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Purpose 
The purpose of the Weekday School Handbook is to establish a system that will develop and maintain an 
effective and responsible Weekday School staff and to ensure that Weekday School employment 
practices (in addition to the personnel policies of the church) are fairly and uniformly applied to all 
employees.  
 
Mission Statement of the First Presbyterian Church Weekday School (FPCWDS) 
First Presbyterian Weekday School is a mission of the First Presbyterian Church of Belmont, NC, whose 
central purpose is the provision of quality child care. This purpose shall be achieved by maintaining high 
standards of State regulations and requirements, a team of well trained professional staff, and an 
environment in which the physical, social, intellectual, emotional and spiritual growth of each child is 
nurtured. FPCWDS is open to all children regardless of racial, economic or religious background. 
 
History 
On August 12, 1985, the First Presbyterian Day School opened its doors beginning the mission of providing the 
children and families of Belmont and the surrounding community with high quality developmental child care. The 
First Presbyterian Church considered the idea of opening the school for more than two years. A study committee 
was formed in February of 1983 to research the project. On May 15, 1984, the report from the committee was 
presented to the Session. The Session approved the concept of the Day School and authorized the formation of 
the Weekday School Board of Directors. A Director was hired in March of 1985 and pre-registration of children 
was held. Construction began to modify the education wing of the Church to meet licensing standards. FPDS was 
licensed and awarded an AA license and Level II certification in August 1985. 
 
Years later, when a neighboring church decided to discontinue its preschool program, many young adult members 
of the church expressed an interest in starting a half-day preschool program at First Presbyterian Church. A 
preschool ad-hoc committee was formed and on April 23, 1995, the committee presented their report to the 
Session of the church.  The Session approved the preschool concept as a mission of the church to be operated 
under the direction and leadership of the First Presbyterian Day School with the Preschool Ad-Hoc Committee 
acting in an advisory role. 
 
 This committee would continue to recruit teachers and students and bring back to the Session a detailed 
operational and start up budget to include building improvements and modifications. The committee’s 
recommendations were approved by the Session in May, 1995. A bathroom was installed and equipment was 
purchased. The preschool began operation in September of 1995. 
 
The combined programs are referred to as First Presbyterian Weekday School (FPCWDS) and are a viable part of 
the Church’s ministry. FPCWDS reflects the Church’s central focus, which is to be a community about caring and 
care for the community. 
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FPCWDS Philosophy 
Within a Christian atmosphere of love and acceptance we seek to create a learning environment that 
promotes and reinforces each child’s self-worth and competence. Through affirmation of each child’s 
uniqueness we encourage each child to respect and value each other. Opportunities to work 
cooperatively with their peers while at play and guided approaches to conflict resolution. 
 
Curriculum 
We believe that all relationships, events, activities, and experiences that a child may encounter while at FPCWDS 
are curriculum in action. Within Early Childhood Developmentally Appropriate Practices, everything a child does, 
senses and feels is a part of their education. Through the staff’s creation of an educational and caring 
environment along with the implementation of developmentally appropriate curriculum strategies, each child will 
be nurtured and guided to achieve the following goals: 
 

• The development of a positive self- concept and sense of belonging. 
• The development of means of self-control and an awareness of social expectations. 
• An understanding and acceptance of the differences and individuality of each person along with respect 

for all people.  
• The development of a disposition to be about the world and learning. 
• To development and encourage each child’s creativity and imagination. 
• To develop the ability to use language skills to communicate effectively with others, while facilitating 

learning and cooperation. 
• To develop critical learning, reasoning, and problem solving skills. 
• To develop individual and cooperative expression of ideas and feelings through pretend play, drama, 

music, art, construction, dance and movement. 
• To develop knowledge of the physical world through manipulation of objects towards a desired effect 

while nurturing an understanding of cause and effect within environmental relationships. 
• To develop an understanding of the relationship among objects, people and events while exploring the 

concepts of classification, sequence, order, numeracy, spatial relationship and time. 
• To develop the acquisition of knowledge of appreciation for the fine arts, humanities and sciences. 
• To develop a management of the body and basic physical skills through gross and fine motor activities. 
• To develop skills in the areas of care of the body, nutrition, fitness, physical, and emotional health and 

safety. 
• To develop the skills needed to deal with spontaneous and unexpected situations encountered in daily 

life. 
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What Is A Developmentally Appropriate Program?  Martha Ross, Ph.D. 

Picture a classroom for preschool children. 

What are the children doing? 
What is the teacher doing? 

• If you picture children sitting quietly all day… 
• If you picture the teacher doing all the talking…. 
• If you picture the children doing worksheets or coloring books… 
• If you picture children reciting the ABC’s… 
• If you picture all the children doing the same thing at the same time…. 

You have an image of a classroom that is NOT developmentally appropriate for Preschool aged children! 
 

All programs for young children should be developmentally appropriate. This means that the way teachers talk with children, the 
materials and toys that are available, the way the room is arranged, and the amount of time children spend in various activities are 
determined by the way preschool children are. Preschool children do not learn like infants, older children or adults. Preschoolers learn 
in special ways. They act in special ways. They need to be taught in special ways. 

A developmentally appropriate program for preschool children is one that provides each child with the “good life”. A good life when 
you are two, three or four is being in a place that is safe and healthy and being involved in activities that provide “job satisfaction”. 
The preschool child’s job is to grow physically, emotionally, intellectually and socially, and the way he or she does this best is by 
being in a program where the emphasis is on what they can do rather than on what they know. 

A developmentally appropriate program will provide many real experiences. There will be animals and plants to care for, sand and 
water play, blocks to build with, tools to use, jobs to do, children and adults to talk and play with, puzzles, pegs, scissors, clay, 
climbers, swings, tricycles, musical instruments, trips within the community, recipes to make and food to taste. Preschool children 
learn by doing, by touching, tasting, hearing, smelling, and seeing things that are interesting to them - not by hearing a teacher tell 
them about these things.  

They need many experiences with people and things in their world and they need time to think about these experiences. 

A developmentally appropriate program will have books, songs, poems, pictures stories, graphs, charts and labels about the 
experiences children have had at home, opportunities to see how these skills are useful and how they relate to the real experiences of 
everyday life. 

A developmentally appropriate program for preschool children is one in which they are allowed and encouraged to play. As children 
dress up, play mother, father, firefighter or doctor, build with blocks, use miniature figures, play with clay or play dough, paint, 
reenacting, or anticipating their real experiences. By playing out these experiences, they are organizing and beginning to understand 
their world. 

In a developmentally appropriate program the teacher’s job is to prepare the classroom by making many materials and experiences 
available to each child. The “good” teacher stands back and observes the way the children use the materials, moves around the room 
to ask a question of a child or small group; provides words or additional materials without interfering with the children’s thinking. 
She will not lecture or drill them on meaningless facts. The teacher will help children support and talk to each other about what they 
are doing and feeling and will model skills for getting along with others. The teacher will avoid doing things for children which they 
can do for themselves. 

In a developmentally appropriate program there are large blocks of time for children to choose their own activity among many kinds 
of materials. Children are not expected to do projects in a particular way. The day is not divided into small time blocks for math or 
reading or language. All these subjects occur all the time. Children are not expected to sit still and be quiet. There may be a short 
story or circle time but for the most part children will be busily playing individually or in small groups. 

We know too much about the unique way that children think and learn and feel to provide them with a program that is designed for 
older children’s or adult’s way of thinking. Readjust your image; repaint the picture of a preschool classroom. Children need your 
help to ensure that they have the “good life”. 
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Hiring Procedures and Employment Policies 
 

Statement of Administrative Philosophy towards Employees 
The Administration of First Presbyterian Weekday School welcomes individuals in our employ as we, together, 
bring quality child care and demonstrate God’s love to the children within the community of Belmont. We will 
show all staff members the respect they deserve and acknowledge your efforts with the provision of a 
professional and supportive working environment. 
 

Pre-Service Requirements 
 

Application 
Applications for employment must be completely filled out by the applicant and returned to the Director or 
Assistant Director. The Director or Assistant Director will review the application, schedule an interview and check 
indicated references to determine suitability for employment at FPCWDS.  
 

Criminal Record Check*  
Prior to employment all employees shall undergo a criminal record check by completing the required online 
application and submitting electronic fingerprints through the County Law Enforcement Center. This report will 
determine if the applicant has a criminal record, history of alcohol or drug (prescriptive or illegal) abuse, previous 
and current mental illness or emotional problems, or other conditions that may render him/her unsuitable for 
employment at FPCWDS. 
 
Employees are required to submit a new criminal record check every three years per state requirements.  A 
conviction for child abuse, child neglect, physical assault on a child and/or evidence of abuse of illegal drugs 
(among other conditions) will result in automatic dismissal from employment. 
 
TB Test * 
A TB test is required prior to employment. A form will be provided to document this requirement. TB tests can be 
provided through your regular physician, the health department, or some local urgent care facilities. Many 
applicants complete their TB test and medical report at the same time. Please note: TB test results must be 
submitted prior to employment in the Day School.  There is a wait period of at least 48 hours after test is given to 
determine results.  
*The prospective employee is responsible for any costs related to these two state required tests/reports. 
 

Drug Testing 
New employees must complete and submit a drug test prior to employment. All employees are subject to random 
drug testing for illegal drugs during employment. Failure to submit to drug testing is grounds for termination. Any 
employee using prescription and/or non-prescription drugs must notify must notify administration immediately 
when such use might adversely affect the employee’s ability to perform his or her job safely and/or effectively. 
Employees failing to report such use may be subject to corrective action. Employees may be asked to submit a 
written statement from their physician regarding ability to perform job functions. 
 

Educational Requirements 
All teachers within classrooms must have a high school degree and provide documentation of successful 
completion of EDU119 and/or Early Childhood Credentials.  At the discretion of the director, an employee may be 
hired without meeting this requirement. However, the employee must successfully complete the required 
coursework within one year of employment. Failure to complete the required coursework may result in release 
from employment.  
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Health and Safety Requirements 
 
All staff must comply with all health and safety requirements. Exceptions are made for private vendors 
including therapists and those working with special programs created for children with written consent 
from the parents of participating children.  
 
All documentation will be kept in the employee’s personnel file and will be kept in the strictest 
confidence. Any breach of confidence by a person regarding these records may result in the employee’s 
immediate dismissal. 
 
Medical Report 
A physical examination by a licensed medical doctor or authorized physician’s assistant is required for 
each employee within 30 days of initial employment at FPCWDS. A form to document the employee’s 
physical and emotional ability to care for is provided. The director may request another evaluation of 
the employee’s emotional and physical fitness to care for children when there is reason to believe that 
there has been deterioration in the employee’s emotional or physical fitness to care for children, as 
stated in Child Care Rule 10A NCAC 09.0701(b) of the Division of Child Development Handbook. 

 
CPR and First Aid Certification 
All new staff is required to provide documentation of current CPR and First Aid certification or complete 
training within 3 months of employment. Once initial training is complete, all employees must maintain 
current CPR and First Aid certification by renewing their certifications every 2 years. Whenever possible, 
FPCWDS will provide in-service training to meet this requirement. However, it is the responsibility of 
each employee to maintain their own certification. 
 
Health Questionnaire and Emergency Information 
Prior to employment and annually thereafter, each employee will submit an updated health 
questionnaire and emergency information form indicating their physical and emotional ability to care for 
children.  
 
New Staff Orientation  
Each employee must complete a minimal of 16 hours of orientation and training within the first 2 weeks 
of employment at FPCWDS. All training must be documented in the employee’s personnel file. In 
addition to the review of policies and general training regarding FPCWDS practices, all new employees 
will complete state related trainings through ProSolutions. New employees must obtain an NCID when 
initially employed. Information on how to obtain your NCID and access ProSolutions is provided during 
orientation. 
 
 
 
 
 
 
 
 



 

EH 8 
 

Professional Development 
 
Required Meetings/Training 

 

All employees are required to attend monthly staff meetings and outside training as needed to stay 
abreast of FPCWDS standards and policies and meet state requirements. The number of State required 
hours is based on the years of experience and education history of each individual employee. The 
requirements can be found on the NC Child Care website at www.ncchildcare.nc.gov/. Whenever 
possible, monthly meetings will be designed to help staff meet their state required training hours.  
 
Current training and in-service opportunities will be posted in the office area. It is the employee’s 
responsibility to keep track of their required hours of training and to register for and participate in 
training opportunities. Upon completion of any Early Childhood college courses and/or in-service 
training, it is the employee’s responsibility to turn in related documentation to be filed in their 
personnel file. 
 
The cost of training provided at FPCWDS is paid by the school and employees will also be compensated 
for their time. Employees will not be compensated for the cost or time involved for training provided 
outside of the school. Free training is provided through the Partnership for Children. Any charges 
incurred for failure to attend classes an employee registers for through the partnership will be assessed 
to the employee. Exceptions may be made at the discretion of the director in special circumstances (for 
example, administrative move to a new position that requires additional certification) or instances 
where the school requires specific training in addition to state requirements. 
 
Scholarship Funds for Degree in Early Childhood 
FPCWDS has a limited scholarship fund for teachers who have worked for the organization for at least a 
year and are working towards a degree in Early Childhood Education. Scholarships are determined by 
budget as well as work performance and time employed with FPCWDS. 
Teachers must pass each course with a C or above and commit to one year of service following 
completion of the course. In the event an employee receives a grade below a C, the employee must pay 
back the scholarship or sign up to take the class again at their own expense. Employees who leave 
employment while taking a class paid for by FPCWDS or before completing one year of service after the 
course has been paid for will be required to reimburse the school in full for the class taken. Any amounts 
owed back to FPCWDS may be deducted from the employee’s last check. 
 
 
 
 
 
 
 
 
 
 
 

http://www.ncchildcare.nc.gov/
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General Expectations and Procedures 

All employees are expected to adhere to all policies, practices, and standards set forth by FPCWDS and 
abide by all duties and responsibilities as outlined within the employee’s job description or assigned by 
administration. 
 
Parking 
All staff parking is designated in the back parking lot behind the church. The exception to this is the staff 
member opening and/or closing the facility daily. Employees may enter the building at the breezeway 
bathrooms located at the playground or through the outside doors to Preschool. The parking lots at both 
entries are for parent arrival and departure. Handicapped parking spaces are to remain open at all times. 
 

Church/School Van 
Employees may be asked to drive the church/school van for field trips, emergency situations, etc. Any 
employee driving the school van should complete Driver Screening form. Staff members who have 
received a DWI during the past 5 years, or who receive a DWI in the future, will not be permitted to 
drive the church/school van, bus or a personal vehicle on field trips with children. 
 
Inclement Weather Policy 
 
Delays & Closings 
Any decisions made concerning the Weekday School closing are based on safety, the safety of staff, as 
well as the safety of families entering the facility. First Presbyterian will generally follow the Gaston 
County School System’s decision to close or delay opening. 
  
In the event Gaston County Schools calls for a one-hour delay the Day School will open at 8:00 am and 
the Preschool will open at its regular time of 8:30 am.   
 
If Gaston County Schools are delayed for 2 hours, the Weekday School (Day School and Preschool) will 
open at 9:00 am. 
 
If Gaston County Schools are delayed for 3 hours, the Weekday School (Day School and Preschool) will 
open at 10:00 am.  
 
In the event of any delay, we will not provide before school care for our School Age program. 
 
Note: Whenever Gaston County Schools is delayed for temperature concerns only and road conditions 
are not a factor, our Day School and Preschool programs will operate on their regular schedules. 
However, we will not provide before school care for our School Age program during these delays. 
 
If Gaston County Schools are closed, the Weekday School (Day School and Preschool) will be closed.  
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Early Dismissals 
In the event that Gaston County Schools calls for an early dismissal, the Weekday School will also dismiss 
early. Parents will be provided notice and expected to pick children up within one hour of the early 
closing announcement. 
 
The Weekday School reserves the right to make modifications to this policy whenever it is deemed 
necessary. Such decisions will be made in conjunction with the Weekday School Committee and our 
Pastor and/or Associate Pastor. Our goal will always be to remain open whenever possible. 
 
Staff Guidelines for Inclement Weather Days 
Staff members are responsible to keep up to date with information by referring to emails and Remind 
notices. 
 
In the event of a delay, all scheduled staff should plan to report to work at the times designated above 
to provide assistance where needed.   
 
If a staff member is unable to report to work, they should notify administration as soon as possible. They 
will not be eligible for any inclement weather pay provided. However, they will be allowed to use any 
PTO or Vacation Leave they have available.  
 
Staff reporting to work on a delay, will receive inclement weather pay to compensate them for hours 
missed due to the delay. Only staff members who report to work will be eligible for this inclement 
weather pay. Inclement weather pay will be added to hours worked to match the hours you are 
scheduled to work that day and will not exceed 8 hours. If you are not scheduled to work on a delay day, 
you will not receive inclement weather pay. 

 
If an employee has already scheduled time off on an inclement weather day, the employee will receive 
the vacation or PTO time they have already requested and not inclement weather pay.  
 
Employees must work the day before and the day after an inclement weather day to receive inclement 
weather pay unless the days off were previously approved by the Director or a doctor’s note is provided. 
 
In the event of early dismissal administration will make the determination on whom and when 
employees will be released from duties. This is at the discretion of administration and not per employee 
request. Employees requesting to leave early due to concern of road conditions will not receive 
inclement weather pay. However, they may use PTO or vacation time in this situation. 
 
Seasonal employees who are scheduled to work on an inclement weather day will receive inclement 
weather pay. This includes inclement weather pay for delays and/or early dismissals as long as they 
meet all the criteria listed in this policy. 
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Employee Classroom Assignments & Schedules  
 
Weekday School Hours of Operation 
Day School: 6:30am-6pm, Monday – Friday, 52 weeks a year 
Preschool:   8:30am-12pm, Monday – Friday, following the Gaston County Schools calendar. 
 
Pay Period 
All employees shall be paid on a biweekly basis. The church work week begins at 12:01 am each 
Monday. The payroll cycle is Monday through Sunday. 
 

The following will be deducted from the check of each employee: 
 Federal Withholding Tax 
 State Withholding Tax 
 FICA 
 Medicare 
 

Payroll checks are issued every other Thursday. In the event that a holiday falls on payday Thursday, 
checks will be issued the day before. 
 
Employee Salaries  
Employee salaries are based on level of education, general experience, childcare related experience, and 
the specific job assigned.  
 
When financially feasible, salary increases are provided each year. These increases are not guaranteed.  
Increases may be based on the employee’s job performance, successful completion of additional 
childcare related course work, and/or earning of a higher degree. 
 
Child Care Discounts  
Full time regular employees who have a child or children eligible for enrollment at the center may enroll 
one child and receive a 50% discount on the cost of child care for their first child. No discounts will be 
given on the child care cost for additional children. This discount is for biological parents or court 
appointed legal guardians only.  
 
Staff who receive subsidy benefits do not receive the 50% school discount. Employees should choose 
which benefit is most beneficial. Subsidized benefits are based on a contract from the county and will 
not be modified by the school. 
 
Classroom Assignments 
All employees must be willing to work with any age group of children as requested by the Director or 
Assistant Director. Although each employee will be assigned to a certain classroom or area, at times a 
staff member may be asked to assume responsibilities with another group of children as the need arises. 
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Employee Schedules 
Every attempt will be made to arrange working schedules that are satisfying to the employee, but 
fulfilling the needs of FPCWDS is the primary objective.  
Employee schedules are planned so as to be in compliance with state required staff-child ratios at all 
times. The working hours of each employee will be determined by the director and/or the assistant 
director and are subject to change at any time. 
 

Flexibility in working hours is required. While every attempt is made to provide employees with ample 
notice regarding schedule changes, employees may be asked to change their hours without notice to 
remain in compliance with State required staff-child ratios. If an employee has an appointment or 
obligation that would prevent them from coming in early or working later than their normal schedule, 
they should notify administration in advance using the request system. Otherwise, they will be expected 
to fulfill any schedule adjustments requested.  
 

Please note: Employees are not allowed to adjust their schedule for ANY reason without permission 
from the director or assistant director. This includes switching hours with other teachers, switching 
lunches, not taking a lunch, etc.  
 

In addition to their regular hours, employees are also expected to attend parent meetings, monthly staff 
meetings, workshops, special programs, teacher conferences, etc.  
 
Time Clock 
Employees are required to use the time clock daily, clocking in and out at the beginning and end of their 
shift and their lunch break.  Employees should clock in using the correct work area and pay code. 
Employees must also sign in and out manually on the logs provided in the office to provide attendance in 
the event of an emergency. 
 

If an employee forgets to clock in or out, a Time Clock Correction Form should be completed as soon as 
the error is discovered indicating the times in and out along with an explanation of the error. Forms 
should be signed and submitted to the office administrator. 
 
Clocking In and Out 
Employees should arrive early enough to have put away their things, have materials ready for the day, 
and be ready to assume control of the class at their scheduled time. Employees must be in their 
regularly assigned classroom or area at the time they are scheduled to work. 
Restroom needs, making coffee, etc should be taken care of prior to signing in and after signing out.  
 

Staff members who have children enrolled at FPCWDS must arrive early enough to have their child(ren) 
settled in their classroom, speak to their child’s teacher if needed, provide for breakfast needs, etc. and 
be in their classroom at their scheduled time. Staff members should drop off their children before 
clocking in and clock out before picking up their child(ren) at the end of the day. (An exception may be 
made for opening (6:30am) staff to drop off their child after clocking in as long as the drop off can be 
taken care of quickly.) 
 

Staff must clock out to take care of personal business. This includes personal phone calls, making 
appointments, or attending to any other personal concerns or issues. 
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Time Sheets 
Time sheets will be printed on the last Friday of the pay period once all employees have signed out. 
These will be placed in boxes. Employees should review their time sheet, sign it, and return it to the 
office administrators box when they sign in the following Monday.  
 

Employees may check their current hours by clicking on the Timecard button at the bottom of the sign in 
screen on the Time Clock. Employees may also request a printed copy of their timesheet at any time. 
Requests should be made to the office administrator. 
 

Note: If an employee has a scheduled vacation or planned time off on a Monday, please request a time 
sheet be printed on your last day of attendance the previous week once you have signed out. 
 

All timesheets are reviewed and approved by the director or assistant director. 
 

Overtime 
Employees should always follow their assigned schedule to avoid unapproved overtime. Overtime may 
be scheduled by the director or assistant director. Any unscheduled overtime must have advance 
approval from the director in writing or overtime will not be paid. Documentation of written approval 
must be submitted along with your time sheet. 
 

Attendance 
Teacher consistency in their classrooms impacts student success. Therefore, it is crucial that employees 
not have excessive absences regardless if paid or unpaid, approved or unplanned.  Excessive or frequent 
absences affect the quality of the classroom and undermine the needs of the children. 
 

Requests for Time Off 
Scheduled absences must be requested 2 weeks in advance using the electronic Request for Time Off form. 
Absences will only be approved if the absence will not interfere with maintaining ratios and proper supervision of 
children. Such time will be approved on a first come, first served basis. Employees should NEVER book tickets or 
make non-refundable payments until their request has been approved. “I already paid for…” will not result in 
approval. 
 

Prior to making a request, employees should check the WDS Google Time Off Calendar. As a general rule, no 
more than two staff members will be approved to be off on the same day. Two teachers from the same classroom 
may not take the same day off. 
 

Requests for time off will not be approved until an online request form is submitted. Once approved, the 
employees 
 

Once your request is approved, it will be added to the Time Off Calendar. Requests are not reviewed 
every day. If your request is urgent, please notify the director in a separate email.  If you do not see 
your time off on the calendar within a week of your request, see the director. Please note: If your 
request for time off is not on the calendar, it will not be scheduled. You may change time off that is 
scheduled on the calendar. However, once time off is on the weekly schedule, it may not be changed 
and you will be charged PTO/Vacation time. Employees will receive a time off form for all approved 
absences (including unexpected absences) which includes date and time of absence and type of leave 
being used. Employee should verify all information, sign, and submit the form no later than the 
Friday payroll ends for the time period in which it was used. Please see the director if you do not 
receive a form.  
 

Please note: 
Requests for more than 5 consecutive working days will require the approval of the WDS committee. 
In addition to submitting this form, you should send an email to the director indicating the time 
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requested along with an explanation of why you are making the request. The WDS committee will 
only review such requests during their regularly scheduled monthly meetings so please plan 
accordingly. NEVER purchase tickets, hotel rooms, etc. until your request is approved in writing by 
the Weekday School Committee. 
 

All time off and absences will be deducted from Personal Time Off or Vacation Time. PTO and/or Vacation Time 
will be used for any absences resulting in less than an employees normally scheduled hours until it is exhausted. 
Exceptions may be made by the director due to weekly appointments or special circumstances. Once all leave 
time is exhausted, leave without pay is discouraged, but may be approved at the discretion of the director.  
 

Approval for time off for emergency situations only includes medical emergencies involving the staff member or 
their immediate family and the death of an immediate family member. Immediate family member includes a 
spouse, child, parent, sibling, and parents in-law 
 

Unexpected Absences 
The director AND assistant director should be notified as soon as possible in the event of an unexpected absence. 
Please include both the director and assistant director in the same text or email to avoid confusion. If you do not 
receive a response within 10 minutes of your first contact (after 5:30 am and before 10:00 pm), a phone call is 
required. Employees reporting an unexpected absence should continue calling until contact is made with either 
the director or assistant director. (Texts or emails during the night to give a heads up are appreciated. However, if 
you have not received a response in the morning, contact must be made.) Once an employee has exhausted 40 
hours of PTO for any reason, a doctor’s note will be required for all absences that are not submitted at least two 
weeks ahead of time. Unless an employee has symptoms that exclude them from attendance (fever, pink eye), 
last minute absences may not granted. Documentation may be requested for any last minute absence. 
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Classroom Standards & Supervision 
 
Ratios 
Required teacher/child ratios should be maintained at all times. Ratios are always based on the age of 
the youngest child in the class. Teachers are responsible for notifying the office when classrooms are out 
of ratio.  In addition, teachers should notify the office when classrooms are in ratio with one teacher 
after morning drop off taking into account students you expect to be absent. (Classroom teachers are 
often aware of absences in advance and should notify the office when absences affect ratios.)  
 
While it is sometimes necessary to “bump” students to another classroom to maintain ratios when 
employees are out, this should only take place with the direction or approval of the director or assistant 
director. Teachers should never bump students to get to ratio prior to their normal departure time 
without approval from the director or assistant director. 
 
When classrooms are at ratio with one teacher, the 2nd classroom teacher may be pulled to assist in 
other areas. Administration should know where staff is located during all clocked in time.  
 
Supervision of Students 
Student safety is our first priority. Employees are to maintain visible sight of all children they are 
responsible for at all times. All staff are to remain alert to the needs of the children and actively 
involved, interacting with the children at all times. “Watching” the children from a distance is not 
allowed. Staff should be able to hear or see all children at all times and strive to hear AND see children 
as much as possible. 
 
One of the first steps in maintaining adequate supervision is for all staff to report to work on time 
and remain in their assigned area. Please arrive to work on time to take care of any necessary 
business and be in your class at your assigned time every day. To maintain the highest standard 
of supervision, employees should remain with their assigned classroom during their 
scheduled hours unless granted permission to leave by administration when the classroom 
is at ratio. Permission must be granted each time a teacher wishes to leave at ratio. 
 
Employees should remain within their assigned classroom/work area during work hours. Teachers 
should never leave the room to make copies, gather supplies, etc. throughout the work day. Classroom 
materials should be prepared in advance, upon arrival to work or prior to leaving for the day. 
 
Students should also remain in their classroom with their peers. Bringing students to the office to make 
copies or complete other duties is not acceptable.  
 
Frequent headcounts should be conducted throughout the day to ensure all students are accounted for 
and attendance is accurate. 
 
Intermingling of Day School and Preschool students is absolutely prohibited. This includes all areas, all 
students, and even teachers when they are scheduled on a particular “side.” Breezeway restrooms may 
only be used by Day School students. No exceptions. 
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Please note the following behaviors are considered a violation of our supervision policy and will result 
in a written warning: 
 

• Using a cell phone, laptop/computer, iPad, or any other electronic device while supervising children. 
• Working on lesson plans, paperwork (other than anecdotal notes) while supervising children. The only exception 

is during nap time.  
• Opening the doors between classrooms to talk to teachers in the next classroom. 
• Opening your classroom door and conversing with employees and/or parents in the hallway or outside. 
• Visiting classrooms you are not assigned to supervise, even when you are off the clock and/or allowing teachers 

not assigned to your classroom to spend time in your classroom. 
 
 
 

If you are in a classroom with children, you are supervising children. Even if you are at ratio with one 
teacher and you are a second teacher in the room, you will be considered in violation of policy.  
 
Transitions 
All classroom teachers will keep a Face-to-Name Transition Sheet to document arrival/departure 
times for students and all transitions during the day. During transitions, teachers should note on 
their sheet each child as they are counted. Counts should be conducted periodically throughout 
the day and each time a child crosses a threshold. This sheet must be maintained throughout the 
day and kept with the teacher in charge/children at all times. Administration will periodically check 
teacher Face-to-Name Sheets to ensure they are being kept accurately. 
 
The Face-to-Name Transition Sheet will also to document changes in the responsible teacher for the 
room as well as when individual children move from one classroom to another to maintain ratios, 
etc. 
 
When crossing through areas such as our breezeway restrooms, students should be counted both as 
they enter the area and as they leave the area. Counting while lined along the wall prior to entering 
a classroom/area is good, but it does not ensure all students make it in the classroom/area. Conduct 
additional headcounts along the way when moving a longer distance. 
 
Transitions should be limited to scheduled activities and/or combining/separating classes in the 
morning or afternoon.  
 
 

Two staff members should be involved with all transitions between classrooms/areas. If both staff 
members are not able to move with students, one staff member should be posted at their door to 
watch the transition and ensure all students are accounted for at all times.  
 
Teachers should visually scan any area they are leaving to ensure no students have been left behind. 
In the event a child is left in an area unsupervised, the staff member involved and/or finding the 
student should report the incident to administration immediately. Administration will make the 
initial contact to let the parent of the child involved to let them know of the incident. The teacher 
will be required to follow-up with the parent as well.  
Leaving a child unsupervised is considered a serious compliance violation. Please see the 
“Disciplinary Action for Serious Violations” for additional information on how these situations will be 
handled. 
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Schedules 
Classroom schedules should reflect the best interest of students and not the convenience of the teacher. 
Schedules should be followed regularly. Consistently straying from scheduled lessons and activities 
reflects poor organization and teaching.  
 

Teachers should adhere to playground schedules to maintain state regulations concerning outside play. 
The general rule is no more than two classrooms should be on a playground at any time.  
 

Afternoon schedules should reflect all centers/activities open to the children left in the classroom 
until closing. Children playing at one table or confined to one area in the classroom does not meet 
required state standards.  
 

Whenever schedules are altered and classes are not where they are normally located, the office should 
be notified so we know where to find you. 
 
Lesson Plans 
Weekly lesson plans should follow the Creative Curriculum and be completed using the template 
provided to ensure all state required elements are covered. Teachers should submit lesson plans to the 
office administrator. Plans for the following  2 weeks should be submitted each Friday before the 
teacher leaves. This includes documentation of serving the individual needs of your students. 
Adjustments may be made as needed after submitting your plans. Any major changes to your plans 
after submission should be updated with the office as well. 
 

Current lesson plans should be kept up-to-date and be posted in a convenient location in the classroom 
to allow parents, visitors, and administration to view them. 
 
Media Time 
When screen time is provided on any electronic media device with a visual display, it shall be: (A) offered 
to stimulate a developmental domain in accordance with the North Carolina Foundations for Early 
Learning and Development; (B) limited to 30 minutes per day and no more than a total of two and a half 
hours per week, per child; and (C) documented on a cumulative log or the activity plan that shall be 
available for review by Administration and/or the Division.  
 

All screen time must be documented on lesson plans. Cell phones should never be used to show 
videos in the classroom and iPads/notepads should only be used in small group situations and 
appropriate use should be documented within lesson plans. Video clips should never extend more 
than 2-3 minutes without written approval from the director. Addition of a video clip on a lesson plan 
does not mean is has been approved. 
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Outside Play 
State regulations dictate students receive one hour of outside play each day. At FPCWDS, we typically 
provide two 45 minutes sessions outside: One in the morning and one in the afternoon. (Preschool 
classrooms have one 30 minute session in the morning.) Outside play should be provided as long as 
weather permits. Inside play (balls in hallways, exercise in the classroom etc.) should only be substituted 
when weather prohibits going outside. At the same time, outside play should not take the place of 
important classroom learning including circle and center time. 
 

Taking away outside play as a consequence is prohibited for the whole class, groups of students, and 
individual students. It is not acceptable for part of a class to remain inside while the rest of the class 
goes outside, no matter how many children are involved. Remember, many students with behavior 
issues need the release of free play outside to help them maintain appropriate behavior inside! 
 

Per state regulations, exercise should never be used as a punishment to avoid instilling negative feelings 
about exercise. Exercise should be promoted as a fun and active part of a healthy lifestyle.  
 

When supervising students on the playground, teachers should be spread out and interacting with 
children and refrain from talking in groups or pairs.  One teacher should be posted at gates leading to 
the parking area and/or sidewalk. Teachers should also be posted to keep children out of “blind” areas 
(behind storage shelters, etc. 
 

Teachers of the last group on the playground are responsible for making sure all equipment is put away 
and doors and windows to the storage buildings are closed. 
 

Administration and parents should be notified immediately of any incident that may require a doctor, 
dental or hospital visit. Once completed and signed by the parent, the incident report should be 
submitted to the director or assistant director immediately.  
 
Employee Food and Drinks 
Employees may not eat in the presence of children, except at designated times for group breakfast, 
lunch and snack. Drinks in the classroom must remain in opaque cups with lids, and must be labeled 
with your name, the current date and contents. No commercial cups or bottles are allowed; this 
includes water bottles of any type. No snacks or food items (including personal items) should be stored 
or displayed in the classroom. This includes classroom closets.  
 

Any personal snacks should be left for breaks and/or lunch. These items should be placed in the break 
room refrigerator or in the Kitchen to be delivered with your classroom’s breakfast/lunch.  Hiding 
items to “take a bite when students aren’t looking” is not acceptable. An observer should NEVER find 
open and/or personal food items anywhere inside your classroom, including the closet.  
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Student Snacks and Meals 
During meals, staff should be able to see and hear all children while they are eating. 
 

Any foods brought in by parents must be turned into the kitchen, dated and labeled, (this includes foods 
for parties and special events). Left over foods can be returned to the kitchen after the party or event is 
over and can be picked up at the end of the day. Any foods left sitting out after the event is over are 
considered a policy violation. 
 

Employees are encouraged to eat meals with their students in order to promote healthy lifestyles. This 
means eating items served by the center to promote healthy habits. All other foods should be consumed 
during your scheduled lunch hour. 
 

Children’s Birthdays 
Birthdays are very important to young children, and we do our best to make your child’s birthday special 
with a simple celebration. Parents may provide a small treat (cupcake, doughnut, cookie, Popsicle, etc.) 
for each child in the class.   All treats must be store-bought.  Please be sure that treats contain NO 
PEANUT OR OTHER NUT PRODUCTS.   
 

Teachers are not allowed to pass out birthday party invitations at school unless all the children in the 
class are invited. 
 

Nap Time 
Proper supervision during nap time should be maintained at all times. Teachers should be able to see or 
hear all children in the classroom while they are napping and make routine checks throughout the nap 
time period. 
 

Classes should remain light enough for eyes not to dilate in order to properly monitor a child’s safety. 
Music should be soft enough in order to hear children breathing. 
 

Employees are not allowed to use nap time as a time to read books, newspapers, work crossword 
puzzles, talk on cell phones, or any other activities that are done on personal time. Children should be up 
from nap playing and interacting no later than 2:30 pm.  
 

All staff entering/leaving the classroom from lunch breaks should communicate regarding individual 
student needs for the class during break. Changes in staff should be noted on the classroom Face-to-
Name Transition Sheet.  
 

While teachers may use this time productively to complete lesson plans, prepare materials, or record 
keeping tasks, supervision of students should remain the priority. 
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Health and Safety 
 

Employees should follow all health and safety practices outlined within these policies and learned 
through training. 
 
Emergency Plans 
Employees should be familiar with all aspects of our emergency plan which is provided as a separate 
document. This includes knowing emergency routes for their classroom as well as procedures for 
emergency related events. 
 
Building evacuations for fire, etc. sometimes require teachers to supervise children outside of gated or 
fenced in areas. Teachers must keep their Face-to-Name Sheet with them during all emergency 
procedures and conduct headcounts upon arriving at each destination. Teachers should keep all children 
in their sight during emergency procedures and utilize holding hands, holding onto a rope, buggies or 
portable cribs as appropriate to keep students together in a group. 
 

Student Medications 
Classroom teachers are responsible for maintaining accurate records regarding any medications kept or 
used in the classroom.  
 

Over the counter and prescription medications in the original container and labeled with age and dosage 
specifications may be administered within the classroom. Parents must complete the medication form 
providing permission to administer the medication and employees must document administration of the 
medication.  
 

Over the counter medications without age and dosage specifications may not be administered without  
a doctor’s note and a completed medication form signed by the parent. 
 

All medications, including epi-pens, nebulizer treatments, etc. should be checked at least monthly to 
ensure they are in date. This includes medicines located in your emergency bags. Whenever medicines, 
etc are about to expire, notification should be made to the parent so medicines can be replaced before 
they expire. In the event an employee discovers expired medicine in the classroom, they should submit 
it to the office and notify the parent. 
  
Allergies  
All student allergies (food, medication, bug bites, etc. should be posted in the classroom. All employees 
in the classroom are responsible for following all student allergy action plans and ensuring students are 
not exposed to items they are allergic to and/or responding appropriately to emergencies arising from 
accidental exposure according to the student’s plan. 
 

Universal Precautions for Blood or Body Fluids 

In order to protect our staff, children and their families from disease that is spread by blood or body 
fluids, employees are required to follow Universal Precautions to avoid physical contact with blood or 
body fluids. By employees following Universal Precautions, the center hopes to prevent and curtail the 
spread of infectious disease and protect everyone from blood borne disease such as Hepatitis B. Training 
regarding universal precautions is provided during staff orientation. 
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Supervision of Toileting 
When children are developmentally able to use the restroom on their own, teachers must maintain 
supervision of students while they are in the restroom. Teachers must be able to see or hear the student 
at all times and must maintain proximity to the student to assure immediate intervention to safeguard a 
child from harm. When children are using classroom single restrooms with a full door, the door should 
remain open unless classroom visitors warrant discretion. In these circumstances, the door should 
remain cracked open to allow the teacher to be able to hear the student at all times. Individuals who are 
not staff members may not enter any restroom area in use by any child. All students under 9 years of 
age, must be supervised by a staff member who is able to hear the child. Children 9 years of age an older 
do not have to be directly supervised. However, the staff member should know the whereabouts of 
children who have left their group to use the restroom. 
 
General Safety Precautions 

All staff is expected to use “common sense” safety practices while employed by FPCWDS. If a possible or 
potential safety hazard occurs, report it immediately to the Director or Assistant Director. In the event of 
an accident involving a child or employee, the Director or Assistant Director should be notified 
immediately. 
 
Incident (Injury) Reports 

Any time a child or employee is hurt or injures themselves, an incident report must be filled out 
completely (what, when, where and how it happened), signed by the parent/employee, reviewed by an 
administrator and filed in the child’s/employee’s file in the office. Parents/employees will be provided a 
copy of the report upon request. It is always best to err on the side of caution and complete an incident 
report for even minor incidents. All incident reports should be turned in to the school office the same 
day in which the incident occurred.  
 

Any incident resulting in medical attention by a doctor or any emergency situation must be reported 
immediately to administration by the teacher or teachers who were responsible for the immediate 
supervision of the class. An explanation of the event must be discussed with administration along with a 
detailed report written, signed, and reviewed by the teachers and administration. Upon completion, the 
report will be submitted to the licensing consultant for review and to be filed with the state. All reports 
have the potential to lead to an investigation by the state. It is imperative staff is diligent regarding 
supervision and proper procedures at all times. 
 
Reporting of Child Neglect and Abuse 
Employees have a legal duty to report suspected abuse or neglect of children to the appropriate public 
and government agencies. Additionally, any employee who fails to report suspected abuse and neglect 
of any child involved in any program of the church including the Weekday School, Vacation Bible School, 
Sunday school, Youth Programs, and Church Music Programs to their direct supervisor or the Personnel 
& Administration Committee will be subject to immediate termination of employment. 
 
Smoke-Free Facility 
FPCWDS is a smoke-free facility. No smoking is allowed within or outside the facility. This includes the 
parking area as well as all other areas of the facility. 
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Professionalism 
 
 “Perception is reality” 
All employees are expected to maintain a high standard of professionalism at all times.  
 

Respect and Courtesy 
Employees should treat children, parents, staff and directors with respect, kindness, and in a positive 
manner at all times. Complaining about students, staff or parents in the classroom or any public area is 
disrespectful and strictly prohibited. Public areas include the office, restroom, hallways, and even the 
break room. If you have a legitimate concern, these issues should be discussed with the director or 
assistant director in their office behind closed doors. 
 

When parents have questions or convey concerns, employees should make every effort to provide any 
assistance needed in a courteous manner. This may include conveying a message to another teacher, 
the kitchen or office staff or helping a parent locate a daily sheet or lost item. A parent should never feel 
like an employee “didn’t care” about their concern or their child. 
 

Personal business should be taken care of outside of working hours whenever possible. 
It is important for the school phone to be available for incoming calls. If it is necessary to use the school 
phone for personal or even business related calls, the length of the call should be kept to a minimum. 
 

Cell Phones and Other Personal Devices 
The director should be notified of all personal devices employees use in the classroom. Any employee 
using a personal device while on school grounds will be asked to sign a Statement of Understanding 
regarding its use. Using a personal device without a signed Statement of Understanding will be a 
violation of WDS policy and result in a written warning. This includes computers, iPads, tablets, etc. Cell 
phones and/or “watches” may not be used within the classroom for any purpose. This includes but is not 
limited to contacting parents or other staff, showing videos, allowing students to play games, or taking 
pictures. The only exception to the above is the use of a cell phone for purposes of notifying the 
administrators in the event of an EMERGENCY. 
   

Teachers are discouraged from providing their personal cell phone or home phone number to parents. 
 

Employees should not be working on lesson plans, texting, checking or sending email, browsing 
Facebook, using apps to message parents or making and receiving calls while supervising children. If you 
are in a room with children, you are supervising children. This includes the use of Bluetooth and/or 
earphones. (These items should be removed before entering the building.) This also applies to school 
related calls, emails, and texts. The ONLY exception would be sending school related information to 
parents or working on lesson plans during nap time. However, cell phones should not be used for this 
purpose.  
 

Cell phones should never be out in the classroom or hallways. If cell phones are seen, the assumption is 
they are being used inappropriately. They should remain put away in a classroom closet. If you are 
expecting a call you can’t miss, callers should be directed to call the school line and the office should be 
notified you are expecting an important call.  
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Fiduciary Responsibility 
Recognize the financial impact of an employee’s actions on FPCWDS and conserve classroom supplies 
and other resources (electricity, toilet paper, paper towels, etc.) whenever possible. Reimbursement of 
any kind must be approved by the administration prior to purchase. 
 
Confidentiality 
Employees should maintain the strictest confidentiality at all times.  
 
All information about children, families, parents, staff members, FPCWDS and the Board of Directors is 
to be considered CONFIDENTIAL and is NOT to be discussed in any manner with anyone outside of 
FPCWDS, including former employees. This includes, but is not limited to, personal conversations, 
texts, and all social networks. Gossiping is prohibited.  
 
All communication about or on behalf of the school should be of a professional, supportive and 
productive nature. Communication with parents should be of a professional manner and by the 
responsible teachers only. 
 
Any present or past accident or incident that occurs during the operational hours of FPCWDS involving a 
child, parent, staff member, or employee shall be considered CONFIDENTIAL and shall not be made 
public or discussed with anyone other than the Director or Assistant Director or those persons 
designated pursuant to the operating procedures in effect at FPCWDS. This includes but is not limited to 
any social networks or blogs. 
 
Discussing concerns or issues (or anything negative) regarding the center, students, staff, parents or 
relatives in the classroom, hallways, office or break room is unprofessional and breaches confidentiality. 
Even good intentions may be misunderstood. If you have a concern, it should be discussed behind closed 
doors with the director or assistant director. Any communication with the parent regarding concerns 
should take place discreetly. Employees should not provide unsolicited advice to parents without first 
consulting the director or assistant director. 
 
Posting pictures of children and/or events of the Weekday School on all social networks is strictly 
prohibited.  These same rules apply to student teachers, interns, etc that work within the classroom.  
 
Failure to maintain confidentiality on any issue pertaining to FPCWDS may, at the discretion of director 
and the personnel and administration committee, result in immediate termination of employment.  
 
The classroom teacher is responsible for ensuring anyone working within the classroom is aware of and 
abides by all confidentiality policies. 
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Personal Appearance 
When you dress professionally, behave professionally, and others view you with respect.  
Personal cleanliness, neatness, and appropriate attire are required to set a good example for the 
children as well as to project a professional appearance for FPCWDS.  
 
Clothing should be modest and allow teachers to comfortably work with students in all aspects of 
teaching (painting, playing outside, sitting on the floor, etc.) Employees should be cognizant of things 
like cleavage, transparent garments, showing the midriff, or showing undergarments (which must be 
worn at all times!) 
 
Ripped or torn clothing (even if by design), tank tops, midriff shirts, and jeans with holes are not 
appropriate attire.  
 
Jeans, scrubs, capris, longer skirts, and dress pants are always allowed. Knit pants are acceptable as long 
as the look is professional. Sweat pants or exercise leggings should be saved to wear at the gym. 
 
Leggings may only be worn with dresses or long tunics. Tops that stop at the waist or fail to cover your 
bottom are not appropriate to wear if wearing leggings.  
 
Shorts are allowed during the summer months only. This is determined by the Gaston County Schools 
calendar. Shorts may be worn the week following the last day of school and up to the week prior to the 
first day of school. Shorts should come to just above the knee to be considered appropriate. Gym shorts 
are not allowed. 
 
Tennis shoes and closed shoes are preferred. However, sandals with back straps are allowed. High heels 
(over an inch) are not appropriate when supervising young children. (If you can’t chase a child through 
the woods in your shoes, leave them at home!)  
 
Body Art or tattoos are acceptable as long as they are modest and staff is willing to cover them if asked 
due to parent complaints. Ear piercings are acceptable as long as they do not interfere with performing 
the responsibilities of your job. No other facial, tongue, or body piercings should be exposed or visible. 
 
Employees should always have a spare change of clothes available in the case of accidents or dress code 
violations. Administration has the discretion to ask an employee who is inappropriately dressed to 
change clothes. 
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Keeping it Professional 
 
Professionalism is a critical component of teaching young children. Professionalism means commitment, 
upholding ethical principles, being informed, joining and working teacher organizations, and demanding what is 
best for children. Together we can make a difference! 
 

These are some skills and attitudes that are important for everyone who works with children: 
 

Attendance - You can’t do your job if you’re late of if you are not there. Little children and your co-workers are 
counting on you. 
 

Appearance - Working with children does not require a suit and high heels, but you do need to take pride in your 
appearance and always be neat, clean, and appropriately dressed. 
 

Attitude - Keep a positive attitude about your job, the children you teach and the people you work with. 
 

Communication - Keep the lines of communication open with your coworkers and parents of the children. Share 
your thoughts and feelings with whom you work. 
 

Avoid Pettiness - If there is a problem, deal directly with the person involved. Ignore minor grievances, don’t over 
react and be forgiving. 
 

Flexibility - Mistakes, problems, spills and scheduling crises are a routine part of the school day. Try to be resilient 
and adaptable when problems occur. 
 

Follow-through - Follow through on assignments, reports and other responsibilities. Don’t wait to be reminded. 
 

Confidentiality - Don’t share private information and avoid gossip. Never discuss information regarding children, 
teachers, or school with outsiders. 
 

Ethics - Model a high code of ethics. Be the type of person others look up to. 
 

Carry more than your share - “It’s not my job“, will not work in this profession. We must all do more than is 
expected of us, including cleaning, cooking, nursing and whatever else needs to be done. 
 

Willingness - Be willing to try new things and to make changes that improve your program for the children. 
 

Teamwork - Be a part of the professional team by working closely with and supporting other staff members and 
administration. 
 

Organization - Keep your room organized and clean. Write and follow  through on lesson plans. Keep an 
appointment calendar, set up a file system and keep accurate records for each child in your room. 
 

Growth - Attend professional meetings, conferences and workshops. Take classes, read early childhood articles 
and continue to learn all you can about children and teaching. 
 

Fairness - Treat all children fairly and don’t have biases or prejudices. Look for the best in each child, focus on 
their strengths and accept their differences. 
 

Honesty - Honesty is always the best policy. Lying merely chips away at your creditability, so don’t do it. 
 

Avoid Excuses - No one wants to hear excuses. Do the best you can and you won’t have to make excuses. 
 

Humor - Keep a sense of humor, laugh, smile and enjoy our job. 
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Disciplinary Situations 
The following list provides examples of situations may result in disciplinary action. This list is not all 
inclusive. 
• Excessive unscheduled absences for a full time employee in one year. 
• Being absent or tardy without the Director or Assistant Director’s authorization. 
• Recurring illness (once a month) with the employee having not pursued preventative measures or 

medical care as previously requested by the Director. 
• Reoccurring tardiness 
• Failure to produce a doctor’s statement upon request of absence due to illness. 
• Noticeable patterns of absence (around holiday time, on Fridays or Mondays, AM hours, or the day 

following pay day). 
• Any disregard for professionalism including, but not limited to: gossiping, reading the 

paper/magazines during class time, sitting on the counter tops or tables, talking about a child around 
or near that child or their parents. 

• Behavior outside the Weekday School or in public that reflects poorly on the Weekday School and its 
staff. 

• Violating any other Weekday School or Church policies not specifically set forth here. 
 
Disciplinary Action 
When an employee fails to meet the conduct and performance standards as outlined in the Job 
Descriptions or Personnel Policies disciplinary actions will be initiated. The disciplinary actions are 
usually, but not necessarily, followed progressively. The types of disciplinary actions that may occur are 
as follows: 
 
Oral Warning: A discussion held between the staff member and Director or Assistant Director to discuss 
any areas of concern that need improvement. Parent complaints, complaints by other staff members, or 
concerns voiced by the FPWDS Board may be discussed as part of an oral warning. The employee may be 
offered suggestions, outside reading, workshops, etc., that will assist the staff member in improving 
their job performance with the areas identified. 
 
Written Warning: A written warning is generally (but not always) given when an employee has failed to 
respond to an oral warning or when the employee has committed an offense of a more serious nature. 
The employee shall sign this notice that shall be placed in the employee’s personnel file.  
 
Final Warning: A final warning may be given in writing after an employee has received an oral warning 
and a written warning but has failed to properly respond to either. The employee shall sign this notice 
that shall be placed in the employee’s personnel file. 
 

              Note: After two written notices for any cause during a period of one year, an employee may be 
terminated. 

 
Suspension: When a situation arises that is elevated beyond an oral or written warning, an unpaid 
suspension may be enforced in lieu of any other disciplinary action, as determined by the director, with 
a cap of 3 days. Additional days may be added to an unpaid suspension with approval from the Weekday 
School or Personnel Committee. 
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Termination: Failure by an employee to respond adequately to the oral, written, and final warnings is 
cause for termination of employment. An employee may be subject to immediate termination based on 
the specific conditions of their position. The Session has the unilateral, discretionary authority to 
terminate any non-ordained employee of the Weekday School.  An employee who fails to abide by the 
Standards of Ethical Conduct, Sexual Misconduct Policy (and other conditions of employment) as 
approved by the Presbyterian Church (U.S.A.) will be subject to immediate termination of employment. 
Any employee who is not fulfilling the duties prescribed in his or her job description will be subject to 
termination of employment after being afforded the procedures described above in the section entitled 
“Disciplinary Action”. 
 
In addition, any employee who has demonstrated an unwillingness or refusal to conform to the 
standards of conduct and performance, the policies and guidelines of FPWDS, or has not fulfilled the Job 
Description may be terminated by the Director. 
 
Initiation of Action:  The director will initiate disciplinary actions. In addition, any final warning or 
discipline will be performed in consultation and concurrence with the Weekday School Committee 
and/or the Personnel & Administration Committee. 
 
Child Neglect:  Any employee who neglects the welfare of any child involved in the Weekday School 
program will be subject to immediate termination of employment. 
 
Child Abuse:  Any employee who abuses any child involved in the Weekday School program shall be 
immediately terminated from employment. 
 
Serious Violations 
• FPCWDS explicitly prohibits any of its employees from the following: Any act of physical, 

psychological, emotional, verbal, or other type of abuse, neglect or misconduct to any child. 
• The use of or being under the influence of drugs or alcohol during working hours (excluding 

prescription drugs that do not impair job performance). 
• Disorderly conduct while working. This includes any excessively aggressive verbal behavior, any 

physical aggression and any inappropriate language directed towards a student, parent or staff 
member.  

• Taking or misusing FPWDS funds or equipment. 
• Leaving a child or children unattended at any time.  
• Any serious compliance violations that result in a state report and/or investigation. 
• Insubordination or intentionally not following FPCWDS rules, regulations, or directions. 
• Violating FPWDS confidentiality rules and policies. 
• Sharing confidential information or concerns involving students, parents or staff members.  Any and 

all issues or concerns should be immediately reported to administration. Administration will then 
determine how the issues and concerns will be handled.  

• Falsifying information of any kind. This includes information regarding students, staff, timesheets, 
etc. 
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Disciplinary Action for Serious Violations 
Any violations of the above policies will result in a written warning and may result in an unpaid 
suspension or even termination depending on the circumstances and/or previous warnings. Any 
violations should be reported to the director or assistant director immediately. This can be the 
difference between a written warning, suspension, and/or termination.  
 
If you are aware of any compliance violation involving another employee, it must also be reported 
immediately. Failure to report is a serious offense. All compliance issues must be addressed to ensure 
we are taking actions to prevent future incidents. 
 
Failure to report a serious compliance violation may lead to disciplinary action, up to and including 
termination of the employee involved or any employee who was aware of the situation and failed to 
report it to administration. 
 
Changes in Job Assignment 
An employee shall be given notice in the event that the position that they are holding is being changed, 
deleted, or altered. If the position is no longer available and the employee is in good standing with 
FPCWDS, that employee will be given the opportunity to move into another open position at FPCWDS if 
the job requirements can be met. 
 
Termination in Good Standing 
An Employee will be given a two week written notice of dismissal in the event that work is no longer 
available and the employee is in good standing.  
 
Resignations: When an employee wishes to resign, a three week notice must be provided to the 
Director. Failure to provide a three week notice may result in the forfeiture of all employee benefits. If 
an employee is working a 3 week notice but becomes disgruntled or fails to work, they will be asked to 
leave immediately and receive no employee benefits. All resignations must be submitted to 
administration in writing.  
(Three weeks is defined as 15 full business days working a normal schedule.) 
 
Employees may request a copy of their training certificates and/or state required forms upon ending 
employment. Whenever possible, requested forms will be provided to the employee on or before their 
last day of employment. In the event this is not possible, forms will be mailed to the employee within 48 
hours of their last day of employment. Employees may pick up forms after their last day with approval 
from the director. 
 
 
Miscellaneous 
The Weekday School Committee reserves the right to make changes to this handbook as deemed 
necessary. Any changes or additions to this handbook will be provided to staff in writing and should be 
inserted in the appropriate section for easy reference. In the event of changes, employees will be 
directed to remove in information that is not longer appropriate from their copy of the handbook. 


