Durango Early Learning Center
Personnel Policies

Revised and Approved by the Board of Directfors August 13, 2024



Welcome to Durango Early Learning Center!

We are excited that you are part of our team. Whether you are newly hired or
have been a valued teacher for years, you have an important role at our school,
and we value your skills, abilities and experience.

DELC was established in 1978 in Durango, Colora do. We are a not  -for -profit
corporation working in partnership with the Department of Human Services

and the Colorado Preschool Program. We welcome students of all abilities and

pledge to build on individual strengths, learning styles and interests in a sa fe,
nurturing environment.

At DELC, we strive to promote a sense of community amongst our teachers and

families and instill pride and ownership in our school’s uniqueness and

success. The policies and procedures outlined in this manual provide guidance

tow ard achieving those goals and shape how we work together. Some policies

are legally required, and others we set for ourselves —we embrace and abide by
them all.

We are fortunate to have you as part of the DELC community. We have great
expectations for what you can help our students achieve, and for how you can
grow as a professional. We look forward to the part you’ll play in a productive,
creative and enriching school year for our staff, our children and our families.

Becca Trefry
Executive Director, Durango Early Learning Center
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SECTION |: WELCOME

Vision

Durango Early Learning Center’s vision is to be a role model in early childhood
education in La Plata County, fostering a culture of equity and inclusion among
families of d iverse economic, social, cultural and racial/ethnic backgrounds,
while upholding the highest standards in teaching and staffing practices.

Mission
Nurturing child development in partnership with families of diverse backgrounds.

Values

The principles that guide our organizational strategy and our individual actions:
We are inclusive
We are leaders

are honest

We are curious

5

We are playfuland fun

Who We Are

Durango Early Learning Center (DELC)is a non-profit 501(c)3,early childhood
center that was founded in 1978. DELC is a year-round program,serving children
ages 18 months to 5 years and licensed for 55 students per day. We value all
children as individuals and recognize thateach child has something specialto
bring to our community. We believe that the education of young children is a
collaborative process,encompassing the child, their family,the school,and the
larger community. We put these philosophies into action through learning by:

e Implementing a play-based approach to learning, utilizing daily
observations on each child’s interests and developmentalneeds to inform
individualized learning experiences and adaptations to the classroom
environment.

e Getting children ready for kindergarten,and more importantly preparing
children to become functioning members ofour larger community, is at the
core ofour social-emotional focus.

e Using a respectfuland supportive approach to allaspects ofbehavior,
striving to make connections with children to help them navigate the
complicated nature oftheir emotions and interactions with others.

e Engaging families as active participants in their childs first formal
educationalexperience and require annual family hours. Families support
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the school through participation in classroom acti vities, purchasing of
supplies and helping with facility upkeep.
e We cultivate programs to support diversity among our DELC community.

Ethical Conduct and Statement of Commitment

We at Durango Early Learning Center are committed to the following core
val ues statements, adopted from the National Association for the Education
of Young Children (NAEYC):

e We appreciate childhood as a unique and valuable stage of the human
cycle of life.
We base our work on knowledge of how children develop and learn.
We apprec iate and support the bond between child and family.
We recognize that children are best understood and supported in the
context of family, culture, community and society.

e We respect the dignity, worth and uniqueness of each individual
(child, family members, colleagues).
We respect diversity in children, families and colleagues.
We recognize that children and adults achieve their full
potential in the context of relationsh ips that are based on trust
and respect.

This code of conduct and the NAEYC Code of Ethics will be reviewed yearly
during staff work week and all employees will be required to sign a Commitment

to the NAEYC Code of Ethics that will be kept in employee file S.
Employment at Will
The employment relationship between DELC and employees is at -will. This

means that employees are not hired for any specified period of time and their
employment may be terminated at any time, with or without cause, and with or
without notice, by either DEL C or the employee. DELC policy requires that all
employees are at  -will; any implied, oral, or written agreements or promises to
the contrary are void and unenforceable, unless approved by an officer with the
power to create an employment contract. There is no implied employment
contract created by this Personnel Policy or any other Company document or
written or verbal statement or policy.
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Statement from the Board of Directors of DELC

The Board of Directors (Board) of DELC has adopted the personnel polic ies
outlined in this document to establish performance and workplace expectations

that serve the best interests of the school and our families. Our core values and

policies are designed to promote and foster wholesome interpersonal

relationships, professio nalism and standards of excellence. Each employee is
expected to contribute wholeheartedly to an atmosphere of positive collegiality.

DELC expects open communication and sharing of ideas, knowledge and

materials, which is beneficial to all staff members. W e strive to keep DELC as a
unique learning community where adults and children grow and learn together.

All DELC employees are expected to comply with these policies.
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SECTION II: RESPECT AT DELC

Ensuring a Respectful Workplace

We promote a dignified and respectful workplace at DELC. To help us achieve
this, we:

Foster professionalism among allour staffmembers.

Value and celebrate differences in staff members,allour children and their
families.

Encourage allstaffin pursuits of professional growth and development.
Enforce a zero-tolerance policy for any conduct not conducive to a
positive early learning environment, including threatening behavior,
corporalpunishment (including but not limited to hitting, spanking,
shaking,and screaming at a child),and discrimination ofany kind.

Equal Opportunity Employment

DELC is an equalemployment opportunity employer. We consider individuals
for employment or promotion according to their skills, abilities and experience.
We believe thatitis an essentialpart ofthe schools overallcommitment to
attract, hire and develop a strong,talented and diverse workforce. DELC is
committed to complying with allapplicable laws prohibiting discrimination
based onrace,color,religious creed,age,nationalorigin or ancestry,as wellas
those based on physical, mentalor developmental disability, sex, military status,
maritalor registered domestic partnership status, medical condition, gender,
gender identity,sexual orientation,transgender status,or any other category
protected by federal,state or locallaws. Allsuch discrimination is unlawful, and
allpersons employed by DELC are prohibited from engaging in discriminating
conduct.

The Company takes allegations of discrimination, intimidation, harassment and
retaliation very seriously and will promptly conduct an investigation when
warranted.

Equal employment opportunity includes, but is not limited to, employment,
training, promoti on, demotion, transfer, leaves of absence and termination.
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Grievance Policy

At DELC, we value respectful and open communication. We believe in solving
issues and concerns by working together, through direct communication and
positive attitudes in the work place. If issues or concerns arise, please talk
directly to the Assistant Director or the Executive Director. If you feel your

concern was not addressed after speaking directly with the Executive Director,
your next course of action is contacting a board m ember. Board member
information can be found on our website: www.durangoearlylearning.com.

Non -Harassment, Non -Discrimination and Non -Retaliati on

DELC is committed to providing all staff members, vendors, beneficiaries, and
clients with an environment that is free of harassment, discrimination or
retaliation of any kind. Our values include treating everyone with respect and
dignity. DELC prohibit s harassment and discrimination based on race, color,
religious creed, age, national and ethnic origin, ancestry, physical, mental or
developmental disability, sex, military status, marital or registered domestic
partnership status, medical condition, gend er, gender identity,
transgender status, or sexual orientation, as well as any other category
protected by federal, state or local laws. This policy also prohibits unlawful
harassment and discrimination based on the perception that anyone has a
protected ¢ haracteristic or is associated with a person who has or is perceived
as having a protected characteristic.

Unlawful harassment is defined as unwelcome verbal, visual or physical conduct

which is based on a protected characteristic and creates a threatenin g, offensive
or hostile work environment or unreasonably interferes with work performance.

Examples of harassment include verbal conduct (slurs, jokes, insults, teasing),

visual conduct (offensive posters, symbols, cartoons, drawings, computer

displays or e-mails), or physical conduct (gestures, physically threatening

another, or blocking someone’s way) that puts down or shows hostility or dislike

toward an individual because of any protected characteristic.

If an employee feels she/he has been subjected t o unlawful harassment, or an
employee knows (or suspects) of a situation at work where someone else may

have been subjected to conduct which violates this policy, the employee should
immediately notify the Executive Director or Assistant Director or contac t the
Board of Directors.
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Retaliation is strictly prohibited against any staff member for making a good

faith complaint of harassment or discrimination. If an employee

believes he/she has experienced or witnessed retaliation, it must be promptly
reported to the Executive Director, Assistant Director or the Board of Directors.
DELC will take all reasonable steps to prevent harassment, discrimination or
retaliation from occurring. All complaints of harassment and discrimination will

be handled promptly and discreetly. If DELC determines that this policy has been
violated, it will take appropriate remedial action commensurate with the severity

of the offense, up to and including immediate separation of employment of any

person found to have violated DELC’s po licies.

Drug and Alcohol  -Free Workplace

DELC has a vital interest in ensuring a safe and healthy environment for our

students and families. The unlawful or improper use of illegal drugs, alcohol,

marijuana, and/or controlled substances in the workplace pr esents a danger to
everyone. DELC does not allow the possession or use of alcohol, marijuana,

illegal drugs and/or substances during working hours, while on school premises

or while performing school business. Employees are not allowed to be under the

infl uence of any of the above substances during working hours.

DELC understands that employees may need to use lawful prescription and

over -the -counter medications. If prescription or over -the -counter medicine
makes it unsafe for an employee to work, the emplo yee must personally notify
the Executive Director before reporting for a scheduled shift. Every employee

must follow this policy. Violations of this policy may result in disciplinary action

up to and including termination of employment.

Safety at DELC

The overall safety of every DELC community member is of paramount
importance. Each DELC employee is responsible for the safety of each child, all

colleagues and themselves . Failure fo directly and appropriately supervise
students and ensure their safety is grounds for immediate termination and may
result in additional individual liability . To ensure appropriate safety measures:

o Allstaffmembers must complete allrequired pre-service early
childhood training listed in the ‘Professional Development”section.

e Allemployees are considered mandatoryreporters and must have
annualtraining on how, where,and when to report suspected or known
child abuse or neglect.
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e Tecachers are required to move around and interact with the children
while supervising outdoor areas. There must be a teacher present in
alloutdoor arecas that children are occupying.

e Anyemployee witnessing a child displaying difficult or unusual
behavior will inform the Executive Director as soon as possible. The
Executive Director,along with appropriate staff,and where applicable,
parents/guardians, willdevelop a plan for addressing/resolving such
behavior.

Specific behavior guidelines are outlined in the family policy handbook as
wellas each employee’s employment agreement,playground policies,and
position job description.
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SECTION Illl: WORKING AT DELC

Period of Employment

DELC operates onayear  -round academic calendar commencing Monday of the
last week of August through Friday of the third week of August of the following

year.

Employment Classifications

Employment classification is either non -exempt or exempt from certain
provisions of federal and state laws. The differences affect how the school
schedules and pays you.

EXEMPT : Employees whose positions meet specific tests established by

the Fair Labor Standards Act (FLSA)and applicable state lawand who are

exempt from overtime payrequirements are paid a set salaryregardless
ofthe number of hours worked per week. Employees maybe called upon
to work an irregular schedule,particularly in emergency situations;to
help prepare for meetings,open house or other special events;and in
connection with individualresponsibilities. Employees are expected to
commit their full time and attention to employment at DELC and maynot
work for other employers during the schoolyear without prior approval
from the Board of Directors.

NON -EXEMPT: Employees whose positions do not meet FLSA and state
exemption tests are considered non-exempt. Unless notified otherwise in
writing by the Board, all employees of DELC are non -exempt. Employees
who are classified as non -exempt (hourly) are entitled to overtime pay

and subject to specific provisions of the federal and state wage and

hour laws. An hourly employee may, upon approval of the Executive

Director, be employed by another employer so long as that employment

does not interfere with his/her employment with DELC.

Employee Status

Full -time employees : 32 or more hours per week.

Part -time employees : fewer than 32 hours per week but a minimum of 18 hours in
order to be eligible for part -time PTO allotment and other school benefits.
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Standard Work Week Hours

An aver age working week for full -time lead teachers will be approximately 40
hours, including off  -site planning time outside the classroom.

e Full-time lead teachers willbe paid one (Dhour per week for classroom
planning/preparation and one () hour per week for uploading TS Gold
observations and assessments (2 hours totalper week). The afternoon
float teacher willbe paid (D hour per week for off-site classroom
planning/preparation.

e Assistant teachers willbe paid one () hour per week off-site to help
support their classroom lead teacher.

Teachers are able to complete these hours at their discretion. However, the
Executive Director can mandate these hours to be completed at DELC during
the work week if it is found that staffis not completing their
planning/preparation time as designated above.

Any further hours worked must have the approvalofthe Executive Director.
The Executive Director must approve overtime before a non-exempt
employee works overtime hours.

Wellness verification

Prior to beginning employment with DELC,each employee must provide a valid
statement from a licensed physician declaring that the employee is able to work
with children and is free from communicable diseases. The statement willbe
kept on file and must be renewed annually or when the licensed physician
requires.

In addition,the Executive Director may require that an employee submit to a
more frequent examination, if the Executive Director believes that the employee
maynotbe able to work with children or may have a communicable disease.
Also,prior to employment,each employee must certify that she/he meets all
applicable immunization requirements and has passed a tuberculin test. All
staff members are required to be current with their immunizations and have
evidence in their personal files or sign a form stating that to the best oftheir
knowledge they have received required immunizations.
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Salary and Wages

The Board of Directors will set the annual salary for the Executive Director based
on level of education, relevant experience and qualifications, and years of

employment at DELC.

With annual approval by the Board of Directors, the Executive Director will set
salary and wages for all employees. Salaries and wages will be based on the

employees ECE Credential 3.0 Level.

Pay Scale based on ECE Credential 3.0

Starting

Credential Level Pay

Colorado

minimum
Paid Intern wage
Level 1 (Assistant) $16
Level 2 (ECE Teacher) $16.50
Level 3 (Large Center Director) $17
Level 4 $18
Level 5 $19
Level 6 $20
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The ECE Credential 3.0 awards points based on formal education, experience in
early childhood, early childhood coursework, ongoing professional
development, and demonstrated competencies.

Pay Increases

Pay increases are used to respond to changes in cost of living and recognize
increased experience in a particular position. They are determined yearly by the
Board of Directors, based on the amount of funds budgeted in the pay increase

pool and on DELC’s o verall financial health. Increases generally are established
by the final pay period of the academic year and then put into effect for the first
paycheck of the following fall term (each September). Certifications that move

an employee up the pay scale wi Il be put into effect in the next school year and
must be maintained in order to keep at that pay level. (i.e. current director’s
certification letter or Level 3 credential above). In the case that an employee is
eligible for a cost of living raise as wel | as a credential raise, the employee will
receive whichever amount is higher.

Job Transfers

DELC aspires to promote qualified internal candidates to fill open positions
whenever possible and practical. When job openings occur, current employees
are encour aged to apply. The Executive Director and Board reserves the right to
place an employee in whatever job it deems useful or necessary. All job transfers,
reassignments, promotions, or lateral transfers are at the discretion of the

Executive Director and/or Board.
Pay Periods
The designated pay period for all employees is semi -monthly. Paydays are 7th

and 22nd of the month. Except as otherwise provided, if any date of paycheck
distribution falls on a weekend or holiday, employees will be paid on the
precedin g scheduled workday. For overtime calculations, the standard seven
day payroll work week will begin at 12:00 a.m. Monday.
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Benefits for Full Time Employees:

The below benefits only apply to full time employees (who work more than 32
hours per week).

Fullpay for scheduled hours during allschoolclosures: Thanksgiving
break (three days;the Wednesday, Thursday and Friday of Thanksgiving
week); winter break (two weeks);spring break (one week in March);bank
holidays (Labor Day, MLK, President’s Day, Memorial Day,Juneteenth) and
summer break (one week in July that falls over Independence Day). Total
paid breaks each year = 28 school days (224 hours)

Fullpay for scheduled hours for any Durango 9-RSchool District
designated snowdays.

In your first year of employment, you are eligible for paid sick time in
accordance with the Colorado Healthy Families and Workplaces Act. You
willreceive lThour ofsick time for every 30 hours worked, with a maximum
payout of48 hours. On your one-year anniversaryofemployment at
DELC, you willno longer be accruing sick leave. Instead, you willbe
awarded 56 hours of Personal Time O ff (PTO)which covers personal, sick,
and vacation in addition to any unused sick time from your first year only.
On each anniversary moving forward, you willhave 56 PTO hours added
to your PTO bank.

For everycompleted 3 years of employment at DELC you willacquire an
additional 8 hours of PTO.See chart below

Years of Service Annual PTO Awarded Cap Max Accrual on

Anniversary Date

After lcompleted year 56 56

After 3 completed years 64 64

After 6 completed years 72 72

After 9 completed years 80 80

After 12 completed years |88 88

After 15 completed years |96 96
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After 18 completed years 104 104

After 21 completed years 112 112

PTO balances will stop accruing at the ‘Cap (Maximum Accrual)’listed in
the above chart. For example,ifan employee who has been here for 4
years has only used 60 of their hours when their anniversary date
approaches,they would accrue up to 60 additional hours (hitting the 64
hour accrual cap). Employees are responsible for monitoring their

balances in the online timekeeping system to ensure they understand

when the Cap may be reached.

One Mental Health day (8 hours) is awarded on August 16th each year and

does not carry over from year to year. It can be used for any reason and

should be requested in advance whenever possible. New hires who start

after 8/16 in any particular year will re ceive the 8 hours for Mental Health

on the following start to the school year on 8/16.

One day off (8 hours) is awarded for all staff birthdays! This must be

scheduled in advance and used in their birthday month . If not used in their
birthday month, it can not be carried over to the following year.

DELC offers $200 a month towards an Individual Coverage Health

Reimbursement Arrangement (ICHRA) after the 60 -day waiting period . If
enrollment is waived, the employee will still receive $200/month (full -time)
or $100/month (part -time) as a taxable medical stipend. In the instance

that DELC does not participate in the ICHRA, all employees will still receive
$200/month (full -time) or $100/month (part  -time) as a taxable medical
stipend.

Cell phone reimbursemen t of $50 a month ($25 per paycheck) to recognize
staff's use of cell phones for work purposes including, but not limited to
documentation to be uploaded into the Teaching Strategies Gold

program, taking photos for bi -monthly required newsletters, and using the

required school app, brightwheel.

The opportunity to join the school’s AFLAC plan, which offers

supplemental medical, disability, and life insurance plans.

The opportunity to partake in a 403B plan.

Opportunity for funding to pay for early childhood education college
courses and/or Childhood Development Associate (CDA) certification.

50% of tuition fees for employee’s children is added per month as taxable
income

Employees are encouraged to develop habits that support their mental

health through a ye  arly wellness incentive. Every full time employee is
alloted $300 on August 16th each year to spend on services and items that
support mental health. This includes, but is not limited to: ski mountain
passes, yoga/dance classes, therapy, physical therapy , massages, hot
spring passes, race registrations, Rec Center/gym membership, etc. In

Revised and Approved by the Board of Directors August 13, 2024

15




order to be reimbursed, employees must submit a dated receipt during the
current school year. All reimbursement requests will be reviewed and
approved by the Executiv e Director and/or Assistant Director before a
check is issued. Any wellness incentive that goes unused cannot be
carried over into the new school year.

Benefits for Part Time Employees:

The below benefits only apply to part time employees (who work a minimum of 18
hours but less than 32 hours per week).

e Fullpayofyourscheduled work hours during allschoolclosures:
Thanksgiving break (three days;the Wednesday, Thursday and Friday of
Thanksgiving week); winter break (two weeks);spring break (one week in
March);bank holidays (Labor Day, MLK, President’s Day, Memorial Day,
Juneteenth),and summer break (one week in July that falls over
Independence Day). Total paid breaks each year = 28 school days (224
hours) .

Fullpay for any Durango 9-RSchool District designated snow days.

In your first year of employment, you are eligible for paid sick time in
accordance with the Colorado Healthy Families and Workplaces Act. You
willreceive 1hour of sick time for every 30 hours worked, with a maximum
payout of48 hours. On your one-year anniversaryofemployment at
DELC, you willno longer be accruing sick leave. Instead, you willbe
awarded a prorated amount of Personal Time Off PTO)based on the
amount ofhours you work a week, which covers personal,sick,and
vacation in addition to any unused sick time from your first year only. On
cach anniversary moving forward, you willhave a prorated amount of
PTO hours added to your PTO bank. The prorated amount of PTO will be
reflected in your employment agreement.

e Part-time employees are not eligible for the additional PTO accrual for
every 3 years of service at DELC. Length ofservice willbe considered
if/when a part time employee becomes full time.

e Everyparttime employee willreceive one Mental Health day (8 hours). This
is awarded on August 16th each year and does not carryover from year to
year.It can be used for anyreason and should be requested in advance
whenever possible. New hires who start after 8/16 in any particular year will
receive the 8 hours for Mental Health on the following start to the school
year on 8/16.

e Everyparttime employee willreceive one day off 8 hours)for their
birthday! This must be scheduled in advance and used in their birthday
month .Ifnot used in their birthday month,it cannotbe carried over to the
following year.
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e DELC offers $100 a month towards an Individual Coverage Health
Reimbursement Arrangement (ICHRA) after the 60 -day waiting period . If
enrolliment is waived, the employee will still receive the $100/month (part -
time) as a taxable medical stipend. In the instance that DELC does not
participate in the ICHRA, all part -time employees will still receive
$100/month (part -time) as atax able medical stipend.

e The opportunity to join the school’s AFLAC plan, which offers
supplemental medical, disability, and life insurance plans.

The opportunity to partake in a 403B plan.
Opportunity for funding to pay for early childhood education coll ege
courses and/or Childhood Development Associate (CDA) certification.

e 50% of tuition fees for employee’s children is added per month as taxable
income

e Part -time employees are not eligible to receive the cell -phone
reimbursement.

e Part -time employees are e  ncouraged to develop habits that support their
mental health through a yearly wellness incentive. Every part -time
employee is alloted $150 on August 16th each year to spend on services

and items that support mental health. This includes, but is not limit ed to:

ski mountain passes, yoga/dance classes, therapy, physical therapy,

massages, hot spring passes, race registrations, Rec Center/gym

membership. In order to be reimbursed, employees must submit a dated

receipt during the current school year. All re imbursement requests will be
reviewed and approved by the Executive Director and/or Assistant

Director before a check is issued. Any wellness incentive that goes unused
cannot be carried over into the new school year.

Paid Time Off

The PTO program comb  ines vacation, sick, and personal days into a single PTO
bank. The mental health day and birthday days off are their own classification

and need to be used as such. If an employee wishes to use PTO for vacation,

time off must be scheduled and approved by t he Executive Director in advance
with as much notice as possible under the circumstances. The Executive

Director reserves the right to deny a request to use PTO for vacation, based

upon the needs of the school. Employees may also use PTO for illness or inj ury
to the employee or a member of the employee’s immediate family. DELC

understands that unforeseen iliness and injury may occur and expects all

employees to comply with the school’s communication policy to report any

absences from school.

Employees are responsible for knowing their PTO balance by logging into the
automated timekeeping system and notifying the Executive Director if any
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questions arise.  Any requests for additional unpaid time off shall be subject to

the discretion of the Exec utive Director considering the needs of the school.
Employees who have not used their PTO hours will receive priority for

scheduling PTO over employees who have used all their PTO hours. No more

than two classroom teachers may schedule to take the same da y off without
appropriate coverage in place and the expressed approval of the Executive

Director.

DELC is proud to offer these PTO hours in addition to 28 paid days for scheduled

school closures: Thanksgiving break (3 days), winter break (10 days), spring break
(5 days), summer break (5 days), and Labor Day, MLK, President’s Day, Memorial

Day, and Juneteenth. DELC offers employees PTO hours in recognition that

special and sometimes unexpected circumstances arise that require time off

from work outside of de signated school closures.

DELC compensates employees for any accrued but unused PTO at separation.
DELC does not compensate employees for paid school closure days at
separation because those benefits are accrued and contingent upon continued
employment dur ing the paid school closure time period.

Because consistent attendance for every DELC employee is vital to the well -
being of the children assigned to each employee’s classroom, DELC expects

employees to schedule vacations whenever possible during school cl osures,
and to use their best efforts to take PTO in a manner that fosters respect and
consideration for colleagues and families. Employees may not take more than

10 consecutive school days off for PTO in order to keep consistency for children
and families

Paternity/Maternity leave

Employees who have been with DELC for three years or more will receive their

salary for 240 school hours (30 school days) for maternity leave, on top of any

unused PTO hours. Employees on maternity leave will not receive compensation

exceeding 30 business  days, unless engaged in specific tasks for DELC that

have been requested and detailed by the Executive Director. Employees on

maternity leave who choose to take more than three months’ leave are not

guaranteed their original job position; however, every ef fort will be made to re -
employ employees in some capacity at DELC.

Compassionate Leave

Regardless of status and in addition to the paid personal leave described
above, each employee shall receive five days of paid leave (working week) upon
the death of an  immediate family member (parent, spouse, child, sibling).
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Transfer of PTO

Compassionate Transfer of Leave is defined as contributions of PTO from

employees to other employees who are unable to work due to circumstances as
outlined in the Federal Famil y and Medical Leave Act. Employees must have
exhausted all forms of paid leave before they can receive transfers of leave

from other employees, and they must not be receiving benefits from Worker’s
Compensation or Long Term Disability. Requests for Compass ionate Transfer
must be approved by the Executive Director; requests for receiving

Compassionate Transfer of Leave by the Executive Director must be approved

by the DELC Board of Directors.

Leave Without Pay

All regular full  -time and regular part -time employees may be granted the
following leaves of absence without pay:

e Medical Leave: Employees who are temporarilyunable to perform their
usualand customary work due to a personalillness or injury, including a
pregnancy-related disability, willbe granted a medicalleave ofabsence.
Medicalleaves willbe granted on the basis ofa physician’ written
statement that an employee is no longer able to work due to a medical
disability.

Employees who are absent for more than three consecutive calendar
days willbe required to provide a certification from a licensed medical
provider supporting the need for leave and maybe required to provide
periodic recertification.

An employee who plans to take medicalleave must provide the Executive
Director reasonable notice ofthe date the leave willcommence, the
estimated duration ofthe leave,and the date on which it is expected that
the employee willbe able to return to work.

When an unplanned medicalsituation or emergency occurs that does not
allowthe employee to provide advance notification ofthe need for a
medicalleave,the employee must notify the Executive Director of the
situation as soon as reasonably possible,but no later than three working
days ofan absence.Ifan employee is absent for more than three working
days without notifying the Executive Director,the employee willbe
considered to have voluntarily resigned.
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Unless otherwise required by law, the maximum amount of leave that will

be granted for any med ical disability is three months. Employees returning

to work after any disability leave must have a written release from a

physician verifying that they are able to return to work without presenting

an immediate and significant risk to their health or safe ty or the health or
safety of others.

¢ Intermittent or Reduced Schedule Leave: Leaves of absence under
this policy may be taken intermittently or on a reduced schedule when
medically necessary. Leave due to a qualifying exigency may also be
taken on anin termittent basis with approval from the Executive Director.

Timekeeping

All non -exempt employees must promptly record all time worked by clocking in

and out using the provided time clock, located in the office. Employee time

cards are DELC’s way of ensur ing employees receive the correct amount of pay.
Employees may not work without recording their time (e.g.,“off the clock”). Any
guestions about whether a task or project counts as time worked should be

raised to the Executive Director.

Employees must alw  ays accurately mark the start and end of their shift by using
the time clock, including their start and end times for lunch breaks. DELC

provides employees with access to their time clock entries online and expects
employees to review and ensure that all t ime entries are accurate. Clocking in
early (more than 2 minutes before your scheduled shift) or late (more than 5

minutes after your scheduled shift) requires the Executive Director’s approval.

Any inaccuracies should be reported to the Executive Director in order to be

fixed immediately. Falsifying a timecard or working off the clock is strictly
prohibited and may result in termination.

Payroll Advances

Employees may request a payroll advance n o more than once a quarter. Payroll
advances are only provided if the employee has already worked the equivalent

number of hours and the advance will come out of the pay period immediately
following. It is at the discretion of the Executive Director to gra nt additional
payroll advances on a case -by -case basis.
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Meals breaks and rest periods

In view of applicable legal requirements, on the days that non -exempt
employees work more than 9 hours, you shall take a 1 -hour unpaid meal break in
which you are relie  ved from all duties and may leave the school premises. In the

case that you work less than 9 hours but more than 5 hours, you shall take a 30

minute unpaid meal break in which you are relieved from all duties and may

leave the school premises.

Non -exempt e mployees are required to record the beginning and end of their
lunch breaks using the time clock.

The school schedule requires that you be prepared to resume work promptly at
the end of your scheduled meal break.

Employees may take a paid 10 -minute rest pe riod during a four hour shift
insofar as practicable. These rest periods may not be combined or added to an
employee’s lunch break. Before taking any break/rest period, employees must

ensure that appropriate coverage exists for their students based on rati o]
requirements and consult with the Executive Director.

Attendance

Teamwork is essential at DELC, and all staff members depend on one another

to arrive at work on time, return from breaks on time, and keep to their set

schedules. This allows us to meet st udent needs in the best way possible, ensure
consistency in classrooms, and minimize disruptions in the schedule. Every

employee is expected to maintain a strong attendance record.

Employees who are unable to report for work on time for any reason must

inf orm the Executive Director with as much advance notice as possible. In an
emergency situation, employees must tell the Executive Director as soon as it is
practical. Employees shall not leave a message with another employee or leave

a voice message on the school phone. Employees must personally tell the
Executive Director or Assistant Director by telephone or text message why they

will be absent and when they expect to return to work to ensure appropriate

coverage is in place. If texting, you must have conf irmation with a return phone
call or message from the Executive Director to ensure the message was

received.
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Absenteeism, early departures from work, late arrivals to work, or returning from
breaks negatively impact coworkers and students. Excessive or hab itual
absenteeism or tardiness will result in disciplinary action up to and including
termination. Employees who fail to come to work and do not personally tell the
Executive Director for three consecutive scheduled days will be viewed to have
abandoned th  eir job and voluntarily resigned.

Substitutes

Each employee who intends to take paid or compassionate leave is responsible

for finding a substitute to cover her/his class(es). The Executive Director will

keep a record sheet, on which each employee will mark the days and name the
substitute on the mast er calendar in the kitchen and give a written record to the
Executive Director. Due to school needs and to ensure adequate teacher/child

ratios, no more than two teachers will be absent at any one time without the

express approval of the Executive Director . Teachers must provide substitutes
with the daily schedule, plans, and a list of any special requirements for the

children in their care to be kept easily accessible in their classroom.

Healthy Workplace

DELC requires all employees to be aware of their o wn health and the potential
impact their health has on co -workers and children. In keeping with this concern,
employees who are absent from work for more than three (3) consecutive days

due to iliness or injury must provide a satisfactory physician’s writt en statement
which verifies that an iliness or injury existed, and confirms the employee’s ability

to return to work without representing an immediate and significant risk to the
employee’s own health and safety, or the health and safety of others. When

re quested, such verifications and releases may be a condition to receiving leave
benefits and returning to work. Although a physician’s written statement

normally will not be requested for absences of less than three working days,

DELC may request such ast  atement in situations where it is warranted. DELC will
make reasonable accommodations for employees with disabilities where it does

not result in an undue hardship to do so and is consistent with the school’s legal
obligations.

Employees who are unable to report to work due to illness or injury must
attempt to contact a substitute to cover their scheduled hours and contact the
Executive Director by telephone by 6:30 a.m. the day they will be absent. If the
Executive Director cannot be reached by 7:00 a.m., contact the Assistant
Director. You must have verbal or texting confirmation from the Executive
Director or Assistant Director in order to ensure the message was received.

If an employee becomes sick during the day, the Executive Director or Assistant
Dir ector must be notified before the employee leaves the school unless it is not
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possible to do so. Failure to follow these procedures may result in the day being
declared an unexcused absence and may result in disciplinary action as well.

Class Assignment

Since DELC is a small school and enrollment varies from year to year, teachers
must be flexible about both class size and room assignments. The Executive
Director will consider teacher preferences for age level and room, but changes
may need to be made ba sed on the school’s needs.

Classroom Wellness

All employees must abide by the school’s hand washing and glove wearing

policies, per state licensing requirements. Classroom surfaces must be sanitized

regularly and with appropriate cleaning products the sc hool provides, using the
following three step process: clean with soap and water, rinse with plain water,

spray with sanitizing bleach and leave on to air dry or for at least 2 minutes

prior to wiping off.

Employees are responsible for cleaning and sanit izing all toys, per state
licensing requirements. Toys must be washed on a weekly basis for preschool
classrooms and on a daily basis for toys that have been used in the toddler
classroom.

Administering Medication/First Aid/CPR

No employee may administer medication to students unless the employee has
received medical administration training and has been authorized to administer
medication under DELC’s nurse consultant, and the child’s medical permission

form is on file in the off ice. Staff members may only administer medications as a
treatment if a completed medical administration form is on file.

No employee may administer first aid and/or CPR to students unless the
employee has received first aid and CPR training and their cur rent training
cards are on file in the office.
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Dress Standards

DELC asks employees to set an example of professionalism in personal
appearance. Comfortable clothes that allow you to get on the floor when playing
with children and run around outside are recommended. Please avoid soiled
clothes, large accessories that the children could pull on, and perfume/essential

oils.

Professional Freedom of Materials

It is essential that the teachers and Executive Director of DELC offer one

another mutual support to grow as professionals. DELC strives to give each
teacher academic freedom; professional resource books and teaching

materials are plentiful. In the case of specific materials, teachers can make

requests to the Executive Director for approval to purchase. In order for funds
to be reimbursed, the Executive Director must receive a receipt for the

purchased items

Technology Resources

Employees have access to a staff computer in the work room as well as a

school laptop with internet access on -site. Employees may check out the
school laptop for off -site planning purposes with prior approval from the
Executive Director.

DELC offers hands  -on learning experiences. Screen time, which includes

television, recorded media, computer, tablet, cell phones, video games, and
other media devices, is prohibited for children less than two (2) years of age.

Screen time is prohibited during snack or meal times.

Teachers may utilize screen time for educational purposes only (i.e. a virtual

field trip, researching student topic s of interest, extending classroom
learning, encouraging vigorous movement). Screen time is limited to no more
than 15 minutes per day for preschool -aged children. Technology must

always be used under the supervision and active involvement of a teacher.

All children must be provided with a developmentally appropriate alternative
activity once the child(ren) loses interest in the media activity.

DELC uses the brightwheel app to complete check -in and out, communicate
via messaging with families, report daily activities including diaper
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changes/pottying, nap start and end, snack and lunch information, and
photos of daily learning for all children in attendance. DELC staff are
responsible for sending the previously listed information to families of

child ren in attendance daily as well as use the brightwheel app for monthly
newsletters.

DELC supports the use of assistive technology for supporting individual
developmental needs. Assistive technology will be utilized in the classroom
once a meeting withth e family, teacher/s, support staff, and the Executive
Director has taken place and all team members have agreed that it is
appropriate for classroom use. DELC will ensure that our staff has been
properly trained in the use of specific assistive technology

equipment/devices prior to their use in the classroom.

School Building and Classroom Housekeeping

Each teacher is responsible for keeping his/her classroom neat and clean

during the day, including but not limited to ensuring that materials and chairs

are off the floor at the end of the day, sweeping after snack and lunch,

minimizing clutter on personal shelves, etc. Each individual is responsible for
cleaning up after his/herself and not leaving dishes or other items for

colleagues to address. Collectively teachers are responsible for all areas of the
school, taking care to minimize damage and wear to t he facilities and for
advising the Executive Director of any facility problem as soon as it arises.
Employees will be assigned a schedule for completing the daily playground
checklist and are expected to complete the checklist on their scheduled day(s).

Confidentiality

Each employee is required to comply with applicable state and federal
confidentiality laws. Each employee must strictly protect confidential
information regarding students and their families, including but not limited to
medical records, co  ntact information, protected health information, or
personally identifiable information of any nature. See the Executive Director for
any questions regarding confidential information.

Cell Phone Use

Employees shall not utilize cell phones for personal me ans during work hours,
either in the school or on the school grounds during recess periods. Employees

are free to use their cell phones for personal means during break and lunch

periods. In the event of a personal emergency, an employee may wear a cell
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pho ne discreetly and set to silent mode provided the employee obtains the
approval of the Executive Director in advance of doing so.

Personal cell phones may be used to document child observations through
written notes, photos, and videos and then uploaded to the school’s
assessment program, Teaching Strategies Gold. Personal cell phones are also
used to upload student information into the Brightwheel app. In recognition of
cell phone use for school purposes, DELC offers a $50 per month cell phone
reimbursem ent credit to all full time employees.

Social Media Use

All employees are expected to exercise proper judgment regarding social media

use. Employees speak for themselves, not the school —online postings should only
reflect personal points of view and not suggest DELC’s point of view. Employees
shall not share  any information regarding a student or family on social media,
including but not limited to photographs of children. Under no circumstance

should employees share any confidential information about DEL C. Employees
shall not post statements about DELC that are intentionally false or misleading.
Employees shall not post statements that are harassing or that invade the

privacy of others. Employees shall use social media sites only when on scheduled

breaks. These guidelines, applicable when using any social media including but

not limited to Facebook, Twitter, Instagram, Snapchat, Tik Tok, and blogs posts,

have been put in place in order to protect you, DELC and the children and

families of our school.
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SECTION IV: STAFF RECRUITMENT
AND RETENTION

DELC aligns their staff recruitment, retention, and on -going support for staff
with the school’s mission and vision.

Mission : Nurturing child development in partnership with families of diverse
backgrounds

Vision : 7o be a role model in early childhood education in La Plata County,
fostering a culture of equity and inclusion among families of diverse economic,
social, cultural, and racial/ethnic backgrounds, while upholding the highest

standards in teaching and staffing practices.

Hiring Process

DELC advertises open positions locally through the Early Childhood Council of
La Plata County, on the DELC website, and the DELC facebook page. Online
forums, such as Indeed.com and Craig’s List, are also used to advertise open
positions.

Applicants must  fill out DELC’s application specific to the open position and

submit a resume and cover letter. Once an applicant meets the initial

requirements, the applicant is invited to do an in -person or Zoom interview and
participate ina 1  -hour classroom visit for DELC staff to observe interaction with
children. Interviews include the Executive Director, one parent representative,

and one staff representative, when possible in order to support our mission of

working in partnership with families. Every effort will b e made to include both a
current parent and a current teacher in all interviews. No decision will be made

until feedback is received from the interviewers as well as the observing

classroom teacher. DELC will confirm a minimum of one professional referen

and one personal reference prior to offering a hiring agreement.
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Staff Orientation

Prior to employment at DELC, the new hire will also undergo an orientation

regarding the job description, school policies, procedures and mandated

training with the Executive Director. The new employee is required to sign the
DELC Policy and Procedure Agreement, initialing that they have read, reviewed

with the Executive Director and agree to the Family Policies, Personnel Policies,
Emergency Procedures, Abuse State ment, Job Description, Playground Policies,
Procedures for Suspected Abuse, and Licensing Rules and Regulations.

During this orientation meeting, the Executive Director will support the new hire

in setting up their account in the Colorado Shines Professional Development
Information System (PDIS) or connecting their profile in PDIS to DELC. New hires

are requiredto  complete the Educator self -assessment and set a personal goal
in PDIS within 1 month of starting work at DELC as well as apply for their Early
Childhood Credential 3.0 in the PDIS system.

Prospective employees are required to pass state, federal, and TRA ILS criminal
background checks. DELC will cover the cost for the fingerprinting and

background check.. Prospective employees that have lived outside of Colorado

in the past 5 years will have to undergo further background checks in those

states. The empl oyee is responsible for covering the cost of all associated out

of -state background checks.

Prospective employees must complete the following paperwork for their
personnel file:

Employee Information Sheet

Copies of college transcripts/degrees, ECE Credential 3.0,and
professionaldevelopment trainings ifapplicable

9

Direct Deposit Form

Payroll Department New Employee Information Sheet

W4

Complete a wellness check signed by a doctor clearing the

employee for work at a childcare facility within 30 days of
employment
e Building and Premise Safety Training
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Prospective employees must complete early childhood training prior to

working at DELC that includes the following courses that can be found

through the Colorado Shines Professional Development Information System
(PDIS). Certificates of completion must be copied for the personnel file, and

employees will be paid their hourly rate upon completion. All of the following

trainings can be used towards the required 15 hours of professional

development required a nnually for all employees:

e Prevention of Shaken Baby Syndrome and Abusive Head
Trauma —Required for employees working with children under
the age of three upon hire and must be renewed every 2 years.

e Recognition and Reporting of Child Abuse and Neglect —Required
for all employees upon hire, and must be renewed annually.

e Standard Precautions —Required for all employees upon hire, and
must be renewed annually. After course completion, all employees
must review the DELC Exposure Plan with the Executive D irector.

e Recognizing the Impact of Bias on Early Childhood Professionals
- Required for all employees upon hire and only needs to be
completed once.

e Introduction to Early Intervention and Preschool Special
Education Programs - Required for all employees upon hire and
only needs to be completed once.

e FEMA - Multi -hazard Planning for Child Care OR Disaster
Preparedness - Required for all employees upon hire and only
needs to be completed once. = Employees may complete the
Multi -hazard Planning for Child Care course online through the
FEMA website or complete the Disaster Preparedness training
online through the PDIS system.

e Introduction to Child Care Health Consultation - Required for the
school’s Executive Director, Assist ant Director, and any large
child care center -qualified teachers that will cover in the absence
of the Executive Director and Assistant Director upon hire, and
only needs to be completed once.
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e Working with a Mental Health Consultant - Required for the
scho ol’'s Executive Director, Assistant Director, and any large
child care center  -qualified teachers that will cover in the absence
of the Executive Director and Assistant Director upon hire, and
only needs to be completed once.

e Child Care and Preschool Immuni zation — Required for the
school’s Executive Director and Assistant Director upon hire, and
must be renewed annually.

New employees will participate in on -the -job training directly in classrooms for a
minimum of three days, paid at their hourly rate, to a llow for a smooth transition
for the employee to learn DELC policies and procedures, to familiarize the

children with the new employee, and to observe quality teaching practices from

a mentor teacher.

Staff Retention

At DELC, we understand that quality care aligns with consistency of care in
order for staff to build strong relationships with children and families. Therefore,
the DELC Board of Directors has set a goal of 80% staff retention annually.

We want all staff  to understand that their contributions are valued and an
integral aspect of running a high quality program, which aligns with DELC’s
vision. As important stakeholders in DELC, their feedback is welcomed. All staff
are involved in curriculum development, p rogram goal setting, and annual
planning by providing feedback at monthly staff meetings as well as an annual
program evaluation.

DELC supports retention through benefits, evaluation practices, and

professional development opportunities offered. For exa mple, employees that
are not yet Early Childhood Teacher qualified are supported in applying for

college -level courses in early childhood education or a Child Development

Associate certificate to obtain qualification and receive high quality training.

Bot h paths of certification are paid for through grants or the school in order to

ease the financial burden.

Employees are evaluated using the CLASS observation tool on a yearly basis

with follow up coaching with the Early Childhood Council of La Plata Cou nty’s Ql
Navigator. Goals determined during coaching are shared with the Executive

Director who follows up with the employee with an educator action plan and

one -on -one check -ins to determine goal progress and make changes to the plan

as needed.
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Professi onal development is determined by staff interest and personal goals as
well as training  -related to our mission of serving diverse families. Employees are
trained on topics such as inclusive classroom practices for children with diverse
needs, play inatr auma -informed environment, Conscious Discipline (our social
emotional curriculum, etc. The professional development calendar for the year

is determined after reviewing the staff program evaluation as well as the family
evaluation prior to the new school y ear.

A comprehensive list of staff benefits can be found on page 14 -18 as well as

annual evaluations and professional development opportunities on page 34
of this Personnel Policies Book.
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SECTION V: PERFORMANCE AND
PROFESSIONAL DEVELOPMENT

Standards of Conduct

DELC has formed certain rules of conduct to ensure a well -run and pleasant
working environment for its employees. Violation of any of these rules could

result in some type of disciplinary action, ranging from verbal and/or written

warnings to reprimand and possible termination. Although it is impossible to
provide a complete list, examples of this type of infarction include, but are not

limited to:

e Respect for Staff/Children/Families

Violations include,but are not limited to, failing to treat others with
respect,

rudeness, discrimination, retaliation,harassing behavior,profanity,and

other inappropriate conduct.

Integrity/Ethics

Violations include,but are not limited to, misuse of schoolproperty,

falsifying documents,data or schoolrecords, failure to participate fully
or

honestlyin a schoolinvestigation, misuse or falsification or time

manipulation, fraud, disclosing confidential information,being convicted

of,or pleading guilty or no contest to a crime that impairs the desirability

ofcontinued employment (e.g.theft, fraud,sexualor physicalassault,
etc.).

° Sound Judgment

Violations include, but are not limited to, decisions made that can place the

school, staff or children at risk of negative impacts to safety, business,

finances, le gal, or other similar issues. Off duty conduct that harms the

school’s interests or reputation in the community or negatively impacts the

work day, may jeopardize continued employment with DELC. This also

applies to choices made when babysitting for famili es off the clock, going to
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family birthday parties, and interacting with DELC families (current or
alumni) off school property.

° Safety

Violations include, but are not limited to, failure to follow safety standards,
becoming a danger to others, possessing a weapon on school premises,
failing to report an accident or injury when required to do so, threats, or
workplace violence.

° Unsati sfactory Performance

Violations include, but are not limited to, failure to follow instructions,
insubordination, failing to meet performance goals or standards, poor
leadership, or failure to comply with school policies.

° Attendance and Punctuality

Violations include, but are not limited to, excessive tardiness, excessive
absenteeism or patterned absences on a recurring basis, unexcused
absences, no call/no show.

e Personal Interactions with Family Members

Violations include,but are not limited to,teachers and parents engaging in
public displays ofaffection on and offschoolproperty,and engaging in
flirtatious or inappropriate behavior on schoolproperty.

DELC reserves the right to determine the appropriate levelofdiscipline at
its discretion,up to and including immediate separation ofemployment.

Conflict Resolution

In the case ofissues with a fellow staff member,employees agree to speak with
the co-worker directly first to resolve the issue. Issues should be discussed in a
timely manner and privately,not in front ofother employees, children,and/or
families. If the issue is not resolved,staffwillbring it to the attention of the
Assistant Director, who willhost a mediated meeting between the parties. If staff
do not feelthe issue was addressed directly by the Assistant Director, sta ff will
bring it to the attention of the Executive Director.If staff feelthat the issue still
has not been resolved,the grievance policy (page 7)would apply.

In the cases ofissues with a staff member and a family member,both parties

agree to speak directly first to resolve the issue.Issues should be discussed in a
timely manner and privately,not in front of other employees, children,and/or
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families. | f the issue is not resolved, both/either party may bring it to the
attention of the Assistant Director, who will host a mediated meeting between the
parties. If either party does not feel the issue was addressed directly by the
Assistant Director, either p arty will bring it to the attention of the Executive
Director. If either party feels that the issue still has not been resolved, they may
take the issue to the board.

Managing Performance

DELC strives to maximize each employee’s performance and value to the school
and wants all employees to be empowered to reach their highest level of
success. However, there may be times when an employee’s performance or
conduct does not meet DELC’s standar ds. The performance management policy
and process are used to give employees notice when performance improvement
is needed, when the employee’s conduct does not meet DELC standards, and/or
that DELC is ending the employment relationship. The performance

ma nagement process may include 1) a verbal warning, 2) a documented
counseling notice, 3) a documented disciplinary warning, or 4) immediate
separation of employment. The actions taken will depend on the individual
circumstances.

In keeping with the policy o f employment at will, DELC has the right to take
appropriate measures when an employee’s job performance or conduct is

unacceptable. This policy does not guarantee that any particular sequence of

disciplinary “steps” will be followed. Immediate separation of employment can and
will result when deemed appropriate by the Executive Director, in their sole

discretion. This policy does not alter the at will status of any employee.

Staff Evaluations and Renewal

The Executive Director will meet with every employee quarterly foraone  -on-one
check -in meeting during school hours. The Executive Director will arrange
classroom coverage for employees during each check -in meeting.

One -on -one check -in meetings are an opportunity for the employee to express
what is going  well and what support they need from the Executive Director. An
education action plan will be completed in collaboration with the employee and
the Executive Director to set goals and determine appropriate support and

action steps, including any professio nal development resources.
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The Executive Director will conduct a minimum of two unannounced classroom

observation per school year based on the position’s job description and other

areas of focus as pre  -determined by the Executive Director and employee. A

CLASS observation and coaching session may take the place of the second

classroom observation done by the Executive Director. Feedback from

classroom observations will tie in with employees one -on -one check -in. Areas of
strength and growth will be highl ighted.

The Executive Director will evaluate each employee on an annual basis utilizing a

self -assessment completed by the employee, anonymous feedback from co -
workers, and anonymous feedback from families. The Executive Director will

provide feedback ba sed on position job description, classroom observations,

and the employees educator action plans.

New employees will have an additional evaluation after one month of
employment entailing a self -assessment and one  -one -one check -in with the
Executive Direct or.

Based upon his/her annual evaluation, an employee’s contract may be renewed
for the following school year. Decisions regarding renewal offers are at the
Executive Director’s discretion.

Professional Development

Employees shall complete CPR/First Ai d training on the dates designated by the
school and receive compensation for their training hours. DELC will make every

effort to schedule CPR/First Aid training on teacher work weeks or designated

staff development days. If the school’s nurse consultant is unavailable on these
dates, DELC shall provide employees with as much advance notice as possible

so that employees can arrange an alternative method for completing the

training. Employees who fail to participate in required training on designated

days m ust confirm an alternative arrangement to complete the training; this
arrangement must be authorized and approved by the Executive Director.

DELC shall compensate employees for participating in medical administration

training and renewal training that is a t the discretion of the Executive Director. If
the required training is not provided through DELC, the school shall compensate
employees to participate in the training outside of their scheduled work hours.

All DELC employees must enroll in Colorado Shines PDIS, which is a web -based
system that provides free and easy access to professional development courses.

The Colorado Shines PDIS system tracks training and education, provides online
professional development, and offers a variety of other resources. Emp loyee
profiles are linked to the employee, and not to DELC. Upon registering with

Colorado Shines PDIS, employees must upload their transcripts and

professional development hours completed outside PDIS as well as complete

Revised and Approved by the Board of Directors August 13, 2024

35



the self -assessment and create a professional development plan with goals. All
employees must share their professional development plan and goals with the

Executive Director to ensure that the school’s overall professional development

plan reflects and incorporates each employee’s persona | goals. Employees must
update their professional development plan and goals on an annual basis.

All employees are required to complete a minimum of 15 training hours per year,
beginning from their hire date. Three clock hours of training must focus on

social emotional development and 12 hours of training must focus on the
following eight competencies

e Child growth and development and learning or
courses that aligns with the competency domains of
child growth and development

Child observation and assessment

Family and community partnership

Guidance

Health,safety and nutrition
Professionaldevelopment and leadership

Program planning and development

Teaching practices

Employees who complete and pass a semester-long course at a regionally
accredited college or university focused on one or more of the above early
childhood competency areas shall satisfy their 15 hours of training for the
employment year. DELC does not compensate employees for college courses.

DELC provides designated work hours for staffto complete pre-
service/orientation training, professionaldevelopment training,and signing up,
updating,and maintaining their PDIS profile during teacher work weeks, sta ff
development days ,breaks during parent-teacher conference days,or prior to
starting at DELC, for which they are compensated. DELC requires employees to
submit professionaldevelopment certificates to confirm their completion of
required training,and to receive payment for participating in such training.

Employees who wish to participate in a voluntary training that is not required by
DELC or a licensing agency must obtain approval from the Executive Director for
course payment. Optionaltraining outside of designated working hours are at
the employees cost. Should DELC require training for all staffoutside of working
hours,employees willbe paid at their hourly rate for hours attended and training
costs willbe covered by DELC.

Employees are encouraged to share training materials and highlights oftraining

at staff meetings with their co-workers. DELC encourages employees to become
members in professional organizations related to early childhood education.
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DELC Personnel Policies Acknowledgment

| acknowledge that | have received a copy of the revised DELC Personnel
Policies (effective August 26, 2024) and understand that it contains important
information about the school’s personnel policies and my privileges and
obligations as an employee. | ack nowledge that | am expected to read,
understand, and adhere to the school policies and will familiarize myself with
the material in the handbook.

| understand that | am governed by the contents of the personnel policies. New
situations develop constantly a nd it is understood that DELC reserves the right,

in its sole and absolute discretion, to change, supplement, or rescind all or any

part of the practices, procedures, or benefits described in the DELC Personnel

Policies, other than the at -will nature of th e employment relationship, as it deems
that circumstances warrant.

Signature Date

Print Name
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