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LETTER FROM THE PRESIDENT

Dear Team Member:

Congratulations on becoming a part of one of Florida’s premier childcare organizations. At The Sprout Academy we believe in developmentally appropriate curriculum for children, presented in an environment that fosters the individual child's emotional, social, physical, and cognitive skills. Our talented, professional team of early childhood educators create an environment that supports and develops a love of learning, respect, cooperation, leadership, an ability to make choices, pride in individual accomplishments and problem-solving skills. Our goal is to promote learning through the joy of discovery. Children, supported by our staff, are constantly thinking, exploring, experiencing, learning and testing new skills, and creating scaffolding for a lifetime of learning. As children grow and develop in our program, they are both nurtured and challenged as they move towards the greater independence that elementary school brings. As a member of our team, you have the exciting opportunity to bring your passion for childcare to the children in the schools that need you most.
As a team member myself, I am committed to partnering with you to promote your own professional development. My number one goal is to have you, the new team member, grow with The Sprout Academy as we continue to strive to provide excellent service. We are on the move and growing, and as a part of the team we want you to move with us. We believe good childcare is about attention to detail. Because of this, moving forward as a team depends upon your own determination and mindfulness. You are the front line of this team. As such, we trust that you will bring your talents and strengths with you to work each and every day. We expect you to be nothing less than the person you would want to have caring for your own child.
Now, I realize that I have set a high bar. But this team’s success has always been due to our unwavering dedication to providing the highest quality of service to the families who trust us each and every day. To assist you with your transition into this environment of excellence, we have prepared this handbook that will answer most of the questions that you might have about working with us. If you find that you have a question that is not answered in our handbook, please feel free to contact us directly.
It is my pleasure to welcome you to our team of high-quality childcare centers. I am personally confident that in choosing to join our team you have given yourself a great opportunity to be challenged, to learn, to contribute, and to grow.
Sincerely,

Justin M. Barsanti 
President
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[bookmark: _Toc465857937][bookmark: _Toc51751768]INTRODUCTION

[bookmark: _Toc465857938][bookmark: _Toc51751769]Purpose of this Handbook

This handbook has been prepared to answer questions that you may have about your employment with The Sprout Academy.

THIS HANDBOOK IS NOT A CONTRACT. This handbook's contents do not create a contract between you and The Sprout Academy. It does not create any rights. It has been prepared for informational purposes only. The Sprout Academy may change or update this information at their discretion and with or without notice. Nothing in this handbook requires The Sprout Academy to maintain, or entitles you to, any specific procedures, policies, benefits, working conditions, or privileges of employment. The Sprout Academy retains sole discretion to unilaterally modify this handbook, along with its policies; procedures, rules and guidelines at any time with or without notice, and you will be expected to adhere to such modifications. The policies, procedures, rules and guidelines in this handbook supersede and replace all previously published or unpublished policies, guidelines, handbooks, or other publications related to personnel matters.

YOUR EMPLOYMENT IS AT-WILL. Nothing in this handbook changes your at-will status. As an employee at-will, you are free to terminate your employment with The Sprout Academy at any time you choose. The Sprout Academy also has the same rights to end the employment relationship at any time, with or without notice, and with or without cause.

ALL EMPLOYEES MUST COMPLY WITH THIS HANDBOOK. All employees must adhere to the policies, procedures, rules and guidelines in this handbook and those that arise later. Violation of any of the policies, procedures, rules or guidelines in this handbook may result in disciplinary action up to and including termination. If you have any questions about the contents of this handbook, please contact management within The Sprout Academy.

[bookmark: _Toc465857939][bookmark: _Toc51751770]History of The Sprout Academy

In 2010, Justin and Rachel Barsanti purchased their first center in Seminole, FL with the mission of creating a premier center at an affordable rate for families in the community. The goal was and continues to be to expand into other communities to offer the same great care for children at a rate that families in the area can afford. After acquiring their third center they decided to brand them all into The Sprout Academy and create a logo that symbolizes everything that they stand and believe in – natural growth through nurturing children to their highest abilities. As The Sprout Academy continues to grow the mission, beliefs, and values remain the same.

[bookmark: _Toc465857940][bookmark: _Toc51751771]The Employment Relationship

The Sprout Academy enters into a "co-employment" relationship with professional employer (PEO) organizations and their subsidiaries and/or affiliated companies, which is also known as "employee leasing". This relationship enhances the company's ability to provide high quality employee support, provide human resources support, payroll processing, worker's compensation benefits support, and the opportunity to participate in certain benefits.

[bookmark: _Toc465857941]In the event that you resign your position, you must notify The Sprout Academy management within seventy-two (72) hours of your employment termination so that they may inform any and all professional employer organizations they utilized during the time of your employment. If you do not notify The Sprout Academy within such time, The Sprout Academy and any and all professional employer organizations they utilized during your employment may assume that you have voluntarily resigned. Your failure to contact The Sprout Academy may, under certain circumstances, cause you to forfeit unemployment benefits. If you have any questions regarding this relationship, please contact The Sprout Academy management.

[bookmark: _Toc51751772]The Sprout Academy’s Goals, Values, and Beliefs

Our goal at The Sprout Academy is simple - extraordinary customer service by providing outstanding teachers for the families of the children that we take care of in our centers. We accomplish this by hiring and retaining the highest qualified childcare educators in the industry.
The Sprout Academy is built upon a set of five Core Values which, when taken together, guide us to consistently maintain our focus and achieve our vision; Employee Success, Family Success, Social Awareness, Fiscal Responsibility, and Technical Excellence.

Employee Success - As a professional employer, childcare and solutions focused organization, we are defined by the quality of our people. At The Sprout Academy we focus on the success, both personally and professionally, of each employee. Our employees' passions for childcare is sustained by providing interesting and challenging roles that utilize current skill sets. The Sprout Academy maintains a continual investment in our employees through both formal and informal education and training. Childcare professionals are drawn to our team by providing a culture of caring, involvement, training, quality benefits, work-life balance, and consistent open and honest communication.

Family Success - Family success is more than just family satisfaction. At The Sprout Academy, we focus on helping our families meet their objectives for their child together. We accomplish this by providing the services and solutions of highly dedicated, results-oriented, world-class childcare professionals with the domain knowledge necessary to accomplish the task at hand. The Sprout Academy understands that forming a partnership with our families, listening to their needs, maintaining constant communication, and establishing shared goals are the keys to solving complex problems. 

Social Awareness - As a corporation, we believe it is important to give back to the community in which we live and work. The Sprout Academy both supports and encourages the causes and charities that are important to our employees.

Fiscal Responsibility - Fiscally responsible business execution ensures that The Sprout Academy remains a viable organization able to meet our obligations and responsibilities to our employees, our partners, and our families. As such, The Sprout Academy focuses on consistent revenue and profit performance. The profit is then invested into the success of our families and employees, maintaining our advantage, and contributing to many charitable and social causes within our community that further enable the fruition of The Sprout Academy's Vision.

Technical Excellence - The Sprout Academy recognizes that we must constantly evaluate and invest in the latest emerging technologies and work to prepare our staff for the ever-dynamic nature of our business. As such, we make significant investments to ensure that our employees are well educated, well trained, and well versed in the technologies required ensuring the success of our children. These skills are augmented by a wealth of experience and solid consulting skills that rank our childcare professionals among the best in the industry. 

Our goals are accomplished by a commitment from every employee.  Our beliefs and values require that we:

· Treat each employee with respect and give him/her the opportunity for input on how to continually improve our service goals;
· Treat each employee with mutual respect. The company does not tolerate discrimination of any kind and encourages all managers and supervisors to involve employees in problem solving and the creativity process. When problems arise, the facts should be analyzed to determine ways to avoid similar problems in the future;
· Provide the most effective and efficient corrective action to resolve family and child issues, to ensure our families’ satisfaction and that the problem not be repeated in the future;
· Foster an open door policy that encourages interaction, discussions, and ideas to improve the work environment, thus increasing our productivity
· Deliver cost competitive services to our families, employees and where required, partner our families with other companies who share our mission, vision, and values.
[bookmark: _Toc88283777][bookmark: _Toc110777170][bookmark: _Toc465856621][bookmark: _Toc465856959][bookmark: _Toc465857942][bookmark: _Toc51751773]Professionalism


Professionalism is a priority at The Sprout Academy. Always present a well-groomed, calm, and alert image. Always keep in mind that you represent the school. All employees are required to conduct themselves appropriately during teaching hours, on school grounds, as well as during activities such as parent/teacher conferences.  

Be knowledgeable about the school. Make sure you understand and can explain the school’s policies. If you do not know an answer, tell the parent you will find out and will get back to them. Then do so. Be as helpful to the parent as you are to the child. A feeling of loyalty to our families and administration must be conveyed at all times. The Sprout Academy staff should consider their affiliation with the school as a serious commitment, regarding their actions, to the highest level of professionalism. 

Please remember that at no time should any information be given out regarding the children or other members of staff. All information must be considered highly classified and confidential.

All communication with parents must be polite and tactful. Never use negative words to describe or talk about the children. 

Use voice control and self-control. Tone with children is to be positive and, when necessary, firm. There is to be no yelling, unless a child’s life is in danger. If you have to yell to protect a child, explain this to the child, to other children nearby and to adults.  

[bookmark: _Toc465857943][bookmark: _Toc51751774]Dispute Arbitration

In return for The Sprout Academy’s promise to do the same, your continued employment, and other benefits conferred through the employment relationship, you the employee (herein after “you” or “your”) promise to submit binding arbitration all claims, disputes, controversies, with The Sprout Academy, and its officers, directors, and employees arising out of or relating to your employment relationship with The Sprout Academy, including disputes related to your wages and benefits, your termination, intellectual property rights, confidentiality, and any breach of this agreement, to be decided by an independent, mutually agreed upon arbitrator and any of The Sprout Academy arbitration policy or agreement.

[bookmark: _Toc465857944][bookmark: _Toc51751775]POLICIES AGAINST DISCRIMINATION AND HARRASEMENT 

[bookmark: _Toc465857945][bookmark: _Toc51751776]Equal Employment Opportunity

The Sprout Academy is committed to providing equal employment opportunities. We do not and shall not discriminate against a person because of his/her race, age, color, religion, sex, national origin, ancestry, citizenship, disability/handicap, veteran status, pregnancy, marital status, or other applicable legally protected category in any aspect of the employment relationship. Our policy of equal opportunity and nondiscrimination extends to recruitment, hiring, employment, training and development, promotion, transfer, termination, layoff, compensation, and all other conditions and privileges of employment, in accordance with applicable federal, state and local laws. If at any time during the application process or during the period of your employment you believe you have been subjected to discrimination, you must contact The Sprout Academy management immediately. All complaints will be thoroughly investigated and appropriate remedial action will be taken. No applicant or employee will be retaliated against for, in good faith, reporting discrimination or participating in such an investigation. Violation of this policy may result in disciplinary action up to and including termination.

[bookmark: _Toc465857946][bookmark: _Toc51751777]Anti-Harassment

All employees of The Sprout Academy have a right to work in a professional atmosphere that promotes equal opportunity and prohibits discriminatory practices, including harassment. The Sprout Academy has adopted a Zero Tolerance Policy in this regard and will not, under any circumstances, condone or tolerate harassment of employees. We prohibit all forms of harassment relating to an employee's race, age, color, religion, sex, national origin, ancestry, citizenship, disability/handicap, veteran status, pregnancy, marital status, or other applicable legally protected basis. Any comments or conduct based on, or relating to the above-described categories that fail to respect the dignity and feelings of the individual are unacceptable. Conduct that fails to comply with both the letter and spirit of this policy will not be tolerated. This policy applies to all employees of the company.  You must conduct yourself in a manner consistent with this policy and respect the rights of co-workers, clients, children and their parents, vendors and other visitors to your child care center. Violation of this policy may result in disciplinary action up to and including termination.

Definitions

For these purposes, the term harassment includes, but is not limited to, slurs, jokes, other verbal, graphic, or physical conduct relating to a person's race, age, color, religion, sex, national origin, ancestry, citizenship, disability/handicap, veteran status, pregnancy, marital status, or other applicable legally protected basis; or any other conduct that is offensive or abusive based on the above-described categories. Harassment also including hitting, pushing or other physical contact or threats (implicit or explicit) to take action based on the above described categories.

Harassment also includes:
· Unwelcome or unwanted sexual advances
· Request(s) or demand(s) for sexual favors; including subtle or blatant expectations, pressures, or requests for any type of favor; and
· Any other physical or verbal conduct of sexual or otherwise offensive nature where:
· Submission to such conduct is made either explicitly or implicitly a term or condition of employment; or
· Such conduct has the purpose or effect of substantially interfering with an individual's work performance or unreasonably creating an intimidating, hostile, or offensive working environment
If you feel that another employee is harassing you, client, parent, vendor, or other visitors to your childcare center, or witness another employee of the company being harassed in violation of this policy, you must report this harassment immediately to The Sprout Academy management. All harassment complaints under this policy will be thoroughly investigated and confidentially will be maintained to the maximum extent possible under the circumstances. If harassment is found to have occurred, appropriate disciplinary action, including immediate discharge, will be taken. If you make a good faith complaint under this policy, you will be treated courteously and the problem will be handled as swiftly and as discreetly as possible in necessary. The good faith registration of a complaint or participation in an investigation in good faith will in no way be used against you nor will it have an adverse impact on your employment status. The Sprout Academy will not retaliate against an employee who reports harassment or participates in an investigation and will not knowingly permit retaliation by management or other employees. Retaliation is a serious violation of this anti-harassment policy and must be reported to The Sprout Academy management.

Definitions of Harassment 

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. For the purposes of this policy, sexual harassment is defined, as in the Equal Employment Opportunity Commission Guidelines, as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example a) submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment; b) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or c) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment. 

Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve individuals of the same or different gender. Depending on the circumstances, these behaviors may include unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual prowess or sexual deficiencies; leering, whistling or touching; insulting or obscene comments or gestures; display in the workplace of sexually suggestive objects or pictures; and other physical, verbal or visual conduct of a sexual nature. 

Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this policy, harassment is verbal, written or physical conduct that denigrates or shows hostility or aversion toward an individual because of his/her race, color, religion, gender, sexual orientation, national origin, age, disability, marital status, citizenship, genetic information or any other characteristic protected by law or that of his/her relatives, friends or associates, and that a) has the purpose or effect of creating an intimidating, hostile or offensive work environment; b) has the purpose or effect of unreasonably interfering with an individual's work performance; or c) otherwise adversely affects an individual's employment opportunities. 

Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or hostile acts; denigrating jokes; and written or graphic material that denigrates or shows hostility or aversion toward an individual or group and that is placed on walls or elsewhere on the employer's premises or circulated in the workplace, on company time or using company equipment via e-mail, phone (including voice messages), text messages, tweets, blogs, social networking sites or other means. 

Individuals and Conduct Covered 

These policies apply to all applicants and employees, whether related to conduct engaged in by fellow employees or someone not directly connected to The Sprout Academy (e.g., an outside vendor, consultant or customer). 

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as during business trips, business meetings and business-related social events. 

[bookmark: WorkplaceBullying][bookmark: _Toc465857947][bookmark: _Toc51751778]Workplace Bullying

The Sprout Academy defines bullying as “repeated inappropriate behavior, either direct or indirect, whether verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or in the course of employment.” Such behavior violates the company policies regarding code of conduct, which clearly states that all employees will be treated with dignity and respect. 

The purpose of this policy is to communicate to all employees, including administrator, faculty, staff members, volunteers and students that the school will not tolerate bullying behavior. Employees found in violation of this policy will be disciplined up to and including termination. 

Bullying may be intentional or unintentional. However, it must be noted that where an allegation of bullying is made, the intention of the alleged bully is irrelevant and will not be given consideration when meting out discipline. As in sexual harassment, it is the effect of the behavior upon the individual that is important. The Sprout Academy considers the following types of behavior examples of bullying:

· Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent name calling that is hurtful, insulting or humiliating; using a person as the butt of jokes; abusive and offensive remarks. 

· Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault; damage to a person’s work area or property. 

· Gesture bullying: Nonverbal threatening gestures or glances that convey threatening messages. 

· Exclusion: Socially or physically excluding or disregarding a person in work-related activities. 


[bookmark: _Toc465857948][bookmark: _Toc51751779]The Americans with Disabilities Act (ADA)

The American with Disabilities Act (ADA) prohibits discrimination on the basis of disability and protects qualified applicants and employees with disabilities from discrimination in all aspects of employment. A qualified individual with a disability is an individual with a physical or mental impairment that substantially limits one or more major life activities, meets the job requirements for the position held or desired, and who, with or without reasonable accommodation, can perform the essential functions of the position. 

The Sprout Academy is committed to providing equal employment opportunities to qualified individuals with disabilities, which includes providing reasonable accommodations where appropriate. If you require accommodation to perform essential functions of the job, you must notify The Sprout Academy management to request such accommodation. Upon doing so, you will participate in an interactive process with the company to identify the precise limitations the disability causes and the potential accommodations that could overcome those limitations. In this process you will be asked for you input regarding the type of accommodation you believe may be necessary or the functional limitations caused by your disability. Also, when appropriate, we may need your permission to obtain additional information from your physician or other health care professionals. Necessary accommodation will be made unless precluded by an undue hardship or other permissible consideration.

If you believe you have been discriminated against under the ADA, you must bring your concern directly to The Sprout Academy management. If your complaint relates to The Sprout Academy management personnel, notify the President or an officer of The Sprout Academy. 

If there is a determination that discrimination has occurred, appropriate remedial action will be taken. You will not be retaliated against for, in good faith, filing a complaint. All issues involving ADA will be kept as confidential as possible under the circumstances. Violation of this policy may result in disciplinary action up to and including termination.

[bookmark: _Toc465857949][bookmark: _Toc51751780]GENERAL EMPLOYMENT INFORMATION

[bookmark: EmployeeClassification][bookmark: _Toc465857950][bookmark: _Toc51751781]Employee Classification Categories

All employees are designated as either nonexempt or exempt under state and federal wage and hour laws. The following is intended to help employees understand employment classifications and employees’ employment status and benefit eligibility. These classifications do not guarantee employment for any specified period of time. The right to terminate the employment-at-will relationship at any time is retained by both the employee and The Sprout Academy.

Nonexempt employees are employees whose work is covered by the Fair Labor Standards Act (FLSA). They are NOT exempt from the law’s requirements concerning minimum wage and overtime. 

Exempt employees are generally managers or professional, administrative or technical staff who ARE exempt from the minimum wage and overtime provisions of the FLSA. Exempt employees hold jobs that meet the standards and criteria established under the FLSA by the U.S. Department of Labor. 

The Sprout Academy has established the following categories for both nonexempt and exempt employees:

1. Regular, full time: Employees who are not in a temporary status and who are regularly scheduled to work the company’s full-time schedule of 37.5 hours per week. Generally, these employees are eligible for the full benefits package, subject to the terms, conditions and limitations of each benefits program. 

· Regular, part time: Employees who are not in a temporary status and who are regularly scheduled to work less than the full-time schedule but at least 20 hours each week. Regular, part-time employees are eligible for some of the benefits offered by the company subject to the terms, conditions and limitations of each benefits program. 

· Temporary, full time: Employees who are hired as interim replacements to temporarily supplement the workforce or to assist in the completion of a specific project and who are temporarily scheduled to work the company’s full-time schedule for a limited duration. Employment beyond any initially stated period does not in any way imply a change in employment status. 

· Temporary, part time: Employees who are hired as interim replacements to temporarily supplement the workforce or to assist in the completion of a specific project and who are temporarily scheduled to work less than the company’s full-time schedule for a limited duration. Employment beyond any initially stated period does not in any way imply a change in employment status. 

Temporary workers are not eligible for company benefits unless specifically stated otherwise in company policy or are deemed eligible according to plan documents.


[bookmark: _Toc465857951][bookmark: _Toc51751782]Background and Credit Checks

The Sprout Academy relies upon the accuracy of information contained in the employment application, resume and/or any other documents you submit throughout the hiring process and your employment. Any misrepresentations, falsifications, or omissions in any of this information may result in exclusion of the individual from further consideration for employment or, if the individual has been hired, may result in disciplinary action up to and including termination of employment.
All applicants for employment with the company must undergo a Level 2 background screening as defined in Section 435.04, F.S., which includes at a minimum Federal Bureau of Investigations (FBI), Florida Department of Law Enforcement (FDLE), and local law enforcement records checks. No applicant will be extended an offer of regular employment until the individual has undergone a Level 2 background screening and the results of their screening have been received by The Sprout Academy and do not reflect disqualification from working in child care.

In addition, the company or its agents may also investigate all statements contained in any documents, applications and/or resumes you have provided. A credit and background check may be made on you including, but not limited to, consumer credit history, criminal history, driving record, employment, military, education and general public records which will provide information concerning these areas and your character and general reputation. Your former employers, educational institutions, supervisors, co-workers and references may be contacted.

Specific laws apply to consumer reports. The company and its agents will adhere to these laws. Upon submitting an application for employment, to the extent allowed by law, you release The Sprout Academy and their representatives from liability for seeking such information and all other persons, corporations or organizations for furnishing such information. If you have any questions concerning the FDLE background screening, please contact The Sprout Academy. If you have questions concerning Level 2 background screening or other non-Level 2 background screenings, please contact The Sprout Academy management.

[bookmark: _Toc465857952][bookmark: _Toc51751783]Verification of Employment Eligibility Form (I-9)

In compliance with the Immigration Reform and Control Act of 1986, The Sprout Academy will hire only those individuals who are authorized to work in the United States. All employees will be required to submit documentary proof of identity and employment eligibility. You will also be required to update and sign, under penalty of perjury, Form I-9, which requires you to attest to

· Being eligible to work in the United States;
· Being who you claim to be; and
· Submitting documents that are genuine.
If you are authorized to work in this country for only a limited time, you will be asked to provide re-verification information and/or may be asked to sign another I-9.


[bookmark: _Toc465857953][bookmark: _Toc51751784]Protection of Confidential Information

During the course of their employment, all employees of The Sprout Academy will receive confidential, private and/or privileged company information. This information may come from various sources (for example, other employees, clients, co-workers, vendors, children and their parents, medical care providers and governmental agencies) and may concern any number of issues (including technical, business or financial information). All employees are required to maintain such company information in strict confidence.

There will also be times when our employees will receive sensitive and/or confidential information concerning children and their families (for example, their attendance at the child care center, financial circumstances, family problems, health issues, and/or their behavior and conduct). Everyone must take responsibility for protecting the privacy of our children and their families. Any sensitive and/or confidential information regarding children and their families should not be discussed with individuals, inside or outside of the workplace, who are not authorized to receive such information. Social and casual conversations with other staff, parents and children are under no circumstances to include individual personal opinions and statements concerning workplace business.

Violation of this policy may result in disciplinary action up to and including termination. If you are unsure of your obligations under this policy, please speak to your director or The Sprout Academy management.

[bookmark: _Toc465857954][bookmark: _Toc51751785]Training, Certification, and Other Requirements

The Sprout Academy requires its childcare professionals to meet the training, certification and other requirements established by the State of Florida. The Florida Childcare Standards requires all childcare professionals to possess a high school diploma or GED. In addition, all childcare professionals must successfully complete a 45-hour Introductory Childcare Training requirement.

Training certificates are issued or transcripts are updated upon the successful completion of training, as evidenced by passage of a competency exam, if required.

Experienced childcare professionals who have not completed the 45-hour training requirement may be hired on a temporary basis, but must agree to (and show proof of) the following:

1) Register for the 40-hour training requirement within 30 days from date of hire;
2) Begin the 45-hour training requirement within 60 days from the date of hire; and
3) Complete the 45-hour training requirement within six (6) months from the date of hire.

In addition, all employees are required to complete 10 to 20-clock-hours of in-service training depending on county and state requirements (workshops or continuing education classes approved by Florida’s childcare licensing training office) every fiscal year (i.e., fiscal year begins July 1 and ends June 30).

The company may also require, as a condition of employment, proof of other training, certification, licensure, registration and/or other requirements as permitted by law. It is the responsibility of the employee to meet such standards and to notify management that requirements are met and records are up to date. Individuals allowing training, certification, licensure, registration and/or other requirements to lapse may be removed from their positions, either temporarily or permanently depending on the circumstances. Failure to qualify and or to maintain such training, certifications, licensures, registrations or other requirements may result in termination of employment.

[bookmark: _Toc465857955][bookmark: _Toc51751786]New Hires (Introductory Period)

The Sprout Academy requires all new employees to serve a 90-day introductory period. The introductory period is an extension of the selection process and is designed to allow time for you to adjust to your new position, receive proper training, learn performance expectations, and become familiar with the company and your job, while enabling management to evaluate your capabilities. The introductory period does not, in any way, alter our policy that all employees are employed at-will. Your employment may be terminated before, during, or after this 90-day introductory period. During the introductory period, it is important that your job performance and personal conduct is satisfactory or your employment may be terminated with or without cause.

If The Sprout Academy pays for any pre-employment items (i.e. fingerprints, background screening, etc) and the employee is terminated, resigns, abandons the job, or retires within the 90 day introductory period, the amount used for pre-employment purchases will be taken from the last paycheck. New employees under the introductory 90-day period are not eligible for PTO or holiday pay.

[bookmark: _Toc465857956][bookmark: _Toc51751787]Performance Evaluation

The Sprout Academy conducts performance evaluations based on need. Performance evaluations are given at management’s discretion and are not guaranteed within any time period.

During the performance evaluation, your director will review and discuss the strengths and weaknesses of your job performance, attitude toward work, attendance record, past performance improvement, prior disciplinary action and other relevant areas. Your job performance will be measured against job objectives, which detail the requirements and expectations of the position. All employees will be given job objectives within one (1) week of employment, position change, promotion, and after a performance evaluation. You will also be encouraged to express your ideas and comments about your performance and other relevant areas. Completion of a performance evaluation does not guarantee continued employment, an increase in wages, or a change in job status.

[bookmark: _Toc465857957][bookmark: _Toc51751788]Promotion and Transfer

The Sprout Academy evaluates and selects candidates without regard to race, age, color, religion, sex, national origin, ancestry, citizenship, disability/handicap, veteran status, pregnancy, marital status, or other applicable legally protected basis. All candidates who apply for a particular position shall be evaluated for the vacant position by taking into consideration, among other things, background, education, prior work experience, and any special skills or qualifications the individual possesses and are required of the job. Management shall, without regard to race, age, color, religion, sex, national origin, ancestry, citizenship, disability/handicap, veteran status, pregnancy, marital status, or other applicable legally protected basis, select the individual who, in their opinion and sole discretion, appears to be the most qualified for the job.

[bookmark: _Toc465857958][bookmark: _Toc51751789]Employment of Minors

The Sprout Academy is regulated by and adheres to state and federal child labor laws including those of the FLSA, which is designed to protect minor employees’ health, safety, and educational opportunities while employed. Among other things, these laws prohibit employment of minors less than 14 years for non-agricultural jobs as well as restricting minors’ maximum work hours and occupation in hazardous positions. The FLSA also sets subminimum wage rates for specific classes of minors, students, and disabled persons. If you think you may fall into one of these classes, notify a director or the ownership to discuss your options with The Sprout Academy for ensuring adherence to these laws.

[bookmark: _Toc465857959][bookmark: _Toc51751790]Termination and Change of Employment Status

A change in your employment status may occur for different reasons, including termination by The Sprout Academy, resignation, abandonment, reassignment, or retirement. Should a change in employment status occur, wages will only accrue up to your effective date of separation with The Sprout Academy, unless contrary to a written employment contract or state law.

· Termination by The Sprout Academy – Unless expressly prohibited by statute, all employees without a written employment agreement to the contrary are employed on an “at-will” basis. This means that The Sprout Academy may conclude the employment relationship with or without advance notice at any time and for any reason.

· Resignation – If you are an at-will employee, you may choose to conclude the employment relationship at any time and for any reason. If you are considering resignation, you are encouraged to consult your director or ownership in order to discuss whether other options are available to accommodate your needs. If you will need to resign your employment with The Sprout Academy, we require a minimum two-week written notice prior to your last day. If circumstances prohibit you from providing a two-week written notice, please provide such notice as soon as practicable. Employees who fail to provide appropriate written notice will be ineligible for rehire and may be subject to forfeiture of accrued benefits including vacation, paid time off, or other benefits at The Sprout Academy’s discretion and according to state law. At The Sprout Academy’s sole discretion and business needs under circumstances, The Sprout Academy may choose to require your immediate departure with or without two weeks’ pay instead of your being present during the notice period. Your resignation notice must be provided to your childcare center’s director and a copy must be provided to The Sprout Academy management. If you resign your employment, you will receive your final paycheck on the next regularly scheduled pay period. Your year-end tax statement will be sent to your last known address. You are responsible for updating your address by contacting The Sprout Academy management.

· Abandonment – Abandonment occurs where an employee fails to be present during scheduled work hours for three or more consecutive days without prior approval for the absence. If you are considering abandonment, you are encouraged to consult your director or management in order to discuss whether other options are available to accommodate your needs. The Sprout Academy asks that all employees provide at least two weeks’ advance written notice of their departure. Employees who fail to provide the full requested advance notice may be subject to forfeiture of accrued benefits including vacation, paid time off, or other benefits at The Sprout Academy’s discretion and according to state law. Employees who fail to provide appropriate written notice will be ineligible for rehire and may be subject to forfeiture of accrued benefits including vacation, paid time off, or other benefits at The Sprout Academy’s discretion and according to state law.


· Reassignment -  Based on The Sprout Academy’s needs, your employment status may occasionally change through The Sprout Academy reassigning you to a different shift, department, or location, unless you have a written employment contract to the contrary. The Sprout Academy may choose to take into consideration your requests concerning reassignment. Should The Sprout Academy so require, you agree to completely an exit interview or memo prior to departure.

· Retirement – Employees seeking to retire must provide at least four weeks’ advance written notice to a director or management. This will allow The Sprout Academy sufficient time to finalize any payroll and benefit issues, determine and prepare for any hiring needs, and wrap up all other outstanding employment matters related to the planned retirement. 


[bookmark: _Toc465857960][bookmark: _Toc51751791]Return of Company Property

Employees must return all Company property in their possession upon ending employment with The Sprout Academy. Unless otherwise notified, Company property includes ID cards, uniforms (polo shirts), cell phones, laptops, electronics, office supplies, and all other tangible items in your possession that The Sprout Academy owns or represents The Sprout Academy in any way. The Sprout Academy may deduct from the final paycheck the value of all unreturned Company property, in accordance with state law.

[bookmark: _Toc465857961]

[bookmark: _Toc51751792]Volunteering

Employees of The Sprout Academy are strongly encouraged, but are not required, to volunteer at least three (3) hours a year of their time each year to the centers. The Sprout Academy holds several annual events such as the Fall Fest, Holiday Happenings, class parties, and more in which staff are able to volunteer time.

The Sprout Academy also always encourages staff to volunteer outside of the centers and in their communities, as well. The Sprout Academy attends several community events such as the Making Strides Against Breast Cancer Walk and others.

[bookmark: _Toc465857962][bookmark: _Toc51751793]Rehire

The Sprout Academy may consider former employees for re-employment, depending on the circumstances. These individuals must go through the pre-employment process. Previous employees who were terminated for violation of The Sprout Academy policy, procedures, rules or guidelines, unsatisfactory job performance, misconduct, or integrity issues, or who failed to provide a two-week resignation notice, are ineligible for rehire.

Employees rehired following a break in service of more than 30 days, other than for an approved leave of absence or a temporary layoff, must serve a new 90- day introductory period and will be considered a new employee from the effective date of rehire.

[bookmark: _Toc465857963][bookmark: _Toc51751794]Labor Unions

The Sprout Academy recognizes all sanctioned labor unions and their role in representing the interests of The Sprout Academy’s unionized employees. This Employee Handbook does not impair or otherwise alter any terms or conditions of the collective bargaining agreements held by such unions.


[bookmark: _Toc465857964][bookmark: _Toc51751795]Employment of Related Individuals

The Sprout Academy may permit Related Individuals to work for us, but we reserve the right to assign Related Individuals to separate work locations or classrooms at the Company’s sole discretion. "Related Individuals" means anyone living or staying in the same household, whether or not they are related, as well as any relative by blood, marriage, or adoption.

All related individuals, and those who become related after hire, must immediately contact management. Based on the business needs of our families, we may transfer one of the related individuals to different location(s). Failure to comply with this policy may result in disciplinary action up to and including termination.

[bookmark: _Toc465857965][bookmark: _Toc51751796]Personnel Records and Changes

The Sprout Academy must maintain current and accurate personnel data for all employees. It is the responsibility of each employee to promptly notify his/her supervisor or director of any changes in personnel information:
· Name
· Home address
· Telephone number
· Marital status (e.g., marriage, divorce)
· Dependents (i.e., births)
· Tax withholding allowances
· Emergency contact information
Any of these changes should be reported at the time the change occurs. Your supervisor or director will report the changes to The Sprout Academy and it will be maintained in your personnel file.

Failure to provide current and accurate personnel data may affect the ability to continue any health benefits you or your dependents are entitled to under COBRA and result in your End-of the-Year Tax Statement (W-2) being returned.

[bookmark: _Toc465857966][bookmark: _Toc51751797]Employment Verifications and References

All requests for employment verifications, income verifications, and all other employment-related verifications and references for current and former employees of The Sprout Academy must be directed to The Sprout Academy management.

[bookmark: _Toc465856622][bookmark: _Toc465856960][bookmark: _Toc465857967][bookmark: _Toc51751798]Severe Weather and Emergency Conditions

[bookmark: _Toc110777195][bookmark: _Toc465856623][bookmark: _Toc465856961][bookmark: _Toc465857968][bookmark: _Toc51751799]School Closings

The Sprout Academy follows the following procedures for the closing of school due to weather conditions. Listen to your radio or T.V. for updates during inclement weather and call the school for specific Sprout Academy closing information. We do our best to use every outlet possible (i.e. Facebook, Twitter, Phone, Email, etc.) to inform families of a closing as quickly as possible. After 6 AM you may also contact the director on her cell phone for information regarding school closings.

[bookmark: _Toc110777196][bookmark: _Toc465856624][bookmark: _Toc465856962][bookmark: _Toc465857969][bookmark: _Toc51751800]Emergency Situations with Short Notice

Tornadoes and other storms are capable of developing without much warning.  It is our school policy to bring the children into the safe zones of the building to ensure their safety until the “all clear” has been given by the weather bureau.  It is your job to keep the children safe, calm and entertained during this time.

[bookmark: _Toc110777197][bookmark: _Toc465856625][bookmark: _Toc465856963][bookmark: _Toc465857970][bookmark: _Toc51751801]Evacuation Procedures

If at any time the fire department or the sheriff’s department deems it necessary to evacuate the area, The Sprout Academy will vacate to the appropriate areas designated for each center. Teachers will be responsible for bringing their class folder with them during the evacuation.  The director or office assistant will also bring the children’s emergency information with them.  As soon as the children are safely evacuated, parents will be notified.  

[bookmark: _Toc88283801][bookmark: _Toc110777192][bookmark: _Toc465856626][bookmark: _Toc465856964][bookmark: _Toc465857971][bookmark: _Toc51751802]Fire

It is the responsibility of all employees to understand their role in an emergency. This includes understanding and familiarization with location of fire alarm boxes, location and operation of fire extinguishers, reporting a fire to the fire department, and knowledge of all fire exits. All teachers, assistant teachers and substitutes should know exactly what procedure is in each room they are assigned to every day. Designated staff will be assigned to assist in carrying those children that cannot walk on their own during the course of a fire drill or emergency situation.

	Teacher Compensation for Emergency Closings (exempt and non-exempt)

In the event of any emergency situation in which The Sprout Academy centers must be closed due to evacuations, power loss, flooding, hurricane, tornado, any inclement weather, or any other reasons under the circumstances that the centers must be closed per the licensing requirements or just due to the owner’s discretion the non-exempt employees will be paid for only the hours in which they work. Exempt employees will be on a case by case basis at the owners discretion. 
[bookmark: _Toc465857972][bookmark: _Toc51751803]WORK HOURS AND COMPENSATION

[bookmark: _Toc465857973][bookmark: _Toc51751804]Work Hours and Schedule

The Sprout Academy requires that all employees adhere to their scheduled work hours and schedule. Your director will provide your work schedule to you. The workweek begins on Monday and ends the following Sunday.
All employees are responsible for adhering to the following guidelines:
· You are solely responsible for knowing the dates and times you are scheduled to work. We encourage you to write your schedule down. 
· You are solely responsible for reporting to work on time for your scheduled assignment. We encourage you to make arrangements, in advance, in order to arrive to work on time.
· No one is guaranteed a particular classroom, schedule, fixed hours, or number of hours for any given week ever.
· You are solely responsible for working your scheduled work hours.
Requests for time off must be submitted, in writing, to your director and/or The Sprout Academy management at a minimum two (2) weeks in advance. Reasonable efforts will be made to accommodate your advance request for time off. However, The Sprout Academy maintains the right, in its sole discretion, to schedule its employees based on operational efficiency and the needs of the affected business. Time off requests, even those made in advance, are not ever guaranteed to be approved until director or management signs off on it. Violation of this policy may result in disciplinary action up to and including termination.

[bookmark: _Toc465857974][bookmark: _Toc51751805]Overtime

The Sprout Academy expects that its employees will work overtime when it is necessary for the efficient operation of the childcare center and/or the company. When overtime is required, employees will be asked to work the extra time. Your childcare center’s director must approve all overtime, in advance. Working overtime without advance permission from a director or management is a violation of our overtime policy. Violation of this policy may result in disciplinary action up to and including termination.

Supervisor approval must be obtained before working overtime. All non-exempt hourly employees who actually work more than 40 hours in a workweek will be compensated at a rate of one and one half (1 1/2) times their normal hourly rate of pay for each hour in excess of 40 hours. Holidays, vacations, and sick time, if any, are not included in hours used to determine overtime eligibility. Exempt employees do not receive additional pay for overtime.

[bookmark: _Toc465857975][bookmark: _Toc51751806]Recording and Submitting Hours Worked

All employees of The Sprout Academy must accurately record and timely submit all hours worked – via a timesheet or time clock (in centers that it is available). This is a requirement of your position with us. We cannot issue your paycheck until we have your finalized time sheet or all clock punches for the pay period. Failure to accurately record and/or timely submit your hours worked may result in your paycheck being delayed for up to two (2) weeks, where permissible by applicable law. Repeated problems with recording and submitting your time sheet or missing clock punches may result in disciplinary action, up to and including termination. 

The following procedures must be strictly adhered to:

Recording Hours Worked.  All Sprout Academy employees are required to maintain an accurate record of all hours worked. "Hours worked" is all the time an employee spends performing his/her assigned job duties and tasks. The hours recorded on your time sheet or on the time clock are worked hours only. Hours worked do not include meal breaks that are 30-minutes or longer, or PTO. It is your responsibility to accurately record your time. The time sheet or time clock requires that you sign-in at the beginning of your scheduled work hours and sign-out at the end of your scheduled work hours. You must also sign-out and -in at the beginning and end of your meal break. Your time sheet or punches of the time clock will be your official work record. 

Submitting Hours Worked. All Sprout Academy employees are required to timely submit their time sheet (in centers without a time clock). Your completed time sheet must be turned in on time and signed off on by the 

Under no condition is an employee to work "OFF THE CLOCK". If you are requested by your director to work off the clock, you must immediately report the request to The Sprout Academy management. Falsification of time records, which includes, but is not limited t signing-in or -out for another employee, including time for hours not worked, or failing to report all hours worked, may result in disciplinary action, up to and including termination.

Time Clock Regulations:

Purpose 
The purpose of this policy is to outline the time clock policies of The Sprout Academy
Applicability 
All employees (nonexempt) are required to use the time clock system to record their hours worked. Nonexempt employees are required to clock in and out for payroll and attendance purposes. The time clock records will be used to track attendance for nonexempt employees.
Time Clock Stations 
Each time clock has a department code assigned to the clock. Employees are required to clock in and out at the time clock located in their departments using the last four (4) digits of their social security number. If there is a problem with the time clock, employees should notify their director, and the director will direct the employee to the appropriate course of action to record their time.
Window for Clocking In and Out
Employees should clock in no sooner than 5 minutes before or after the scheduled shift and clock out no later than 5 minutes before or after the scheduled shift. Nonexempt employees are required to clock in and out for lunch breaks in addition to at the beginning and end of the day.
If an employee misses the window for clocking into the timekeeping system, the employee should notify the director as soon as possible. The director will manually enter the employee’s work hours via the manager time clock portal on the system used. Anytime an employee forgets a punch or needs a punch correction, a time punch correction form needs to be filled out by the employee and signed off on by the employee and the director. The director will then manually fix a punch in the system. Employees who repeatedly miss time clock entries will be subject to disciplinary action. 
Prohibited Time Clock Actions 
Employees may not ever use another employee’s four digits to clock in or clock out for another employee.
Enforcement
Directors are free to use discretion in disciplinary actions when employees have various, albeit repeated, offenses to the timekeeping policy or procedure. Situations include when employees may have clocked in, but are repeatedly absent from their workstations during work hours or have missed time clock entries in addition to working unscheduled overtime. Time clock fraud is stealing and is subject to immediate termination and possible criminal prosecution.
[bookmark: _Toc465857976][bookmark: _Toc51751807][bookmark: MealRestPeriods]Meal/Rest Periods

The scheduling of meal periods at The Sprout Academy is set by the employee’s director with the goal of providing the least possible disruption to school operations. 

Mandatory Meal Period
Employee meal periods are important to company productivity and employee health. As of the development of this handbook there are no current Rest and Meal Break laws in the state of Florida. The Sprout Academy still feels it is important to give our employees these breaks when we can reasonably accommodate. The meal period will not be included in the total hours of work per day and is not compensable. Nonexempt employees are to be completely relieved of all job duties while on meal breaks and must clock out for meal periods. 

Rest Breaks 
Salaried employees, as they are paid a weekly salary regardless of the hours they work, may choose to take breaks as needed. Nonexempt employees are permitted a 15-minute rest break for each four hours of work. Nonexempt employees on rest breaks are not required to clock in and clock out for these breaks because this time is considered “time worked” and is compensable. 

Impermissible Use of Meal Period and/or Rest Breaks
Neither the lunch period nor the rest break(s) may be used to account for an employee's late arrival or early departure or to cover time off for other purposes—for example, rest breaks may not be accumulated to extend a meal period, and rest breaks may not be combined to allow one half-hour long break. 

[bookmark: _Toc465857977][bookmark: _Toc51751808]Pay Period, Pay Days, and Paychecks

Pay Periods and Pay Days. All employees are paid biweekly on every other Friday. Each paycheck will include earnings for all work performed through the end of the payroll period, less any deductions. The pay period includes two workweeks; it begins on Monday and ends 14 days later on Sunday. The wages earned during a pay period will be paid on the Friday following the end of the pay period.

Paychecks. You may request to have your paycheck deposited directly in your bank account through direct deposit or to have it mailed to your home address on record. If you request to have your paycheck sent to you by regular mail, it will be placed in the mail for regular delivery on the Friday scheduled as payday.

Paycheck Deductions. We are required to make proper deductions from your earnings on your behalf. The amounts withheld will vary according to how much is earned, marital status, government employment regulations, and other factors. The mandated withholdings include, but are not limited to;
· Federal Income Tax
· Social Security Tax
· Medicare Taxes
Other deductions may also be made from your paycheck, with your permission. The company reserves the right to take deductions from your paycheck as required or permitted by state and federal law, including garnishments and child support.

Paycheck Errors. The company takes all reasonable steps to ensure that employees receive the correct amount of pay in each paycheck, and that employees are paid promptly on the scheduled payday. In the event that there is an error in the amount of pay, the employee should promptly report the discrepancy to The Sprout Academy management, so that it can be promptly corrected.

Lost, Stolen or Undelivered Paychecks. If your paycheck is lost, stolen, destroyed or not received, it will be replaced. However, if you requested to have your paycheck mailed or if you have signed for it, you must pay a $25 fee for the stop payment on the original paycheck and for the replacement paycheck to be issued. Please allow 7-10 days for the processing and delivery of the replacement paycheck. If you locate the original paycheck after you have requested a replacement, do not deposit or cash the paycheck. If you need assistance due to a lost, stolen or undelivered paycheck, you must contact The Sprout Academy management.

Payroll Changes. All payroll changes must be submitted in a dated and signed writing to The Sprout Academy management.

[bookmark: _Toc465857978][bookmark: _Toc51751809]Direct Deposit

The Sprout Academy provides its employees with the option of either having their paychecks delivered via regular mail each pay period or having their paycheck automatically deposited directly into his/her bank account(s)—i.e. Direct Deposit. With Direct Deposit, your paycheck will be automatically deposited into your checking or savings account (or divided between the two) as you direct. If you choose direct deposit, you also will still receive a pay stub and a copy of a paycheck that contains the same information that would appear on your regular paycheck—except the face of the check is voided.

The company provides you with the option to choose Direct Deposit at no cost to you. The benefits to using Direct Deposit include:
· Timely depositing of checks—your paycheck appears as a deposit in your account on the scheduled pay day;
· Reduced time required for checks to clear;
· Reduced chance of losing checks or having checks stolen;
· No need to spend time visiting the bank or ATM to deposit checks; and
· Payments can be divided among designated employee accounts.
We encourage you to use Direct Deposit. If you chose Direct Deposit, you must complete and sign an authorization form. Direct Deposit will be initiated up to two pay periods following the receipt of both your completed and signed Direct Deposit Authorization Form and a voided check from your banking account that will be receiving your Direct Deposit.  The voided check must have your name ink printed on it connecting you to the banking account.  Handwritten voided check submissions will not be accepted.  If you do not have a check, you may submit a form from your banking institution that indicates your name and banking account information in lieu of a voided check.

[bookmark: _Toc465857979][bookmark: _Toc51751810]Deductions from Salary (Exempt Employees Only)

It is The Sprout Academy policy to pay an exempt employee his or her regular salary for any workweek in which the employee performed any work. Exceptions to this general policy may occur in the following situations, where deductions from an employee’s salary may be made:
· For absence from work for one or more full days for personal reasons, other than sickness or disability.
· For absence from work for one or more full days due to sickness or disability if the deduction is made in accordance with a bona fide sick leave plan, policy or procedure
· To offset any amount the employee received as payment for jury fees, witness fees, or military pay (but not for travel and parking)
· For penalties imposed for violating written safety rules of major significance
· For an unpaid disciplinary suspension of one or more full days if we in good faith believe the employee violated a written workplace conduct rule (but not for performance or attendance problems)
· To pay an employee for time actually worked in the first and last weeks of employment
· For unpaid leave taken pursuant to the FMLA
· Deductions from an exempt employee’s salary may not be made:
· For partial day absences (except under the FMLA and during the first and last week of employment)
· For variations in an employee’s quality or quantity of work
· For absences created by the employer when the employee is ready, able, and willing to work.
Improper deductions are a serious violation of policy.

Complaints. If you believe this policy has been violated in any way, please immediately report your concerns to The Sprout Academy management. Your complaint will be thoroughly investigated and will be handled as discreetly as possible. Any person who makes a good-faith complaint will be treated courteously, and the complaint will be handled as swiftly as possible. The registration of a complaint or participation in an investigation in good faith will in no way be used against you, nor will it have an adverse impact on your employment status. Retaliation will not be tolerated and must be reported to The Sprout Academy management.

Reimbursements. In the event an improper deduction was made; you will be promptly reimbursed in full.

[bookmark: _Toc465857980][bookmark: _Toc51751811]BENEFITS

[bookmark: _Toc465857981][bookmark: _Toc51751812]Paid Time Off (PTO)

The Sprout Academy provides a Paid Time Off (PTO) plan to provide its employees with the proper amount of needed time off from their duties. All employees of The Sprout Academy are eligible to participate in this plan. 

After completing one (1) year of service with The Sprout Academy employees are given one (1) week of paid time off to use in a calendar year (Jan-Dec). After completing five (5) years of service with The Sprout Academy employees are given two (2) weeks of paid time off to use in a calendar year (Jan-Dec). This does not include paid time off for holidays.

Requests for PTO. To help the company ensure adequate staffing, requests for PTO must be submitted, in writing, to your DM or director at least two (2) weeks in advance. Your DM or director approves all PTO requests. The Sprout Academy will do its best to accommodate your PTO request, but the DM or director has the authority to grant or deny vacation requests depending on their business needs. PTO can be taken in full day increments only, unless otherwise allowed by applicable laws. Employees are not eligible to use their PTO until they have been employed by The Sprout Academy for one year from his/her date of hire.  

PTO days may not be advanced. PTO pay may be awarded monetarily instead of taking the actual PTO day(s) upon agreement between employee and management. The company strongly encourages all employees to use their PTO hours in the calendar year in which it is earned. PTO may not be carried over into the following year. If you experience any difficulties taking PTO time, you must immediately inform your director.

If you are separated from your employment with the company for any reason, no PTO will be included on your final paycheck unless required by law. Eligible employees who terminate with less than 1 year of consecutive service are not eligible to receive pay for accrued PTO. Accrued earned PTO cannot be used to extend employment.

[bookmark: _Toc465857982][bookmark: _Toc51751813][bookmark: HolidayPay]Holiday Pay

The Sprout Academy recognizes nine paid holidays each year (these are subject to change at any time with or without notice): 

· New Year’s Day
· Martin Luther King Jr. Day
· Presidents Day
· Memorial Day
· Independence Day
· Labor Day
· Thanksgiving Day
· Day After Thanksgiving
· Christmas Day

Should a holiday fall on a weekend, the holiday will be observed on the workday closest to the holiday.

The employee must work the day before and the day after the recognized holiday to be to paid for holiday day off.

Time off may be granted to employees who desire to observe a religious holiday that is not recognized by the company.

Employees must work a minimum of 90 days after returning from vacation/using PTO time. If the employee leaves during this 90-day return period they will forfeit the paid time off and it will be deducted from their last paycheck with The Sprout Academy.

[bookmark: _Toc465857983][bookmark: _Toc51751814]Tuition Assistance

The Sprout Academy reserves the right to assist or not assist with tuition for any reason. The Sprout Academy provides tuition assistance to eligible employees as a means of enhancing their professional growth and to provide career development potential within our organization. This applies to courses directly tied to the preschool industry – not to anything degree related (including a degree in early childhood education). We strongly believe that education leads to self-improvement, which improves the knowledge, skills and/or proficiency of the individual and enhances the value of the individual to our company. In order to encourage our employees to further their education, we have established a tuition assistance plan. The tuition assistance plan provides our employees with the opportunity for professional growth and development by assisting them to meet the tuition expense of satisfactorily completed approved courses.

Eligibility. Regular full-time employees who have completed three (3) years of continuous service from their date of hire are eligible to apply for tuition assistance under this policy. "Regular full-time employees" are those individuals who work have worked at least 37 or more hours per week and who are not hired for a specified period of time. The employee must continue to work as a regular full-time employee during the entire time he/she is enrolled in an educational program/course, in order to be eligible.

Service Obligation. In consideration of receiving tuition assistance under this policy, the employee must agree to commit to six (6) months of continued full-time service with the company following the completion of each course. Should the employee voluntarily resign within six (6) months of completing a course and receiving tuition reimbursement, he/she will be required to refund the full amount.

Request for Reimbursement and Approval. Your director and management must approve all courses. Employees must submit their requests for tuition reimbursement at least 10 days prior to enrolling in and/or taking a course. The request should be submitted to your director on the form provided for this purpose. Your director will forward it to ownership with a recommendation to approve or disapprove. Management will review the request for program compliance and will notify you upon approval or denial.

Approved Course(s). Courses eligible for approval are those that: 1) will improve the employee’s skills in his/her present position, 2) prepare the employee for another appropriate position with the company, 3) will be a course required for completion of state-mandated training requirement, or 4) will be a course required for completion of an approved educational degree. Approved courses can be taken any time after the employee’s date of hire; however, the employee is not eligible for reimbursement until he/she has completed one (1) continuous year of service from their date of hire.

Tuition Reimbursement. Tuition reimbursement will be based on satisfactory completion of the course or seminar and it will be limited to the 50% of the cost of the course or seminar (not related to attaining an educational degree), required books, materials, and other related fees, all not to exceed $100 per calendar year (January 1 – December 31). Tuition reimbursement for completing a course or seminar taken to complete an approved educational degree will be based on satisfactory completion of the course or seminar and it will be limited solely to the cost of the course or seminar, not to exceed $150 per calendar year (January 1 – December 31). Tuition reimbursement will not be provided for other costs, expenses, and/or fees associated with the course or seminar (i.e., time spent taking the course or seminar, parking, transportation, gas, tickets, library fees, late fees, activities, supplies, copies, meals, etc.).

Upon completion of the course or seminar, the employee must submit his/her grade(s) with invoices and proof of payment (showing the cost of the course or seminar) to your personnel representative within 15 days of the date you receive your final course or seminar grade. Reimbursement will be made only if the course grade is a "B" or better, "pass" for a pass or fail course or seminar, or where applicable, obtaining a certificate of completion. Your personnel representative will not submit a tuition reimbursement request to the Payroll Department for processing prior to receipt of evidence of satisfactory completion of the course or seminar.

[bookmark: _Toc465857984][bookmark: _Toc51751815]Health Insurance Program

The Sprout Academy offers any health insurance programs that are offered through our PEO (employee leasing) and payroll company that we are using at that time. The PEO/ASO Company will set the qualifying guidelines and procedures to obtaining the insurance. The Sprout Academy does not offer its own plan. 

[bookmark: _Toc465857985][bookmark: _Toc51751816]COBRA/Continuation of Health Coverage

If you are included in a group health care plan offered by our PEO or payroll company that is covered by COBRA or applicable state/local law, you (or your covered spouse or dependents) may be eligible to continue health coverage after it would otherwise end for 18, 29 or 36 months, depending on the circumstances. In general, COBRA allows qualified beneficiaries to elect to continue their group health coverage if such coverage is lost due to a COBRA qualifying event.

Eligible coverage can be continued by paying the insurance premiums within a certain period of time and by matching the cost of the premium by 102 percent (%).

In the event of divorce, legal separation, or a child losing dependent status, you bear the responsibility of notifying the PEO or payroll company of such qualifying events as soon as possible and not later than sixty (60) days from the date of the event. If your spouse or dependents elect COBRA coverage, it is very important to contact the PEO or payroll company immediately after terminating employment or for any of the other qualifying events. A notice further outlining COBRA rights and obligations will be provided within ninety (90) days by the PEO or payroll company after you become covered under the eligible group health plan. For further details, please feel free to contact The Sprout Academy management or the PEO or payroll company directly.


[bookmark: _Toc465857986][bookmark: _Toc51751817]Social Security Coverage

Every pay period, you contribute a certain percentage of your wages into the Social Security system, including Medicaid. We match your contribution, dollar for dollar, and the total amount is forwarded to the Social Security Administration on your behalf. This money provides certain important benefits for each employee. The benefits offered by Social Security include disability payments and medical insurance for you if you become totally disabled for any reason prior to normal retirement; survivor benefits to your spouse and minor children if you die; and also retirement benefits and health insurance for you and your spouse when you reach retirement age. You can obtain information about available Social Security benefits from your nearest Social Security office.

[bookmark: _Toc465857987][bookmark: _Toc51751818]Workers Compensation Coverage

We pay the cost of workers' compensation insurance for our employees, at a substantial annual cost. This insurance provides important benefits to an employee who sustains an on-the-job injury while doing work for the company. Benefits provided may include: payment of all costs of medical care needed for the injury (including necessary rehabilitation); payment of temporary disability payments during the time that the employee cannot work due to the injury; certain lump sum payments for any permanent residual disability which may limit future employment prospects of the employee; and payment for retraining if the employee is unable to return to the former occupation. Your eligibility to receive this benefit is determined under applicable state law.

[bookmark: _Toc465857988][bookmark: _Toc51751819]Unemployment Compensation Insurance

We pay the cost of unemployment compensation insurance for its employees. Unemployment insurance benefits provide unemployed workers time to find a new job equivalent to the one lost without financial distress. Your eligibility to receive this benefit is determined under applicable state law.

We pay premiums to the state unemployment insurance fund in order to provide unemployment insurance for our employees. This fund is designed to provide benefits to unemployed workers, who are unemployed through no fault of their own, while they find a new job. Claims for unemployment compensation are handled through Florida’s Agency for Workforce Innovation.

Your eligibility to receive this benefit is determined under applicable state law.
[bookmark: _Toc465857989][bookmark: _Toc51751820]TIME OFF

[bookmark: _Toc465857990][bookmark: _Toc51751821]Family and Medical Leave Act (FMLA)

The Sprout Academy eligible employees may take up to 12 weeks of unpaid leave under the federal Family and Medical Leave Act (FMLA) within a 12-month period and under certain circumstances be restored to the same or an equivalent position upon return to work. For FMLA leave purposes, the 12-month period in which 12 weeks of leave may be taken is the rolling 12- month period measured backward from the employee’s first day of FMLA leave.

To be eligible for FMLA leave, you must meet all of the following criteria:
· Have at least 12 months of continuous employment with the Company; and
· Have worked at least 1,250 hours in the past 12 months of service.
· If eligible, you may use FMLA leave for any of the following reasons:
· The birth of a child, and /or to care for such child;
· The placement of a child with you for adoption or foster care and in order to care for the newly placed child;
· To care for your spouse, child, or parent with a serious health condition; or
· Because of your own serious health condition which makes you unable to perform an essential function of your position with or without reasonable accommodation.
Any leave due to the birth and care of a child or the placement of a child for adoption or foster care, and/or care of the newly placed child, must be completed within 1 year of the date of birth or placement.

If you request FMLA leave, any unused paid time off (vacation) must be part of your leave. The substitution of this leave time for unpaid leave time does not extend the 12-week leave period.

Also, your FMLA leave may run concurrently with other types of leave.

During an approved FMLA leave, the company will maintain any health, dental and life insurance benefits (if applicable) under the same terms and conditions in effect for employees not on leave. If you elect not to return to work at the end of the leave you will be required to reimburse the company for the cost of premiums paid by the company for maintaining health and/or dental coverage during your leave, if applicable, unless you cannot return to work because of a serious health condition or because of other circumstances beyond your control.

Leave to care for a seriously ill family member or because of your own serious health condition may be taken intermittently (in separate blocks) or on a reduced leave schedule (reducing the number of hours you work per workweek or workday) if medically necessary. Under these circumstances, where leave is unpaid, your pay will be reduced based on the amount of time that you actually did not work during the pay period in accordance with the FMLA. In addition, while you are on intermittent or reduced-schedule leave, the company may temporarily transfer you to an available alternative position that better accommodates your recurring leave and which has equivalent pay and benefits.
To request FMLA leave, you are asked to complete the Request for Leave of Absence form that is available from The Sprout Academy’s Human Resources Department. You must provide notice at least 30 days prior to your desired leave of absence unless an unforeseen event occurs which prohibits you from doing so. Failure to provide such notice may result in delay or denial of leave. If your need for leave is due to a planned medical treatment, you should attempt to schedule the treatment so as not to unduly disrupt the company’s operations.

If you are requesting a leave because of your own serious health condition or to care for a parent, child or spouse with a serious health condition, you must provide medical certification from the relevant health care provider. If possible, you should provide the medical certification within 15 days after you request leave. If you provide at least 30 days’ notice of your need for medical leave, you should provide medical certification before the leave begins.
Failure to provide medical certification in a timely manner may result in delay or denial of leave. The Company, at its expense, may require an examination by a second healthcare provider designated by the Company if it questions the information provided by the medical certification you initially provide. If the second health care provider’s opinion conflicts with the original medical certification, the Company, at its expense, may require a third, mutually agreeable, healthcare provider to conduct an examination and provide a final and binding opinion. The Company may also require subsequent medical re-certification. Failure to provide requested certification within 15 days, if such is practical, may result in denial or delay of leave.

Certain "key employees" may be denied restoration to their former or equivalent positions following a FMLA leave if such restoration would cause substantial and grievous economic injury to the Company. The Company will notify you when you request leave if you qualify as a "key employee" and your rights as such.

While you are taking FMLA leave, you must contact your Manager on a pre-scheduled basis regarding the status of the condition (leave) and your intention to return to work.

If you take a leave because of your own serious health condition, (except if you are taking intermittent leave) you must provide a "fitness for duty" medical certification when you are able to return to work. If you fail to complete the "fitness for duty" medical certification form, you will not be permitted to resume work until you provide it.
We may also designate leave as FMLA leave after the leave has been completed in compliance with the law. However, employees may not retroactively claim that a paid or unpaid absence was FMLA leave.

If you take another job and/or work while on FMLA leave or any other unauthorized leave, you may be subject to disciplinary action up to and including termination. In any case in which a husband and wife are entitled to leave because of the birth or adoption of a child, or for care of a sick parent, the aggregate number of workweeks of leave to which both may be entitled is limited to 12 in any 12-month period.

[bookmark: _Toc465857991][bookmark: _Toc51751822]Military Leave

The Sprout Academy respects the rights of all employees who serve in the military (active and inactive). The company will comply with the Uniform Services Employment and Reemployment Rights Act of 1994 (USERRA) and applicable state laws pertaining to military leave.

Upon receiving an assignment for military service, employees should promptly provide notice to their director and management for information regarding their military leave rights, unless precluded by military necessity.


[bookmark: _Toc465857992][bookmark: _Toc51751823]Jury Duty/Court Appearance Leave

The Sprout Academy provides leave to an employee summoned to perform jury duty or summoned to appear in court in matters related to the company’s business and at the company’s request. This leave is unpaid, unless required to be paid under applicable law. If you are summoned to perform jury duty or appear in court for company related matters, you must immediately notify your supervisor and management in advance of the leave and provide him or her with a copy of the juror summons, subpoena or order. The leave request will be reviewed and approved by your director. You will not be penalized due to missed time away from work to appear in court.

Call-In Required at End of Jury Duty Service. If your jury duty service ends (i.e., you are excused from jury duty or are no longer required to appear in court) on a day that you were scheduled to work, and if four (4) or more hours remain of your scheduled work hours, you may be required to work. Therefore, at the end of your jury duty service, you must call-in to your personnel representative, who will inform you whether your services will be needed to work your scheduled work hours. Violation of this policy may result in disciplinary action up to and including termination.

If you need time off for a court appearance as a party or witness in a civil or criminal matter (not related to the company’s business), you can request time off in accordance with the company’s time off procedures.

[bookmark: _Toc465857993][bookmark: _Toc51751824]Voting Leave

It is your civic duty as a United States citizen to vote in Federal, state and local elections. The Sprout Academy supports your civic responsibility. You should vote either before or after your scheduled work hours. If, however, your work schedule or other work-related factors provide you with insufficient time to vote, you can request excused time off to vote. You must submit your request to your supervisor and personnel representative no later than a week before the election. The leave request will be reviewed and approved by your director, who will provide you with sufficient time to vote. You will not be penalized due to missed time away from work to vote.

Violation of this policy may result in disciplinary action up to and including termination.


[bookmark: _Toc465857994][bookmark: _Toc51751825]Funeral Leave

The Sprout Academy provides all employees with three (3) days of unpaid bereavement funeral leave to all employees when a death occurs in an employee’s immediate family. "Immediate family", for purposes of this policy, includes anyone living or staying in the same household, whether or not they are related, as well as any mother, father, husband, wife, son, daughter, brother, sister, mother-in-law, father-in-law, brothers- and sisters-in-law, step-parents, stepchildren, step-siblings, grandparents, grandchildren, or individuals adopted into these relationships.

In order to allow an employee to deal with the trauma of the death of the employee's spouse or minor child, the company normally will allow the employee to take additional time off (either by granting an unpaid leave of up to two additional weeks or allowing the employee to apply up to two weeks of accrued vacation time to the absence, if eligible).

The company realizes that employees may wish to attend funerals of other persons (including close friends or family members beyond the immediate family). In such cases, the decision to grant or deny the bereavement leave request rests solely in the discretion of your directors business judgment, which will take into consideration the need to minimize the disruptions to the childcare center's operations and to prevent undue hardship from being placed on your fellow co-workers.

All requests for bereavement leave must submitted to your director and management as soon as you become aware of the need for leave, and must include appropriate information to allow the company to verify the need for the leave (including full name of the deceased, relationship to the employee, as well as name/address and phone number of the funeral home). Fraudulent requests for funeral leave may result in disciplinary action up to and including termination. The leave request will be reviewed and approved by your director. In addition, you may request to take unused vacation, if eligible, to attend the funeral. You will not be penalized due to missed time away from work during approved bereavement leave.

[bookmark: _Toc465857995][bookmark: _Toc51751826]WORKPLACE RULES AND POLICIES

[bookmark: _Toc465857996][bookmark: _Toc51751827]Dress Code

Philosophy/Purpose 

As an employee of The Sprout Academy, you are a representative of our business and personal appearance is very important to our overall professional image. The company’s image must project that it is a professional, productive and reliable provider of childcare services to our families. To that end, the company expects its employees to maintain a professional, respectable, and clean appearance at all times. It is our policy that your dress and grooming be, in the company’s opinion, appropriate to your work situation. This includes wearing the company polo or company t-shirt every day to work with The Sprout Academy logo on it. The first polo or t-shirt will be provided to you at no charge, any additional will be charged to the employee. If there are questions regarding your attire, guidelines regarding the appropriate attire will be available from your director or management.

Employees reporting to work improperly dressed may be sent home to change clothing or until further scheduled to work. Employees sent home would not be compensated for lost time, as allowed by applicable law. Employees must NOT wear their company polo outside of their scheduled work time unless it is specifically for a company event. You are still representing the company wearing company attire even if you are not at work and will be still be responsible for all regulations in the handbook. Violation of this policy may result in disciplinary action up to and including termination. The Sprout Academy reserves the right in all situations to decide whether an employee is in violation of this policy.

Appropriate Attire

You are to report to your scheduled work time every day well-groomed with The Sprout Academy company polo on (and badge if applicable at your location). This will be considered your top each day for work. Your bottoms must be acceptable and appropriate to work in childcare with a professional appearance. This means no ripped jeans, shorts that are too short in length, and any type of bottom that could be deemed inappropriate. Absolutely no open toed shoes – flip flops, sandals, or anything open toed is strictly prohibited.

Attire must not have any political affiliation of any kind. That includes on buttons, pins, masks, shoes, hair pieces, glasses, and so forth. 

Enforcement

Owners, directors, managers, and supervisors are responsible for monitoring and enforcing this policy on site and will report to The Sprout Academy. The policy will be administered according to the following action steps:

1. If questionable attire is worn in the office, the respective director will hold a personal, private discussion with the employee to advise and counsel the employee regarding the inappropriateness of the attire.
2. If an obvious policy violation occurs, the director will hold a private discussion with the employee and ask the employee to go home and change his/her attire immediately.
3. Repeated policy violations will result in disciplinary action, up to and including termination.

[bookmark: _Toc465857997][bookmark: _Toc51751828]Attendance and Punctuality

Regular and consistent attendance and punctuality are essential elements of your job performance. The Sprout Academy requires all employees to report to work as scheduled and on time. An employee's absence or failure to report to work on time not only impacts the level of service and quality we provide to our children and families, but it also disrupts the work environment, imposes added work on co-workers, and negatively affects the morale of co-workers who are on-time and available. Consistent attendance and punctuality is imperative.

The company expects all employees to comply with the following:
· Attendance and Punctuality. You must be at your classroom and ready to perform the responsibilities of your position at your scheduled start time.
· Late. If you will be late, you must personally call-in and speak with your director before your scheduled start time and notify him/her of the reason you will be late and your estimated time of arrival. No one else may call-in for you, unless you are physically incapacitated. Messages may not be left with co-workers or on your directors’ voice mail. Employees that are going to be late for work must inform the Administrator/Program Director as soon as possible. When the Administrator/Program Director is unavailable, the employee must arrange for coverage of the shift or shifts being missed. Employees will receive a notice indicating that you are late according to scheduled hours. Exceptions may be granted due to actions beyond the employee’s control such as inclement weather or an emergency situation. Three (3) late notices will result in a one-day suspension without pay. Three (3) suspensions due to lateness will result in termination. Employees that adhere to scheduled hours for six months without an infraction have the opportunity to remove prior late occurrence action from their record via documentation (it will not be stricken from their file)
· Illness or Injury. If you are unable to report to work as scheduled, due to an unexpected illness or emergency, you must personally call-in and speak with your personnel representative at least two (2) hours before you are scheduled to start work and notify him/her of the reason you will be unable to report to work. No one else may call-in for you, unless you are physically incapacitated. If you are absent for three (3) consecutive work days, you may be required to submit a physician’s release before you will be allowed to return to work.
· No Call - No Show. If you fail to call-in prior to your scheduled start time and you fail to report to work for two (2) consecutive scheduled workdays, you will be deemed to have abandoned your job and voluntarily resigned.
· Time Off Requests. Requests for days off or special scheduling must be submitted to your personnel representative, in writing, at least two (2) weeks in advance. The company will try to accommodate time off requests or special scheduling, but it cannot guarantee that it will be granted. The decision to grant or deny your leave request rests solely in the discretion of your director’s business judgment, which will take into consideration the need to minimize the disruptions to the childcare center's operations and to prevent undue hardship from being placed on your co-workers.
· Communicable Disease. Any employee exhibiting evidence of an infectious disease (rash, fever, etc.) will, at the discretion of the Administrator/Program Director, be required to submit to medical evaluation to determine if a communicable disease condition exists which threatens the health or well-being of the children or other staff. The affected employee will be required to furnish a statement from a licensed health professional attesting to freedom from a communicable disease before being allowed to return to

[bookmark: _Toc465857999][bookmark: _Toc51751829]Code of Conduct

The Sprout Academy selected you based, in part, on your level of maturity, responsibility and commitment, which are essential ingredients for you to be successful in our organization. We expect that you will continue to demonstrate these qualities and to conduct yourself in a professional manner during your employment with us. Your primary responsibility, on behalf of the company, is to perform at a high level. This responsibility carries with it a number of obligations, such as obeying our policies, procedures, rules and guidelines, cooperating with management and co-workers, and remaining loyal to the company. While we hope and expect the need for disciplinary action will be rare, we will not hesitate to take appropriate disciplinary action when your behavior or conduct falls below acceptable standards.

We have prepared a list of examples of behavior or conduct that we prohibit in the workplace. Any employee that engages in such behavior or conduct will be subject to disciplinary action up to and including termination. The list we have prepared does not cover all prohibited behavior or conduct, but merely provides you with examples.
· Defacing, damaging, neglecting, misusing, or unauthorized use of the Company’s property, records or other materials.
· Consuming, possessing, or being under the influence of alcohol or other controlled substances during work hours and/or while on the company's premises. Selling, offering to sell, conveying, possessing, alcohol or other controlled substances unless prescribed for you by a physician and needed, during work hours and/or while on the company’s property.
· Stealing from the company, other employees, suppliers, or customers.
· Falsifying or fabricating information in personnel records, medical records, FMLA leave records, Workers’ Compensation forms, work records, and other records of the company.
· Falsifying time records.
· Making false claims of injury, violating safety or health rules or policies, or refusing to use safety equipment.
· Possessing firearms, explosives, knives, or any other weapons, while working or otherwise fulfilling job responsibilities at work.
· Discussing compensation with any other employees employed with The Sprout Academy or employed at a site that you are reporting to.
· Threatening, intimidating, harassing, attempting bodily harm, using abusive or threatening language, or engaging in physical confrontation with another employee, supervisor, manager or other representative of the company, a vendor, visitor, or customer, during work hours, on the company’s property or at a company meeting or function.
· Disobeying, refusing, or failing to obey the verbal or written instructions of a Manager (insubordination).
· Being rude to another employee, Supervisor, Manager or other representative of the company, a vendor, visitor or customer.
· Refusing to work scheduled hours, including overtime, when directed by a Manager.
· Deliberately avoiding work, hiding, or sleeping during scheduled work hours.
· Repeatedly failing to meet production/work requirements.
· Working unauthorized overtime.
· Reporting late or failing to report to work or back to work from a break and/or lunch period, or leaving work before scheduled time that is unexcused or excessive in the sole judgment of the company.
· Failing to provide prior notice of absence from work.
· Failing to produce a medical certification upon return to work after three (3) or more consecutive days of absence, when requested by management.
· Using, removing, misappropriating or failing to maintain confidential or proprietary company information without authorization.
· Distributing unauthorized literature, sale of products, or services, or soliciting during work hours as defined in the company’s policy.
· Accepting gifts from the company’s customers, suppliers, or vendors.
· Being absent from authorized work areas without management approval.
· Operating equipment or machines without proper authorization.
· Performing inferior work, providing poor service to customers, or wasting food or food products.
· Gambling, betting or engaging in any other game of chance while at work or on the company's property.
· Posting, removing or tampering with the bulletin boards or notices posted on such boards without authorization, or defacing any posted signs, displays or property.
· Performing job duties carelessly or inefficiently, including failing to maintain proper standards of performance.
· Engaging in indecent, immoral or illegal acts in the workplace.
· Any action whatsoever that tends to destroy good relations between the company and its employees, suppliers or customers.
· Acting in any manner contrary to or in violation of the company’s policies against discrimination and harassment in the workplace.
Additionally, the company does not violate the law nor does it tolerate those who do. Violation of this policy may result in disciplinary action up to and including termination. If you believe that anyone in or associated with the company has requested or directed you to do anything that violates this policy or the law, or has prohibited you from doing anything that the law requires you to do, you must report this immediately to your director or The Sprout Academy management immediately.

[bookmark: _Toc51751830]The Sprout Academy Employee Credit Card Policy
[bookmark: _vuchfdw3o7z1][bookmark: _Toc51751831]Policy brief & purpose
Our company may provide employees with credit cards that can be used for business-related expenses. Having these cards helps us track and process our expenses, prevent fraud and make payments more efficiently. We want to make sure that employees who hold company credit cards will use them properly and will know their limitations and responsibilities.
[bookmark: _1upli2nf4ka9][bookmark: _Toc51751832]Scope
This policy applies to all employees who are eligible to use a company card. It also applies to employees who have the right to approve the use of a company card for their team members.
[bookmark: _63bixn6d1cgq][bookmark: _Toc51751833]Policy elements
Here we outline our general rules about company credit cards.
[bookmark: _m6yv7wvo8ntu][bookmark: _Toc51751834]How does a company credit card work?
Usually, our company will take out a credit card in your name. You’ll be able to use it for business-related expenses only and our company will pay the card bills.
[bookmark: _wrv8ualmcxgm][bookmark: _Toc51751835]Employee credit card agreement
When our company gives you a credit card, you’ll need to sign and abide by a credit card agreement. This is to acknowledge that the credit card belongs to our company and that we can process and investigate charges as we see fit. It’ll also refer to your responsibilities and the consequences for incorrect use.
Apart from the agreement, you can consult this policy every time you need more information about the use of your company credit card.
[bookmark: _56ojpu9stgr1]We have the right to withdraw a company credit card from an employee at any point
[bookmark: _9akir8btiuyr][bookmark: _Toc51751836]What expenses are allowed on a company credit card?
You can use a company card to pay for work-related expenses only. This can include things such as, but not limited to:
· School supplies
· Food for center
· Party materials for center
· Gas for travel

….and so on. All purchases must be approved ahead of usage.
You must not use the company credit card for non-authorized or personal expenses. Never withdraw cash using the company credit card. You’re also not allowed to purchase large amounts of alcohol, or any drugs, weapons, pornography or incur charges for other adult entertainment.
[bookmark: _5bi0xitto3db][bookmark: _Toc51751837]Exceptions
You may apply for an exception if absolutely necessary. Inform either the district manager or owners about the expense you want to make – you might receive authorization in special cases.
[bookmark: _ir3fj69ltws][bookmark: _Toc51751838]The limits of the company credit card
The card limits depend on your seniority level, your department and the frequency or type of the expenses you incur. You’ll usually see your card’s limits on the employee agreement.
There’s also a transaction limit on most of our credit cards. For an exception, talk to district manager or owner.
We may adjust these limits based on your job’s specific needs. If you aren’t sure about the limits of your company credit card, ask our accounting department.
[bookmark: _adtp0pvikpbo][bookmark: _Toc51751839]Your responsibilities
If you have a company credit card, we expect you to:
· Protect it to the best of your ability. Don’t leave it unattended or give it to unauthorized people (e.g. friends, family, colleagues) even just to hold.
· Report it stolen or lost as soon as possible. If, for example, there’s a break-in at your home and your company card is taken, you need to file a police report and call management immediately.
· Use it only for approved reasons. Follow the instructions in this policy and the employee card agreement, and don’t use the card for personal or unauthorized expenses, even if you intend to compensate the charges later.
· Document all expenses above $20. Please keep receipts and submit documentation with the date and purpose of the expense. 
If you’re responsible for authorizing and approving credit card invoices, please do so within the time limits to avoid late fees. If you’re consistently responsible for late fees, we may need to subtract them from your salary.
[bookmark: _lpo7atvl3sjr][bookmark: _Toc51751840]Use of company credit card policy
When you’re using the company credit card, you should:
· Confirm that the particular expense is allowed under this policy.
· Mind the credit card limit and the transaction limit so you can plan business expenses properly.
· Keep the credit card number and physical card secure.
· Use the card sensibly and avoid unnecessary expenses even if they’re allowed under this policy.
[bookmark: _h83hehvhr9qb][bookmark: _Toc51751841]Violating this policy
We expect you to comply with this company credit card policy and the employee agreement and we may need to take action if you violate them. For example:
· If you incur personal or unauthorized expenses, you’ll need to pay them yourself. If you do this consistently, you may face disciplinary action that could include loss of the right to have a credit card or even termination depending on the amount and the type of expenses including possible legal action.
· If you lose a receipt, you’ll need to inform management immediately. We may find a solution if this happens rarely, but if you fail to submit receipts consistently, you may lose the right to hold a company card.
· If you fail to submit expenses on time, and incur late fees, you’ll need to pay them yourself. Doing this repeatedly will mean loss of the company credit card privileges.
· Giving a company credit card to unauthorized people or abusing the expense limits may result in suspension or termination.
· Making prohibited purchases as mentioned previously (e.g. weapons, drugs) will result in immediate termination, and possibly legal action.
Our company has the right to review your credit card use, and withdraw it at any time with or without reason or notice.

[bookmark: _Toc465858000][bookmark: _Toc51751842]Discipline

The Sprout Academy expects all employees to avoid conduct that is not in the best interest of the company or that adversely affects other co-workers. While we hope that the need for counseling and discipline will be rare, when your job performance, behavior, or conduct falls below acceptable standards or violates the company's policies, procedures, rules or guidelines, we will take disciplinary action.  In the event it becomes necessary to discipline an employee, one or more of the following types of discipline may occur:
· Verbal warning or employee counseling
· Written warning
· Suspension
· Termination
While the circumstances of a particular case can result in termination for the first offense, other cases may result in one of the other three forms of discipline listed above. The company reserves the right to bypass any or all of the above listed forms of discipline, if in our discretion, if it is warranted.

Any of these forms of discipline can be applied or omitted at management’s discretion, depending on the circumstances. The company does not guarantee that one form of action will necessarily precede another. This policy does not create any obligation to follow any procedure. Further, this policy does not prevent, limit or delay the company from taking appropriate disciplinary action against an employee at any point in the procedure, including termination without warning, where in our discretion, it is appropriate.


[bookmark: _Toc465858001][bookmark: _Toc51751843]Complaint and Problem-Solving Policy

The Sprout Academy strives to make your employment with us a positive, rewarding and enjoyable experience. Respectfulness, fairness, honesty and integrity characterize our relationship with our employees. If you have any concerns, questions, or problems regarding your employment with us, we strongly encourage you to speak with your childcare center’s management team. Experience has shown that open and direct communication between employees and management builds mutual trust and respect.

We encourage you to use our Open-Door Process. You will not be penalized for using this process.

Step 1: Talk to your immediate director about your problem or concern. If you believe you have been subjected to discrimination or harassment because of your race, age, color, religion, sex, national origin, ancestry, citizenship, disability/handicap, veteran status, pregnancy, marital status, or other applicable legally protected category, you must immediately contact The Sprout Academy management.
Step 2: If you believe your problem or concern has not been addressed or resolved at you are encouraged to speak with The Sprout Academy management.
Step 3: If your problem or concern was not addressed or resolved at Step 2, you should contact The Sprout Academy ownership.

Please do not hesitate to use this process. If you, in good faith, complain of a workplace issue or participate in an investigation of such issue, you will not be penalized and your position with us will not be adversely affected. All problems and concerns brought to our attention, or The Sprout Academy, will be promptly and thoroughly investigated, and when necessary, we will take prompt and appropriate corrective action. We will maintain confidentiality to the extent possible balanced with our need to thoroughly investigate and take appropriate corrective action.

The company recognizes that not every problem can be resolved to everyone’s total satisfaction, but through understanding and discussion of mutual concerns, you and your management team can develop mutual trust and confidence in each other.

[bookmark: _Toc465858002][bookmark: _Toc51751844]Safety Rules

Safety is a joint venture at The Sprout Academy. We are committed to childcare centers that provide a clean, hazard free, healthy, safe work environment in accordance with applicable Federal, state, and local laws, ordinances and regulations. We also require that our employees take an active part in maintaining a safe work environment by thinking defensively, anticipating unsafe conditions, and reporting unsafe conditions immediately. All employees have a safety responsibility to themselves, co-workers, the company, our clients, and the children and families we serve.

Please observe the following precautions:
· Know and comply with the safety rules, procedures, policies and guidelines of your workplace, including the child care center where you may be assigned to work.
· Know and understand your job and follow instructions. If you are not sure how to safely perform your job, do not guess—ask your supervisor.
· Immediately report any accidents or injuries, safety breaches, unsafe equipment, or conditions.
· If you are injured or become sick at work, no matter how slightly, you must inform your supervisor immediately.
· The use of alcoholic beverages or illegal substances or the abuse of legal prescription drugs during work hours will not be tolerated. The possession of alcoholic beverages or illegal drug substances on the company’s and/or child care center’s property or while working is prohibited.
· You may not use, adjust and/or repair equipment unless you are trained and qualified.
· Use proper lifting techniques. Do not lift or push heavy objects—get help.
· Know the locations, contents and use of emergency, safety and fire aid and equipment, as well as exits (do not block their access).
· Know how to contact emergency personnel.
· Practice safety awareness to protect yourself and others.
· Put all equipment and material in their proper place.
· Comply with all signs and posted rules.
· Report tampering of equipment.
· Submit suggestions for improvements in safety, health and efficiency to your supervisor.
In addition, the safety of the children under your care is your most important function. Never leave children alone under any circumstances. If you must leave the room for any reason and another teacher is not available, you must take your children with you to make sure they are always under supervision. This includes leaving the playground to retrieve lost or missing articles, going to the bathroom or any other event that requires you to move from your classroom or assigned childcare area.

[bookmark: _Toc88283797][bookmark: _Toc110777188][bookmark: _Toc465856627][bookmark: _Toc465856965]CLASSROOOM SAFETY

1. All toxic material MUST BE KEPT OUT OF THE REACH OF CHILDREN AT ALL TIMES. Locks are provided for cabinets that store cleaning materials. 
2. ALL electrical outlets must have safety covers at all times.
3. No exposed wires or extension cords should be accessible to children.
4. Keep all utensils, sharp objects such as scissors and cutting knives and cooking appliances out of children’s reach.
5. Limit use of the phone to your lunchtime. If you need to make an important phone call, please have someone cover your classroom and make the call from the office. Cell phones are not allowed in the classroom or on the playground when children are present. 
6. Classrooms are NEVER to be left unattended.
7. Always know the exact number of children in your care. Count each time you leave an area and enter another one. 
8. Do NOT allow the children to run inside. 
9. Do NOT allow children to share toothbrushes, bottles, or any food/drink utensils.
10. Be on allergy alert at ALL times. Always check the class list for allergies before offering any food to children. 


[bookmark: _Toc88283798][bookmark: _Toc110777189][bookmark: _Toc465856628][bookmark: _Toc465856966]PLAYGROUND SAFETY

Teachers must make sure that children have gone to the toilet and are dressed properly before going to the playground. Make sure that there are no loose scarves or strings, necklaces that can accidentally strangle a child.

Please report any dangerous items you find in the playground; i.e. glass, red anthills, broken equipment, etc. to the office.

Any strangers on or near the playground should be reported immediately to the office. All gates must be shut securely during playground time and throughout the school day.

Playground time is another time for the teacher to interact with children to promote physical and social development. Keep in mind that this is an accident-prone area so always keep moving. Keep your eyes on children and be ALERT! Do not overlook a potentially dangerous situation because a child is in another class. TEACHERS ARE TO SITUATE THEMSELVES STANDING AT VARIOUS SECTIONS OF THE PLAYGROUND IN ORDER TO PROMOTE SAFETY. 

Ten minutes of the 30-minute recess should be used to introduce motor activity (some gross motor skills). Vary the playground activities by bringing outside balls, balance beam, jump rope, water toys, beanbags, bubbles, outdoor easels, or kites.

These rules are not intended to cover every conceivable safety-related situation, but are provided as common examples and are not intended to be all-inclusive. As a general rule, always use good judgment and common sense to insure your safety and the safety of others. Violation of a safety precaution is in itself an unsafe act. Further, violation of any safety rules, policies and guidelines, including those established and implemented at the childcare center, may result in disciplinary action up to and including termination.

[bookmark: _Toc465856629][bookmark: _Toc465856967][bookmark: _Toc465858003][bookmark: _Toc51751845]Health

[bookmark: _Toc465856630][bookmark: _Toc465856968][bookmark: _Toc465858004][bookmark: _Toc51751846]Illness of the Children

The health and well being of our children are critical to us. Therefore, if a child has a rash, diarrhea, fever and/or has been vomiting, sneezing and/or coughing, kindly request that the parents keep the child at home. Any child appearing to be ill must be brought to the director’s attention so the parent can be notified and the child sent home. If a child becomes sick during school hours, he/she will be kept quiet and comfortable until a parent or someone who has been authorized can come for him/her.

If a child is absent for more than 2 days, please advise the director so that a phone call can be made.  Note this on the attendance sheet. 

[bookmark: _Toc465856631][bookmark: _Toc465856969][bookmark: _Toc465858005][bookmark: _Toc51751847]Medications

No medication will be administered unless instructions are written, signed and dated by a licensed physician and prescribed for the child. Prescription medicine must be in its original container, labeled with child’s name, date, name of drug, dosage and directions for administration. Medication may only be administered by a designated staff/administrator.

SCHOOL STAFF WILL NEVER GIVE THE INITIAL DOSE OF A NEW PRESCRIPTION. SCHOOL STAFF WILL NOT GIVE ANY NON-PRESCRIPTION DRUGS TO THE CHILDREN. NOTE THAT OVER-THE-COUNTER MEDICATIONS, DRUGS, ETC ARE CONSIDERED NON- “PRESCRIPTIONS”.

If a child has been home with a communicable disease, a physician’s note is required for the child to reenter the school. 

	COVID-19 (while pandemic is in effect)
Coronavirus Disease 2019 (COVID-19) is a disease that was identified in Wuhan, China, and is now being spread throughout the world. People are encouraged to take common-sense precautions to prevent the spread of all infectious diseases, including COVID-19.  
· Wash hands frequently with soap and water for at least 20 seconds at a time.
· Avoid touching your eyes, nose, and mouth with unwashed hands.
· Avoid close contact with people who are ill.
· Cover your mouth and nose with a tissue when you cough or sneeze.
· Do not reuse tissue after coughing, sneezing or blowing your nose.
· Practice social distancing or putting 6 feet between yourself + others.
· Wear a face covering that covers your nose + mouth when you're in public settings.
· Clean and disinfect surfaces that are frequently touched.
Coronaviruses like COVID-19 are most often spread through the air by coughing or sneezing, through close personal contact (including touching and shaking hands) or through touching your nose, mouth or eyes before washing your hands. Learn more from the Centers for Disease Control and Prevention (CDC) about how COVID-19 spreads and how to protect yourself and your community from getting and spreading respiratory illnesses. 

Symptoms of COVID-19 are fever, cough, shortness of breath, chills, repeated shaking with chills, headache, sore throat, new loss of taste or smell, or muscle pain, congestion / runny nose, diarrhea, nausea or vomiting. Symptoms may appear 2-14 days after exposure.

The Sprout Academy has taken as many precautions as possible to help combat the spread of COVID-19 to our staff and families. It is very difficult in our industry of watching small children to adhere to all the CDC guidelines for COVID-19, however, we are instituting the following policies (where applicable):

a. [bookmark: _Toc51751848]Social distancing
The Sprout Academy instructs staff to keep at least six feet of distance from one another whenever they reasonable can. It is discouraged to handshake and staff must use no-contact greetings. 
b. In-person meeting procedures

Meetings will be moved to virtual spaces and utilize videoconferencing whenever possible. However, if in-person meetings are required, The Sprout Academy will outline clear instructions on how employees should conduct themselves to stay safe. 
We will do our best to hold in-person meetings in open, well-ventilated spaces that allow attendees to maintain a social distance of six feet. Prohibit handshaking or any physical touch and mandate the use of face masks during the meetings; along with asking staff to wipe down surfaces before leaving a communal room.
c. Communal areas
We will limit or prohibit gatherings in conference rooms or common areas and close off any unnecessary communal spaces.
d. [bookmark: _Toc51751849]Personal Protective Equipment (PPE) 
The CDC advises wearing cloth face masks, as these can minimize the chance of spreading COVID-19. 
Masks are required while in the building by all staff until instructed otherwise by CDC, licensing, state, or any other authorizing authority.
Staff should use hand sanitizer and gloves, particularly when using high-touch surfaces like tables, doorknobs, light switches, countertops, handles, desks, keyboards, phones, etc.
e. [bookmark: _Toc51751850]Facilitating a clean workplace
Frequent disinfection of common touch points will be a new frequent occurrence. Classrooms, toys, playgrounds, etc. must be disinfected at every opportunity. 
· Use EPA-approved disinfectants to regularly clean and disinfect high-touch workplace surfaces, including but not limited to workstations, doorknobs, keyboards, playground equipment, toys, and handrails
· Employees should minimize the use of office equipment such as phones and computers that are not located at their own work stations
f. Summary
Staff will still be subject to temperature checks at the door to begin their shifts and temperatures over 100 degrees will mean no entry. Staff will also still be required to wear masks and follow all of our previous safety protocols with wearing masks, practicing social distancing when they can, keeping children separated as much as possible, consistent hand washing, cleaning, and sanitizing rooms (including a nightly deep clean when needed), and sanitizing playgrounds between use. 

Staff who are feeling ill or who have high temperature may be asked to get tested for COVID-19 before being allowed to return to work or enter the building. If you are a staff member that is experiencing any symptoms whatsoever that could be related to COVID-19 you are to notify your director/district manager/owner before returning to work or let them know immediately while at work.

In the event a staff or family member becomes ill with COVID-19, The Sprout Academy will report the occurrence to the appropriate agencies and will move forward with instructions from them as to how to notify staff and families in the center and will take instruction on whether or not to close the center or a classroom for a period of time dictated by their instructions.
The Sprout Academy will adhere first and foremost to all instructions and guidance from CDC, FL State Health Dept, Pinellas County License Board, and Dept of Children and Families. Any new policy changes are rulings from these or any other governing agencies can supersede what is in this handbook.

[bookmark: _Toc465858006]

[bookmark: _Toc51751851]Reporting Unsafe Conditions

Employees may report safety violations or injuries anonymously if they are not the injured or violating party. No employee will be punished or reprimanded for reporting safety violations or hazards. However, The Sprout Academy will deal with any deliberate or ongoing safety violation, or creation of hazard, by an employee through disciplinary action, up to and including termination.

Worker’s Compensation Insurance pursuant to the laws of Florida covers all work related accidents. You must contact your director or management immediately if you are injured on the job. This policy does not include all of the company's or your childcare center’s safety rules. If you have any questions or observe an unsafe or hazardous condition, immediately notify your director or management.

[bookmark: _Toc465858007][bookmark: _Toc51751852]Reporting Accidents or Injuries

The Sprout Academy is committed to providing its employees with an accident-free workplace. Accidents and injuries, however, sometimes occur. If an accident or injury occurs, the company’s primary goal is to ensure that injured individuals receive prompt, appropriate and quality medical care.

All employees must immediately report any accident or injury to his/her director or management.

No accident or injury is too small to report. Failure to report an accident or injury within 24 hours of the incident may subject an employee to disciplinary action up to and including termination. In addition, an employee’s failure to promptly report his or her own accident or injury could result in loss of workers’ compensation benefits. Therefore, you must comply with this policy and all directives given to you following an accident or injury. Failure to obtain authorization, use the designated medical facility, immediately report to the designated medical facility and/or submit to post-injury drug testing may result in loss of benefits as specified under applicable state law and may result in disciplinary action up to and including termination.

In addition, all employees who are injured in the workplace are required to submit to post-injury drug testing. A confirmed positive test result or a refusal to take a test may result in the loss of benefits as specified under applicable state law, as well as disciplinary action up to and including termination.

An injured employee may be contacted by a claims adjuster to assist, coordinate, and authorize treatment, or referrals to specialists, and return to work plans, if required. The company endorses a light duty, return-to-work program for the benefit of all concerned. The treating physician will make this determination. Refusal of light duty if available can cause loss of disability benefits.

If you are eligible for leave under the Family and Medical Leave Act, time taken for a Workers’ Compensation leave may be counted towards time available for FMLA leave. If your doctor requires you to stay home from work, your lost time will be covered by our Workers’ Compensation Insurance Policy after a waiting period.


[bookmark: _Toc465858008][bookmark: _Toc51751853]Reporting Suspected Child Abuse

Any Sprout Academy employee who has reasonable cause to know or suspect that a child has been subjected to abuse or neglect, or who has observed the child being subjected to circumstances or conditions which would reasonably result in abuse or neglect, must immediately report this information to his or her childcare center director and the Florida Department of Children and Families (Florida Abuse Hotline: 1-900-96-ABUSE).

[bookmark: _Toc465858009][bookmark: _Toc51751854]Distribution and Solicitation

Sprout Academy employees are prohibited from distributing literature of any kind (personal, employment, or business) in work areas at all times. Distribution of literature in non-work areas is prohibited during work hours. Work hours are the time you are expected to work and do not include rest, meal or other authorized breaks. In addition, employees are prohibited from soliciting (including, but not limited to recruiting and selling) during work hours of the person soliciting or the person being solicited.


Violation of this policy may result in disciplinary action up to and including termination. If you become aware of any prohibited solicitation or distribution activities, please report it to your director.

Employee Participation in Political Activities

(a) In accordance with The Sprout Academy Restrictions on Political Activity and Expenditures Policy, no Sprout Academy employee may, as part of his or her job, be required to perform tasks in any way related to partisan political activity.
(b) The Sprout Academy employees, like all citizens, have a constitutional right to express political opinions and engage in political activities. It is required that they do so only on their own time and avoid even the appearance that they are speaking or acting on behalf of The Sprout Academy
(c) Restricted Activities: The Sprout Academy employees are prohibited from engaging in the following activities:
i. Identifying yourself as Sprout Academy employee when participating in partisan political activities; 
ii. Running as a candidate for public office in any partisan election while retaining his or her position at The Sprout Academy;
iii. Engaging in political activity while on duty or on or in any property owned or leased to The Sprout Academy;
iv.	      Engaging in political activity while wearing any Sprout Academy insignia; 
v. Using Sprout Academy equipment, including computers, printers, copiers, mobile and landline telephones, fax machines, or office supplies to engage in any type of political activity; 
vi. Using The Sprout Academy’s e-mail system or communications platforms (e.g., website, blog, Twitter) to engage in any type of political activity; 
vii. Wearing political buttons, pins, hats, shoes, masks, or other political items in the workplace or while engaged in Sprout Academy-related business; 
viii. Displaying items (e.g., posters, signs, stickers) in the workplace or while engaged in Sprout Academy-related business that indicates support of or opposition to a political party, ballot issue, or a candidate in a partisan election; 
ix. Soliciting, accepting, or receiving any political contributions; or 
x. Allowing your official position, influence, or duties at The Sprout Academy to be used in connection with fund raising activities for partisan political activities.
(d) No political activity undertaken by a Sprout Academy employee shall be construed as an endorsed or sponsored activity of the Institute.
(e) Sprout Academy employees who participate in political activities are reminded that they are still subject to The Sprout Academy policies and procedures, including the company’s No Solicitation/No Distribution Policy, Conflict of Interest Policy, and Employee Acceptance of Gifts or Payments Policy.

Definitions
(a) Political Activity: Doing something in active support of or opposition to a political party, a candidate in a partisan election, or a partisan political group.
(b) Partisan: Partisan elections are those in which at least one person is running as a Democrat, Republican, or member of another political party. Also includes any partisan groups, clubs, campaigns, and coalitions involve the affiliation with a political party, candidate for public office in a partisan election, or formation to support or oppose the activities of a political party or candidate for public office in a partisan election.

[bookmark: _Toc465858010][bookmark: _Toc51751855]Use of Computer, Telephone, Cell Phone, and Other Equipment

The childcare center where you work will provide you with the necessary equipment to do your job. None of this equipment should be used for personal use, nor removed from the physical confines of the childcare center unless it is approved and your job specifically requires use of the equipment outside the physical facility.

The childcare center’s telephones are for business use only. Personal calls (incoming or outgoing, local or long-distance) on the childcare center’s telephones are prohibited except in cases of emergency or with the prior consent of your director. Personal cell phones are strictly prohibited during work hours and are not to be on you except when you are on a break and not responsible for the supervision of children. If you will need to be contacted by a family member or friend in the event of an emergency, you should inform the individual(s) to contact the childcare center directly. Violation of this policy may result in disciplinary action up to and including termination.

The childcare center’s computer equipment, including laptops, may not be used for personal use - this includes word processing and computing functions unless approved by the director or management. It is forbidden to install any other programs to a company computer without the written permission of your director. These forbidden programs include, but are not limited to, games, online services, screen savers, etc. The copying of programs installed on the company computers is not allowed unless you are specifically directed to do so in writing by your director. If you are given permission to use the computer, Internet, or any other school owned electronic device, you must abide by the following communication and Internet use policy:

[bookmark: ElectronicCommunicationInternetUse]Electronic Communication and Internet Use 

The following guidelines have been established for using the Internet, school-provided cell phones and e-mail in an appropriate, ethical and professional manner:

· Internet, company-provided equipment (e.g., cell phone, laptops, and computers) as well as services may not be used for transmitting, retrieving or storing any communications of a defamatory, discriminatory, harassing or pornographic nature. 

· The following actions are forbidden: using disparaging, abusive, profane or offensive language; creating, viewing or displaying materials that might adversely or negatively reflect upon The Sprout Academy or be contrary to The Sprout Academy’s best interests; and engaging in any illegal activities, including piracy, cracking, extortion, blackmail, copyright infringement, and unauthorized access of any computers and school-provided equipment such as cell phones and laptops.

· Employees may not copy, retrieve, modify or forward copyrighted materials, except with permission or as a single copy to reference only.

· Employees must not use the system in a way that disrupts its use by others. Employees must not send or receive large files that could be saved/transferred via thumb drives. Employees are prohibited from sending or receiving files that are not related to work. 

· Employees should not open suspicious e-mails, pop-ups or downloads. Contact the director or management with any questions or concerns to reduce the release of viruses or to contain viruses immediately.

· Internal and external e-mails are considered school or business records and may be subject to discovery in the event of litigation. Be aware of this possibility when sending e-mail within and outside of The Sprout Academy.

Right to Monitor 

All school-supplied technology and school-related work records belong The Sprout Academy and not to the employee. The Sprout Academy routinely monitors use of school-supplied technology. Inappropriate or illegal use or communications may be subject to disciplinary action up to and including termination of employment. 

Social Media Policy

POLICY This policy provides guidance for employee use of social media, which should be broadly understood for purposes of this policy to include blogs, wikis, microblogs, message boards, chat rooms, electronic newsletters, online forums, social networking sites, and other sites and services that permit users to share information with others in a contemporaneous manner. 

PROCEDURES The following principles apply to professional use of social media on behalf of The Sprout Academy as well as personal use of social media when referencing The Sprout Academy. 

· Employees need to know and adhere to the Handbook, and other company policies when using social media in reference to The Sprout Academy.
· Employees should be aware of the effect their actions may have on their images, as well as The Sprout Academy’s image. The information that employees post or publish may be public information for a long time. 
· Employees should be aware that The Sprout Academy may observe content and information made available by employees through social media. Employees should use their best judgment in posting material that is neither inappropriate nor harmful to The Sprout Academy, its employees, or customers. 
· Although not an exclusive list, some specific examples of prohibited social media conduct include posting commentary, content, or images that are defamatory, pornographic, proprietary, harassing, libelous, or that can create a hostile work environment. 
· Employees are not to publish, post or release any information that is considered confidential or not public. If there are questions about what is considered confidential, employees should check with the Human Resources Department and/or supervisor.
· Social media networks, blogs and other types of online content sometimes generate press and media attention or legal questions. Employees should refer these inquiries to authorized The Sprout Academy spokespersons. 
· If employees find encounter a situation while using social media that threatens to become antagonistic, employees should disengage from the dialogue in a polite manner and seek the advice of a supervisor.
· Employees should get appropriate permission before you refer to or post images of current or former employees, members, vendors or suppliers. Additionally, employees should get appropriate permission to use a third party's copyrights, copyrighted material, trademarks, service marks or other intellectual property. 
· Social media use shouldn't interfere with employee’s responsibilities at The Sprout Academy. The Sprout Academy’s computer systems are to be used for business purposes only. When using The Sprout Academy’s computer systems, use of social media for business purposes is allowed (ex: Facebook, Twitter, The Sprout Academy blogs and LinkedIn), but personal use of social media networks or personal blogging of online content is discouraged and could result in disciplinary action. 
· Subject to applicable law, after‐hours online activity that violates The Sprout Academy’s Code of Conduct or any other company policy may subject an employee to disciplinary action or termination. 
· If employees publish content after‐hours that involves work or subjects associated with The Sprout Academy, a disclaimer should be used, such as this: “The postings on this site are my own and may not represent The Sprout Academy’s positions, strategies or opinions.” 
· It is highly recommended that employees keep The Sprout Academy related social media accounts separate from personal accounts, if practical. 


[bookmark: _Toc465858011][bookmark: _Toc51751856]Smoking

The Sprout Academy strives to provide you with a safe and healthy work environment. We are committed to providing you with a smoke-fee workplace. Smoking inside any building owned, leased, rented or otherwise used by the company is strictly prohibited. Your director can inform you of the areas where it is permissible to smoke. Smoking outside any building owned, leased, rented or otherwise used by the company is also strictly prohibited within ten (50) feet of the exterior entrance and/or in the presence of children. Violation of this policy may result in disciplinary action up to and including termination.

[bookmark: _Toc465858012][bookmark: _Toc51751857][bookmark: LactationBreastfeeding]Lactation/Breastfeeding 

For up to one year after a child’s birth, any employee who is breastfeeding her child will be provided reasonable break times as needed to express breast milk for her baby. The director at each location will help you find a suitable agreed upon location for this break. Any breast milk stored in the refrigerator must be labeled with the name of the employee and the date of expressing the breast milk. Any nonconforming products stored in the refrigerator may be disposed of. Employees storing milk in the refrigerator assume all responsibility for the safety of the milk and the risk of harm for any reason, including improper storage or refrigeration and tampering.  Breaks of more than 20 minutes in length will be unpaid, and the employee should indicate this break period on her time record. The Sprout Academy is committed to abiding by all local and state laws on breaks for nursing mothers. These laws vary based upon location.

[bookmark: _Toc465858013][bookmark: _Toc51751858]Workplace Violence

The Sprout Academy does not tolerate violence in the workplace. Violence includes physically harming another, shoving, pushing, harassing, intimidating, coercing, brandishing weapons, intentionally damaging property and threatening or talking of engaging in these activities. We also strictly prohibit the possession of weapons by any employee while on property owned, leased, rented or otherwise used by the company.

Violation of this policy may result in disciplinary action up to and including termination. You should report all acts of violence, including threats of violence, to your childcare center’s director and management immediately.

[bookmark: _Toc465858014][bookmark: _Toc51751859]Drug-Free Workplace

The Sprout Academy has a longstanding commitment to provide a safe and productive work environment. Alcohol and drug abuse pose a threat to the health and safety of employees, students and to the security of our equipment and facilities. For these reasons, The Sprout Academy is committed to the elimination of drug and/or alcohol use and abuse in the workplace and on school campus.

This policy outlines the practice and procedure designed to correct instances of identified alcohol and/or drug use in the workplace. This policy applies to all employees and all applicants for employment of The Sprout Academy. 


Employee Assistance and Drug-Free Awareness 

The Sprout Academy will assist and support employees who voluntarily seek help for such problems before becoming subject to discipline and/or termination under this or other policies. Such employees may be allowed to use accrued paid time off, placed on leaves of absence, referred to treatment providers and otherwise accommodated as required by law. Such employees may be required to document that they are successfully following prescribed treatment and to take and pass follow-up tests if they hold jobs that are safety sensitive or that require driving or if they have violated this policy previously. 

Employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol. This policy does not prohibit employees from the lawful use and possession of prescribed medications. Employees must, however, consult with their doctors about the medications’ effect on their fitness for duty and ability to work safely and promptly disclose any work restrictions to their supervisor. Employees should not, however, disclose underlying medical conditions unless directed to do so.

Work Rules 

The following work rules apply to all employees:

· Whenever employees are working, are operating any company vehicle, are present on company premises, or are conducting related work off-site, they are prohibited from:
· Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to include possession of drug paraphernalia).
· Being under the influence of alcohol or an illegal drug as defined in this policy.

· The presence of any detectable amount of any illegal drug or illegal controlled substance in an employee’s body while performing school business or while in a school campus is prohibited. 

· The Sprout Academy will not allow any employee to perform their duties or interact with any students while taking prescribed drugs that are adversely affecting the employee’s ability to safely and effectively perform their job duties. Employees taking a prescribed medication must carry it in the container labeled by a licensed pharmacist or be prepared to produce it if asked.

· Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement agency and may result in criminal prosecution.


Required Testing 

The company retains the right to require the following tests:

· Pre-employment: Applicants may be required to pass a drug test before beginning work or receiving an offer of employment. Refusal to submit to testing will result in disqualification of further employment consideration. 

· Reasonable suspicion: Employees are subject to testing based on observations by a supervisor of apparent workplace use, possession or impairment. The director and management must be consulted before sending an employee for reasonable suspicion testing. 

· Post-accident: Employees are subject to testing when they cause or contribute to accidents that seriously damage a company vehicle, machinery, equipment or property and/or result in an injury to themselves or another employee or student requiring off-site medical attention. In any of these instances, the investigation and subsequent testing must take place within two (2) hours following the accident, if not sooner. 

· Follow-up: Employees who have tested positive, or otherwise violated this policy, are subject to discipline up to and including discharge. Depending on the circumstances and the employee’s work history/record, The Sprout Academy may offer an employee who violates this policy or tests positive the opportunity to return to work on a last-chance basis pursuant to mutually agreeable terms, which could include follow-up drug testing at times and frequencies for a minimum of one (1) year but not more than two (2) years. If the employee either does not complete his/her rehabilitation program or tests positive after completing the rehabilitation program, he/she will be subject to immediate discharge from employment.


Consequences 

Applicants who refuse to cooperate in a drug test or who test positive will not be hired.

Employees who refuse to cooperate in required tests or who use, possess, buy, sell, manufacture or dispense an illegal drug in violation of this policy will be terminated. 

The first time an employee tests positive for alcohol or illegal drug use under this policy, the result will be discipline up to and including discharge. 

Employees will be paid for time spent in alcohol/drug testing and then suspended pending the results of the drug/alcohol test. After the results of the test are received, a date/time will be scheduled to discuss the results of the test; this meeting will include the director and management. Should the results prove to be negative; the employee will receive back pay for the times/days of suspension.

Confidentiality 

Information and records relating to positive test results, drug and alcohol dependencies and legitimate medical explanations provided shall be kept confidential to the extent required by law and maintained in secure files separate from normal personnel files. 

Inspections 

The Sprout Academy reserves the right to inspect all portions of its premises for drugs, alcohol or other contraband. All employees, contract employees and visitors may be asked to cooperate in inspections of their persons, work areas and property that might conceal a drug, alcohol or other contraband. Employees who possess such contraband or refuse to cooperate in such inspections are subject to appropriate discipline up to and including discharge. 

Crimes Involving Drugs 

The Sprout Academy prohibits all employees from manufacturing, distributing, dispensing, possessing or using an illegal drug in or on company premises or while conducting school related business. Employees are also prohibited from misusing legally prescribed or over-the-counter (OTC) drugs. Law enforcement personnel shall be notified, as appropriate, when criminal activity is suspected.


[bookmark: _Toc465858015][bookmark: _Toc51751860]Maintenance and Care of Classroom & Building

All employees are expected to help with general maintenance tasks. The director will assign specific duties and schedules based on the school’s needs.

Cleaning duties include:

1. Bathrooms: Keep clean and neat after each class use. Restock and organize whenever necessary.
2. Vinyl floors: Sweep floor after snack, messy activities, lunch and end of day.
3. Carpeted areas: Remove stains and spots as soon as possible.
4. Rest cots: Spray to disinfect after each use. Stack neatly out of the way of the children.
5. Cubbies, tote trays, and storage cabinets: Keep clean, dusted, labeled and organized.
6. Tables, chairs and walls: Keep free of dust, food, glue, crayon, marks, pencil marks, paint and fingerprints. All tables must be cleaned before leaving at the end of the day.
7. Trash: Remove and replace trash liners after lunch (if full) and at the end of the day.

PLEASE USE THE VINYL AREAS FOR YOUR MESSIER TIMES OF THE DAY SUCH AS PAINTING, PLAYDOUGH, COOKING, SCIENCE EXPERIMENTS, ETC.
[bookmark: _Toc88283807][bookmark: _Toc110777202]
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Every morning (or the first day of the school week) one of our opening teachers will be responsible for making the disinfecting water and bleach solution for all the classrooms and for ensuring its appropriate pH level. This solution should be kept in a labeled bottle titled ‘Bleach & Water’ and in a locked cabinet, out of the children’s reach at all times. At the end of each day teachers will be responsible for placing bottles in the kitchen, washing them and setting them out to dry.


[bookmark: _Toc465856971][bookmark: _Toc465858017][bookmark: _Toc51751862]Room Environment Criteria
[bookmark: _Toc465856972][bookmark: _Toc51751863]Teachers are expected to keep a well-organized, clutter-free, clean room.  Classroom environment checklist needs to be adhered to. 

Teachers at The Sprout Academy must plan their classroom environment and schedule to include a range of activities that contribute to children’s development.

1. Daily schedule is to be posted inside room.
2. A parent informational board is to be posted inside room.
3. A photo schedule depicting daily routine is to be posted inside room.
4. The classroom environment must be divided into active, meaningful learning areas.
5. All bins must be labeled with typed words in upper case and lower case print and pictures. 
6. Block shelves must be labeled with shadows of block shapes.
7. Centers must have hanging signs to indicate area that reflect the working areas of the room, upper case and lower case.
8. The environment must be a print-rich environment. All items must have typed upper case and lower case labels. Ex. (Clock, Door)
9. Every room must have a file box with a file for each child to keep daily notices. The box needs to be labeled with a sign to remind parents to check it daily.
10. Every room must have a notebook with gloves, tissues, and Band-Aids. This notebook, which includes the daily attendance and accident/incident report forms must be carried with the group at all times.  It is the teacher’s responsibility to keep this notebook stocked.
11. Every room must have a birthday bulletin board graph indicating each child’s name and date of birth. All boards must include children’s photos.
12. Documentation (teacher’s notes, photographs, children’s comments and conversations) must be done on a regular basis and posted.
13. All art must be posted with dictation on a separate sheet. When ready, children can write their own names and words.
14. Every room must use the water/sand table daily inside the classroom or in the playground. Items may include water, goop, rice, shaving cream or sand. Various accessories such as pumps, small dolls, measuring cups and spoons should also be rotated from time to time. 
15. Water/sand table must be rinsed and emptied daily. 
16. The easel must be used daily in all rooms. The brushes and paint cups must be clean; paint colors bright and paper placed on the easel for the children’s use everyday. All tables and easel must be covered with brown paper or cloths for easy and quick pick-up.
17. Children’s music needs to be played daily, rotating Classical, muti-cultural, religious, etc…depending on the activity.
18. A helper chart needs to be designed and used with the children keeping everyone involved daily. Every child must have a classroom responsibility (sweeping the floor, watering plants,…).
19. Washing Hands sign must be posted by the sink.
20. Allergy lists must be posted in every room.
21. Props need to be added and rotated during the year.
22. Dramatic play needs to be changed, reflecting current classroom projects (ex. Paleontology Center for a project on dinosaurs).
23. All music must be age appropriate. No radio. Previewed CD’s and Tapes only.
24. The only cleaning supplies in the classroom are a labeled bottle of bleach and water and a labeled bottle of soap and water. All other cleaning supplies need to be locked in the janitor’s room.
25. There is to be no opened food left in the classrooms.
26. Tables need to be covered with brown paper for messy activities.
27. All rooms need to be dusted and cleaned daily, including the sink area.  

[bookmark: _Toc465858018][bookmark: _Toc51751864]Job Description – Teacher

Your job is very important! Teachers are the critical link between the parent, the child, and the school. Your success will depend on the enthusiasm, creativity and pride you bring to your job. 

Remember: The child is your #1 responsibility
                    Safety is your #1 priority
                    Education is your #1 goal. 
Responsibilities:
- Overall supervision and daily class functions of a class of children
- Be punctual and dependable, arriving on-time every day for work, and be enthusiastic
- Assess each child's developmental needs on an ongoing basis
- Communicate consistently and effectively with parents and families about the developmental progress of their children, including completion of daily communication reports for parents
- Plan with the Lead Teacher and help implement the daily lesson plans and classroom activities
- Plan with the Lead Teacher all required parent-teacher conferences and student evaluations
- Provide an attractive, well-kept classroom that encourages creativity, exploration and decision-making by the children
- Ensure that all class bulletin boards are current and provides the parents with an overview of the material taught in class
- Coordinate snacks, meals, nap time, diapering and bathroom activities, including potty-training
- Provide the children with verbal praises and acceptance while providing clear and consistent expectations for the children's behavior
- Maintain a highly professional attitude and a strong work ethic
- Follow the schedule, as determined by administration
- Attend all required staff meetings, workshops and/or school functions as determined by administration
- Observe all rules and regulations of the preschool, Pinellas County Child Care Licensing, Florida DCF and accrediting agencies pertaining to the health, safety and care of children
- Maintain a professional personal appearance adhering to the guidelines required by the preschool's policy
- Assist in other capacities, as determined by administration
Qualifications:
- Must have 40 hours DCF training, plus 5 hours of literacy
- Must love working with young children
- CDA certification or a degree related to early childhood education a plus
- Preferred to have at least two (2) years of childcare experience
- Confidence in working with children, parents and their fellow staff
- Able to work positively under the guidance and supervision of administration
- Strong communication skills
- Ability to relate positively with young children
- Must be able to lift up to 50 lbs. in connection with the handling of children for the facilitation of programs, child safety, and potential emergency situations
Upon employment:
- Must meet all company, and local, state or national basic health requirements as well as other requirements
- First Aid training, as required
- Must complete all necessary company employment and payroll forms
- A fingerprinting and/or criminal investigation report completed prior to employment
Reporting relationship:
- Reports directly to administration staff

If you are unable or unwilling to follow the above policies, procedures, or anything listed in this handbook, notify the director immediately as failure to comply with school policies may result in immediate disciplinary action and, if necessary, termination
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