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WELCOME TO THE KIDS’ PLACE 
 
Welcome to The Kids’ Place, a childcare center and preschool, for children age 1 to 5 years.  We are thrilled 
to have you on our team.  
 
The Kids’ Place is committed to providing high quality early learning experiences and childcare for a diverse 
group of children. We employ highly qualified, skilled staff and we work hard to cultivate a positive learning 
and work environment. Our teaching philosophy is inspired by early learning work which began in Reggio 
Emilia, Italy. 
 
Our school is a small community that partners with families to encourage children to develop, grow and 
learn in developmentally appropriate ways, through meaningful play. This environment requires intentional 
and in-depth teacher facilitation and planning.  
 
In addition to this, The Kids’ Place is a licensed preschool and childcare through the Washington State 
Department of Early Learning (DEL). We adhere to licensing standards as well as striving for best practice 
as defined by the National Association for the Education of Young Children (NAEYC) Code of Ethical 
Conduct and Statement of Commitment. 
 
Our goal is to recruit, retain, and empower highly qualified staff members who have a strong desire to teach, 
nurture and care for young children. It is essential that all staff is committed to lifelong learning as well as to 
ongoing implementation of best practices and newly acquired skills.  
 
We are looking forward to a great year ahead!  
 
 
 
 
Sincerely, 
 
 
 
 
Julia Leavitt 
Executive Director 
The Kids’ Place 
 
509-522-2088 
Julia@kidsplacewallawalla.org 
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ABOUT THIS HANDBOOK 
 
This handbook was created to inform all employees of The Kids’ Place (TKP) policies and procedures and 
to outline employee expectations.  All employees are responsible to familiarize themselves with its content. 
 
This handbook provides background information as well as organizational policies and practices.  It serves 
as an employee guide to on-the-job expectations.  All employees are expected to follow TKP policies 
throughout employment.   
 
The Kids’ Place reserves the right to modify, revoke, suspend, terminate or change any or all such policies 
and practices, in whole or in part, at any time, with or without notice.   
 
Nothing contained in this Handbook is intended to nor does it create a contract of employment.  
Employment with TKP can be terminated with or without cause and with or without notice at any time at 
the option of The Kids’ Place or the employee.  All employment with The Kids’ Place is at-will.   
 
All employees are required to sign a statement verifying their receipt and understanding of this handbook 
and their agreement to abide by its policies and procedures (please see pages 23-28 of this handbook).   
 
 

EMPLOYEE STATUS DEFINITIONS 
 
Exempt (salaried) Generally, employees whose work is executive, administrative or professional in 

nature, requiring regular exercise of discretion and independent judgment.  Exempt 
employees do not qualify for overtime pay. 

 
Non-exempt (hourly)  Generally, employees performing work other than executive, administrative, or 

professional work.  Nonexempt employees are eligible to receive overtime pay. 
 
Employee job descriptions indicate whether the position is exempt or non-exempt. 
 
 

VOLUNTARY AT-WILL EMPLOYEMENT 
 
Based on Washington State employment law, all employment at The Kids’ Place is “at-will.”  This means 
that employees may be terminated from employment with the TKP with or without cause, and with or 
without notice, at any time, at the option of either TKP or the employee.  
 

 
PROFESSIONAL CODE OF CONDUCT 
All employees are expected to read, periodically review, and follow the NAEYC Code of Ethical Conduct 
and Washington State Department of Early Learning (DEL) guidelines. Please see separate attachments.  
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EQUAL OPPORTUNITY AND NON-DISCRIMINATION STATEMENT  
 
The Kids’ Place is committed to a policy of equal employment opportunity based on local, state or federal 
law.  TKP will not tolerate any form of unlawful discrimination.  All employees are expected to cooperate 
fully in implementing this policy.  In particular, any employee who believes that any other employee of TKP 
may have violated the Equal Employment Opportunity Policy should report the possible violation to the 
Executive Director or Board President. 
 
If TKP determines that a violation of this policy has occurred, it will take appropriate disciplinary action 
against the offending party, which can include counseling, warnings, suspensions or termination. Employees 
who report, in good faith, violations of this policy and employees who cooperate with investigations into 
alleged violations of this policy will not be subject to retaliation. Upon completion of the investigation, TKP 
will inform the employee who made the complaint of the results of the investigation. 
 
TKP is also committed to complying fully with applicable disability discrimination laws, and ensuring that 
equal opportunity in employment exists at TKP for qualified persons with disabilities. All employment 
practices and activities are conducted on a non-discriminatory basis. Reasonable accommodations will be 
available to all qualified disabled employees upon request, so long as the potential accommodation does not 
create an undue hardship on TKP. Employees who believe that they may require an accommodation should 
discuss these needs with the Executive Director. 
 
Any questions regarding this policy can be directed to the Executive Director. 
 
 

EMPLOYEE PROTECTION (Whistleblower) POLICY 
 
It is the intent of The Kids’ Place to adhere to all laws and regulations that apply to the organization, and 
the underlying purpose of this policy is to support the organization’s goal of compliance with all applicable 
laws.  The support of all employees is necessary to achieving compliance.  An employee is protected from 
retaliation if the employee brings an alleged unlawful activity, policy, or practice to the attention of TKP and 
provides TKP with a reasonable opportunity to investigate and correct the alleged unlawful activity. 
 
If any employee reasonably believes that some policy, practice, or activity of TKP is in violation of 
applicable law, a written complaint should be filed by that employee with the Executive Director or a 
member of the Board of Directors. 
 
TKP will not retaliate against an employee who in good faith has made a protest or raised a complaint 
against some practice of TKP, or of another individual or entity with whom TKP has a business 
relationship, on the basis of a reasonable belief that the practice is in violation of law or a clear mandate of 
public policy. 
 
TKP will not retaliate against employees who disclose or threaten to disclose to a supervisor or a public 
body any activity, policy, or practice of TKP that the employee reasonably believes is in violation of a law, 
or a rule, or a regulation mandated pursuant to law or is in violation of a clear mandate or public policy 
concerning the health, safety, welfare, or protection of individuals, entities, or the environment. 
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HARASSMENT POLICY 
 
Employees should be able to work in an environment free from harassment, including but not limited to 
sexual and gender harassment, racial harassment, religious harassment, and national origin harassment.  TKP 
considers all forms of harassment to be intimidating misconduct which undermines the integrity of the 
employment relationship, damages morale, and interferes with work efficacy.  Such conduct is prohibited 
and will not be tolerated.  TKP will not retaliate against any employee for filing a complaint and will not 
knowingly permit retaliation by any supervisor or other employee. 
 
Any employee who believes he or she has been harassed is encouraged to bring any such incidents to the 
immediate attention of the Executive Director.  In the case of incidents involving the Executive Director, 
the employee should bring them to the attention of the Board President.  Any such complaints shall be 
immediately investigated. 
 
  

COMPLAINT PROCEDURES 
 
Informal Procedure: 
 
Some people who allege that an act of unlawful discrimination or harassment has occurred simply want it to 
end, and do not wish to go through protracted formal or legal procedure.  The following informal procedure 
is established to address that need.  However, a person making a complaint is not required to use this 
procedure either in lieu of or prior to proceeding with a formal complaint. 
 
Any employee who alleges that an act of unlawful discrimination or harassment has occurred by another 
employee, the Executive Director or a member of the Board may verbally request an informal investigation 
of the allegation by the Executive Director or Board of Directors.  If the complaint is by or against the 
Executive Director, the complaint should be addressed to the Board President.  The specific allegation 
should be documented in writing by the employee but need not be in the format of a formal complaint. 
 
The Executive Director or Board of Directors, after appropriate investigation, shall determine what 
informal remedial action, if any, shall be taken.  The complainant shall be informed by the Executive 
Director or Board President of the determination and any action to be taken.  If the complainant does not 
feel that the informal procedure satisfactorily resolves his or her complaint, or if the complainant does not 
want to initiate the informal procedure, he/she may proceed with the formal complaint procedure. 
 
Formal Procedure: 
 
An employee who alleges that an act of unlawful discrimination or harassment by another employee has 
occurred may file a complaint in writing to the Executive Director.  An employee who alleges that an act of 
unlawful discrimination or harassment by the Executive Director has occurred may file a complaint in 
writing to the President of the Board of Directors.  An employee who alleges an act of unlawful 
discrimination or harassment by a member of the Board of Directors has occurred may file a complaint in 
writing to the Executive Director who will inform the Board of Directors.  TKP will not retaliate against any 
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employee for filing a complaint and will not knowingly permit retaliation by the Executive Director or other 
employee. 
 
A complaint filing must include the following information. 
 

● Complainant's name and class status (race, gender, disability, age, veteran status, sexual orientation, 
etc.) if applicable; 

● Nature of the complaint, date the alleged violation occurred, and the name of the person who is the 
subject of the complaint; 

● If the complaint is in regard to a sub-recipient, contractor or subcontractor, the name of that 
individual or organization. 

 
The respondent shall: 

● Thoroughly investigate the complaint and establish a file of findings; 

● Submit the findings with a recommendation to the Board of Directors; 

● Inform the complainant of the determination and any action to be taken; and 

● Notify the complainant of relevant avenues of appeal, if appropriate. 
 
Applicant Complaints:  
 
Any individual who has made application for employment and alleges that an act of unlawful discrimination 
has occurred may file a complaint in writing to the formal procedure above. 
 
 

SOLICITATION 
 
Employees are prohibited from soliciting (personally or via electronic mail) for pledges, the collection of 
money or for any other unauthorized purpose anywhere on TKP property during work time, including 
those of a partisan or political nature.  “Work time” includes time spent in actual performance of job duties 
but does not include lunch periods or breaks.  Non-working employees may not solicit or distribute to 
working employees.  Persons who are not employed by TKP may not solicit or distribute literature on TKP 
premises at any time without prior approval of the Executive Director. 
 
Employees are prohibited from distributing, circulating or posting (on bulletin boards, refrigerators, walls, 
etc.) literature, petitions or other materials at any time for any purpose without the prior approval of TKP 
Executive Director. 
 
 

ATTENDANCE 
 
A. Hours of Work 
 
The Kids’ Place is open 7:30 am to 5:30 pm, Monday through Friday. Employees will be scheduled for 
regular hours within this time. Employees working more than five hours will have a minimum of a 30 
minute unpaid meal break.  All employees are expected to arrive on time for work, ready to engage with 
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children. Lessons and materials should be prepared in advance of work time. On time arrival means arriving 
to work with time to store personal belongings so that an employee is engaged with children at their 
designated start time.  Employees are expected to perform their given work duties up until the time they are 
scheduled to be off work.  
 
Employees are also required to occasionally attend meetings and trainings outside of center open hours. 
Advance notice of such events is given when possible. 
 
B. Attendance and Punctuality 
 
Punctuality and regular attendance are expected of all employees.  Excessive absences (whether excused or 
unexcused) are unacceptable.  If an employee is absent for any reason or plans to arrive late or leave early, 
the employee must directly notify the ED as far in advance as possible.  In the event of an emergency, the 
employee must directly notify the ED.  A planned absence must be communicated to the ED at least 10 
business days in advance. 
 
An employee who is absent from work for three consecutive days without notification to the ED will be 
considered to have voluntarily terminated his or her employment.  The employee’s final paycheck will be 
mailed to the last mailing address on file with TKP. 
  
Excessive absences, tardiness, or leaving early will be grounds for discipline up to and including termination. 
 
C.  Overtime  
 
Overtime pay, which is applicable only to Non-Exempt employees, is for any time worked in excess of 40 
hours in a workweek.  Only the ED may authorize overtime. Overtime rate is one and one-half time (1½) 
the employee's straight time rate. Payment of overtime will be provided in the pay period following the 
period in which it is earned. 
 
 
D.   Inclement Weather 
 
The Kids’ Place does NOT necessarily close in inclement weather, even if public schools close.  
 
In the event of inclement weather, employees are expected to plan ahead and take precautions to arrive on-
time to work.  If unable to get to work on time, the employee should directly notify the ED. Paid or unpaid 
leave may be taken if you are unable to get to work due to inclement weather. 
 

TRAINING 
 
All employees are required to complete screening and training before and during employment. There is a 
complete list of required screening and training below. 
 
After three months of employment, TKP reimburses employees for all pre-employment screening and 
training, unless otherwise noted. Employees submit receipts for all costs in order to be reimbursed. 
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If employment terminates for any reason before twelve months, the employee is responsible for all training 
and pre-employment screening costs. Training and pre-employment screening costs are deducted from an 
employee’s final paycheck. 
 
Pre-Employment Screening and Training: 

 TB test  

 Department of Early Learning (DEL) application for Merit STARS ID 

 Portable background check (PBC) application, renewed every three years 

 Fingerprints, as determined by PBC 

 Blood Borne Pathogen Training 

 Food Handler Permit, renewed every two years 
 
 Training to be completed within three months of hire date: 

 CPR, renewed every 2 years 

 Pediatric 1st aid, renewed every 2 years  

 Child Care Basics* 

 10 hours STARS training annually* 
 
*These training costs are reimbursed by Department of Early Learning (DEL). Employee is responsible for 
applying for reimbursement through DEL at: <del.wa.gov/professional-development/financial-support>. 
 
Some training costs, such as Child Care Basics, are reimbursed through DEL. Employees are responsible for 
applying for training reimbursement annually. Employees are responsible for reimbursing TKP for any 
training costs originally paid by TKP and reimbursed by DEL. 
 
Employees are responsible for renewing training such as CPR, Pediatric First Aide, Food Handler’s Permits, 
and Portable Background checks as needed. Employees are responsible for updating training records in 
MERIT. 
 
After the equivalent of three months full time employment, all employees are eligible to apply for Early 
Achievers scholarships to take college level early childhood education courses. Employees can apply for 
scholarships through Walla Walla Community College Early Childhood Education Program. See < 
wwcc.edu> for more information. 
 
 

WAGE and COMPENSATION POLICIES 
 
A.  Compensation 
 
TKP implements compensation policy in a manner sensitive to TKP financial resources and organizational 
values. The Board of Directors reviews compensation policies annually. 
 
B.  Deductions from Paycheck 



 

 

11 

 
TKP follows Federal and State guidelines in making deductions from paychecks.  See Benefits section for 
more information. 
 
C. Pay Period 
 
The pay period is on a monthly basis.  Payday will occur on the 5th of the month. If the 5th falls on a non-
business day, the payday will be on the following business day. Timesheets are due no later than the close of 
business hours on the first of each month. Turning in a late, incomplete, or inaccurate timesheet could result 
in the employee pay being delayed to the following pay period. It is the employee’s responsibility to 
accurately and timely track work time as well as complete, print, sign, and submit the timesheet to the ED. 
 
D. Position Descriptions 
 
Each position shall have a written job description. The description will include the purpose of the position, 
areas of responsibilities, immediate supervisor(s), qualifications required, and working conditions affecting 
the job, e.g., working hours, etc.   The ED shall have discretion to modify the job description to meet the 
needs of the organization.   
 
E. Expense Reimbursement 
 
Employees must have the ED’s authorization prior to incurring any expense on behalf of TKP.  To be 
reimbursed for any authorized expense, an employee must submit an expense report and receipts. 

 
 

EMPLOYEE PERFORMANCE EVALUATIONS 
 
The work of each employee is reviewed on an ongoing basis by the ED to provide a systematic means of 
evaluating work performance.  Providing employee performance evaluations does not in any manner modify 
or alter the at-will employment with TKP. 

 
New employees will be reviewed after at most 6-months of employment.  All employees will be reviewed at 
least annually.   

 
The annual performance review is a formal opportunity for the ED and employee to exchange ideas that 
will strengthen their working relationship, review the past year, and anticipate TKP’s needs and set 
employee goals for the next year.  It is incumbent upon both parties to have open and honest discussions 
concerning the employee’s performance.  It is further incumbent upon the ED to clearly communicate TKP 
needs and employee expectations. 

 
Both the ED and employee will attempt to arrive at an understanding regarding the objectives for the 
coming year.  If the employee does not agree with any portion of the evaluation, they may add a written 
response that will become a part of the record.  This having been done, both parties should sign the 
performance review form, which will be kept as part of the employee's personnel record and used as a guide 
during the course of the year to monitor employee progress relative to the agreed upon objectives. 
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BENEFITS 
 
Definitions of Terms: 
 
Benefits: non-cash compensation that an employee receives as part of being a paid employee of the 
organization.  
 
Statutory Benefits: These are benefits that are required by local, state, and federal law to legally employ a 
person in the United States. The Kids’ Place adheres to all laws at the local, state, and federal level to 
employ people. 
 
Voluntary Benefits: These are benefits are voluntary on the part of The Kids’ Place as an employer. These 
benefits are subject to change at any time based on the needs of the organization as determined by the ED 
and Board. Voluntary benefits are a way of valuing and retaining dedicated and motivated employees. 
 
A. Statutory Benefits 
 

i. Social Security/Medicare/Medicaid 
 
The Kids’ Place participates in the provisions of the Social Security, Medicare and Medicaid programs.  
Employees’ contributions are deducted from each paycheck. TKP contributes at the applicable wage base as 
established by federal law. 
 

ii. Workers' Compensation and Unemployment Insurance 
 
Employees are covered for benefits under the Workers' Compensation Law.  Absences for which worker 
compensation benefits are provided are not charged against the eligible employee's paid time off.  To assure 
proper protection for employees and TKP, any accident that occurs on the job must be reported, even if 
there are no injuries apparent at the time.  Reports of accidents must be made in writing in a timely manner 
to the ED or Board President. 
 
 iii. Employees qualify for unpaid leave based on current state and federal laws listed below and any  

additional that apply.  
Washington State Leave for Domestic Violence, Sexual Assault and Stalking 
Washington State Family Care Act 
Washington State Leave for Spouses of Deployed Military Personnel 
The Uniformed Services Employment and Reemployment Rights Act 
Jury duty 
Voting Access 
 

iv. Notice and leave process: 
 
Employees submit written request for unpaid leave to the director at least one month prior to requested 
unpaid leave. Requests are considered as needed and processed based on guidelines from all applicable state 
and federal laws. 
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B. Voluntary Benefits 
 

i. Insurance 
 
The Kids’ Place provides the opportunity for employees to purchase insurance through AFLAC. An 
AFLAC representative is available to meet with any employee. Employees are responsible for paying 
insurance premiums. TKP facilitates the process by deducting pay and paying premiums as defined by the 
terms of the insurance purchased by individual employees. 
 

ii. Retirement 
 

TKP employees are eligible to contribute to a TIAA retirement account after a probationary period.  
 
C. Paid Holidays:  
 
The Kids’ Place is closed for the following holidays:   
 
Paid School Closures: 
New Year's Day 
Memorial Day 
Labor Day   
Thanksgiving Day 
Christmas Day 
 
Unpaid School Closures: 
Martin Luther King, Jr's Birthday 
President's Day 
Independence Day 
Veteran's Day 
The day after Thanksgiving Day 
Christmas Eve Day 
 
Employees are eligible for paid holidays three months after start date. Employees wishing to take religious 
holidays may substitute a religious holiday for one of those listed above, with advance approval from the 
ED.   
 
D.   Additional School Closure 
 
The Kids’ Place will be closed for the week between Christmas Eve and New Year’s Day (December 24-
January 1).  This is unpaid school closure. 
 
The Kids’ Place is closed for a week in June at the culmination of the school year, prior to starting summer 
session. Staff is required to attend paid training during this time.  
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Paid Time Off   updated January 2018 
 
Paid Time Off (PTO) is defined as any leave including vacation, sick time, or personal leave.  All employees 
are eligible to accrue PTO immediately upon employment. Employees are eligible to use PTO 90 days after 
employment start date.  Employees away for more than three consecutive days without pre-approval may be 
asked by the ED for documentation. 
 
PTO accrual rate is based on the length of employment. The initial accrual rate for all employees is 1 hour 
per every 40 hours worked (a rate of 2.5%). See the table below for complete list of PTO accrual rates.  
 
Unused PTO of 40 hours or less carries over to the following calendar year. Any PTO over 40 hours will be 
forfeit at the end of each calendar year. Any PTO hours unused at the end of employment are forfeit.  If an 
employee is separated and rehired within a 12 month period, the employee continues PTO accrual based on 
the initial hire date. 
 
 
Years of Employment   Accrual Rate (percent of hours worked) 
  

● years  0-2    2.5% 
 

● years 2-4    3% 
 

● years 4 or more   3.5% 
   
 

TECHNOLOGY USAGE POLICY 
 
A.  Ethics and Professional Conduct 
 
TKP owns the information technology resources that it provides to our employees and other users who, in 
turn, have a responsibility to use these resources ethically and for professional purposes.  
 
Users shall:  

● Use computers to assist in performing their assigned jobs 

● Comply with all general personnel policies governing employee behavior while using 
computers and computer systems 

● Only use approved and properly licensed software 

● Ensure that equipment, systems, and data are stored securely 

● Notify ED when equipment is no longer needed or no longer functional so that it may be 
disposed of according to asset disposal procedures. 

  
Users shall not:  

● Use TKP computers or systems in any way that is illegal, disruptive, threatening, harassing, 
demeaning, obscene, profane or otherwise offensive 

● Use TKP computers to play games -even those preinstalled on the computer 
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● Use TKP computers to gamble 

● Download or install their personal copies of software on machines provided by TKP, including 
shareware or freeware, without permission of the ED 

● Introduce data into the system that does not serve a legitimate business purpose  

● Use computers or agency data provided to an employee to perform his/her job following 
termination of employment  

 
Incidental personal use of computers is permissible provided it does not:  

● Interfere with work responsibilities 

● Promote political, religious or profit-making businesses 

● Increase TKP costs 

● Expose TKP to unnecessary risk 
   

B.   Security and Privacy  
 
TKP maintains confidential child, family, employee, and business records. Privacy must be fully protected 
when records with potentially identifiable information are accessed for agency purposes. Software and 
access rights intended to protect confidentiality must not be modified in any way by unauthorized staff. 
Computer usage may be monitored to ensure there is no unauthorized access to confidential information.   
Any information, messages, or photography performed or sent on TKP computers or computer systems 
shall be viewed as the property of the organization. There is no right of privacy in these matters. 
 
Users shall:  

● Use passwords that are regularly changed to properly protect data and system integrity, (exceptions 
must be approved by the ED)  

● Only acquire, use, alter, or dispose of data with proper authorization 

● Use caution related to any media files and attachments on any device on TKP campus.   
 
Users shall not:  

● Violate the confidentiality of data or systems 

● Use software or hardware that jeopardizes the security or integrity of the network or state data 

● Use another individual's user id unless approved to do so 

● Upload any software or data licensed to TKP without approval from the ED  

● Install a program that came from home, a coworker, or from the Internet unless the employee is 
instructed by the ED to do so 

● Open or send any attachments or media files unless the above conditions are met. 
  
C.  Information Access and Retention  
 
Records and data that are stored on computer systems are no different than paper records with respect to 
statutory requirements for retention and disposition.  
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Users shall:  

● Store electronic files in a manner that allows records to be easily located when they are needed 

● Make efforts to provide access to public information 
 
Users shall not:  

● Retain messages or files that do not have a business purpose  

● Store information in a manner that creates a burden to a computer or the network  
 
TKP reserves the right to examine information systems for system performance monitoring and to 
investigate potential abuse of TKP information technology resources.  
 
Users will be held accountable for any breaches of policy, security, or confidentiality.  
 
D. Telephone Use and Personal Electronic Devices 
 
Users shall:  

● Use the office phone (not personal cell phones) for all calls to TKP families regarding their children 
during regular business hours.  

● Store all personal electronic devices in a place that is secure and inaccessible to children during 
regular business hours. 

● Check personal electronic devices only during designated break times. 

● Use personal electronic devices in the event of a work-related or personal emergency on or off 
campus. 

 
Users shall not:  

● Use personal or other phones to communicate with TKP families during business hours. 

● Use personal electronic devices during paid work time on campus. 
 
 

CHILD ABUSE PREVENTION MANDATED REPORTING 
 
Under the Child Protective Services Act, mandated reporters are required to report any suspicion of abuse 
or neglect to the appropriate authorities. 
  
Washington state child abuse and neglect laws are located in Chapter 26.44 RCW. 
  
ALL EMPLOYEES OF The Kids’ Place are mandatory reporters under this law. All employees are required 
to watch a training video annually regarding abuse and neglect prevention. 
  
Employees are required to discuss any suspicions of child abuse or neglect with the Executive Director 
(ED). If in the instance the ED is suspected of child abuse/neglect, an employee would report to the Board 
President. Cases will be reported by the ED, Board President, and/or local authorities as required by law. 
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Employees are not required to discuss their suspicions with parents or other caregivers prior to reporting 
the matter to the appropriate authorities, nor are they required to investigate the cause of any suspicious 
marks, behavior or condition prior to making a report, under the Act. Mandatory reporters can be held 
criminally responsible if they FAIL to report suspected abuse or neglect. We at The Kids’ Place take this 
responsibility very seriously and will make all warranted reports to the appropriate authorities. The 
Children’s Administration will review and investigate any reports. The Child Protective Services Act is 
designed to protect the welfare and best interest of all children. 
 
Children who attend The Kids’ Place are cared for, nurtured, and kept safe at all times. Because child abuse is 
a very serious allegation, policies are intended to protect both the children as well as employees of The Kids' 
Place.  To ensure the health and safety of young children in care, a policy of “Zero Tolerance for Child 
Abuse” is strictly enforced. 
  
Any evidence of physical or sexual abuse or physical discipline is considered abuse. Any person who has 
information about behavior that may reasonably be characterized as suspected child abuse or neglect shall make 
a report to the Director and to appropriate authorities, as required by law. Any employee accused of abuse or 
neglect shall have an opportunity to respond to the allegations. Until the issue is resolved, an employee 
suspected of abuse or neglect may be reassigned, suspended or placed on administrative leave, either with or 
without pay, at the discretion of the Director.  
  
 

PROCESS FOR REPORTING ABUSE 
  
If abuse or neglect is suspected, either by an employee of The Kids’ Place, or by someone outside the 
organization, employees must immediately report the abuse to the director or board president.  
DSHS reporting line: 1-866-363-4276. 
  
WHO Reports:  
1. All employees are mandatory reporters and required by law to report suspected abuse or neglect. 
2. Immediately notify the Executive Director (ED) or Board President (by phone if necessary) and advise him 
or her of the situation. 
3. Complete a detailed incident report and turn it in to the ED with appropriate signatures. 
 
WHEN to Report: 
4. ED phones report within 24 hours of documenting suspected abuse/neglect to the Children’s 
Administration reporting line: 1-866-363-4276. 
5. Continue to log all information with a detailed account of the conversations with the child, and the social 
service caseworker/police officer. Be objective, not judgmental. 
 
WHO Investigates: 
6. The Children’s Administration and/or the Police Department will determine the next course of action. 
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DRESS CODE 
 
Employees are required to wear modest, clean, comfortable clothing, suitable for working with young 
children. Footwear and clothing must be durable and comfortable to be worn inside and outside year round.  
No torn, ripped or tattered clothing is acceptable. No clothing may be worn bearing slogans, pictures, print 
or information that is not suitable for young children. If an employee arrives at work wearing clothing or 
footwear that is not suitable, the employee will be asked to leave and return to work in appropriate attire. 
Time spent away from work to change attire is unpaid time off. 

 
 

LIQUIDS 
 
For the safety of the children, water in a sealed, spill-proof container is the only beverage allowed in areas 
used by children. All other employee beverages must be labelled with name and date and stored in the 
kitchen. This is true for teachers, administration, families, and guests to the school. This also applies during 
field trips. 
 
 

SUBSTANCE USE 
 
Employees are prohibited from using any alcohol, prescription, or non-prescription drugs on The Kids’ 
Place property (campus) or within twenty five feet of campus. If an employee is observed to be under the 
influence at any time during work this is grounds for immediate termination.  
 
If an employee takes any medications or supplements s/he may do so in designated areas on campus only, 
not in view of any children or families. 
 
 

RESOLVING CONFLICTS 
 
The following process is a tool for improving communication between the ED and TKP employees, and for 
improving work performance.  This process shall not be used to contest termination or to make a 
complaint.  Complaints such as in the case of harassment or discrimination should be raised using the 
Complaint Procedures described above. 
 

● First, an employee is expected to attempt to resolve the conflict directly with whom s/he has 
conflict. 

● Next, the employee is expected to consult with his or her direct supervisor regarding any action, 
occurrence, or attitude either expressed or implied that is causing conflict. 

● If a satisfactory agreement for resolution cannot be made through regular channels, the 
employee may speak to the ED.  If the ED is the employee’s supervisor and the issue involves 
the ED, the employee may go to the Board President. 
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● All conflicts shall be dealt with by encouraging communication and mediation between the 
affected parties.  The ED (or the Board President in cases that involve the ED) shall be 
responsible for ultimately determining how the conflict will be resolved.  All efforts shall be 
made to resolve the conflict as promptly as possible. 

● See organizational chart below for further information. 
 
 

PERSONNEL RECORDS 
 

Personnel records are the property of TKP, and access to the information they contain is restricted and 
confidential.  A personnel file shall be kept for each employee and should include the employee’s job 
application, copy of the letter of employment, and position description, performance reviews, disciplinary 
records, records of salary increases and any other relevant personnel information.  It is the responsibility of 
each employee to promptly notify his or her supervisor in writing of any changes in personnel data, 
including personal mailing addresses, telephone numbers, names of dependents, and individuals to be 
contacted in the event of an emergency.  

 
 

OUTSIDE EMPLOYMENT 
 
Individuals employed by TKP may hold outside jobs as long as they meet the performance standards of 
their job with TKP.  Employees should consider the impact that outside employment may have on their 
ability to perform their duties at TKP.  All employees will be evaluated by the same performance standards 
and will be subject to TKP scheduling demands, regardless of any outside work requirements. 
 
If TKP determines that an employee's outside work interferes with their job performance or their ability to 
meet the requirements of TKP, as they are modified from time to time, the employee may be asked to 
terminate the outside employment if he or she wishes to remain employed with TKP. 
 
Outside employment that constitutes a conflict of interest is prohibited.  This includes working for 
currently enrolled TKP families.  Employees may not receive any income or material gain from 
individuals or organizations for materials produced or services rendered while performing their jobs with 
TKP.  
 
 

NON-DISCLOSURE OF CONFIDENTIAL INFORMATION 
 

Any information that an employee learns about TKP, enrolled children and families and staff, as a result of 
working for TKP that is not otherwise publicly available constitutes confidential information.  Employees 
may not disclose confidential information to anyone who is not employed by TKP or to other persons 
employed by TKP who do not need to know such information to assist in rendering services. There will be 
no communication through personal electronic devices or email with TKP families regarding TKP business. 
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TERMINATION 
 
TKP will take appropriate disciplinary action, up to and including termination, when an employee engages in 
conduct inconsistent with its policies and procedures or ordinary, reasonable, or common sense rules of 
conduct, or fails to perform job duties in an acceptable manner. Employees can consult with their 
supervisor if they have any questions about the general standards expected of TKP employees.  This policy 
does not alter or change in any manner the fact that employees at TKP are at-will and are terminable by 
TKP at any time, with or without notice or cause. Notwithstanding anything in this document or any other 
organizational policies or practices, written or oral, TKP reserves the right to terminate employment at any 
time, with or without notice or stated reason. 
 
 

DISCIPLINARY PROCEDURE 
 
Without alteration of the at-will employment relationship or waiver of TKP’s right to terminate its 
employees with or without cause, TKP may engage in a progressive disciplinary process, which may include, 
but is not limited to, verbal or written warnings, performance plans, and suspension from work without pay, 
and discharge. There is no requirement that a progressive disciplinary process be followed in any individual 
circumstance or that the process follow a particular order. TKP’s practice of following progressive discipline 
in situations does not obligate it to do so in all situations, and the organization reserves the right to 
determine what discipline is appropriate in its discretion. 
 
 

VOLUNTARY TERMINATION 
 
Employees who voluntarily terminate their employment with TKP are urged to provide at least one month 
advance notice. Such notice of resignation should be submitted in writing to the ED.  
 
 

REDUCTION IN WORK FORCE 
 
From time to time, it may be necessary to reduce TKP’s work force based upon the changing needs of the 
organization. A reduction in work force may be accomplished at TKP discretion through temporary layoffs 
or permanent terminations. TKP may also, as an alternative to layoffs or terminations, and at its sole 
discretion, first seek employee volunteers to take time off without pay.  Advance notice will be given 
whenever possible to the affected employees.  
 
 

INVOLUNTARY TERMINATION 
 
All organization employees are employed at-will. Employees terminated involuntarily will be issued their 
final paycheck on the next regularly scheduled payday unless otherwise required by law. 
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ORGANIZATIONAL CHART 
 
Each employee is responsible to know the following information at all times while working: 

 Who is in charge? 

 Where are they? 

 How can you get a hold of them? 

 How many children currently responsible for? 

 
PROFESSIONAL ASSOCIATIONS 
 
WASHINGTON STATE DEPARTMENT OF EARLY LEARNING (DEL) 
TKP is licensed through the Washington State Department of Early Learning (DEL). TKP complies with all 
laws and regulations governing WA State licensed childcare facilities. Annual inspection and compliance 
reports are available to employees upon request. For more information on DEL please visit <del.wa.gov>. 

 
WASHINGTON STATE EARLY LEARNING GUIDELINES 
 TKP uses Washington State guidelines to inform curriculum development. Washington State guidelines are 
available in full at: <http://www.k12.wa.us/EarlyLearning/guidelines.aspx>. 
 
EARLY ACHIEVERS PARTICIPATION 
TKP participates in Early Achievers, a quality rating improvement system managed through Child Care 
Aware of Washington (wa.childcareaware.org). Every three years, TKP teachers and classrooms are 
observed. The observation leads to a rating score of 1-5.  
 
NATIONAL ASSOCIATION FOR THE EDUCATION OF YOUNG CHILDREN (NAEYC) 
All employees of TKP follow the NAEYC Code of Ethical Conduct and Statement of Commitment, 
available in full at <naeyc.org>. 

Board of Directors Executive Director

Lead Teacher Assistant Teacher

Lead Teacher

Assistant Teacher

Assistant Teacher

Lead Teacher

Assistant Teacher

Assistant Teacher

Assistant Teacher

Volunteers

Substitute Assistant 
Teachers

Custodian
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The Kids’ Place 
ACKNOWLEDGMENT OF RECEIPT AND UNDERSTANDING OF EMPLOYEE 

HANDBOOK 
 

I certify that I have read, understood, and will abide by The Kids’ Place Employee Handbook and the 
policies and procedures contained therein. 
 
I understand that the policies outlined in the employee handbook do not constitute a contract. 
 
I certify that I have read and understand The Kids’ Place Equal Employment Opportunity Policy, 
Harassment Policy, and complaint reporting procedure. 
 
I have read, reviewed, and understood the NAEYC Code of Ethical Conduct. I will abide by and conduct 
myself in a way that reflects the highest code of professional conduct. 
 
I understand that I have an obligation to take advantage of the complaint reporting procedure and to report 
any unwelcome and unlawful harassment. 
 
I give permission for TKP to share contact information form among staff and board members for 
emergency preparedness. 
 
I understand that my employment with TKP is at-will, meaning that it may be terminated either by me or 
by TKP at any time with or without cause. 
 
I understand that this handbook supersedes all prior handbooks and any oral or written statements of TKP 
policy. 
 
I understand that the employee handbook and the policies contained therein may be changed by TKP at any 
time for any reason. 
 
 
 
 Signature_____________________________________________ 
 
 Print Name____________________________________________ 
 
 Date_________________________________________________ 
 
 
Please sign and return to the Executive Director of The Kids’ Place. 
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The Kids’ Place 
CONFIDENTIALITY POLICY AND PLEDGE 

 
Any information that an employee learns about The Kids’ Place, its children and families, as a result of 
working for The Kids’ Place that is not otherwise publicly available constitutes confidential information. 
Employees may not disclose confidential information to anyone who is not employed by The Kids’ Place or 
to other persons employed by The Kids’ Place who do not need to know such information to assist in 
rendering services. 
  
The disclosure, distribution, electronic transmission, or copying of The Kids’ Place confidential information 
is prohibited. Any employee who discloses The Kids’ Place confidential information will be subject to 
disciplinary action (including possible separation), even if he or she does not actually benefit from the 
disclosure of such information. 
 
 I understand the above policy and pledge not to disclose confidential information. 
 
 Signature_______________________________________________ 
 
 Print Name______________________________________________ 
 
 Date____________________________________________________ 
 
Please sign and return to the Executive Director of The Kids’ Place. 
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The Kids’ Place 
MANDATORY REPORTER ACKNOWLEDGEMENT 

 
Under the Child Protective Services Act, mandatory reporters are required to report any suspicion of abuse 
or neglect to the appropriate authorities. 
  
Washington state child abuse and neglect laws are located in Chapter 26.44 RCW. 
  
ALL EMPLOYEES OF The Kids’ Place are mandated reporters under this law. 
  
Employees are required to discuss any suspicions of child abuse or neglect with the Executive Director 
(ED). If in the instance the ED is suspected of child abuse/neglect, an employee would report to the Board 
President. Cases will be reported by the ED, Board President, and/or local authorities as required by law. 
 
___ (initial) I understand the above policy that I am a mandated reporter.  
 
___ (initial) I understand the process to report suspected child abuse and/or neglect. 
 
___ (initial) I have watched the training video and had time to ask my supervisor questions about the  

       proper procedure for reporting child abuse and/or neglect. 
 
 Signature_______________________________________________ 
 
 Print Name______________________________________________ 
 
 Date____________________________________________________ 
 
Please sign and return to the Executive Director of The Kids’ Place. 
 
 
 
 
 
 

 
 
 

 
 
 


