrand regularly scheduled attendance by thd®rae is
required. Employees are expected to be at thagraess work station on time each work period reaudly able to
work.

For full-time nonexempt employees, the regular wwdek will consist of eight hours per day, five saqger week.
Most office staff will be assigned to the work sdhke of 7:30 a. m. to 4:30 p. m., Monday througiu&y,
excluding the non-paid lunch period. However, therecy can assign employees to other days and hathis the
workweek (the agency's workweek is from Saturdagugh Friday).

Employees unable to perform duel responsibilite3 @acher/Bus Drivers and/or Assistant TeachersAsiess will
work a percentage of the time. Employees unabpetform duties as Bus Driver and/or Bus Aide witirk six (6)
hours per day (8:30 AM — 2:30 PM), Monday througiu&y.

Supervisory personnel, who may change such schedskrl on the need of the office/center, will dsthtother
work schedules for each employee, as needed. Ssperpersonnel may also require an employee t&aor
unscheduled day in place of a scheduled day wittéersame workweek, in which case the unschedulgdvdeked
shall be treated as a modified work schedule ahngdutgect to overtime compensation on the bassafanged
workday.

Attendance Consistent attendance and punctuality are coregidenperative ingredients in the agency operations
Employees are expected and required to reporeio diesignated work location at the prescribed tame manner
work activity is to commence. Tardiness, unexcusesknce, or failure to report as required may trésul
disciplinary action. In the event an employee camaport to work as scheduled, the employee musbsify
supervisory personnel at least one (1) hour paacheduled reporting time or be prepared to peendence of
extenuating circumstances. In all cases of an eyeple absence or tardiness, the employee shalidgrov
supervisory personnel with a truthful reason fer éfvsence and, if applicable, the probable durati@bsence. If
circumstances render the absence speculative oowmk the absent employee will be required to sglervisory
personnel daily to report the status of the absence

Excessive absenteeism, regardless of reason(gktidgr an employee insufficiently available forrkwill be
evaluated in a case-by-case basis to determinadhites of correctional retention or termination.

Unauthorized Absence An employee who is absent from his or her assigmerk location or schedule without
official leave approval from supervisory personiwelthree (3) consecutive days shall be considabsgnt without
authorized leave. In such cases, the agency sgwaltd the job as abandoned and the employee autaltyat
terminated, unless the employee can provide thecygeith acceptable and verifiable evidence of eutging
circumstances.

Employees who are absent without notice or authtide for less than three (3) days, and who sulmstureport
to work, shall provide a detailed written reasonsoch absence and, regardless of stated reasgramaibject to
disciplinary action including termination.

Unauthorized leave or unexcused absence will nabbgpensated in any form by the agency, includgegnay
sponsored employment benefits.

Meal and Break Period: In accordance with applicable law, nonexempt eyg#s maybe provided lunch and
break periods at times and under conditions presdrby the agency and supervisory personnelttigeisntent of
this policy to provide opportunity for employeesneet their dietary and health needs, as well aseak
periodically from assigned work tasks.

Nonexempt employees will have at least thirty (8Mutes unpaid lunch period, except those requesht lunch



with the children. Office staff working from 7:30m@. to 4:30 p. m. will have one hour unpaid luhcbak and two
fifteen minute breaks. During unpaid lunch breztkployees are to be relieved of their job duties @ermitted to
leave their work station.

Breaks cannot be used in conjunction with lunchaqois: Lunch and breaks must be taken at the tireigdated by
the agency unless prior approval is obtained fogmmatic reasons to deviate from the schedulg.efmployee
that does not follow agency policy and procedurifisbe subject to disciplinary actions.

GRIEVANCE PROCEDURES

Good employee-employer relationships can exist drdynployees believe they have been treated dayitand
fairly within the management policies, procedueey] actions that influence their relationshipis itecognized that
there are occasions when honest differences ofapoan occur regarding the interpretation andiagpbn of
policies, procedures, and actions. Thus, the agetitymplement the following grievance procedure.

All grievances and complaints will be given prorapt fair consideration. Four basic types of gnees and
complaints are addressed in the program:

Program Grievance that either person or persores tthn employee initiated or staff initiated.
Grievance against an employee

Adverse personnel action/unacceptable working ¢tmdi complaint

Civil right complaint

pPwnpE

A grievance is a method for correcting unacceptabteitions in the work place or at any level adgnam
operation. A grievance can also be filed againstraployee. An employee may also address an adpersennel
action through grievance procedures. Generallgvgrices or complaints are filed through the chzommand.
For example: If a parent files a complaint with thead Teacher/Center Director, and it cannot balved at this
level it is referred to the Education/Early ChildloDevelopment Director or Family/Community Parsidp
Director and so on until a satisfactory solutioffioisnd.

An appeal is an effort to contest an adverse pesaction such as firing, demotion or suspendimtisions by
the Grievance Committee concerning program grieea@an also be appealed to the Policy Council.

It is understood that any employee who elect tothiseemployee complaint procedure will be treataarteously

and that the case will be handled confidentiallglatimes. An employee will not be subject to disdeous action
or reproach of any form due to use of the complaiotedure. Only those members of management witked to
know and who are in the employee's chain of comnmazag have access to complaint procedures docuriantat

Grievance Committee The Grievance Committee for Five County Child Blepment Program is composed of
Policy Council member. At least one member fromheamunty with fifty percent (50%) being currentiyrelled
Head Start parents. The Chairman of the Policy Cibwill serve as the head of this committee.

Employee Grievance ProceduresAn employee who wishes to contest (appeal) arsgvpersonnel action or
unacceptable working condition which cannot be edlthrough the chain of command must file his/hétten
grievance with the Chairperson of the Grievance @dtee within five working days of the adverse pensel
action. The Chairman of the Grievance Committeetroals a meeting of the Committee within five waorgidays
of receiving the employee's complaint, or writtenification given as to when the meeting will béch&he
decision of the Grievance Committee must be appgttwethe Policy Council and Board of Directors. Bbeps of
the personnel grievance are:

1. Employee files grievance with immediate supervigithin five working days of the adverse personnel
action.



2. The supervisor attempts to resolve the complaidtraplies to the employee within five working dalfss
expected that every effort will be made to resseheecomplaint in a fire and amicable manner as lével.

3. If the employee is not satisfied with the supervgsaction(s), the employee may file a written ctaimt
with the next management level within five workitays.

4. The next management level's response to the enwlsyeritten with five working days or notification
given as to the date.

5. If the employee is not satisfied with the decisadithis level the employee may file a written coait
with the Head Start Director within five workingyda

6. If the employee is dissatisfied with the Head Sarector's decision he/she may file an appeah#o t
Chairperson of the Grievance Committee within fivarking days.

7. The Grievance Committee will meet within five warlidays or give written notice as to the date ef th
meeting, review documents, interview staff andafgrieved employee and render a decision on the
matter.

8. The Policy Council will meet to hear the decisidrite Grievance Committee and to approve or
disapprove the committee's decision. This meetittigoacur in a timely manner and within thirty wanig
days.

9. The decision of Policy Council (Board approved)l w# final and immediately placed into effect.

A grievance against a Head Start employee willilee through a chain of command and every effolt e made
to resolve the complaint at this level. If the gesb cannot be satisfactory concluded through théthod, the Head
Start Director will refer the matter to the GrieeanrCommittee that will follow the steps as outlinedhe employee
grievance procedure.

Program Grievance To be heard, a complaint must be written andifiléth the Head Start Director. If the issue
cannot be resolved at this level, the Director faitivard the complaint to the Policy Council Chairgon. The
Policy Council Chairperson will, within ten workirdays, call a meeting of the Grievance Committéés T
committee will meet, hear the complaint, and makieesion on how to resolve the issue.

Within five days after the Grievance Committee hreef, the Policy Council Chairperson will responahiriting to
the employee, person or group making the compl@ime. written response will include the decision and
recommendations of the committee, the right to apghee decision before the Policy Council and theedplace
and time of the next meeting of the Council.

The decision and recommendations of the Grievameertittee will be presented at the next regular mgeidf the
Policy Council for the Council's consideration, approval. The Policy Council's final decision (witoard
approval) will be enforced.

Appeal: Actions and decisions of the Policy Council's ditag committee, i.e. Personnel, Executive and Griee,
can be appealed to the entire Council. The Boamirafctors and Policy Council are the Program'ssiee making
body. Therefore, the final approval or rejectioranfy action lies with the Policy Council and Boafirectors.

The functions and responsibilities of the Counsitanding committees are outlined in the Five Cp@ttild
Development Program Head Start Policy Council'd.Bws.

Recommendations and decisions of these committehwan be appealed to the council and/or govgrboard,
include adverse personnel action, program grievaand grievance against an employee.



The appeal procedure involves five basic steps:

1. The person or persons affected by the decisioeaammendation of the committee can file an appéal tive
Chairperson of the Policy Council.

2. The Chairperson of the Council will, within five wkng days of receiving an appeal, notify the pareo
persons in writing of the date, time and placehef Council's next regular meeting.

3. The Policy Council hears the appeal.
4. The Council members vote to approve or reject #wsibn of the committee.

5. The person or persons filing the appeal is (aréfied in writing by the Policy Council Chairpersafithe
decision made by the Council. This notificatiomighin five working days of the meeting.

6. The final Policy Council vote is placed into effect

Civil Rights Complaints: It is the policy of Five County to not discrimimain admissions, provision of services,
hiring and employment practices on the basis of,reclor, national origin, sex, religion, age csatiility. The
agency will provide prompt and equitable resolutidromplaints alleging any action prohibited byl VI of the
Civil Rights Act of 1964, Section 504 of the ReHihiion Act of 1973, the Age Discrimination Act @B75, and
the Americans With Disabilities Act (ADA) of 1990 hese regulations states, in part, that no pessibrsolely by
reason of his or her race, color, national origax, religion, age or disability be excluded frdma participation in,
be denied the benefits of, or be subject to disoation under any program or activity receivingestar federal
financial assistance.

An employee, person or group may initiate a cights complaint to address or contest an acticsitoation in
which discrimination based on race, color, sex, agéonal origin, religion or disability has ocoenl or has
appeared to have occurred by taking the followiegs The agency's Head Start Director and/or HuResource
Manager are available to hear civil rights comgkabrought against the program by an employee asgra that
they receives due process in accordance with lstzte and federal laws.

1. Any person who believes he or she has been subjéctcrimination on the basis of race, color, oradi
origin, sex, religion, age or disability may filegeevance under this procedure. It is unlawfulFove
County to retaliate against anyone who files avgiiee or cooperates in the investigation of a griee.

2. Grievance must be submitted to the Head Start irBtuman Resource Department within 30 days of the
date the person filing the grievance becomes aofatee alleged discriminatory action.

3. A complaint must be in writing, containing the naaml address of the person filing it. The complain
must state the problem or action alleged to beidisicatory and the remedy or relief sought.

4. The Head Start Director (or designee) will condatinvestigation of the complaint to determine its
validity. This informal investigation will be though, affording all interested persons an oppaotyuoi
submit evidence relevant to the complaint. Thee&wr will maintain the files and records relatinghe
grievance.

The Head Start Director will issue a written demison the grievance no later than 30 days aftdtliitg.

6. The grievant may appeal the decision of the Head Birector by filing an appeal in writing to tiBoard
of Directors within 15 days of receiving the Direcs decision.

7. The Board of Directors will issue a written decisia response to the appeal no later than 30 dégssits
filing.



REDUCTION IN FORCE

A Reduction in Force Policy has been developetiénetvent of a reduction in funds, a change in pnogoptions,
or a reorganization that results in a reductiostaff. A reduction in force may require the segdaratinvoluntary
demotion, reassignment, or reduction in work hadfrsovered employees. Non-covered employees are
probationary employees, substitute employees anddeary employees. A Reduction in Force consttatenajor
work program change and must have prior approvii@Policy Council, Board of Directors and the iRegl
Office. The program will identify the type and gping of positions to receive a reduction or reoigation. The
approved policy uses the following steps:

1. The Executive Committee and the Head Start Dirddimtify the competitive area(s) which will be exdfted.
The competitive area is defined as the area imgdmtehe reduction in force.

2. All employees in the affected competitive area(#l) lve rated according to job evaluations and tenur

3. Retention points will be assigned to each empldégetetermine who will first be affected by a Redaietin
Force. (The formula for determining retention psiist outlined at the conclusion of this policy).

4. Alist of affected employees is presented to thiiclP&€ouncil and Board for approval.

5. The employees who are to be released/reassignefivarewritten notice 30 days prior to the effeetilate of
the reduction/reassignment.

6. A retention register and employment priority lisee@ compiled and retained for twelve months.

7. Regular positions are made available to competingl@yees on the re-employment priority list if thaget
the qualifications.

8. The organization chart is revised to reflect thelrgion in Force action

An employee's name can be removed from the re-gmmalot priority list upon written request or if temployee
refuses to accept a regular position at the sargeeater pay rate as his/her former position. Aagular position
available, regardless of location, will be offetech competing employee. If a qualified persoamailable on the
re-employment priority list, any regular positiomst be filled from this list.

An employee who has been adversely affected birtRts policy may file an appeal from this actiorthin five
working days upon receiving notification of the idé&mn. The Grievance Committee of the Policy Couwdl meet
and render a decision within twenty working daydilofg date and will hear the appeal.

The appeal will be in writing and signed by the émgpe. It must contain the following information:

. Name, address, telephone number and position

. The date and a copy of the action

. The date and a copy of the notice mailed to theleyep

. The employee's reason for considering the actidoetadverse

The decision of the Grievance Committee may be a@ppeo the Policy Council within three days. Thuidy
Council will set a date for the hearing. The apgremust be present for the hearing and may besepted by
counsel retained at his/her own expense.

Retention points shall be calculated for covere@legees to be used in determining which coveredieyeps are
to be involuntarily demoted, reassigned, have reddmurs or separated. Retention points will ls=an the total
scores of the two most recent annual performanpeaggals, the length of service and necessaryfoqaions.
Covered employees will receive one retention pfaineach year of continuous service. Points aterdened by
evaluations, i.e;



* Unsatisfactory 0 value points

» Satisfactory 1 value point
* Highly' Satisfactory 2 value points
»  Outstanding 3 value points

The retention for service is determined by the sfivalue points and quality points. The employethwlie least
number of retention points will be first to be afiied by the RIP action.

PERSONNEL RECORD

It is necessary for the orderly operation of theraxy to maintain a personal information systentHerretention of
appropriate papers bearing upon an employee’sdatid responsibilities to the agency and the agency
responsibilities to the employee. Thus, comprelvengcords shall be kept on all personnel actinaksiding
interviews, hiring, promotions, dismissals andgaations of both full-time and part-time employees.

The Head Start Director, Human Resource Manageitas and Regional Personnel have access to tsempee!
files of this agency, unless otherwise designatethé Director. Employees who wish to view theirgmanel files
will contact the Human Resource Manager to scheallappointment to review his or her file, excepoimation
deemed confidential. The file will not be remo¥esm Human Resources; will be reviewed in the pneseof the
administrator designated and no alterations ortiahdi can be made to the record or removal of aaterials
therefrom.

Information concerning a Head Start employee vall Ine released unless the employee signs a redéase
information form, except to verify employment ordatisfy legitimate investigatory or legal requients. Any
employee who disseminates personnel informati@nionauthorized manner is subject to disciplinatioa
including dismissal.

Personnel records should include specifically;atdfidocuments for each staff related to qualifarad for
appointment, or promotion, periodic pay increasecd Dept.), records of continued training or eatiom, official
recognition, performance evaluations, adverse peedaaction, statements of insurance (Fiscal Deigase of
information form, oath of confidentially, physidakm (Health Services Dept.), etc., as deemed secgdy the
agency. Time and attendance records shall be &eptiffull-time and part time employees and paidstitutes -in
the fiscal department.

TIME REPORT

Five County shall maintain a Time Report Policytttiescribes how all worked time will be tracked aacorded to
ensure all employees are correctly compensatestimstof regular, overtime or other pay. Non-exeempployees
must clock in and out each day. It is each em@®yeesponsibility to clock. If an employee faitsclock, it is the
responsibility of the employee to submit the Exaaptorm to his/her supervisor no later than ongafter it
occurred. The Exception Form is to be submittetthéoHuman Resource Assistant by the supervissdhe day
with all necessary signatures. If the employee@mslipervisor fails to submit the appropriate eijn
documentation by the time entry payroll deadlinessad pay may not be paid until the following payda

It is the employee’s responsibility to clock in amat as determined by the manager/designee. Emgsoyho
consistently miss documenting their time in the &i@lock system may be subject to the disciplinaogess up to
and including termination. Disciplinary action wlile taken as follows:

# Missed Punches Per Payperiod Action

2 verbal warning

4 writteraming

5 suspensigthout pay
6 terminatio




Missed clocks are reviewed each pay period. Etr@soccur in the Time Clock system that resuttlotks not
being transferred to the payroll system will notdoeented as missed clocks.

In the event of a power and/or telephone outag#/pamther disaster, time will be recorded using paper time
forms kept on hand in each center/department fargemcy use. Time will be submitted to Human Res®u
Assistant once normal business operations return.

There must be a properly completed Exception Farrfile for all clocking transactions that are notrpleted by
the employee. More than one Exception form foetidjustment per pay period is considered excedskeption
Forms completed because of Time Clock breakdowas@trincluded for the disciplinary process. ExmapEorms
completed because of the need to skip a meal aieaioded for the disciplinary process. Disciplipaction will
be taken as follows:

. 3 adjustment per pay period—verbal warning

. 5 adjustment per pay period—uwritten wagnin

. 7 adjustment per pay period—suspensiohowit pay
. 9 adjustment per pay period—termination

If an employee fails to complete and submit theuiegl time information by the deadline given, hesloe may be
required to wait until the next pay period to benpensated for the leave time or the time workeditlrations
where an employee has time and attendance prolaledisr abuses of leave time, the manager/supenviagr
institute a more structured reporting requirementlie employee until the problem is correctedarigles may
include but are not limited to:

. Report to manager/supervisor upon ariavel departure.
. Report time spent on each task or assighme
. Complete a sign in/out sheet for eachqukaf time away from work area.

Progressive disciplinary actions will be taken wia@nemployee’s attendance record falls below tipadment’'s
acceptable standards.

A one hour meal break is automatically deductethfaffice employees by the timekeeping system. Qyitire one
hour meal break, employees must be relieved of Abkk related duties. A department manager may requi
employees to clock out for lunch. If an employeeksahrough their meal break, the employee must be
compensated for this time. The timekeeper mustsadadd) the one hour back to the employee’s time.

Supervisors are responsible for maintaining atteoeaecords for assigned areas. The consisteritapph of
attendance standards is essential to promotingfafioyment practices. Knowingly falsifying timecoeds for
yourself or another person will result in immedidigciplinary action up to and including terminatifr all
employees involved.

At the end of each scheduled work week the Humao&ee Assistant will forward a copy of each cénter
department time clock report to the center Dirdtitnekeeper, employees are responsible for chedkieig time
clock report with their supervisor/timekeeper tewag accuracy in their time. Signing off informe #ayroll staff
that your department has completed the time. Cmeditne clock report is checked and approved bytipervisor
it will be submitted to the Human Resource AssistamMondays before 2:00 p.m., with all requireghsitures.

If an employee worked and failed to clock in amnd, they must immediately seek approval from tkaervisor
and submit an Exception Form to the Human Resolissestant. Any missing punches on the electranie ttard
system must be brought to your supervisor's aterthmediately. An employee will not be paid fané& not
recorded. All exceptions must have the employerdstheir supervisor’s signature prior to being siitad to the
Human Resource Assistant for processing.



PAYROLL

It is the policy of the Agency to issue payrolledmployee using electronic yrall processing. All employees are
paid biweekly (Please reference agency’s Fiscal Manual fortiadil payroll policy information)

Stanard payroll deductions Wl include the withholéhg of income taxes, the withholding of ss@ecurity taes
withholding for unemplgment insurancend the withholding of hospli zation and other insurance(g)the
employee desire

SECURITY

The Agency has a strong commitment to its employeg@sovide a safe, healthy and secure work enwiemt. The
Agency also expects its employees to maintain h legel of productivity and efficiency. The preseraf weapons
and the occurrence of violence in the workplacéndwvorking hours or otherwise are inconsistenhwiitese
objectives. While the Company has no intentiomérfliding into the private lives of its present otgntial
employees, it expects all employees to report entbrrk site without possessing weapons and to perfoeir job
without violence toward any other individual.

The agency will attempt to provide security foretaployees and enrolle€dhould any situation arise which need
the attention that maybe a breech ofusigg the employee should promptly notify their sapsor immediately and
the supervisor will contact the main offic&mployees are responsible for their peesdaelongings and should take
precautions to ensure that they are properly prede&Effective security is dependent upon the coatjmn ofall
employees. No employee should be subject to urialiend physical violence, threats or intimidatiSach
behavior may result in disciplinary action, up taancluding dismissal.

SUGGESTIONS, QUESTIONS AND CONCERNS RESOLUTION

The agency values your opinion and encouragesag/burig your suggestiongquestions and concerns to our
attention We will give careful consideration to each of thaseur continuing effort to create a good work
environment and build a strongationship with our employees. Difference of opmimay occuwhen many
people work together as situations are bound tadxeed differently While we cannot guarantee that we will
always give you the answer that you wawe will consider any questions, suggestion or comtieat may arise.

If you hare asuggestion quedion or cortern, you shaild disauss the sitation with your sugrvisor. Employeesand
ther supewisorswork closely together daily and &perience tas shown that most situahscanbe settledt this
level. We encourgeyou to sk honestly and opely with your supervisor.

If an emplgee still feels that his/her situation has not besolved by the supervisar if the subject matter of the
situation prevents an employee from discussingrtatter with his or her supésor, the employee may pursue it
through the rext levels of mangement and continue to thegdd Start Diector.

We want to provide employees evay opportunit to discuss quegions, suggestions and carerns frely and o fed
that they have been treated fairly .



EMPLOYEE BENEFITS SECTION

ANNUAL LEAVE

Full time employees, working 46 - 52 weeks per yshall accrue one day per month for the first fpears of
regular employment. Beginning with the fifth yetre employee shall accrue one and one-half daysnpath.
Beginning with ten years of employment, an emploskeall accrue one and two-third days per monthgirmBgng
with twenty years of employment and thereaftereeployee shall accrue two days per month. Indafgluvho
terminate employment will be paid for accumulatednfal Leave time. An employee may not carry fodvar
Annual Leave beyond the fiscal year end (SepterBB8. Any accrued Annual Leave not used within theedi
year (October 3t— September 30 will be lost.

The Annual leave provisions of this plan are ngiligable to full-time employees working less thahweeks per
year, part-time or temporary employees. The gindslset up by the agency will be followed regagdimnual
Leave. Leave may not be accrued while on leavieowit pay.

SICK LEAVE

Full time employees working 46 - 52 weeks per yg#éirearn one day for each month worked for theibeing of

the fiscal year with Head Start. Sick leave acdation at another agency will not be accepted withad Start.
Unused sick leave can be accumulated from yearetw.y Sick leave will have no cash redemption valne
termination of employment. Leave will not be a@duvhile on leave without pay. An employee mayabsent
from work on sick leave for a maximum of two (2) kimg days without a doctor’'s statement. A supswvimay
require a doctor’s statement from the employeedpeated absentees.

PERSONAL LEAVE

Full-time regular employees working less than 4@keeper year and regular part-time employees ailheip to
nine days of personal leave per year, accruedrmaprahly basis. These days must be requestedsittleae days
in advance except in the case of illness, andbeilgranted at the discretion of the area directarder to maintain
proper program compliance. lliness should be fepoto employee’s immediate supervisor. Persoealvk days
cannot be accumulated from year to year. Leave mo&ype accrued while on leave without pay. Indiinl who
terminate employment will be paid for accumulatezsts®nal Leave time. An employee may not carry &dv
Personal Leave beyond the fiscal year end (Septe®@® Any accrued Personal Leave not used withinfiteal
year (October t— September 30 will be lost.

EMERGENCY LEAVE

Upon the approval of an employee’s immediate supenand the subsequent approval of the Head Biegttor,
orally or in writing, an employee may be grantedeegency leave for attending to emergency persoeatis or
such other emergencies as judged necessary bytherpapproving such leave. Emergency leave wilthmarged
to an accounted for on the employee’s earned arieasé record. If the employee does not earn driease
emergency leave will be charged to employee’s pellsieave. If employee has used his/her persaaalel days,
then his/her emergency leave will be without pay.

MATERNITY LEAVE

This agency will grant ten (10) weeks, without piay,Maternity Leave. If the employee so desist®e may utilize
any accumulated annual and/or sick leave, in th@gro If accumulated annual and/or sick leavesisduit must be
utilized within the ten week period as granted big tagency. At the end of ten weeks, or prior éb&rsuch
employee will be given the opportunity to returnatork if she so desires and has doctor’'s permission



MILITARY LEAVE

If an emplgee is a nember of theArmed Forcegthe Military Reseves the Natioral Guard or the Coas Guard they
will be digible for leave tomeetmilitary obligations and will have sich rights as mg be applicable under fedsr
and state stutes You must ntify your sugrvisor and the Hea Strt Directar as ®onaspossiblewhen you are
caled for training or adive duy. The emplgee will be dlowed to wse acrued Annual Leaveduring their absernce

FAMILY MEDICAL LEAVE

It is the poligy of Five Couny Child Development Progm, Inc. that emplgees who qalify and make arequest be
graned Family and Medcal Leave in accordancwith the Family Medical Leave Act of 1993 Fina regulation
interpreting FMLA became effective April 1995. Undkee fedeal Family andMedical Leave Ad, eligible
employees matake up to 2 weeks of unpaigdjob-protected leae durirg ayear for specifiedaémily and mediel
reasos with continuation of group health insurance cagerunder the same terms and conditions as of the
employee had not taken leave. Reasons eligibldogess can take leaweclude (1) the birth of a child and tere
for the newborn chd within one year of birth(2) or placenent with the employee d child for adoption or foster
care and to care for the newly placed child wittre year of placemen(3) to care for the empi@es spousgson

or daughteror parentwho has a serious dth condition (4) for a serious condition hmakes the emplgee
unable to perform the employggob; or any qualifying exigency arising out oétfact that the employee’s spouse,
son, daughter, or parent is a covered military mamoln “covered active duty;”. The Family Medicadve Act
has been revived to include twenty-six workweekkale during a single 12-month period to careafoovered
servicemember with a serious injury or illnes$ eligible employee is the servicemember’'s spame, daughter,
parent or next of kin (military caregiver leave).

Employees will be eligible for FMLAdave if they have worked for the Agenycfor at least ong/ear and have
worked at least,250 hours during the 12 months prior to the leave

Employees should provide 3@yd advance notice of a need for FMLAVedf possiblelf the need for leae is not
foreseeableyou must give notice to the agerees soon as practicaldfter you becomewaare of the need fahe
FMLA leave.

Five County requir¢hat emplgees proide medical certification to support their requiestFMLA leave because
of a serious health condition. Employees are reguio preide a medical fithess for dustatement to return to
work following a leave for personal medical leave

Employees may use any accrued sick lesbannubleavépersord leave days prior to or in conjunction with
utilizing FMLA leave for personal iliess Employees may use accrued aalfpersonal leave prior to or in
conjunction with IMLA leave other tlan for persordl illness The FMLA leaveis limited to a maximum of 12
weeks pewear, in addition to any paid sick leave and annual/peasteave sed durirg the leae, except for
military membersFor purposes of eermining theyear during which aemployee isentitled to FMLA leavethe
ageng will measure backard from the date emplee request FMLA leg to determine the 12-montkerjpd.

Whileon FMLA leave emplo/ees mg continue to prticipate in the Insurance BefiiePlan as log asthey continue
to male their monthy contribution A failure to mytheir portion of the premium couldesultin the candlation of
their benefits, including medicd insuranceEmployees will not accruesick leawe orvacdion durirg the period of
their FMLA leave.

With the approval of the Head StartDirector, an employee may be pemitted to extend thefamily and personal
media leavebeyond 12 work weeks. If the leave is extended beyond 12 workweeks, hieirjob may not be availade
whenthey ae ableto return towork. Theemployee may cotinue particigtion in the Benefits plan duing the leave
extension as longs they ontinue to nake their contribution.

If an employeeis unableto return towork at the end of the leaw, thar empbyment may be erminated and the
employeemay be eligble for continuation of hedth benefits e providedby law (COBRA)



JURY DUTY

Employees &e to notify their supervisor pramptly upon recept of a jury summors and shseglert notice of
selection to swe as a juor. Employeeswho are regired to provide this commuity service will receivetheir
regular rate of pay for normal hous worked, provided the employee subtevidence of summonsnd any
compensation paid by the respectivcourt juiisdction. Paid absence for Jury Duty musg o noted on th
employeés time sheet by the supervisor for eacly pariod in which this form ofbsence occurs

LEAVE OF ABSENCE

Regular emplgees may requed, subjed to thesole disretionary approval of theagency, aleare of absence without
pay. Reqlests foraleave of absercshould be submitted, in writing, to the supisor as far in adance of the
anticipated lea&e date as possibl@he leave regest mus be daed, signed by the employeand stag the reasons
circumstancesand duation of the leave. The superisor will submit his/her recommendat to the Head Start
Director, who will approve or disapprove the leaa@d so notif the employee through the supervigextension of
an initial leave of absence must be requesteddarsdme manngbut will additionally requie theapprowal of the
Hea Start DirectorDuring a leave of absenagemployees will be responsible for either maintagnor
discontinuing any empignert-relaed insuance begfits.

Uponexpiration of a leave of absendhe employee maybe reinstated in the position hetdan equiglent one at
thetime leave was granted, if such a position islatsée. An employee who fails to report promptly feork at the
expiration of a leave of absenoe who applies for and receiw unemplgment insurance while on legweill be
considered to have voluwantly resigned

TEMPORARY PLACEMENT

Any employee who is asked to act in a higher position othan that for which héshe is hired wilkeceive entry
level wages for the position for which/Bke is acting.The increase will begigfter aperiod of ten working da or
immediately if the employee istang in place ofancther employee who is ondave withou pay or who hes
exhausted his/her leave benefits

EXCUSED ABSENCE

An employee who is absent from work because oédénor an aident for a pend of more than threeworking
days may be required to submit a statement from aodagton retening towork. The staterant must give the
nature of the illnesselease the employee to return to work anddlisof any, limitations plaed onthe employee
At this time the Drector who sugrvises theemployee will alow hinvher to return to work Certain limigtions will
prevent an emplee from stisfactorily performingthe duties as outlined in his/her job descriptionisTheing the
casethe emplgee cannoteturn towork until a doctor has removed the liatibn(s). Conditions or limitatbns
placed on aemployeés physical ahlity to perfform tasks esserdi to higher job can result imvoluntary
termination.

BEREAVEMENT LEAVE

Three days of kereavement leze will begranted in the event of theedth of the following &mily membes: parents
children, spousebrothers sisters father-in-law mother-in-law,grandparents grandchildren plusother elatives by
blood or marriaggf li ving with employee If necessry to beaway fromwork more than three days, sick leave may
be usd.

Bereavement leave will be for three cosecutive days These days willinclude theday kefore the funeral, the day of
the funera, and the day following the funed. In theevent ary of thesedaysfall on a weelend and/ar holiday,
bereavenent lave fa these dys can le reassgned or granted for other dates. Approval must be obtained from the
Hea Start Director to reassign bereavenent leave for other dates.



OTHER EXCUSED ABSENCES

The Head Start Director may excuse employees fofdlowing reasons:

1. Time tovote
2. To pernit safe travel because ofdradous road contbns
3. For the purpose of donation of blood

These types of absences should maeed 2 - 4 hours in lengtmd will nat be chargedto sick annual or perscai
leave

VOTING

Employeeswill be giventime off for voting inelections, if it becomes necessgr Theamountof time will be
determined b the HeadStart Director, and will be amouncedto the stdf.

OVERTIME

Overtime is any time worked over and above thelsggl0-hour workweek. According to the Fair Labsar&lards
Act, all non-exempt employees are subject to thertome pay provisions of the Fair Labor Standardsahd must
be compensated for all hours worked, includindhalirs worked on and off work premises. Employeesai
permitted to work in excess of their regularly sbiled work hours without prior supervisory and H&alrt
Director’s approval. Non-exempt employees who warkxcess of 40 hours in a workweek are not elgtbl
receive compensatory time. They must receive tiegjular hourly rate for time worked up to 40 hourthe
workweek and then the overtime rate for all timekead in excess of 40 hours in the workweek.

Employees will not be asked to work more than 40rb@er workweek unless there is an emergencytsitua
Overtime will be paid at the rate of 1.5 times ¢émeployee’s hourly rate for any hours worked ovehdQrs per
week. Each workweek is considered separatelymmpeting overtime and all other pay. Overtime nhest
approved in advance by the employee supervisoHsedl Start Director.

It is not considered overtime if an employee shautdk over 8 hours in one day until the employeg Wwarked
over 40 hours in that workweek. If this should jxap, the employee should work less hours at soher pbint
within the same workweek so that the total hoursked do not exceed 40 hours for that week. Thisreyement
requires approval of the Head Start Director inaambe. The employee must take the equivalent tifia the
same workweek in which it was earned. If thisnipossible or impractical, the employee will be partime.

Non-working time will not be counted as hours watker overtime calculations. Non-working time mighclude
holidays, sick/personal days, vacation leave, em@ant leave, etc. or any time when employees aicefpr time
not worked.

Part-time employees will also be subject to thikgyovhen asked to work in excess of forty hours\werkweek.
A work week starts at 12:01 AM on Saturday and eaiddidnight the next Friday.

Employees are responsible for obtaining superviaatiiorization before working any overtime. Ithet
responsibility of supervisors to plan and schedwdek of employees covered by FLSA provisions sa thean be
performed within the regularly scheduled hours trad overtime will occur only when absolutely neszay.

All overtime must be authorized in advance by tleadiStart Director (this includes skipped lunch&s)n-exempt
employees who work overtime without authorizatioastrbe paid for the time worked but will have diiciary
action taken up to and including termination. Mgera, supervisors, and employees who violate thlisypare
subject to disciplinary action, up to and includiegmination.



FRINGE BENEFITS

Group Hospitalization Plan: Employees nay take advantage of the group hosfalization pkn offered by the
ageng/. The Head Start progem will pay a percentage of premiums for indivalliemployees Employees mg
purchase dependentvarage at their own expenses

Social Security Head Start will pay the matching rate as presdriby law toward sodi security benefits

Workmen's Compensation Heal Startwill pay al premiums forworkmens compensaton. Any employee whois
absent fronwork because ofin occupetiona disability arising during tle course oemployment unless purposgl
sdf-inflicted, or due towillful misconduct orviolation ofsdety rules or refusa to use sfety precautions, will be
excused from work All accidents musbe repoted immedately to supervisor. Failure to do so may caiseloss of
berefits.

Unemployment Taxes Head Sart will pay al unemployment taxes, as preaibed by law, for the ba€fit of
employee

Mileage Reimbursement Employees who use priately owned vehicles tocary out their pb dufesin the Head
Start program will be reimbursed at tre rate per mile designated by the agency. Employees vill be regponsible for
keeping acwrate mileage 6rms and submitting them at the end of ead month.

HOLIDAYS

Five Caunty recognizes hefollowing thirteen (13) days apaid Holidays fa reqular emgdoyeeswho are namally
schedukd to work thatday. The reguar enployee nustbe an payrdl when hese Holidays ocer. Theseholidays
shall include:

New Yeafs Day Labor Day

Martin Luther King's Bithday Columbus Day
Presdert's Day Veterans Day
Godd Friday Thanksgiving Day
Memorial Day Christmas Eve
Independence Day Christmas Day

Flexible Day (This day can be used preceding dofohg one of the above listed Holidays, as deteadiby Head Start
Director)

If any of the above Holidays fall on Sunday, theariday shall be observed as the Holiday; if anyhefabove days fall
on Saturdaythen Friday shall be observed as the Holiday.

Hours paid for Holidays throughout the year wilt be included in total number of hours worked feexime
calculations.



EMPLOYEE CONDUCT

CONFIDENTIAL INFORMATION

Five Couny providesits sevicesto thechildren and &milieswith agreat ded of pride. Emplgees are gpected to
conduct themsees in a courteous and professionahmer atall times Due to thesaviceswe provide emplojees
will become aware of confidential informatioreths entrusted to ugt is theemploye€és responsibili to maintain

that confidenglity by not discussing informationith anyone other than those individa within the Agency who

are authoded to recaie theinformation.

DRUG AND ALCOHOL POLICY

Foryour safey and wellbeingFive Couny has an alcohol and drug palicTheageng will conduct pre--
employment and randonalcohol and drugesting Use possessiorsale or tansfer of alcohol or the illgd use
possessiarsade or transfer of drugs on Agew property or in Agengowned or controlledvehicles or reporting to
work or performig ageng business while under the influenceatsfohol or aly illegal drug or reporting towvork or
performing agengcbusiness while under the influenceaof/ drug @using impairnent is strictl prohibited.
Violation of the agency poligy will result in termiration.

When there is reasonable cause to believe thanaiogeés physical or meat abilities may be imgred during
working time as the result of alcohol or drug uke,agency may require the employee to have aairdfpr
alcohol testA refusal ly an employee to attend such testing within the tieggiested fothe emplgeés supevisor
or a refusl to cooperate in anywayith the teting will result inimmedide termiration.

In addition if an emplgee isinvolved in an accident or injury durirvgorking time the agncy may require the
employee to have a drug and alcohol téstefusal by an empi@e to attend such a testiwghin the time
requested by the emplees supervisor or the Head Start Director or refts@ooperate in anway with the testing
will result in termination of employment. Confirtian of the presence of alcohol or drugghie results of the post
accident drugand alcohol test willesultin termination of employment

ELECTRONIC SERVICES POLICY

Computer technolgy and the Internet &ve kecome an impoent part oftheagency's mean of conductirg busiress.
Likewise e-mail is an essential busies tool Computrs, Internet access, and e-mail are provided to emplgees for
ageng business ogland are not for grsorel use Computerslike all other office equipment thats provided ly the
agengy are the property of the Five Couny. E-mail and Interné "surfing' should not be caidered private or
confidentialand mg be monitoed or insgected at any time by maragement

All agency policies apply to thesel of computersthe Internet and e-nail by employees,including theagency's
policies on Disrimination, Harassment, Solicitation and Conficential Information Alcohol and DrudJse and tre
Employee Coé& o Conduct Policy. Downloading, transmiting, viewing, or possesig dedronic information or
materids that are notwork-related is prohibited. Thisincludes but is not limited to items that may be considered
pornayraphy, sexudly explicit or offensive.

Ead employeeis regponsible for kegping their computer passwod seaire. Paswords ould be a n@-obvious
combination @ letters or synbolsand should b dharged frequently. All employees are reguiredto log off the
compuer when tleyleawe their desk.

Violation of this policy may lead to disciplinargtion up to and including termination.



EMPLOYEE CODE OF CONDUCT POLICY

The ageng/ maintainscertain policies toguide itsemployeeswith respect to standards of conduxpectedn areas
whereimproper acivities could @mage the agemts reputaton and aherwise eallt in seriousadverse
consequerss to the agencand to employes involved The pupose of this policy iso affirm, in acomprehensive
statementrequired stanards of condict and practies with respect to certain types ayments and political
contributions. These rules of behavior must beeniesl to ensure a safe, produetbperation.

An employee's actions under thispdicy are significantindications d theindividua's judgnent and competence.
Accordingly, those actions consgtute an importanelemen in the evalation of the employee for position
assignnent and promtion. Correspondingly, insertsiity to or disrgard of the principles of this policy Wibe
grounds for appropriate management disciplinarpagtip to and includingermination depending on the facts of
the ase

. Respect and promotehe unque identity of each child and family and refraiorh sereotyping onthe
basis of genderace, ethnicityculture religion or disability.

. No child will be left alone or unsupervised whileder your care.

. Follow program confidentiality policies concernimformation about children, families and other &taf
members.

. Use positive methods of child guidance and do ngage in corpa punishmentemotioral or physical

abuse or humiliation. Do not employ methods of igigee that involve isolatiojthe use
of food as punishment or reward or the denial cidaeeds

. Although notintended to be all ilusive, other ypes of condudhatare uracceteble at Five Courty are
listed in "DISCIPLINARY ACTION".

Outside Employment: Outside employment is any pagthployment performed by an empgke in addition to
his/her job with Hed Start Previsions of outside employmeate as follows

1. Such emplgment skall not interfere with the efficient performance oftheemployees dutes inthe Head
Start Program

2. Suwch emplgmentwill not involve a conflict of interest or corllict with the enployee's duties in tle Head
Start Progam.

3. Such emplgment shall not occur durig the emplgee's regular or aggied work hours in thélead Start
Program

4, If an employee is in private business any objectloé busiess to sll or re-sll should not bebrought

and/or delvered to Hed Start pemises(office or Genters).

If anemployee should violate the provisions concerninggioleemployment asstated abase, the Head Start
Director has the authority to put suctemployee on probatiorior six months If there $ould bea secand violation of
such provision by any employee,theHead Sart Director will immediately recommerd dismissa of the employeeto
the Exeautive Commitiee. The decisian of the Executive Committee Wl be presanted to the Policy Council and
Board of Directorgor approval.

Prohibited Political Activities: Employees are prohibited fronaking an actve part in partisan polittal campigns
Such emplgees mg not engage in partisan political adties including but not limited tahe following

1. Becoming a candidate for nomination or ébecto the political office or to a party office.



Serving on or for any political committgearty, or other similar organizatigmr serving as a delegate or
alternate to a political caucus or convention

Soliciting the sale of or selling political contuitions.
Soliciting the sale of or selling political fundisang tickets.

Serving as an officer of a political cludis a member or an officer of any of its committeedeing active in
organking it.

Assisting in preparation for organizingr conducting a political meeting or ralittendance at a political rall
or meeting is permissihle

Engaging in activity at the polls at primarggular or special elections such as solicitiges or passing out
literature

Acting as recorder, checker, watcher, or challefigeany party or candidate in an election.

Writing for publication or publishing any letter article soliciting votes in favor for or againstyacandidate or
party.

10. Distributing political campaign literature or magdr

11. Initiating or circulating political petitions, ingting nominating petitions.

Permitted political activities: There are some political activities that employeey participate:

1.

2.

Register and vote as he/she chooses.
Express his/her opinion on political subjeand candidates.

Be a member of a party or political cludithough he/she may not hold office or otherwiseabtve in party
affairs.

Make voluntary contributions of money to politicampaign or party.

Rarticipate in educational efforts related to issuestarttie paitical process so long as this is @édn
apolitically neutral manner.

Attend political meetings and rallies.
Wear a political badge or button.
Display a political sticker on his/her privatgtomobile.
Enggein non-partisan polit@ activity. There is no prohibition on political magamnent or politicd
campaigning in connetion with (1) nonpartisanelection which are defined as hiose n which none of
the candidatesrepresent Democratic or Republican Paxr any other patty which ran a andidite for

Peddent in the preeading presdentia eledion, or (2) questions rot specificdly identified with a @ational orstate
political party, sich as constutional amendmenjseferenda approval or mnicipa ordinances and similar matters

Direct Action: A groupactivity designed to communicate collective grievances and to reiqiegision or remedi action

i.e., picketing, parades or mrches sit-ins rallies or assemblies.

No individual employed or assigned by any Community Action Agncy or other agercy, asssted uncer the Economic
Oppotunity Act of 1964, asamendd, shdl pursuant to or dung the performaneof savices endeed in connetion with



any program or activity corducted or assisted undeis Act by Heal Stat, plan initiate, participatein, or othewise ad or
assist in theanduct of aly unlawful demonstratigrrioting, or civil disturbance

Gifts and Gratuities: Employees of Head Strt areprohibited fromaccepting gifs, money, andgrauities from persons
receiving benefs or sevices under the Head St@rogramor performing servies undr contrat¢ or othewise in a
postion to benefit from an employeetion.

Restrictions a L obbying with Project Funds: Program funds may ot be used to sygort ary of the following

1. Any activity which isplanned and carried ou in sich a maner asto dsrupt the orderly conduct of bsinessby
Congress or anyotherlegslative body. This includes, butis not limited to, anydisruptive ation carried on in
the dhanber of Congress pany dher legislative bdy orin any caitol or legishtive office building.

2. Any demonstrationrally, picketing, or other form of direct action claimed ah¢ fanily or home of a member of
a legislative body for the purpose ofliencing his actins asa member ofhat bogd.

3. Any canpaign of advertising aried on through commegtimedia for the purpose of inftacing the @ssage or
defeat of legislation.

4. Any campaiq of letter writing of othe mass Communicationer of masgisits to individul members of
Congress ostate legislature for the pupose of inflencing the pssage or deit of legislation This restretion
does not prohibit purelyformational and educatiah activities involving target areas and groups

Asdgnment of Staff. All employeeswith the exception of area manager and office pexpwill be assignedda
specific ceter andbr county h the arean which they live wheneer possibleThe inalility to work effectivey and
harmoniously in the lcation to which they are assignediMbe grounds for terminatian

Procurementprocedures All employees who requésnd/or recommend the #hworization of payment for goodsand
services fall under thisategory. No enployee in his category shél

1. Accept gratuities, favors or arnything of monedry value from contactors vendors or poential contractors or
verdors.
2. Participate in the selectionawardirg or purchasg of goodsand sevices where to the best of his#h

knowledge any of the following hve a vested financial interest employee, any member of his/her
immediate family, his/her partner and organizatiornn which ary of theaboveisan dficer, director, or
empbyee, gpersm or oganization with whom any- of the aboveindividuals is negotiaing or tas any
arrargement concerning perspective employment.

3. Provide an environment that excludes open aeldompetition of procurement transactions.
4. Purchase personal items from vendors uselléebgigency on Five County’s premises.
DRESS CODE

The agency’s Dress Code standards are set in @atiwh of each employee’s job description andstiexific tasks
schedules, thus, each employee is expected to, gressn and maintain personal hygiene in a professimanner

appropriate for their job title. The goal of thgeacy is to provide a safe, productive and comiidetavorkplace for

all staff.

Staff should always wear neat and comfortable oigtivhile working, as well as practice good perddrygiene at
all times. It should be remembered that staff aprasentatives of the Head Start program, andxgected to dress
and act accordingly while on duty. Therefore, thiéofving are guidelines for all employees:



All Employees

Maintain daily personal hygiene.

All clothing must be clean.

On Friday's dress down; wearing casual slackstsskirdressy jeans with agency/center shirts.
Jewelry must be such that the length, shape amgréewould not cause safety concerns for employees,
volunteers, or children in the day-to-day operatibwork duties.

AprwnpE

Office and Classroom Staff

1. Dresses or skirts must be worn at knee length.

2. Blouses or tops must be below the waistline, wosidie, or where designed.
3. No sneakers or socks worn with dresses or skirts.

4, No overalls/coveralls; jeans must be good conditiamcut out or ripped-up jeans.
5. No jogging suits (pants or tops)

6. No total black attire worn with children

7. Knee length pants on field trips ONLY.

8. Classroom staff cannot wear shoes wittshigigher than 2 inches.

9. Only agency or center tee shirts may benw

10. Classroom staff cannot wear flippipthongs or slides.

Cooks

1. Must wear white uniforms (dresses or pant suitsytdte or blue scrubs.

2. Must wear hairnets and apron at all times.

3. Must wear enclosed shoes.

Custodian

1. Must dress neat and clean daily

2. Must wear enclosed shoes

3. Jeans must be in good condition, rie@atior ripped up jeans.

4 Knee length pants on field trip ONLY

Employees that do not meet the standards of thisypwill be required to take corrective actionshish may
include leaving the premises to go home and chamgpproved attire. Employees will not be comp&tséor any
work time missed because of failure to comply witis policy. Violation of this policy can also tdsin additional
disciplinary actions, in accordance with the agénpyogressive disciplinary action policies.

USE OF AGENCY PROPERTY
To avoid potential misunderstandings and problehesagency has established the following policyceoning the
use of agency property and services.

Care of Agency Property All employees are expected to exercise due caenwsing Agency property and to
utilize the property only for authorized purpoddegligence in the care and use of Agency propegytre cause
for disciplinary action including termination. Adidinally, unauthorized removal of Agency propertyrh the
premises, or its conversion to personal use, wiltause for termination.

Return of Agency Property. Agency property issued to an employee must hemetl to the agency at the time the
employee separates employment or when its retuegisested. It is the employee's responsibilityetmburse the
agency for the value of any such property issuadéa@mployee that is not returned upon request.

Personal Property on Business Premise$he agency assumes no responsibility for thedostamage to personal
property of any employee that is brought onto aggmemises. Also, it is prohibited for employeectory personal
property in agency vehicles without the expressthjssion of the employee's supervisor. Managemviint




additionally have the right to request any emplaygeepen for inspection any packages or other aosits brought
onto or taken from agency premises.

Use of Business VehiclegRevised December 2005) -The use of agency vehfolr personal use by an employee
is prohibited. If an employee who normally operaed agency vehicle has a situation that musthsnteare of
during work time, prior approval from the employesgupervisor must be obtained, but approval willdstricted to
unusual circumstances.

Because of the unusual demand for transportatidmebalf of the agency by the Head Start Directar an
Transportation Director, an agency provided vehiclybe assigned for their use on an ongoing bakesAgency
will set a fringe benefit value for the ongoing ud¢he agency provided vehicles and issue a ForR2 Whnually
for the value of the benefits. The value of thadg benefit shall be assessed on a monthly ratellmasthe period
in use.

The agency may, from time to time, as need is éstedal and vehicles are available, assign an agewogd
vehicle to employees to facilitate the needs amdaes of the agency and the employee may agrkedp the
agency owned vehicle at home for safe keeping.aBls@gned vehicle is not to be used for personalTisz=agency
does not assess this use as a fringe benefit.

SAFETY POLICY

Providing a safe place to work, the proper protectiquipment, and a work environment conducivefe practices
and policies is a concern to management. The agequgcts all employees to be responsible for workifely and
carefully, and for maintaining a work area freesafety hazards. We believe that performance gearsaffety is
always more efficient, and that inherent in evgrgration there must be a need and desire to peafarenthat job
task safely. The aim of the safety policy is toidwall injuries and illness. Therefore, infracticsisch as the ones
listed below will result in disciplinary action, @p and including termination, depending on thedad the case.

It would be impossible to write rules to cover gysituation; the following listed is not intendealtie all inclusive.
It illustrates some violations that are unaccegalblthe agency.

1. Failing to wear seat belts at allds either as a driver or a passenger during wgitkime or any other
time while in agency vehicles.

2. Reckless driving or exceeding the speed limit whperating any agency vehicle or while operatimg 'a
employee's vehicle on behalf of the agency.

3. Squealing or spinning the tires on an agency vehicl

4, Willfully or negligently endangering the safetys#lf, children or fellow employees. Improper use of
facilities, vehicles, materials or equipment.

5. Willfully wasting material or dripping materials @araste on the floor, machinery or equipment or
otherwise creating or contributing to poor housekeg and/or unsanitary conditions.

6. Failing to immediately report to your supervisoriajury, regardless of how slight, or refusing tdldw
first aide requirements.

7. Failing to report an accident, either personaludomobile, of any kind while on duty.

8. Failing to observe the general safety or envirortalenles of the location and specific rules of the
department.

9. Fighting, threatening, and indulging on practicigs, horseplay or other acts which may endanger th

physical wellbeing of others.



OTHER AGENCY POLICIES

Anti-Sexual Harassment Rules and Procedures

In 1980, the Equal Opportunity Commission amentieduidelines on sex discrimination to include "&aix
Harassment" within its coverage. The EEOC defimasial harassment as any unwelcome sexual advantemen
requests for sexual favors, or other verbal or gaysonduct of a sexual nature, when:

1. Submission to such conduct is made either explioitimplicitly a condition of employment;

2. Submission to or rejection of such conduct by atMdual is used as the basis for an employmenisiet
affecting such employee; or

3. Submission to or rejection of such conduct by atMdual has the effect of unreasonable interferiritd

an employee's work performance or creating an idtting, hostile or offensive workplace.

The Program will not tolerate sexual harassmeahinform, whether by an employee or managemenbppees,

nor retaliation for reporting an act of sexual lsaraent. Specifically, such harassment includesishut limited to,
unsolicited remarks, gestures or physical contfisplay or circulation of written materials or piots derogatory to
either gender or basing personnel decisions oremrployee's response to sexually-oriented requestdh conduct
may result in disciplinary action up to and inchuglidismissal. Any person who had a complaint of tizture
should contact his/her supervisor, Human Resowcetead Start Director. The program will investigat
thoroughly any such complaint, or take other appadg action. If so requested, all such complaivitsbe kept as
confidential as possible under the circumstance.

Drug Free Workplace Act

In accordance with the Drug-Free Workplace Act@88,45 CFR., part 76, Subpart F, it will be the@obf this
agency to provide services to children and thenilias in a completely drug-free environment Upaoepting a
position with Five County Child Development Progrdnt., each employee will be given a statemenhef
Federal Drug Free Workplace Act of 1988, Public LIE¥0-690, 102 Stat 4181 and asked to sign a stateshe
receipt of said policy, which will be placed in ttmployee's personnel file. Annual training will fr@vided on
Drug Free workplace and Testing Policies and Pnaesd

In an effort to comply with Section 7 © of the Aittshall be the policy of Five County Child Devptoent
Program, Inc. that all employees and applicantsabe tested for drugs and/or alcohol upon hifalboffers of
employment are conditional on passing a drug acwhal test) and to conduct mandatory random drogfell
screens as deemed in order by the Head Start Birddie drug/alcohol screen will be coordinatecabdgboratory,
using accepted practices to assure accuracy aalityegf testing procedures. The Head Start Direutill be
responsible for the implementation of the testing.

If a controlled substance is detected in the s¢rfenemployee will be notified verbally immedigtetio be
followed by written notification, and may be plame immediate suspension pending a determinatiqrolif of a
non-abuse, i.e. doctor's prescription and pharmesisrd, cannot be documented, the employee witebminated
with no further action necessary. Refusal to comyatir the mandatory drug/alcohol screen will beugrds for
dismissal.

Drug Testing Policy

Whereas it is the intent and purpose of Five County Clidlevelopment Program, Inc., an equal opportunity
employer, (hereinafter referred to as Five Coutuyift the spirit and to increase the self worfrdsadvantaged
children; and

Whereas the problem of drug and alcohol use and abuaatithetical to said intent and purpose and hashrea
epidemic proportions in the service area of Fiveir@g; and



Whereas, it is in the best interest and for the safety,lyweing, and education of the children for whomeFiv
County is responsible that they not be exposedttihal or illegal drugs or the consequences théxehile under
the direction of Five County; and

Whereas to show its support for the implementation ofragdpolicy by Five County as hereafter set fortig t
Board of Directors of Five County does hereby vtduity make itself subject to the policies and mdares of this
Drug Testing Policy;

Be it hereby resolved and orderedy the Board of Directors of Five County Child Ré&pment Program, Inc.,
and equal opportunity employer, that the followiPrggram, Inc., and equal opportunity employer, that
following drug abuse and drug testing policy herabgpted and shall be in effect form and after dgni,

1991 to-wit:

Employees affectedAn employee who is in daily contact with the stots of Five County Child Development
Program, Inc., and who, uses, possesses, or is thrlmfluence, of any type of alcohol or illegdfugs on or
upon, the property, of Five County who uses a 1dgaj in an illegal manner thereon will be termétatvith no
further action necessary. (Employees deemed todely direct contact with students shall includet bot ,limited
to, those occupying the following positions; teashassistant teachers, cooks, custodians, busrgripublic transit
drivers, aides, disability aides and bus aides).

lllegal Drugs Defined lllegal drugs shall be defined as those drugsiviare declared to be illegal by any
provision or statute of the 1972 Mississippi Codmétated, as amended, or the United States Codenesded,
and include, but are not limited to marijuana, @eeaand their derivatives.

Random Drug Testing Effective January 7, 1991, all employees who pgdhe position as identified in
Paragraph 1 hereinabove and who are in daily do@utact with students of Five County shall be sabjo random
drug/alcohol testing as a condition and requirenoéithieir employment. Said drug/alcohol testinglisha provided
through an independent state certified drug testinijty and shall include tests for drug and &cbusage. All
costs of such testing shall be borne by Five Caunty

The method of determining subjects for drug/alcptesdting shall be by a blind system using mathematandom
chance whereby all employees subject to drug/aldelsting will have the same possibility of beimgndomly
chosen as a test subject. Said method shall neitdyeed or otherwise manipulated in any manner roarfiy reason
so as to defeat the randomness requirement herein.

Penalty: Any employee of Five County whests positive for use of illegal drugs or alcosiahll have his/her
employment immediately terminated with no furtheti@n necessary.

Any employee of Five County who refuses to submifitug/alcohol testing as set forth hereinabovédl shae his
employment immediately terminated with no furthetian necessary.

So orderedon this, the '8 day of December 1990.

Aids Policy For Employees and/or Applicants for Emjoyment

The best medical evidence available shows thaatheired Immune Deficiency Syndrome (AIDS) andituenan
Immunodeficiency Virus (HIV) may not be transmittimlough casual contact. According to the Surgeendgal of
the United States:

. You cannot get AIDS from casual social contactuehsocial contact such as shaking hands, hugging,
social kissing, crying, coughing or sneezing wit transmit .the AIDS virus. Nor has AIDS been
contracted from swimming in pools or bathing in tdis or from eating in restaurants (even if a
restaurant worker has AIDS or carries the AIDSSHriAIDS is not contracted from sharing bed linens,
towels, and cups, straws, dishes or any othergatemsils. You cannot get AIDS from toilets,
doorknobs, telephones, office machinery or houstehwohiture.



It therefore continues to the policy of thegmam to provide equal employment opportunitiethtse
individuals who have or have been exposed to AID®B®HIV virus. In keeping with this policy, theqgram is
committed to the health and safety of all its erjps.

It is the program's sincere desire that albleyees who have or have been exposed to AIDSbeilible to
continue to work. The program will make reasonageommodations to help those individuals with Al&r&l
those who are HI\positive to continue in employment.

The program will treat those employees whoehavhave been exposed to AIDS in the same mamsner a
employees with other life-threatening illnesseseigard to program-provided benefits. If anyone sthbave
guestions about this policy or the program providedefits, he/she should contact the Head Staecir.

Any information concerning an individual's giesis of or exposure to AIDS will be strictly catential.

In addition, it is the policy of the prograhmat all employees are allowed to work in a diguifiprofessional and
peaceful’ work environment. Therefore, no emplostea| engage in the harassment of any other emglogehe
basis of AIDS or the exposure to AIDS. Any employasating this rule may be subject to correctivti@n, up to
and including discharge.

For more information about AIDS or the HWfus, please contact the local chapter of the Rexbs.

Smoke Free Workplace Policy and Procedure

Program Instruction: As per the Program Instruction #ACYF-PI-HS-95¢{(Establishing a Smoke-Free
Environment in Head Start Programs"), all HeadtQfeantees and delegate agencies are requiredatecsmoke-
free environments and to eliminate exposure todebamoke by children, staff and parents in thedH&tart
Program.

Policy: Due to the acknowledged hazards, both to aduismokers and especially to young children arisingf
exposure to environmental tobacco smoke, it steathke policy of the Five County Child Developmemdtam,
Inc. to provide a smoke-free environment for steffiijdren and participants. This policy covers sheoking of any
tobacco product, the use of smokeless tobacco gpites to both employees and non-employee partitgoaf the
Five County Child Development Program, Inc.

Five County Child Development Program, Inc. wilhgeas an example to other child care and community
agencies. Five County Child Development Program, $taff and volunteers will serve as role modgiadt
smoking or using smokeless tobacco in the preseihclkildren, parents, and participants. Therefore;

1. There will be no smoking or use of smokeless tobaxtthe premises utilized by the Five County Child
Development Program, Inc., inside or outside, gttane.

2. There will be no smoking or use of smokeless tobac@ny of the Five County Child Development
Program, Inc.' s vehicles at any time. There wélino tobacco use in personal vehicles when tratisgor
persons on Five County authorized business.

3. There will be no smoking or use of smokeless tobdmcstaff or volunteers when children are present.
This includes both indoor and outdoor activitiegldrtrips, walks, and other off-site activitieslivide
smoke-free to the fullest extent possible. Thelehei no smoking or use of smokeless tobacco Hf eta
volunteers during off-site activities. Becauseh# heed to maintain a high staff/child ration dgrfield
trips, staff or volunteers will not leave the chéd for the purpose of a smoking break.

4, Staff, parents and participants will not smoke g8 smokeless tobacco during on-site conferencaf. St
will not smoke or use smokeless tobacco and wijliest that parents not smoke during home visits.
Parents will be informed of the smoke free reqpeistr to the home visits.

5. The Five County Child Development Program, InGhsoke-Free Policy shall apply to all off-site
activities and functions.



Procedures: The following procedures will be métl to implement the Smoke Free Policy:

1.

Staff will be informed of this policy through sigpssted in Five County's facilities and vehiclés Personnel Policies
and Procedures and orientation and training praviileAdministration and their supervisors.

Volunteers and parents, and participants will ermed through the following methods;

The policy will be stated in the Parent Handbook

Signs will be posted in Agency facilities and véésc

Signs will be posted on Parent BulletiraBts at times throughout the year.

Announcements will be made during parent orientgto@nter committee meetings, and Pollcy Counaihtng.
Explanations of the policy will be attached to digtip and home visit notifications

Other communication mechanisms deemed appropryatiedoHead Start Director.

The Five County Child Development Program, Incl asist staffs who wish to quit smoking by
facilitating access to recommended smpkiessation programs and materials.

Any violation of this policy will result in one (Ihonth suspension, without pay, for the first via, two (2) months'
suspension without pay, for the second violatiod mmmediate termination for the third violationtbis policy.

Transportation Policies

1.

10.

Anyone driving a bus/van while transporting chileireust meet requirements as set forth by the 8fatéississippi
Department of safety, Motor Vehicles Division argkacy policies.

The driver of a van/bus, while transporting childrenust be accompanied by another adult whoseitishall be to help
children on and off the vehicle, escort them actbssstreet or road and maintain ‘order and asdlsafety procedures
are followed on the vehicle.

The number of persons on a van/bus should not exteemaximum of which it is designed.

Drivers are cautioned to follow safety rules angulations at all times and to obey all traffic laws

Drivers are to avoid backing on to a public roaadtifll possible.

The Head Teacher/Center Director in each centersigonsible for assuring that vehicles are propsetyices and
cleaned and must submit all monthly bills for tlstoof maintenance and operation.

Vans/buses may be used to transport Head Stafit séaénts and volunteers to meetings.
State law governing school buses will apply to vianses operated by Head Start.

Drivers must report' all accidents immediatelytte HHead Teacher/Center Director regardless of dneade or bodily
injury.

It is mandatory that all bus drivers, teachers asglstant teachers in counties where bus transiporia provided have a
Mississippi CDL.



11. Request for the use of van/buyestdf of the centers must be processed by thesp@tation

Director.
12. Unauthorized use of the vans/buses is prohibitedaauy use other than for Head Start Program puspose
is prohibited.
13. A vehicle control sheet must be submitted to tirere¢ office each month.
14. Vehicle maintenance schedules and bus attendagseriast be kept on the bus. Center bus/van drivers,

on a monthly basis, submit bus attendance logs.
15. Smoking is prohibited on buses/vans at all times.

16. Head Teachers/Center Directors are responsibleu@van drivers and monitors schedules, with a copy
sent to the Transportation Director.

17. Before operating a vehicle, bus/van drivers mubtrgtia copy of their commercial drivers' license to
the Central Office.

18. Bus/van Drivers are required to attend CDL trairamgl all other Head Start transportation
trainings/workshops.

An employee who knowingly violates the above staexvisions shall immediately be placed on probafar a
specific period of time by the Head Start Directbthere should be a second infraction of this type,supervisor
will immediately recommend dismissal of the employe the Director.

At no time will a bus driver transport a child witht a monitorlf a monitor is not available, the driver will
immediately report this to the center supervisecord this fact on the bus/van attendance logttamdupervisor or
office staff will inform parents that the bus wilé late or that children will not be transportedioat day because
there is no bus/van monitor.

If at all possible, regularly assigned drivers andionitors should notify the center supervisor aidagdvance of
when they will be absent In case of an emergehege employees are responsible for calling theeCent
Director/Head Teacher as early in the workday asitde. Staff who are unavailable to drive or @demonitors
and do not notify the Center Director/Head Teaetiiibe considered to be derelict in their dutiesl avill be
disciplined accordingly to the agency's policied arocedures handbook.

Center Based Option

The Head Start Program serves families with thet&@dBased Option. The Center Based Option serves
approximately twenty children in each classroonre filays a week.

1. Hours of Operation

All centers should be open for operation by 7:30.a.3:30 p.m., unless other wise designated byited Start
Director. Some children may remain in the centeil 380 p.m. These children arriving early andystg late must
be picked up and delivered, agency transportatiimet be provided. Children enrolled in Head $tduiring the
regular hours of 8:30 a.m. to 2:30 p.m. will beyided transportation to and from the facilities simed staff
should arrive at center at least 10 minutes bdfardirst child is scheduled to arrive. Assigneaffatnust remain in
the center until the last child is picked up.



2. Closing of center
A center that plans to close due to special evéiaisie visits, etc. must receive prior approval fritveir supervisor. Parents

should be notified of any center closing at lewast tlays and preferably one week prior to the clps@xcept for closing due
to bad weather and/or emergencies.

3. Staff Requlations
e Smoking is prohibited in the centers at all times.

*  Use of physical punishment and/or total isolatismat consistent with the Head Start Performanaadétrds and will
not be tolerated. Such action is grounds for disalief an employee.

« Tardiness -consistent attendance and punctuaktg@nsidered imperative ingredients in the agermysiness operation,
and therefore an integral part of each employesfopnance standards based on objective measurenior,
uncertain or irregular attendance produces disraptsults for the agency's operations, lowersalvproductivity and
continuity of work, and often is burdensome to oth@ployees.

Employees are expected to and requiredgdorteo their designated work location at the pribsel time and
manner in which work activity' is to commendardiness, unexcused absence, or failure tatrepaequired
may result in disciplinary action. In thee@t an employee cannot report to work as schedthecemployee
must so notify supervisory personnel attlea® hour prior to scheduled reporting time opbepared to
provide evidence of extenuating circumstante all cases of an employee's absence or taslitiee employee
shall provide supervisory personnel withudHful reason for the absence and, if applicathle probable
duration of absence. If circumstance renderabsence duration speculative or unknown, tiserg employee
will be required to call supervisory persehdaily to report the status of the absence.

Excessive absenteeism, regardless of resisdhét render an employee insufficiently avaibetolr work will be
evaluated on a case-by-case basis to deteriiné merits of correctional retention or termiorat

*  Reporting Attendance: The Head Teacher or Centeaclir will be responsible for reporting the attende of the staff
to the Education/Early Childhood Development Dioe@nd seeing that all center personnel clock aueate time and
attendance reports. Each teacher is responsiblefing a monthly attendance log on enrolled céild

e Dress Code: Staff should always wear neat and cdatfi@ clothing while working.
Staff must practice good personal hygidredldimes. It should be remembered that staffrapresentatives of
the Head Start program, and are expectedetss and act accordingly at all times (see agdrness code).



CHILD ABUSE AND NEGLECT POLICY

Five County provides child development servicegriaschool children from low-income families. Thgeacy
recognizes its responsibilities to the Head Staifticen and families served by the agency. Thenagés required
to cooperate with child protective agencies to fiigiand report known and suspected abuse and ctdgle
accordance with state laws, to designate a stesbpeo handle duties related to abuse and negihetcto provide
orientation and training to parents and staff antdication and reporting of abuse and negleai.a¥sure that
these requirements are met Five County has ediellite following policies and procedures relate@hild
Abuse and Neglect.

USE OF CORPORAL PUNISHMENT AND ISOLATION

In accordance ACYF issuance HS 4.02, the utilizatibcorporal punishment and total isolation of théd is not
consistent with Head Start objectives and canndbleeated in Five County Child Development Progra@orporal
punishment is defined as the use of physical fascdiscipline measures. This includes, but idimsted to
spanking, slapping, pulling of hair, withholdingfobd, basic needs or participation in special &jemame-calling,
ridicule, or any form of demeaning, harsh or frighihg treatment is strictly forbidden. Isolationahich the child
is left totally unattended is unacceptable. Isotaincludes, but is not restricted to confining tthild to a small
area, retaining the child in the classroom whermothildren go out to play or restricting the cHildm lunch with
his/her classmates. If it is necessary to is@athild from a group, adult supervision will be nmtained and the
isolation period will be minimal. Performance stards prohibit the use of meals as punishment,itfulation at
mealtime is forbidden. A more detailed explanatibthe agency’s procedures is included in the agjerchild
Abuse Plan.

Any staff member utilizing corporal punishment ardbtal isolation of children will result in immide
termination of employment.

ALLEGATION/SUSPECT OF CHILD ABUSE AND/OR NEGLECT BEMPLOYEES

It is imperative that the agency adhere to all t€&afety” measures and guidelines to assure twit ehild
receives the best care and educational supporibp®es a safe and quality learning environmenhud, the agency
cannot tolerate abuse or maltreatment of childteamg level of care. Our Child Abuse Plan givesadtial listing

of child abuse and neglect categories that mus¢perted, in accordance with federal and state.|lafsHead
Start employees are required to report child alanskor neglect, no matter whether the abuse oatonmer away
from the Head Start premises, to the 1-800-222-8@@0ine, in accordance with the agency’s Childuéé Plan.

To assure child safety while in our care it is guieement of the agency that two staff persons rhegbgether with
the children at all times, this is particularly imsive of bathroom breaks. There must never buat®n where
there is only one teacher or other staff personeaigith a child at anytime. If the classroom teaabr assistant
must be out of the classroom for any reason arraeges must be made for staff support of anothesquer
Violation of this policy will result in personnettons being taken. For the first offense writteprimand will be
given; second offense the employee(s) will be sudee for two (2) weeks; third offense the emplogga(ll be
terminated from employment with the agency. Adifsmust be involved in securing the safety ofchilldren
served by the agency.

Any staff suspected of child abuse and/or negiecluding corporal punishment and isolation, in &oyn will be
immediately removed from agency premises until dirole as an investigation has been completed. Hesal Start
Director will place the staff member on adminigtratieave, with pay, pending the investigatiorthé employee is
found guilty their employment with the agency vii# terminated. If the employee is found not guikyshe will be
allowed to return to their position. All allegat® suspects of child abuse and neglect will begalan the
employee’s personnel file.

Accusations of child abuse or neglect, includingpooal punishment and isolation, against a Head Staployee
by a parent, staff, volunteer, etc. should be imatety reported to the Child Abuse Hotline at 1-8#»2-8000 and
then to the Family/Community Partnership DirectoHead Start Director. No investigation of theeghtion
should be initiated unless approved by the Head Bieector. The agency must report each allegettiothe Child
Abuse Hotline, Licensure Agency and the Regionéic®f One or more of these agencies may handbecome
involved in the investigation if warranted and nadso pursue legal actions against the employeeys)ved in the
allegation.



Agency Procedures for Reporting Suspected Childs&buust be followed in accordance with the agenChid
Abuse Plan. Any employee of the agency that faifellow these reporting guidelines will be termiad from
employment with the agency immediately.

CELL PHONE POLICY

PURPOSE

The use of personal cell phones while at work magent a hazard or distraction to the user, childsther staff,
and families. This policy is meant to ensure tiedt phone use while at work is both safe and chmeglisrupt
center/agency operations. Unless otherwise autdahremployees may only use personal cell phonmeanfo
emergency

CENTER LEVEL

Five County Child Development Program, Inc.’s claess and activity areas are designated Cell PRose
Areas. lItis important that children receive thi &ttention of teachers, parents and other sthife attending the
Head Start centers to assure that they receivétyjgatvices, proper supervision and are in a saferonment.
Staff will keep personal cell phones turned ofsounds off and put in separate areas (purse, bek&petc., not on
your person) while in the classrooms or on thegraynd with children. Personal text messagingstering to
phone messages or phone calls is not permittech @weng nap time) while on duty with the childrefieacher
may bring cell phone for emergency and safety ugwhile on field trips, nature walks, bus routesl evacuation
drills. Center Supervisors and Head Teachers raay their cell phone in the classroom with thersboff at their
professional discretion; however, the use of detiqes may not interfere with the day-to-day suyséowi and
interaction with children and families. Classrostaff must either wait until their break or makeesthe classroom
is covered before stepping out of the classrooemBwer a call or text message. Exceptions withbele in cases
of personal emergencies only as permitted by theeC®irector, Education Director or Head Startdotor.

DRIVING

Employees must adhere to all federal, state aral fates and regulations regarding the use ofgtedhes while
driving. Accordingly, employees must not use pélbnes if such conduct is prohibited by law, retiotes or other
ordinance. If you are not sure whether the usea#ll phone while driving is prohibited in a peutiar area, please
check with the Transportation Director.

Employees should not use hand held cell phonesusiness purposes while driving. Should an emgloyeed to
make a business call while driving, he should leeatawfully designated area to park and make @aiecuse a
hand-free speaker device such as speaker phoremeee.

USE OF PERSONAL CELL PHONE FOR AGENCY BUSINESS

An employee must obtain prior approval from the ¢H&gart Director to be reimbursed for the use efrthersonal
cell phone for necessary agency business callappfoval is received from the Head Start Direateimbursement
may be requested, excluding call plan chargespeggnt charges, taxes, surcharges and regulatay tfemployee
must identify the approved business expenses odetagled cell phone bill and submit the originéll with the
request for reimbursement. The employee will imbersed for approved costs related to each busicedseither
by applying a “per minute cost” if the call is withplan minutes or by actual charges if the catlurs in excess of
the plan minutes. The “Per minute cost” will bécatated by dividing the monthly calling plan chasgby the
minutes allowed. Multiplying the cost-per-minuteés the business minutes used on the personadtoatie
determined the total owed the employee. Employdeswere offered and refused agency cell phondsaflbe
reimbursed for any calls made on their personalpteines.

AGENCY ISSUED CELL PHONES

Employees issued agency cell phones must be applythe Head Start Director. Agency cell phorres a
provided for necessary, official agency businespgses only. Only one cell phone will be approf@deach
qualified employee. The Finance Department wibirdinate repair, purchase of accessories/new ecuipand
plan changes with the Head Start Director and Trartation Director. Employees will be responsitdethe
safekeeping, care and custody of the cell phorigress$ to them. Cell phones are Five County prgpent are to




be returned to the Finance Director when emplogpammates from the agency or no longer require tideaell
phone. Five County cell phones cannot be traredigir private ownership. Cell phone numbers aneeaWby the
Agency and cannot be transferred to private owngr3the Finance Department is responsible for rgivig
employee call detail reports and for collectingmeursement for occasional incidental or emergeseyaf Five
County cell phones.

Employee reimbursement is to occur within 30 cadertthys of the statement date. The employee &ithilburse
for costs relat



