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this handbook 
 
We’re thrilled to have you join our family at First Circle Learning Center! We hope you’ll find this hand-
book useful as you navigate your life at First Circle. As you read, please keep in mind that you are respon-
sible for adhering to the policies and following the procedures described in this handbook during your 
employment.  
 
This handbook is neither an implied nor expressed contract. The purpose of this handbook is to define 
human resource policies, administrative policies, operational policies, procedures and benefits to help 
you perform your job. We value each employee as an individual and recognize that no manual can cover 
all situations. You are welcome and encouraged to come to us with questions, to clarify information, or to 
ask for assistance from any of us. We encourage you to refer to this manual frequently and ask any ques-
tions you may have. 
 
We look forward to a long, successful relationship with you!  
  

STAFF COVID 19  
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what is culture 
Culture is the character and personality of an organization. It's what makes a business unique and is a com-
bination of our core values, traditions, beliefs, interactions, behaviors, and attitudes. A company’s culture 
shows itself in the way they treat their customers (both big and small) and the people (employees, vendors, 
subcontractors) whose job it is to take care of these customers. 

At First Circle, we don’t just talk about our mission and values, we live them. We make it our top priority to 
create a warm and friendly environment where families and staff feel welcome, included, respected, and 
safe. We work hard to foster a positive, fun, and happy work environment and we’re proud of our long-term 
staff. We appreciate and support our staff with competitive compensation, generous benefits, growth op-
portunities, teamwork, work-life balance, opportunities for creativity, management support, and great swag 
and fun stuff! 

In short, we appreciate you and we hope you feel that this is an environment where you can learn, grow and 
thrive. We hope you will help us create an environment for families, children and each other that is welcom-
ing, inclusive, respectful and safe. 

our story 
First Circle was founded in 1997 by Charlie Marcotty and Marcy Smith Lee. They met in 1987, working to-
gether in nonprofit educational administration. After a decade of loving their work collaboration, they were 
both ready to move on professionally and start their own families.  

When a friend retired from her established early childhood center in Lexington, it was an opportunity for 
them to continue to work together to make a difference in the world. Their goal was to create a high quality 
early childhood program and workplace based on their core values. 

Charlie and Marcy both had two children who graduated from the program for kindergarten and then re-
turned as employees. In 2022, Marcy retired to spend more time with family and travel. Charlie continues to 
be actively involved in the daily program. 

 

history 
Education is the principal goal of Idris, Inc., Idris II, Inc., and Idris III, Inc., the Massachusetts-based corpora-
tions doing business as First Circle Learning Centers. Idris is the Latin word for knowledge, wisdom and ex-
perience. In 1997, Charlie and Marcy formed Idris, Inc. and acquired the program called Care-a-Lot Child 
Care Center and Lexington International Preschool. After completing extensive renovations and upgrades, 
they renamed the program First Circle Learning Center. By 2015, First Circle had its first waitlist. 

In 2019, First Circle acquired the Kiddie Lodge in Framingham. Started in 1955 in a large homestead/barn 
built in the 1840’s, the previous owners brought the Kiddie Lodge to the highest state quality level, QRIS 4.  

In 2021, First Circle acquired Hugs Plus in Stoughton, a high-quality program for 30 years. 

 

 CULTURE 



 
 

 

First Circle Learning Center Employee Handbook     1/25/23 - 2 

 

what sets us apart? 
25+ years educating the next generation: We’ve been bringing families together since 1997, and we pride 
ourselves on our close-knit community and long-term staff.  

Warm and friendly is what we do best: Everything we do is dedicated to creating a warm and friendly 
community where families and staff feel welcome, included, respected, and safe.  

Our unique curriculum: We created our proprietary curriculum to incorporate research into how young chil-
dren learn best and exceed the Massachusetts state standards.  

Our educators are experts in helping children grow and learn: We pride ourselves on our hundreds of 
years of early learning experience under one roof! We excel at developing the whole child, fostering lifelong 
learning, and readying children for kindergarten and beyond. 

A playground built for learning: Every day on our expansive playgrounds, we give children opportunities to 
develop healthy bodies and lifestyles, respect for nature, and to stretch their social skills and imagination. 

 

meet our team 
 LINES OF AUTHORITY 

First Circle Learning Centers are licensed by the Department of Early Education & Care (EEC) and all our 
policies and procedures are in keeping with EEC regulations. A copy of the regulations can be viewed in the 
office. First Circle undergoes an extensive re-licensing and review process every two years and is subject to 
periodic unannounced visits from our licensor at any time. 
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 EXECUTIVE ADMIN  

LEADERSHIP TEAM 
• Charlie Marcotty, Co-Founder & President Charlie is responsible for the decision-making and oversight 

of all aspects of the program, including the educational program, administrative, financial, and operational 
aspects, supervision of staff, and support of families and children. Charlie supervises the Director, Busi-
ness Manager, Human Resources Manager, and Director of Operations.  

• Liz Smith, Business Manager Liz is responsible for the management of all financial and office operations 
for First Circle Learning Centers. She works in collaboration with the Executive Director and Director of 
Operations, and is based at the Lexington site.  

• Stephanie Monterroso, Executive Director Stephanie oversees staff management, health and safety, and 
family management. Stephanie supervises all site Directors and works in collaboration with the Business 
Manager and Director of Operations. Stephanie is also Director of the Lexington school. 

• Kim LoCicero, Director of Operations Kim is responsible for overseeing curriculum, operational processes 
and systems, marketing and recruitment, and helps support families and children. Kim works in collabora-
tion with the entire Executive Admin team and supervises the Operations Assistants.  

• Jenn Hickey, Human Resources Manager Jenn serves as the "ear" of the organization, representing the 
voice of all employees. She is responsible for benefit management, HR compliance, and consults with the 
Admin Team on all aspects of the employee experience. 

 
SUPPORT TEAM 
• Amy Brazil/Chrissy Brewer, Operations Assistants Chrissy and Amy support Kim in operations, as well 

as site administration across all First Circle locations. They manage front-end recruitment tasks, the 
voucher process, marketing and data analysis tasks, as well as being on-site support when needed. 

 PROGRAM ADMINISTRATION 

DIRECTOR. The Director is responsible for the supervision, oversight, and management of all aspects of the 
program, including the educational program, administrative and operational aspects, supervision of staff, 
and support of families and children. The Director reports to the Executive Director. 

ASSISTANT DIRECTOR. The Assistant Director supports the Director in the supervision, oversight, and 
management of all aspects of the program, including the educational program, administrative and opera-
tional aspects, supervision of staff, and support of families and children. The Assistant Director reports to 
the Director. 

OFFICE MANAGER. The Office Manager supports site administration in the management of administrative 
duties essential to keeping the site running efficiently and smoothly. This position is split between class-
room duties and office duties. 
 

 EDUCATORS  

TEACHER. Teachers at First Circle are EEC certified. They share responsibility for the overall classroom 
management and educational program with a co-teacher and are permanently assigned in a classroom. 
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Teachers supervise Classroom Assistants and model teaching skills, style, and professional experience. 
Teachers are supported, supervised, and reviewed by the Director. 

FLOATING TEACHER. Floating Teachers are EEC certified as Teachers. They may be temporarily assigned 
to a classroom, or float daily between different classrooms. Floating Teachers are responsible for imple-
menting the curriculum that has been developed by the classroom Teacher. Floating Teachers are sup-
ported, supervised, and reviewed by the Director. 

CLASSROOM ASSISTANT. Classroom Assistants are not EEC certified. They may be permanently assigned 
to a classroom, or float between different classrooms. Assistants are responsible for supporting the imple-
mentation of the curriculum that has been developed by the classroom Teacher. Classroom Assistants are 
supervised and directed by the Classroom and/or Floating Teacher(s). Assistants are never unsupervised or 
left unattended with children, and do not administer First Aid or medication. Assistants are supported, su-
pervised, and reviewed by the Director. 

DESIGNATED TEACHER. EEC regulations require that in the temporary absence of the Director, we appoint 
a designee who is responsible for administration of the center. The designee must meet the qualifications of 
a teacher. The designee does not need to be Lead Teacher or Director certified, and, if the Director is absent 
more than three days, will be scheduled in the office. The Designated Teacher assists the administrative 
staff to ensure the daily schedule is correct and supports them in the office as needed. The Designated 
Teacher is required to advise and work with the Administrative Team in the event of an emergency or an is-
sue that impacts on the program.  

 

mission, vision, values + standards 
 
A MISSION STATEMENT is why we are in business, not what we do. Our mission is 
to be dedicated to making a difference by compassionately helping people – both big 
and small – to learn, grow, and thrive.  

 

A VISION STATEMENT is a company's road map, stating what the company wants to 
become and setting a direction for the company's growth. Our vision is to be a recog-

nized leader in providing high-quality early childhood education to make a positive and 
meaningful impact on the lives of as many families, children, and staff as possible. 

 

 
 
CORE VALUES describe the employee behaviors and mindset required to achieve the company vision.  
For almost three decades, we’ve been dedicated to being an exceptional place both for children, families and 
to work. We incorporate our core values into all our policies, decisions, communication, and actions.  
 
RESPECT  We believe in respecting everyone’s abilities, limits, feelings, values, backgrounds, perspectives and privacy. 

INTEGRITY We believe in integrity, acting in an ethical, fair, and transparent manner. 

GROWTH We believe in growth as a lifelong journey, that learning from challenges helps achieve our greatest potential. 

 our core values – what we believe in 
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FLEXIBILITY We believe in flexibility, creating options in our policies and practices to support our families and staff. 

EXCELLENCE  We believe in excellence, going above and beyond the highest standards in everything we do. 

 
STANDARDS help define what our customers and team can expect. To ensure our program remains the 
high-quality program we pride ourselves on, First Circle’s standards serve as the guidelines for how we ap-
proach both families and staff and remind us of the obligations we have to our families, our co-workers, and 
ourselves.  

 
 
 
 
WELCOMING – We are an open-door program that warmly welcomes children, families and staff. 

PROFESSIONAL – We are skilled early childhood professionals who pride ourselves on our high standards. 
SAFE – We are safe and secure, with trained and experienced staff, and an open layout. 
CARING – We are caring and nurturing in our actions, thoughts and words. 
RESPONSIVE – We take great pride in being responsive – we actively listen and provide effective solutions. 

 

 

 
 

EDUCATE Learning is the heart of what we do. Our curriculum educates the whole child while respecting individual 
learning style and pace. 

PLAY – We teach children through play because they learn best when active and engaged. 

PARTNER – We partner with parents, staff, children, and the community to build trust and achieve shared goals. 

SUPPORT – We support each person’s unique needs and goals with sensitivity and flexibility. 

READY – Our program readies children for their next steps, preparing them for future success in school and life. 

 

expectations 
 WHAT WE EXPECT FROM YOU 

JOB DESCRIPTION. First Circle has both a summary job description for every position as well as detailed 
job responsibilities; your specific job description is at the end of this handbook. As an employee, it is ex-
tremely important that you be familiar with your job description. It defines your specific duties and serves as 
the basis for review of your job performance. In summary: 
Culture. We expect you to uphold First Circle’s mission, vision, core values, and professional/program 
standards. 

Compensation. We expect you to work your schedule, be punctual, flexible and show up! 

Compliance. We expect you to comply with all state regulations and First Circle policies and procedures. 

Connection. We expect you to create connections with your coworkers and families, and promote home-
school partnerships 

  professional standards - who we are 

  program standards - what we do 
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Communication. We expect you to have regular, respectful, and open communication with children, families, 
and coworkers. 

Curriculum.  We expect you to implement First Circle's curriculum and daily program and create learning 
opportunities throughout the day. 

 
PROFESSIONALISM. By now you have a pretty good idea of our standards. We CHOSE YOU to be part of 
our team and we're rooting for you to be with us for the long-term. We're committed to supporting you and 
helping you take the next steps in your career. And we ask you to be committed to being professional.  

Being professional is about attitude, conduct, and presenting yourself with self-respect and dignity. It means 
having a willingness to learn, cooperating and getting along with others, showing respect, and living up to 
your commitments. It also means avoiding behaviors that create difficulties in the workplace. By asking you 
to join our team, we expect that you will adhere to our standards of professionalism. That includes:  

• Policies Following First Circle policies and procedures as outlined in your job description and this Em-
ployee and Handbook  

• Attitude Arriving to work with and maintaining a positive attitude each day  

• Team player Contributing your fair share of responsibilities and maintaining a balance of workload 
among colleagues  

• Meetings Participating in and contributing to meetings and discussions  

• Time management Managing your time well, passing in paperwork on time, giving notice for absences, 
arriving on time ready for the first child  

• Flexibility Remaining flexible with classroom assignments and schedule—expecting the unexpected, 
pinch hitting for a team member in need  

• Safe Staying alert about health and safety matters—ensuring the safety of equipment, washing and 
sanitizing toys and surfaces, managing illness  

• Feedback Accepting, using and providing feedback to improve your work  

• Proactive Looking for ways to improve the program, offering solutions to problems and resisting the 
urge to complain or communicate in a negative manner  

• Communication Communicating professionally with others and avoiding gossip and/or negative interac-
tions with coworkers  

• Participation Participating in social events/activities outside regular hours  

• Attire Presenting a clean, healthy, professional appearance [see Personal Appearance] 

While conducting yourself in the ways listed above does not guarantee you won’t have issues with your co-
workers, if we all, no matter what our title, commit to conducting ourselves in these ways, we’ll be very 
close to our goal of having a workplace that is respectful, nurturing, professionally rewarding, and fun! 
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 WHAT YOU CAN EXPECT FROM US 

APPRECIATION We very much value the role of Early Childhood Educators in helping us make a difference 
in the world. Our staff is the heart of what we do and we do everything possible to provide a culture based 
on good communication, teamwork, living our values, and plenty of fun!  

TEAMWORK Our structure is based on collaborative co-teaching teams. We give teachers support and the 
tools they need to succeed, like floating teachers for classroom support and time off.  

COMMUNICATION We work hard to make every communication honest, friendly, and compassionate. We 
believe that open communication builds a better team and we encourage you to share feedback, ideas, or 
suggestions with us and to ask questions.  

COLLABORATIVE LEADERSHIP We know what it’s like to work in an environment where management is 
critical, unsupportive and inflexible, where coworkers are cliquey and there’s gossip and ill will. That’s why 
we do our best to provide you with flexibility, responsive communication, and a strong partnership. 

GROWTH We’re committed to your personal and professional growth, so we offer opportunities for ad-
vancement, mentorship, as well as paid professional development.  

CREATIVITY As a teacher, we welcome you to personalize your classroom, lesson plans, and activities. We 
support our teachers with fully stocked classrooms and a generous classroom budget.  

FEEDBACK We really want to know what you think! Our tight-knit community of staff allows for open com-
munication between staff and administration. We welcome all of your input, including both positive feed-
back as well as suggestions of how we can potentially grow. 

WE LOVE TO HAVE FUN We believe in the importance of laughing every day and building lifelong friend-
ships. We love to spend time together outside school and make having fun one of our top priorities. 

 EQUAL OPPORTUNITY EMPLOYER 
First Circle is an equal opportunity employer. We are committed to providing equal employment opportuni-
ties for all employees in all aspects of employment, to prevent any unlawful discrimination or harassment of 
any individual working at First Circle, and to provide a mechanism by which individuals can bring any con-
cerns about discrimination or harassment to First Circle's attention. 

First Circle expects all individuals to treat each other with dignity and respect. We are committed to main-
taining an environment in which employees are not subjected to different treatment because of legally pro-
tected characteristics and will not accept or tolerate any discrimination toward employees based upon the 
following characteristics: race, color, religion, sexual orientation, national origin, age, gender, gender expres-
sion or identity, pregnancy, marital status, genetic background, disability or veterans’ status, ancestry, citi-
zenship, or any other characteristic protected by federal, state or local laws.  

 NON-DISCRIMINATION 
As part of First Circle’s core values, we welcome and encourage diversity, multiculturalism and anti-bias 
both in our student body and our staff. First Circle does not discriminate in its programs, activities, facilities, 
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employment, or educational opportunities on the basis of any protected characteristic. This policy extends to, 
but is not limited to, recruitment, selection, compensation, benefits, promotion, training, and termination. 

We seek at all times to offer a respectful environment where harassment and intolerance are not allowed, 
and where differences in background, cultures, and abilities are celebrated. 

 

staff satisfaction + engagement  

 REWARD + RECOGNITION 
We know you are working hard on the job and at home, so we recognize our team members for a variety of 
accomplishments: personal victories, big wins, extra effort, career achievements, healthy habits, and com-
pany milestones. Oh, and we just love to give company swag! At our monthly staff meetings, we choose a 
staff member as our Employee of the Month from nominations submitted by their peers. So during the 
month, if you see someone giving a helping hand or you witness great work, don't forget to let them know 
by nominating them for Employee of the Month. 

 FEEDBACK 
As an organization that believes passionately in education and development, First Circle is committed to 
continuously working to improve all aspects of our programs. We welcome feedback at any time from our 
families and staff, whether on our regular surveys, or a conversation with our administrative staff. Around 
the building, you'll notice a QR code to submit anonymous and confidential feedback to our HR Manager. 
We can't fix it if we don't know about it, so if you have an improvement you’d like to suggest, please let us 
know! Our ears are open! 
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There are many reasons that employees choose a place of employment. We believe that providing a 

supportive, respectful, and fun environment is as important as offering competitive salaries and bene-
fits. We work hard to ensure that our staff feels that our compensation and benefits recognize and value 
their contribution and dedication to children. 

 

classroom assignment 
• Classroom assignments are based on several different factors, including certification, work experience, 

compatibility with other educators, personal preference, and the needs of the program.  

• Assignments are also assessed based on daily need, and educators may be asked to temporarily substi-
tute for a teacher who is absent in another classroom. When such situations occur, we’ll make every at-
tempt to have educators substitute in a classroom within their program.  

• If at any time you would like to request a classroom reassignment, please speak with your Director.  

 

work schedule 
Morning and afternoon educators work together to implement the day’s curriculum and provide for the chil-
dren’s daily needs. Consistency of caregivers is important for the quality of care, so we strive as much as 
possible for consistency in the scheduling of staff in the classroom. There will likely be a different staff 
member when parents drop off and when they pick up their child. 

 
 WEEKLY SCHEDULES  

Employee schedules are determined by enrollment, availability, and seniority. Although we will do our best 
to respect individual preferences for schedules, staff members are expected to work the schedule we have 
determined will best maintain a high standard of care for our children and families. We reserve the right to 
increase or reduce or eliminate staff hours or employment due to a change in student enrollment.  

The following guidelines apply to work schedules: 

• Full-time: scheduled to work 30 paid hours or more per week. 

• Part-time: scheduled to work less than 30 paid hours per week. 

• The work week begins on Sunday and ends on Saturday.  

• Educators are expected to be in their classroom ready to begin work at their designated start time. 

• Staff members may not work more than, less than, or make any changes to their established schedule 
without prior authorization from the Administration. 

 

 HUMANITIES  
We use an online program to schedule and track the weekly schedules of the center. Schedules are posted 
for you to view by 6pm on Wednesdays. Please “acknowledge” your schedule. An app is available for 
download on iOS and Android devices as well.  

 COMPENSATION 
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 BREAKS  
Because of the stressful nature of childcare, we encourage all staff members to take regular breaks during 
their workday. By state law, any employee working six or more hours must be provided with a half-hour 
unpaid meal break.  

There are certain times when it may be necessary for you to briefly leave the class under the supervision of 
your co-worker, including: bathroom breaks (for staff or for one of the children in your class); getting/prepar-
ing snacks for the children; getting/preparing materials for a particular project; or coming to talk to the Ad-
ministration about an issue that cannot wait until the end of your shift. In all cases, we expect that you will 
be considerate of your co-workers and of your responsibility to your class and keep time out of the class-
room under ten minutes. For any other reason, or for any purpose that takes you out of the building (exam-
ples: to go out to get lunch, or to smoke a cigarette) you must use your scheduled break time.  

Here are our break guidelines: 

• Your break is a half-hour in length, unpaid. 
• You may not skip or change a scheduled break without approval from Administration.  
• You must clock in and out for any break and may leave the premises if you wish. You may NOT take this 

break in any classroom.  

• Nursing mothers can split their break into two to accommodate their child’s feeding schedule. 
• All breaks will be scheduled and covered by qualified personnel.  
• If you leave the building for anything other than a scheduled break (i.e. smoking or taking a personal 

phone call), you must obtain coverage AND CLOCK OUT.  
• It doesn’t happen often, but sometimes Admin will ask you to either forgo taking your scheduled break 

(leaving early instead), or to take your break earlier or later than scheduled.  

 
 TIME OFF REQUESTS 

Any requests for time off must be handled according to the guidelines listed in the PTO section below. 
 

 SCHEDULE CHANGES 
If you would like to request a change to your current schedule, a Staff Schedule Change Form must be com-
pleted and submitted to the Director. Please note that no request is guaranteed, so you should not schedule 
classes or outside activities until you receive approval from the Director. You will be notified as soon as pos-
sible whether your request has been approved, and an explanation will be provided if the request cannot be 
accommodated. No change to the current schedule may occur without prior approval. Seniority, availability 
of coverage, and job performance are the most important factors considered by the Administration when de-
ciding whether to approve a schedule change. 

 

punctuality & absences  
As in any business, dependability of our employees is essential to the operation of the center. We rely on 
you. Our policy is to make fair and reasonable allowances for an employee’s absence, being aware that a 
moderate amount of absence due to sickness or emergency situations is often beyond your control. If you 
become ill or have a personal emergency for which you must miss work, you must follow the procedures 
outlined below: 

• You must provide at least 2 hours’ notice prior to an absence. If you are calling during center hours, you 
must speak with someone. Do not leave a message. If it is after hours or before opening, and you are not a 
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scheduled opener, you may leave a message on the attendance hotline, NOT on the Director’s voicemail. 
Every staff member has a copy of the most current phone numbers for all staff and administration. Addi-
tional copies are always available in the office. 

• To protect the health of your co-workers and yourself, you must follow the guidelines in Health and 
Safety to determine whether you should come to work. Only you can make the final decision of whether 
you should work, bearing in mind your contagiousness, your alternatives for child care, and your overall 
attendance patterns. 

• If you are out sick or for an emergency and have not completed a Time-Off Form in advance, or you were 
late for your shift in excess of 30 minutes, you must submit an Unscheduled Absence Form to the Director 
within 24 hours of your return. Additionally, PTO must be recorded on your Time Sheet. 

 

 EXCESSIVE ABSENCE 
Staff who are consistently late or absent place a burden on all of us, and especially on the children. Exces-
sive tardiness or absenteeism, regardless of prior notification, may lead to disciplinary action, up to and in-
cluding dismissal. 
• Staff members who have an unplanned absence of more than three consecutive scheduled days may be 

required to present a doctor’s note. 

• Dependability will be one of the key factors we consider when we determine raises, schedules, bonuses 
and advancement. 

• More than two call-outs during any month without extenuating circumstances will result in a warning. 

 

categories of employment  

FULL-TIME EMPLOYEES. Employees who work 30 or more hours weekly are considered full-time and are 
eligible for benefits as described in the Benefits section. 

PART-TIME EMPLOYEES. Employees who work less than 30 hours weekly are considered part-time and 
are not eligible for the benefits listed on page 40, Benefits for Full-Time Employees section. 

SEASONAL EMPLOYEES. Employees who work during college vacations are considered seasonal. These 
employees are eligible for benefits when consistently working 30 hours or more during one time period.  

NON-EXEMPT EMPLOYEES. Employees in non-administrative positions who are paid hourly wages as 
determined by state eligibility requirements. Non-exempt employees are paid overtime wages for any hours 
above 40 worked in a week.  

EXEMPT EMPLOYEES. Employees in administrative positions who are paid salary. Exempt employees are 
not eligible for overtime wages.  

 

wages 

 HOURLY WAGES 
We base an employee’s starting hourly wage on qualifications, experience, training, education and job re-
sponsibility. All non-administrative employees are paid on an hourly basis. Employees are compensated for 
any time spent on the premises at First Circle during the work week.  
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 PAYCHECK 
PAYDAY. Employees are paid on a weekly basis every Friday. New employees will receive a paycheck the 
second Friday after their first day of employment.  
DIRECT DEPOSIT. You may elect to have your entire paycheck (or a portion of it) directly deposited into 
your checking or savings account, or a combination of up to six accounts. The funds are available at the start 
of business on the payday.  
PAYSTUB. Using the login and password you created to onboard yourself through payroll 
(commpayhr.com), you can continue to access your payroll information. This includes your weekly paystub, 
PTO balance, benefit information, taxes, direct deposit, etc.  

 
 CLOCKING IN & OUT 

All hourly employees are responsible for accurately recording the hours they work by using the fingerprint 
scan. You must accurately record the time you begin and end work, as well as the beginning and ending time 
of each break or departure from work for personal reasons. If you miss clocking in or out for any portion of 
your shift, please let the site Admin know and they will adjust your record in Procare. Each non-exempt em-
ployee must submit a weekly Time Sheet reflecting all hours worked, within the following guidelines: 
• We are required by federal law to maintain accurate time sheets for time worked by our employees. The 

time sheet is a legal document and must include the accurate times and your signature.  

• The work week begins on Sunday and ends on Saturday. Time sheet printouts of the previous week are 
distributed on Mondays for review. You must review your weekly time sheet and correct any errors by 
10:00 a.m. on Wednesday. 

• Make sure to include time spent in team meetings, staff meetings, parent conferences, parent social 
events or any other activities on your weekly time sheet. 

 
 PAY CATEGORIES  

Depending on your benefit eligibility, your paycheck will categorize your wages by hourly wages, overtime, 
or other categories of pay listed in the Benefits section: 

 
REGULAR HOURS. Compensation is calculated by multiplying hourly wages by the number of hours 
and/or minutes worked in a particular work week.  
 
OVERTIME. As required by the federal government, all non-exempt First Circle employees are paid one 
and one-half times their hourly salary for any hours worked in excess of 40 hours per work. Non-exempt 
employees include Teachers and Teaching Assistants. The only exempt First Circle employees are members 
of the Administrative team, who are salaried, and therefore not eligible for overtime. Other guidelines: 
• You must be authorized by Administration to come in early, work late, or work through scheduled breaks. 

• To calculate overtime, hours paid are hours actually worked, not including PTO, holiday, emergency clo-
sure, leave of any kind or other personal time. They don't include any meal or other break time for which 
you're required to sign out. 

• By federal law, “comp” time is not available. 

 

OTHER CATEGORIES. Other than regular hours, your weekly paycheck can include hours paid in other 
categories including PTO, holiday pay, jury duty, bereavement, staff meetings, required training, PR events, 
emergency closing/delayed open, bonus, late fee, or maternity leave. 
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 DEDUCTIONS 
First Circle is required by law to make certain deductions from your paycheck each period for taxes. You may 
also choose to have voluntary deductions from your paycheck, like contributions for insurance premiums, re-
tirement plans, spending accounts, or other services. Your deductions will be reflected in your wage state-
ment. 

 
TAXES. Required tax deductions include income and unemployment taxes, Federal Insurance Contributions 
Act (FICA) contributions (Social Security and Medicare), and any other deductions required under law or by 
court order for wage garnishments.  
• The amount of your tax deductions will depend on your earnings and the number of exemptions you list 

on the W-4 Form, as well as the state withholding form.  

• First Circle will not make deductions to your pay prohibited by federal, state, or local law. If you have any 
questions about deductions from your pay, please speak with the Director. You will be reimbursed in full 
for any isolated, inadvertent, or improper deductions, as defined by law. If an error is found, you will re-
ceive an immediate adjustment, which will be paid no later than your next regular payday. 

BENEFITS. Deductions from paychecks are made for any health, dental and vision premiums, 401(K) or 
other benefits [see Benefit section]. Deductions for the employee’s contribution to health, dental and vision 
care plans are made in pre-tax dollars. This means that the employee does not pay state and federal taxes 
on this portion of his/her wages. 

 
GARNISHMENTS. First Circle is legally bound to withhold from an employee’s paycheck the amount indi-
cated in a garnishment order. First Circle will honor federal and state guidelines that protect a certain 
amount of an employee’s income from being subject to garnishment.  

 WAGE REVIEW 
As an essential part of professional development, each employee’s job performance will be evaluated at 
least yearly. In combination with the performance review, each employee’s wage rate will be reviewed an-
nually, on or about the anniversary of the employee’s date of hire or previous salary adjustment anniversary. 
If an employee’s wage is adjusted for any reason other than the annual review, the date of the change be-
comes the employee’s new wage review anniversary.  

The range of wage increases is established by the Executive Admin Team, but typically ranges from 3-5%. 
An employee’s wage increase is based upon a combination of performance of their job responsibilities, at-
tendance and punctuality, attitude, and positive reviews by parents, peers, and administration.  

 

benefits 

We value our staff and provide a variety of generous benefits as part of our employment package:  

 ELIGIBILITY  
Employees are eligible for benefits on their start date. To be considered eligible for full-time staff benefits, 
an employee must consistently work 30 hours per week. If a non-eligible employee’s status permanently 
changes to one that entitles the employee to additional benefits, benefit coverage begins on the first date of 
active work with the new schedule. If an eligible employee’s status permanently changes to one that does 
not entitle the employee to benefits, benefit coverage ceases on the effective date of change.  
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For purposes of benefit eligibility only, hours worked include approved PTO and other paid time as listed 
below. Required sign-out times, including breaks and unscheduled time worked, are not considered part of 
the calculation. 
 

 BENEFITS FOR ALL EMPLOYEES 

EMPLOYEE ASSISTANCE PROGRAM (EAP). First Circle is committed to helping employees maintain a 
healthy balance of work and family life. The Employee Assistance Program (EAP) is a free resource that pro-
vides highly confidential and experienced help for employees, their dependents and household members in 
dealing with issues that affect their lives. 

The EAP provides 24-hour access, seven days a week to master’s level counselors for “in the moment” sup-
port. In addition, they provide life coaching, personal assistant services, medical advocacy, everyday work 
and life resources, and legal/financial resources. All First Circle employees and their family/household mem-
bers are entitled to up to 5 sessions per issue with a licensed EAP professional. The EAP is intended for 
short-term use. Should you exhaust your free sessions, and it is determined between you and your EAP 
counselor that you would benefit from more long-term assistance, they will work with you and your insur-
ance to find additional resources. 

The EAP is totally confidential. No identifying information about who uses the service is given to First Circle. 
Using the EAP will not jeopardize an employee's career at First Circle. As a First Circle employee, you and 
members of your household also have access to the EAP’s engaging and resource-rich member portal and 
app. We encourage all employees to use this valuable service whenever they have such a need. For ques-
tions or additional information about this program, employees may reach out to a member of their Admin 
team or the HR Manager. To contact the EAP directly, please visit Allonehealth.com or call (800) 451-1834. 

PROFESSIONAL DEVELOPMENT & TRAINING All employees are paid for required Professional De-
velopment and Trainings (including staff meetings, mandatory staff training days, and First Aid/CPR) at their 
regular hourly rate. We do not pay for travel time or expenses. Time attended must be reflected on the Time 
Sheets. The Director will suggest and approve training opportunities as well as track completed training 
hours.  
For all employees, First Circle pays: 
• 100% for mandatory First Aid and CPR training taken at First Circle (course is paid for and employees are 

paid for their time) 
• 100% of training costs for EEC mandated training (course is paid for and employees are paid for their 

time) 
• Staff meetings and required training days, employees are paid for their time in attendance 

WORKERS COMPENSATION Every employee is entitled to Workers’ Compensation. Employers are re-
quired by Massachusetts General Laws c. 152, § 25A to provide workers' compensation (WC) insurance 
coverage to all their employees. This insurance pays for any reasonable and necessary medical treatment 
related to the injury or illness and pays partial compensation for lost wages after the first five calendar days 
of total or partial disability. Current information about our insurance carrier is posted on the labor law poster 
in the kitchen or staff room. Should you be injured on the job, you must follow the procedure outlined in Em-
ployment Policies to be covered by our Workers’ Compensation insurance. 

UNEMPLOYMENT COMPENSATION INSURANCE POLICY Unemployment compensation insurance 
is paid for by First Circle and provides temporary income for employees who have lost their job under certain 
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circumstances. Your eligibility for unemployment compensation will, in part, be determined by the reasons 
you leave First Circle.  

 
LATE PICK-UP When a family is late picking up, we charge $1.00 per minute per child, paid directly to the 
Teacher who stays late with the child (minus taxes) with the next paycheck. Teachers are also paid their 
hourly wage for the additional time. For ¾ day children, the late fee is given to the classroom budget if the 
fee exceeds $20.00. 

PAID FAMILY ENGAGEMENT EVENTS Employees are paid for attending Public Relations Events at 
their regular hourly rate. Time attended is noted separately from the time clock system. 

FRIDAY LUNCH We provide a free lunch for all staff every Friday. 

 

 BONUSES  
• Signing bonus From time to time, First Circle offers a signing bonus for qualified new hires. The amount 

of the signing bonus is listed in the hiring ad and is paid to the new hire in two or more payments over 
time, always in conjunction with a positive review. The timeframe and amounts are outlined in the Offer 
Letter. 

• Family & Staff Referral Bonus We offer a referral bonus to any staff member who refers a new staff 
member or family to our program. The new families and staff must attend for at least three months before 
a referral is paid. The amount of the referral bonus is calculated and paid at the discretion of Administra-
tion. 

• Other bonuses From time to time, First Circle may implement additional bonuses that are given to all staff 
or a select group of staff based on criteria established by the Executive Admin team. We typically con-
sider longevity, professionalism, attitude, job performance, and helpfulness when considering the amount 
of the bonus. These bonuses are based on the company’s profitability and are not guaranteed in any time 
period. An employee who has received a bonus must remain employed by First Circle for a period of six 
months after receiving the bonus; departure within six months will result in a prorated amount being de-
ducted from the final paycheck.  

 PAID SICK LEAVE FOR PART-TIME STAFF 
The Earned Sick Time Law entitles Massachusetts employees to earn up to 40 hours per year of sick leave to 
address certain personal and family needs. The number of hours to which an employee is entitled is related 
to the number of hours worked. One hour of earned sick time is accrued for every 30 hours worked, up to a 
maximum of 40 hours.  
 

 ADDITIONAL BENEFITS FOR FULL-TIME STAFF 

   HEALTH/DENTAL/VISION INSURANCE. Full-time employees (minimum 30 hours per week) are eligi-
ble for health, dental and/or vision insurance on their first day of employment. New employees have 30 
days to enroll. If you do not enroll within your first 30 days, you will be eligible to enroll again during our 
annual Open Enrollment period, or if you have a qualifying life event (such as loss of other coverage, birth of 
a child, etc).  

   Specific information about each health care option is available from the HR Manager. It is your responsibility 
to ask any questions you may have about the health care packages and to decide which, if any, healthcare 
plan to choose. We will advise you annually of plan enrollment dates, rates, and deadlines. We reserve the 
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right to alter, amend, delete, cancel or otherwise change any health or dental plan offered by First Circle at 
any time. 

Your level of coverage will be changed if:  

• your employment status at First Circle changes to one that no longer qualifies you for enrollment  
• you notify us in writing of a family status change (marriage, divorce, birth, or death of a spouse or child) 
• you provide us with a written request to cancel your insurance coverage for any other reason  
Your contributions to the health, dental and vision insurance premiums are deducted pre-tax from each 
weekly paycheck and itemized on your pay stub. This means that you do not pay state and federal taxes on 
this portion of your wages. 

C.O.B.R.A. The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) allows employees with 
a qualifying event, including retirement, resignation or dismissal, the option to continue group coverage for a 
limited period of time. This also applies to their dependents who lose coverage because of divorce or legal 
separation; death of the covered employee; the covered employee qualifying for Medicare; or a loss of de-
pendent status under the health plan’s provisions.  

First Circle will provide you with a written notice stating your right to elect COBRA either in person or within 
14 days of the qualifying event. Qualified beneficiaries are offered benefits identical to those received imme-
diately before qualifying for continuation coverage. The election period is the time frame during which each 
qualified beneficiary may choose whether to continue health care coverage under an employer's group 
health plan. Qualified beneficiaries have a 60-day period to elect whether to continue coverage. This period 
is measured from the later of the coverage loss date or the date the notice to elect COBRA coverage is sent. 
COBRA coverage is retroactive if elected and paid for by the qualified beneficiary. Once you select COBRA 
coverage, you must pay 100 percent of the total insurance cost. 

COBRA beneficiaries are eligible to pay for group coverage for a maximum of 18 months. Certain qualifying 
events, or a second qualifying event during the initial period of coverage, may permit a beneficiary to receive 
a maximum of 36 months of coverage. Coverage begins on the date that coverage would otherwise have 
been lost by reason of a qualifying event and can end when:  

• The last day of maximum coverage is reached  
• Premiums are not paid on a timely basis  
• The employer ceases to maintain any group health plan  
• Coverage is obtained with another employer group health plan that does not contain any exclusion or lim-

itation with respect to any pre-existing condition  
• A beneficiary is entitled to Medicare benefits  

 
FLEXIBLE SPENDING ACCOUNTS (FSA). After one year of employment, full-time employees may en-
roll in in either or both of two types of FSAs: A Healthcare FSA (FSA) and a Dependent Care FSA (DCA). At 
the beginning of each plan year, participants choose a specific dollar amount from their paycheck that you 
wish to direct to each FSA. You may not transfer money between your healthcare and your dependent care 
accounts. Participation in one or both FSAs reduces your taxable income because taxes (state, local, federal 
& FICA) are calculated after the elected amount is deducted from your salary. Please note that your taxable 
income will be reduced for Social Security purposes as well; therefore, it is possible that there could be a 
slight reduction in your Social Security benefit 

• Healthcare FSA A FSA allows you to use pre-tax dollars to pay for insurance deductibles, coinsurance 
and copayments; you also may use these funds to pay for other qualified healthcare expenses such as 
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eye glasses, contact lenses, orthodontia and complementary alternative medicine. You may elect up to 
$1,500.00 per FSA plan year. 

• Dependent Care Account (DCA) A DCA assists employees who need to provide custodial care (i.e., 
“daycare”) for a qualified dependent (child under the age of 13, disabled adult or elderly parent) in order 
for you or your spouse to be able to work. You set aside pre-tax dollars to help fund the cost of such 
care. Dependent care funds are available only as the funds are deposited in your account. However, you 
can claim up to your full election, and you will be paid automatically each time a payroll deduction 
reaches your account. If using a debit card, you will need to make sure there are enough funds in the ac-
count for the card to process the payment. The DCA maximum contribution is $5,000. 

 
401(K) PLAN. After one year of employment, full-time employees may sign up to participate in our retire-
ment plan. If an eligible employee chooses to participate, pre-tax contributions are deducted from their 
paycheck and paid into their retirement account (no taxes are paid until the money is withdrawn at retire-
ment). First Circle also contributes to your account matching your contribution, dollar for dollar, up to 4% of 
your gross pay, allowing your savings to accumulate more quickly over the years. 

Open enrollment is twice a year, in July and December. For specific information, employees must meet with 
our Financial Advisor (please ask Administration for contact information) to set up a plan that is suited to 
your individual needs. 

LIFE INSURANCE. First Circle provides life insurance at no cost to full-time employees. The full life insur-
ance benefit is $25,000, and there is an Accelerated Death Benefit (Accidental Death & Dismemberment) 
worth an additional $25,000. There are no employee requirements, other than selection of a beneficiary. 
However, if you wish to add additional life insurance, this is referred to as Voluntary Life Insurance. You 
must pay through weekly payroll deductions for Voluntary Life Insurance. 

CHILD CARE DISCOUNT. A limited number of enrollment spaces are allocated for employees’ children. 
We offer a 75% discount off the current tuition for full-time staff with a child enrolled at First Circle. For 
more than one child, the discount is at the discretion of Administration. The following guidelines apply: 

• The staff member must be the parent or legal guardian of the child. Grandchildren, siblings, nieces, neph-
ews or any other relations are not eligible for the discount, although we do offer a Friends and Family 
childcare discount.  

• The employee must be actively at work to receive the benefit.  

• All requirements for enrollment apply, and the staff member must abide by all First Circle policies.  

• Weekly childcare tuition must be paid through Tuition Express. 

 
PAID TIME OFF (PTO). Full-time employees are eligible for Paid Time Off (PTO), an accrued bank of 
hours to be used for vacation, personal time, illness, personal emergencies, or for medical, dental or other 
appointments. Questions about PTO earned and used should be referred to the HR Manager.  

Accrual Eligible staff members accrue PTO weekly based on the number of hours worked and the length of 
employment (see chart below). PTO is added to the employee's PTO bank when the weekly paycheck is is-
sued. PTO is not accrued in pay periods when unpaid leave/hours or workers' compensation leave are taken. 
PTO accrues for every hour paid in any of the following eligible pay categories: 

• Regular hours worked  



 
 

 

First Circle Learning Center Employee Handbook     1/25/23 - 18 

 

• Staff meeting hours 

• Holiday hours paid 

• Delayed opening/emergency closing hours 

• Bereavement hours paid 

• Jury duty paid 

• Paid maternity hours 

• Other paid hours 

• PTO Hours (you will still accrue PTO hours for the time period that PTO is taken) 

 
Accrual rate: First Circle’s accrual period is January 1 through December 31st. For the first three years of 
their employment, full-time First Circle employees accrue PTO at a rate of .075 for every hour paid in an eli-
gible pay category. After three years, employees accrue .1 hour for every hour paid in an eligible pay cate-
gory. The chart below provides you with sample accrual totals based on hours worked. 

0-3 YRS (.075 hrs/paid hour) 
WEEKLY HOURS WORKED 40 35 30 
HOURS ACCRUED WEEKLY (HOURS X RATE) 3.0 2.63 2.25 

HOURS ACCRUED ANNUALLY 156 137 117 
WEEKS ACCRUED ANNUALLY 4 4 4 

3+ YEARS (.1 hr/paid hour) 
WEEKLY HOURS WORKED 40 35 30 

HOURS ACCRUED WEEKLY (HOURS X RATE) 4.0 3.5 3.0 

HOURS ACCRUED ANNUALLY 208 182 156 

WEEKS ACCRUED ANNUALLY 5.2 5.2 5.2 
 

Guidelines. To be granted PTO, staff members must adhere to the following guidelines: 

• Requests for PTO (in one-hour increments) must be submitted as far in advance as possible, except in 
cases of urgent appointments or emergencies.  

o 1-3 days – submit at least two weeks in advance 

o 3 or more days – submit at least one month in advance 

o More than two consecutive weeks – submit at least two months in advance 

• All requests for PTO must be submitted on a Staff Time Off Request form and returned to Administration. 
• In all instances, PTO must be approved by Administration. A signed copy of the Time Off Form will be re-

turned to you within one week, noting approval or inability to cover (if it's signed and returned, it's ap-
proved). If it's not approved, Administration may ask if you have the flexibility to change your request. 

• Two primary teachers in the classroom cannot be out the same day. 
• Instead of using PTO, you may make up hours missed within the same week with written approval by Ad-

ministration. 
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• If staff members request PTO for the same time, the staff member who submits the request first will get 
preference. If staff members submit a request at the same time, the staff member with seniority will get 
preference. 

• If you are out unexpectedly, you must write on your time sheet the PTO hours you wish to take and sub-
mit an Unscheduled Absence Form upon your return. 

• If you have used all of your PTO for the year, unpaid time may only be taken at the discretion of the Ad-
ministration. 

• PTO accrued prior to the start of a requested and approved leave of absence must be used in advance of 
or during the leave of absence. 

• If an emergency or unexpected work requirement causes you to forego scheduled PTO already approved, 
special arrangements may be made by Administration (get written confirmation). 

Unpaid time If an employee’s request for time off exceeds their available accrued or borrowed PTO, these 
hours will be unpaid and must be pre-approved by the Director. Employees with scheduled deductions from 
their paycheck are still responsible for payment.  

Borrowing PTO After one year of employment, an employee may borrow up to one week of their regularly 
scheduled total hours.  

Carrying Over Eligible staff members may carry over a maximum of 40 hours of PTO into the following year. 
Staff members are responsible for monitoring their PTO balance over the course of a year via their weekly 
paycheck or app so that they do not lose time accrued when the current calendar year ends. 

PAID HOLIDAYS. Full-time employees are paid for their regularly scheduled hours at their regular hourly 
wage on the holidays listed below. For example, if you regularly work a four-hour day on Monday, and the 
holiday falls on a Monday, you will be paid for four hours. Employees must work all scheduled hours on their 
regularly scheduled day before and day after the holiday to be compensated, unless it is pre-approved PTO. 
If you have an unplanned absence the day before or after the holiday, the holiday will be paid at the discre-
tion of Administration and may require additional documentation.  

Paid staff holidays:   

New Year’s Day    Independence Day     
Martin Luther King Jr. Day  Labor Day   
President’s Day    Indigenous Peoples’ Day    
Memorial Day    Thanksgiving Day 
Juneteenth    Day after Thanksgiving 
     Christmas Day 

 
In addition, we close at 1pm on the day before Thanksgiving, and the business day before Christmas Eve 
and New Year’s Eve are observed.         

The actual dates of these holidays listed above will be posted on our website. If the holiday falls on a 
Saturday, we are closed on the previous Friday. If the holiday falls on a Sunday, we are closed on the 
following Monday. 

 
Mandatory staff training days: Patriot’s Day, Veterans’ Day, Friday before Labor Day. Staff are paid at their 
regular hourly wage for all hours in attendance. If you do not attend a staff training day, you must take PTO 
for the day or unpaid. 
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CONTINUING EDUCATION. We strongly believe in the value of continuous learning. With growth a core 
value, we make every effort to support our employees’ pursuit of personal and professional growth by 
providing opportunities for staff to attend professional workshops and seminars, take CCEI on-line training 
and visit other programs. This time can be arranged by the Director, and Administration is always open to 
suggestions for professional time you would like to take.  

We also offer a tuition reimbursement program for qualified coursework. Employees are eligible for tuition 
and other professional development reimbursement as outlined below. All requests for reimbursement must 
be approved by the Director in advance of registration or enrollment in the class or course. No reimburse-
ment is made for tuition or professional development already completed or in progress. Annual reimburse-
ment amount per class or professional development activity is limited to $500 per semester, with a 
maximum of $1000 per calendar year. An employee who has received tuition reimbursement must remain 
employed by First Circle for a period of one year after receiving tuition reimbursement; departure within the 
year will result in a prorated amount being deducted from the final paycheck.  

After six months of continued employment at First Circle, funds will be reimbursed after proof of course 
completion with a passing grade, provided the employee is in good standing (i.e. has not received any formal 
disciplinary action within three months of the completed course): 

• approved workshops, conferences and seminars 

• CDA approved courses 

• approved Early Childhood Education class 

If an employee voluntarily terminates their employment with First Circle within one year of receiving tuition 
reimbursement, First Circle reserves the right to deduct the amount of tuition reimbursement from the em-
ployee’s paycheck(s), 

 
SNOW DAYS/EMERGENCY CLOSING Full-time employees are paid their hourly rate for their regularly 
scheduled hours on days when First Circle closes early, has a delayed opening, or does not open at all due 
to severe weather or other emergency (such as loss of heat). Each full time employee is required to select 
one of these three tiers [see EMERGENCY MANAGEMENT for more information about snow closing]. 

CENTER EMERGENCY CLOSING 

All full-time staff will be paid for any hours they are scheduled that we are closed  

DELAYED OPENING 

TIER ONE 
You’re willing to come  

into work 

TIER TWO 
You’d prefer to stay home but will 

come in if necessary 

TIER THREE 
You definitely want to stay home 

if possible 

Will absolutely be called in Will probably be called in Will most likely not be called in unless 
needed 

• Compensated $3.00/hr on top 
of hourly rate 

• Must work until end of day 

• Must use PTO for any hours at home 
(or unpaid if no PTO available) 

• $2.00/hour extra for hours called in 

• Must use PTO for any hours at home 
(or unpaid if no PTO available) 

• If called in, earns regular rate 
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CLOSING EARLY 
 

Offered to leave second and must use 
PTO or take the time unpaid  

Offered to leave first and must use 
PTO or take the time unpaid  

 

leaves of absence  

 JURY DUTY LEAVE  
All employees may take jury duty leave if summoned to serve. Full-time employees are paid their regular 
wages for their time serving on a jury, up to a time when reimbursement is taken over by a government 
agency. If you are summoned for jury duty, you must submit a time-off request for approval.  

 BEREAVEMENT LEAVE 
IMMEDIATE FAMILY MEMBER. When a death occurs in an employee’s immediate family, full-time employ-
ees may take up to three (3) days off with pay. Part-time employees may take time off without pay. Immedi-
ate family members are defined as an employee’s spouse, parents, stepparents, siblings, children, 
stepchildren, grandparent, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law, daugh-
ter-in-law, or grandchild. 

FUNERAL LEAVE. All regular, full-time employees may take up to one (1) day off with pay to attend the 
funeral of a close, non-family member. This time off will be considered by the employee's supervisor on a 
case-by-case basis. Part-time employees may take unpaid time off to attend a funeral.  
 

 PAID FAMILY/MEDICAL LEAVE (PFML)  
PFML is a state program funded by contributions from both employers and employees. The Paid Family and 
Medical Leave Act (PFML) lets you take job-protected paid time off of work. You can take up to: 

• 12 weeks to bond with a new child 
• 20 weeks to take care of your own serious health condition 
• 20 weeks to care for medical complications from pregnancy or birth 

• 12 weeks to care for a loved one with a serious health condition 
• 26 weeks if the serious health condition resulted from active military duty 

 
A benefit year is 52 weeks starting on the Sunday prior to the first day of paid leave through any leave pro-
gram. You can take more than one kind of leave in a benefit year, but the maximum amount of paid leave you 
can take in a benefit year is 26 weeks.  

 
You may be eligible for PFML if you are an employee: 
• who earned at least $5,700 in the 12-months before you apply for leave 

• who earned at least 30 times the benefit amount that you are eligible for 
• PFML eligibility is not dependent on how long an individual has worked for a current employer.  
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All employees requesting PFML must provide notice of the need for leave to their Director or HR Manager 
before starting the application process. When the need for the leave is foreseeable, the employee must pro-
vide First Circle with at least 30 days’ notice.  
 
Eligible employees must apply for benefits through the Department of Family and Medical Leave 
at  https://www.mass.gov/orgs/department-of-family-and-medical-leave.      
• An employee on PFML will be reinstated to the same or similar position and salary held immediately pre-

ceding the commencement of the leave.  

• If you participate in our health/dental/vision plan, or any arrangement for which a deduction is made from 
your paycheck, you are responsible for your portion of the cost of applicable benefits while on PFML. The 
monthly premium must be paid by the first of the month for the month ahead - failure to make timely pay-
ment will cause the coverage to lapse.  

• While on PMFL, employees do not accrue PTO hours and are not eligible for childcare tuition discount. 
• Scheduled wage reviews will be adjusted forward by the amount of time on Leave. The adjusted date will 

become the new annual wage review date. 
• Regardless of the reason, failure to return from any approved leave of absence by the approved return 

date will be considered a resignation from First Circle. 
• Upon return from leave, full benefits resume. 

 
Please contact the HR Manager for the complete PFML notice. 

Note for new parents: If you are not eligible for PFML, you may be eligible for Family Medical Leave Act 
(FMLA) Parental Leave Act (MPLA) [see below].  

 
 FAMILY MEDICAL LEAVE ACT (FMLA) 

The Family and Medical Leave Act (FMLA) entitles eligible employees to take unpaid, job-protected leave 
for specified family and medical reasons with continuation of group health insurance coverage under the 
same terms and conditions as if the employee had not taken leave. Eligible employees are entitled to:  

 
*Twelve (12) work-weeks of unpaid leave in a 12-month period for: 
• the birth of a child and to care for the newborn child within one year of birth; 

• the placement with the employee of a child for adoption or foster care and to care for the newly placed 
child within one year of placement; 

• to care for the employee’s spouse, child, or parent who has a serious health condition; 
• a serious health condition that makes the employee unable to perform the essential functions of his/her 

job; 
• any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter, or parent is a 

covered military member on “covered active duty,” or *Twenty-six (26) work-weeks of leave during a sin-
gle 12-month period to care for a covered servicemember with a serious injury or illness if the eligible em-
ployee is the service member's spouse, son, daughter, parent, or next of kin (military caregiver leave). 
 

In order to be eligible for FMLA leave, an employee must: 
• have worked for the company for at least a year 
• have worked at least 1,250 hours during the previous year 

 

https://www.mass.gov/orgs/department-of-family-and-medical-leave
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All employees requesting time off under FMLA must provide notice of the need for leave to their Director or 
HR Manager. When the need for the leave is foreseeable, the employee must provide First Circle with at least 
30 days’ notice.  
• An employee on FMLA will be reinstated to the same or similar position and salary held immediately pre-

ceding the commencement of the leave.  
• If you participate in our health/dental/vision plan, or any arrangement for which a deduction is made from 

your paycheck, you are responsible for your portion of the cost of applicable benefits while on FMLA. The 
monthly premium must be paid by the first of the month for the month ahead - failure to make timely pay-
ment will cause the coverage to lapse.  

• While on FMLA, employees do not accrue PTO hours and are not eligible for childcare tuition discount. 
• Scheduled wage reviews will be adjusted forward by the amount of time on Leave. The adjusted date will 

become the new annual wage review date. 
• Regardless of the reason, failure to return from any approved leave of absence by the approved return 

date will be considered a resignation from First Circle. 

• Once paid Parental Leave [see below] is used, all PTO hours must be used before any unpaid leave is 
granted. 

• Upon return from leave, full benefits resume. 
 
 

 PARENTAL LEAVE  
First Circle provides employees up to 8 weeks of unpaid parental leave for the birth or adoption of a child. 
You must work full time and have three consecutive months of employment with First Circle to qualify for 
this leave.  

All employees requesting time off under Parental Leave must provide notice of the need for leave to their 
Director or HR Manager. When the need for the leave is foreseeable, the employee must provide First Circle 
with at least 30 days’ notice.  

• An employee on Parental Leave will be reinstated to the same or similar position and salary held immedi-
ately preceding the commencement of the leave.  

• If you participate in our health/dental/vision plan, or any arrangement for which a deduction is made from 
your paycheck, you are responsible for your portion of the cost of applicable benefits while on Parental 
Leave. The monthly premium must be paid by the first of the month for the month ahead - failure to make 
timely payment will cause the coverage to lapse.  

• While on Parental Leave, employees do not accrue PTO hours and are not eligible for a childcare tuition 
discount. 

• Scheduled wage reviews will be adjusted forward by the amount of time on Leave. The adjusted date will 
become the new wage review date. 

• Regardless of the reason, failure to return from any approved leave of absence by the approved return 
date will be considered a resignation from First Circle. 

• Upon return from leave, full benefits resume. 
• PFML and FMLA leave and parental leave run concurrently and cannot be used consecutively if leave is 

covered under both laws. 
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 PAID PARENTAL LEAVE  
All employees who are not eligible for PFML may be eligible to receive up to three (3) paid weeks of their 
regularly scheduled hours, following the birth or adoption of a child, provided they return to First Circle at 
the completion of their leave. Employees earn one week paid Parental Leave for every year worked, up to a 
maximum of three weeks for three or more years of employment.  

• The weeks of paid Parental Leave are included in the 8-week total of Parental Leave or 12 weeks of 
FMLA. 

• PTO hours will accrue during paid Parental Leave only,  

 
 VOTING LEAVE  

If your work schedule prevents you from voting on Election Day, First Circle will allow you a reasonable time 
off to vote, unpaid. The time when you can go to vote will be at the discretion of your Director, consistent 
with applicable legal requirements. 

 CRIME VICTIM & WITNESS LEAVE  
If an employee is the victim of a crime or required to attend a judicial proceeding as a witness, they may take 
unpaid leave to: 

• respond to a subpoena to appear as a witness in any criminal proceeding 

• attend a court proceeding or participate in a police investigation related to a criminal case in which they 
are a witness or a crime victim (or a deceased family member was a victim) 

• attend or participate in a court proceeding related to a civil case in which they are a victim of family vio-
lence 

• obtain a restraining or protective order on their own behalf 
If you need to take leave under this policy, notify the Director as soon as possible. You may be required to 
provide documentation supporting your request. This policy does not apply to employees who have commit-
ted or are alleged to have committed a crime. First Circle will not retaliate against employees who request 
or take leave in accordance with this policy. 

 MILITARY LEAVE (USERRA)  
First Circle complies with applicable federal and state law regarding military leave and re-employment 
rights. Unpaid military leave of absence will be granted to members of the uniformed services in accordance 
with the Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA; with amend-
ments) and all applicable state law. You must submit documentation of the need for leave to the Director. 
When returning from military leave of absence, you’ll be reinstated to your previous or similar position, in 
accordance with state and federal law. You must notify the Director of your intent to return to employment 
based on requirements of the law. For more information regarding status, compensation, benefits, and rein-
statement upon return from military leave, contact the Director. 

 UNPAID LEAVE OF ABSENCE  
We understand that life can occasionally present challenges that must be addressed outside of work for ex-
tended periods of time. For personal situations that are not covered by PFML or FMLA, [see above], offering 
unpaid leave for personal reasons is the best way we can continue to support our employees and their indi-
vidual needs. The HR Manager has discretion over any unpaid leave. 
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We ask that, whenever possible, you provide us with flexibility in the start and end date of requested leave. 
When requesting unpaid leave, the following requirements must be met: 
• You must have worked at First Circle for at least 1,250 hours in the last 12 months (an average of about 

24 hours per week), unless otherwise approved by the HR Manager. 
• The request must be submitted in writing, with as much advance time possible 
• An employee on an approved leave of less than 30 days will be reinstated to the position and salary held 

immediately preceding the commencement of the leave. Although we will try our utmost, we cannot 
guarantee an employee who takes leave longer than 30 days will be returned to their prior classroom and 
schedule 

 
Once Unpaid Leave is approved, the following conditions apply:  
• Accrued PTO must be used up before unpaid leave is taken. 
• Employees are responsible for 100% of the cost of applicable health, dental and vision plans while on un-

paid Leave. The monthly premium must be paid by the first of the month for the month ahead - failure to 
make timely payment will cause the coverage to lapse.  

• While on unpaid Leave, employees do not accrue PTO hours. 
• Scheduled wage reviews will be adjusted forward by the amount of time on Leave. The adjusted date will 

become the new annual wage review date. 
• Regardless of the reason, failure to return from any approved leave of absence by the approved return 

date will be considered a resignation from First Circle. 

• Upon return from leave, full benefits resume. 
 

administrative benefits  
 WAGES  

All Administrators at First Circle are exempt salaried employees who are not eligible for overtime pay. The 
workweek is 45 hours, unless other arrangements are agreed to by the Executive Director/Director of Opera-
tions. 

 PAID TIME OFF  
In addition to the information included in the PTO section of the Employee Handbook , the following is appli-
cable for Administrative staff: 
• PTO is allocated in a lump sum at the beginning of the calendar year, not accrued, in an amount decided 

at time of employment, 225 hours for full-time Administrators. 
• For purposes of PTO, a work week is 40 hours of PTO. 

• Administrators may not borrow PTO. 
• If an Administrative employee leaves during the year, the PTO balance is prorated for the amount of time 

worked at First Circle during the year. 
• Requests for time off should be submitted on the Time Off Request Form in hour increments and be put in 

your supervisor’s in-box for approval. Indicate on the form whether time will be made up during the week 
or withdrawn from the PTO bank. If the hours are to be made up, instead of using PTO, those hours must 
be made up within the same week with work hours, not with other paid staff time (staff meetings, holi-
days, trainings, etc.). 
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• For any unscheduled absence, your supervisor must be notified, and an Unscheduled Absence Form sub-
mitted after the fact. 

• There must always be at least one Administrator scheduled in the office. PTO must therefore be coordi-
nated among the Administrative team to ensure coverage. 

• Work hours are to be made up within First Circle’s normal business hours unless special permission is ob-
tained. 

 
 HEALTH/DENTAL/VISION INSURANCE  

For Administrative staff, First Circle pays 100% of the individual monthly premium. 
 

 CHILDCARE TUITION  
• For children of Administrative staff enrolled at First Circle, we offer a 100% discount off the current tuition 

rate for the first child.  
• We offer a 50% discount off tuition for each subsequent Administrative child enrolled. 
• The staff member must be the parent or legal guardian of the child. Grandchildren, siblings, nieces, neph-

ews or any other relations are not eligible for the discount, although we do offer a Friends and Family 
childcare discount. The employee must be actively at work to receive the benefit.  

• All requirements for enrollment apply, and the staff member must abide by all First Circle policies. The 
amount of weekly childcare is deducted from the employee’s weekly paycheck, and is itemized separately 
on the pay stub. 

 
 OTHER BENEFITS  

Other benefits may be provided to a member of Administration at the sole discretion of the member’s super-
visor in conjunction with the President. 
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VPROCESS 

Educators play a vital role in the development of children. What children learn and experience during their 
early years shapes their views of themselves and the world, and can directly affect their later success in school, 
work, and their personal lives. Without quality staff, we have no program, so we invest a lot of time, effort and 
money into hiring quality staff.  
 

turnover  
Continuity of care is the cornerstone of a quality program. At First Circle, we pride ourselves on our commit-
ment to our staff, and are rewarded with a very low turnover rate. In a field where 25-40% annual turnover is 
the norm, we are very proud that we have a very low turnover rate. 

 
job postings 
 

 EXTERNAL. We value referrals of friends and family from other employees and give a bonus to reward such 
referrals. We also post ads in Indeed and other professional job sites. Applications are accepted and positions 
are filled on an as-needed basis anytime throughout the year. Resumes received for a position are reviewed 
by the Director, who will schedule an interview with those candidates whose background and experience 
match our needs. 

 INTERNAL. When a position becomes available, Administration determines if a copy of the job description 
and necessary qualifications will be posted in the Staff Room. If a job is posted internally, as with any candi-
date, experience and education are the first priority. Any staff member interested in the position may apply 
and will be given first consideration before the position is offered outside First Circle. The hiring process ap-
plied to each position may be one or more of the steps listed below. 
 
 

qualifications 
Early childhood teachers bring their own unique strengths to their teaching. The most important qualities that 
all our educators share is their love for children and their passion and commitment to education. We choose 
educators who are interested in and responsive to children’s needs and share our educational philosophy and 
commitment to creating a warm and comfortable environment where the well-being of children, their families 
and staff is the primary focus.  

We select staff based on their knowledge and experience in the field of Early Childhood, and because their 
core values, personal educational philosophy and teaching style are consistent with our core values and com-
pany culture. Each staff member meets strictly enforced state standards and their qualifications are in keeping 
with the standards outlined by the Department of Early Education and Care. Most of our staff have specialized 
degrees or certificates in the fields of Education, Child Development, Psychology, or Sociology.  

hiring 
 

Prior to hiring, each potential staff member must pass a rigorous check of personal references, a comprehen-
sive health examination and a state-mandated Background Records Check, including a criminal background 

 HIRING 
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check, a SORI, and a Department of Children and Families check. Each applicant is interviewed extensively and 
must complete a supervised working interview in the classroom.  

onboarding 
 

 ORIENTATION 
After the employment offer has been agreed to, the Director schedules an orientation. No person can super-
vise or be solely responsible for children until the orientation is completed. The New Employee Orientation 
typically happens over several sessions and includes the following: 

• A detailed tour of the center 
• Review of the Employee and Classroom Handbooks, including job description; personnel policies; state-

ment of purpose; statement of non-discrimination; health care policy, including medication administra-
tion policies and infant sleeping positions; information contained in the children’s records that is 
pertinent to the education and care of the children; the program’s confidentiality policy; child guidance 
policies and procedures for protecting children from abuse and neglect; suspension and termination 
policy; emergency plans and procedures; program plans; referral procedures; transportation plans; pro-
cedures for parent visits, input, conferences and communication; the identification of the Department 
of Early Education and Care as the licensing authority; and notification that 102 CMR 1.00 and 606 CMR 
7.00 and 14.00 are available at the program site. 

• Opportunities to discuss any questions or issues the new employee may have. Employees will be asked 
to sign an Employee Handbook Sign-Off form confirming that they have received, read and understand 
the contents  

• EEC’s required coursework  
• Meeting with appropriate staff to discuss plan for transition into the program and an overview of the 

training period. 
• Introduction to all staff as well as children in the relevant classroom(s) 
• Review of the relevant classroom(s) curriculum and daily schedule 
• A Staff Contact List, Emergency Calling Card, and an entry key if appropriate 

 

 MATERIALS. All employees will receive from First Circle: 

Employee handbook. The Employee Handbook contains all regulations, policies, procedures and information 
pertaining to Employment Process, Employment Responsibilities, Compensation & Benefits, Employment Poli-
cies, and Our Expectations. The handbooks are updated periodically. Employees are responsible for keeping a 
current handbook at their disposal, and updating it as required.  

Classroom handbook. All employees will receive a copy of the Classroom Handbook, which contains specific 
information to support and guide the implementation of First Circle policy and practices in the classroom, with 
children and families, and with peers. There is specific information to support and guide the implementation 
of First Circle’s curriculum, including classrooms, daily schedule, and specific program goals. This handbook 
must be returned at the end of your employment. Employees are responsible for keeping a copy of the Class-
room Handbook in the classroom at all times.  
 

 TRAINING PERIOD 
All new employees undergo a 90-day on-the-job training period. The training period provides an opportunity 
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for both of us to determine whether it’s a good fit. The first two weeks of the training period are used as an 
orientation period; the employee works closely with the Director and team members to help them become 
familiar with the policies, practices, and philosophies of First Circle.  

The remainder of the training period is devoted to assuring that the employee can meet the performance 
standards set forth in this manual, and that we both have compatible expectations for the job. During this 
time, the Director and/or appropriate staff will mentor the new employee and will regularly observe and meet 
with the employee to oversee his/her training and provide support and assistance as needed.  

Any new employee who does not meet First Circle’s performance standards during the training period may be 
dismissed without a warning [see Job Performance]. During the training period, new employees are not eligi-
ble to accrue PTO, holiday pay, and health/dental insurance coverage [see Benefits].   

At the end of 90 days, new employees will be evaluated by the Director and given a written evaluation. Any 
areas needing improvement will be identified and a plan devised to assist the employee in meeting the estab-
lished performance goals. The Director may choose to extend the training period at her discretion after evalu-
ating the staff member’s performance during the initial training period. Completion of the training period 
does not imply any change to the employee-at-will status. 

 MENTORING 
We use our experienced staff as a resource in all areas of the orientation process. As you acclimate into the 
classroom’s day-to-day schedule, you’ll get a chance to see what makes us so proud of First Circle. Depending 
on your role in the center, you’ll be paired with a veteran staff member who will communicate our high stand-
ards of excellence for safety, policy, and quality care and education. Take this time as an opportunity to learn 
our daily routines and ask any questions that may come up. 
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First Circle strives to implement employment policies that are fair to both the employee and employer and are 
as generous as or more so than those of other early education programs. The policies described in this man-
ual have been thoroughly researched, and are consistent with federal and state employment laws, and con-
form to accepted employment practices in the field of Early Childhood Education.  

staff health & safety 
The health and safety of the children, families and staff is our top priority. We expect that all employees will 
do everything possible to maintain their physical, mental and emotional health so that they are able to per-
form their job responsibilities to the fullest and keep the children in their care healthy. You should expect that 
we will do our best to provide a workplace that is safe, healthy, and free of undue stress. To support those 
goals, during your employment, all employees are responsible for providing documentation of a physical 
exam every two years after the start of employment.  

 

 ILLNESS 
Please keep the Director apprised of any changes to your health, including any communicable diseases, inju-
ries, pregnancy, or illnesses. You will be allowed to work if it is medically safe for you do so and poses no dan-
ger to yourself, your co-workers or the children. 

In keeping with our Health and Safety Policy, and to protect the health of your co-workers and yourself, staff 
who have experienced the following symptoms during the previous 24 hours must be excluded: 

• fever of 100.5° or over  
• diarrhea 
• vomiting 
• pink or red eyes with discharge from the eye (conjunctivitis) 
• rash  
• any symptoms of communicable disease including flu, chicken pox, measles, mumps, hepatitis, conjunc-

tivitis, infectious rash, scabies, strep infection, especially when there is another confirmed case within 
First Circle 

• head lice (must be nit-free) 
Our policy is to make reasonable accommodations for staff that are occasionally ill. Staff members who are 
chronically ill should re-evaluate their suitability for working in a field where dependability is crucial. (see Job 
Performance, Attendance/Absences). 

 SAFETY 
We take the safety of the children and our staff very seriously. We expect you to perform your duties in a safe 
manner and follow all established safety rules, and to above all, use common sense and good judgment when 
performing your duties. Complete guidelines are outlined in the Classroom Handbook. These basic safety 
rules must be adhered to: 

• Liquid, sand and other spills from floors should be cleaned up immediately. 

 EMPLOYMENT POLICIES 
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• When lifting heavy objects or children, employees should lift properly by bending their knees. 
• When reaching for overhead items, step-stools should be used, not chairs. 
• Staff members must wear gloves on both hands when diapering, or helping children with toileting or 

first aid. 
• All staff members must know and follow evacuation procedures (a copy of our Evacuation Routes is 

posted in each classroom), and assist the children in a safe and comforting manner. 
• Care should be taken with equipment, cribs, or other cumbersome items. 
• Staff members should be wary of strangers in the building and should feel comfortable asking strangers 

their business. 
All accidents and injuries to staff members, no matter how minor, must be reported at once, and an Incident 
Form completed within 48 hours.  

In addition to safeguarding your own personal safety and health, we ask that you look out for the safety and 
well-being of your co-workers, to keep the environment safe and healthy for all. 

 BLOODBORNE PATHOGENS 
Like anyone working with young children, childcare providers are inevitably exposed to blood at some point in 
their working lives. Children are prone to bloody noses as well as falling, suffering cuts and scrapes. For this 
reason, it is of the utmost importance that providers familiarize themselves with bloodborne pathogens-dis-
eases transmitted through exposure to infected blood or body fluids that contain infected blood-and how to 
protect themselves from becoming infected. 

In order to contract a bloodborne disease, blood or blood-containing body fluids from an infected person 
must be introduced directly into your bloodstream through a needlestick, a cut or opening in your skin or 
through mucous membranes in the eyes, nose or mouth. Child care providers are typically exposed to blood-
borne pathogens when diapering, toileting, feeding or cleaning up the vomit of children in their care; break-
ing up fights between children; or if bitten by a child. To protect yourself from bloodborne illnesses, you 
must follow these simple steps: 

• Assume everyone, including the children in your care, is infected (practice universal precaution). 
• Always wear disposable gloves when coming into contact with blood or other body fluids. 
• Remove immediately any garment contaminated by blood and bag up (in diaper bag) for return to 

family. 
• Always wash your hands before putting on and after removing gloves. If you believe you have been ex-

posed to a bloodborne pathogen, immediately wash the affected area with soap and water; report the 
incident to the appropriate personnel and/or agency; and proceed immediately to your personal physi-
cian or the nearest emergency room. 
 

 WORKERS’ COMPENSATION INSURANCE PROCEDURE 
We take the safety of the children and our staff very seriously. It is your responsibility to let Administration 
know if you think the injury or illness may cause you to seek medical attention or lose time from work. This 
procedure must be followed in order for your medical bills – if any – to be covered by our Workers’ Compen-
sation insurance:  

1. Staff member (or witness) reports injury to member of Administration. 
2. We complete a FORM 101 (Employer’s First Report of Injury or Fatality), including as much detail of 
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the injury as possible, within 5 days of the injury.  
3. We give the injured employee the following information to be provided to the health care provider: 

Our insurance carrier’s name, phone number, and policy number as well as the newly assigned case 
number. Any additional questions should be referred to the Business Manager. 

4. If the injury results in just medical bills, or fewer than five full or partial calendar days of disability, we 
will report it just to our WC carrier to report the injury, supplying them with all pertinent information 
from the form and receiving an assigned case number 

5. If the injury results in five or more full or partial calendar days of disability, we will report the injury to 
the DIA (Department of Industrial Accidents) as well as our WC carrier within seven days of the injury. 

6. All initial medical bills will be covered through our Worker’s Comp Insurance. 
7. The employee will be paid for any hours worked only, and day of the injury is considered the first cal-

endar day of disability. 
8. The insurance company has 14 calendar days from the date they receive the Employer's First Report of 

Injury or Fatality - Form 101 to mail a check and the Insurer's Notification of Payment - Form 103 to 
the employee; or if they intend to contest the claim, to send a certified letter denying compensation 
via an Insurer's of Denial - Form 104.  

9. The injured employee will then be contacted directly by the caseworker assigned to their claim and all 
subsequent reasonable and necessary medical treatment needs will be approved. 

10. You should start getting a check (60% of total gross average weekly wage) within three to four weeks 
after your injury or illness. You will receive compensation for lost wages for any days you are disabled 
after the first five full or partial calendar days. (You are not compensated for the first five calendar 
days of incapacity unless you are disabled for 21 calendar days or more.) 

 

punctuality & absences 
 OVERVIEW 

As in any business, dependability of our employees is essential to the operation of the center. We rely on you. 
Our policy is to make fair and reasonable allowances for an employee’s absence, being aware that a moderate 
amount of absence due to sickness or emergency situations is often beyond your control. Staff who are con-
sistently late or absent place a burden on all of us, and especially on the children. Dependability is one of the 
key factors we consider when we determine raises, schedules, bonuses, and advancement. Excessive tardiness 
or absenteeism, regardless of prior notification, may lead to disciplinary action, up to and including dismissal. 
If you become ill or have a personal emergency for which you must miss work, you must follow the proce-
dures outlined below: 
• You must provide at least 2 hours’ notice prior to an absence. If you are calling during center hours, you 

must speak with someone. Do not leave a message. If it is after hours or before opening, and you are not 
a scheduled opener, you may leave a message on the attendance hotline, NOT on the Director’s 
voicemail. Every staff member has a copy of the most current phone numbers for all staff and administra-
tion. Additional copies are always available in the office. 

• To protect the health of your co-workers and yourself, we follow the guidelines used for children in deter-
mining whether you should come to work. If you have a fever, are coughing extensively, or have gastroin-
testinal symptoms, you must stay home. The decision of whether you (or your child) are too sick to come 
to work must be made by you. If there is a question of whether you can come in, we will apprise you of 
our staffing/children situation. However, only you can make the final decision of whether you should 
work, bearing in mind your contagiousness, your alternatives for childcare, and your overall attendance 
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patterns. 
• If you are out sick or for an emergency and have not completed a Time-Off Form in advance, or you were 

late for your shift more than 30 minutes, you must submit an Unscheduled Absence Form to the Director 
within 24 hours of your return. Additionally, PTO must be recorded on your Time Sheet.  
 

 EXCESSIVE ABSENCE 
As in any business, dependability of our employees is essential to the operation of the center. We rely on you. 
Our policy is to make fair and reasonable allowances for an employee’s absence, being aware that a moderate 
amount of absence due to sickness or emergency situations is often beyond your control. Educators who are 
consistently absent place a burden on all of us, especially on the children.  
• Staff members who have an unplanned absence of more than three consecutive scheduled days may be 

required to present a doctor’s note.  
• Dependability will be one of the key factors we consider when we determine raises, schedules, bonuses 

and advancement.  
• More than two call-outs during any month without extenuating circumstances will result in a warning. 
 

other policies 
 CONFIDENTIALITY 

You have the right to access the records of the children in your classroom, including their developmental his-
tory (All About Me), medical records, etc. However, all information in a child’s file is confidential. We are pro-
hibited from disclosing or providing the information contained in children’s files to anyone without the 
express written consent of the parent or guardian.  

Personal remarks or conversations about families or children in the classroom not related to the children’s 
care with your co-workers, or any other public place where conversation can be overheard are strictly prohib-
ited. Additionally, if a parent says something negative about First Circle, avoid arguments and direct discus-
sions, and direct them to Administration. Staff should be careful of sharing work stories with family or 
household members. When discussing work related issues, always protect the identity of the child or family.  

 SOCIAL & DIGITAL MEDIA POLICY 
The confidentiality policy also applies to all social media and networking websites used for either personal or 
professional use. You are prohibited from making disparaging, discriminatory, or defamatory comments when 
discussing First Circle, your supervisors, co-workers, or members of any family associated with First Circle. In 
other words, never write or say anything you wouldn’t want read by your supervisor, published to a website, 
or used in a court of law. Unless given permission, you are not authorized to speak on behalf of First Circle, or 
to represent that you do so.  

We understand that many of you use Facebook, Twitter, and other social networking sites regularly, but we 
must strongly recommend that you not “friend” parents of the children that attend First Circle. The potential 
for violation of the confidentiality of both parties is too great. We do recommend that you use privacy settings 
that will keep your photographs viewable by “friends” only.  

Digital photographs are an important method to document children’s progress in our program. However, for 
privacy and liability reasons, any photo taken here is considered First Circle property. You may use your own 
camera, if you prefer– but the photographs (whether printed or on file) must remain here. You may not post 
pictures taken at First Circle to ANY social networking site or use them for personal use (as wallpaper on your 
phone or home computer), regardless of whether the family has given you permission.  
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 SMOKING POLICY 
First Circle is a non-smoking environment. There is no smoking allowed inside First Circle under any circum-
stances at any time. Outside the school, there is no smoking allowed during operating hours within 10 feet of 
the building. If employees smoke outside the 10-foot radius of the building, the following guidelines apply: 

• You must show discretion and not be seen smoking in front of parents or children; 
• At no time may you have a vape nicotine device in the classroom; 
• You must clock out while smoking; 
• All cigarette butts must be disposed of and not left on First Circle grounds; 
• You must make every effort possible to minimize the smell of smoke on your person. 

There are large numbers of people who are allergic to cigarette smoke or suffer some very serious breathing 
issues when they encounter it. Even the lingering smell of cigarette smoke on clothes may be close to intoler-
able to a non-smoker. So, if you’re not ready to kick the habit just yet and can’t schedule your smoking out-
side First Circle hours, please take steps to control the odor on your person. First, since we do not allow you to 
smoke in the eyesight of the children, you may have no option but to smoke in your car or drive somewhere 
where you can be outside your car and lessen the smell of smoke on your person. Leave the windows open. If 
you have an overcoat with you, wear it. This will keep most of the smoke away from your clothing.  

After you’ve finished smoking, remove your coat and stand out in the wind a little longer to flush your person 
with fresh air. If it’s not particularly windy, take a brisk walk. You may need to bring a change of clothes to put 
on after a cigarette break. As for your breath, the best you can do is brush your teeth, gargle with a strong 
mouthwash, and follow that up with the strongest mint you can handle. Out of respect for others, ask a co-
worker upon your return from a smoking break for a sniff test. If, despite your best efforts, you cannot extin-
guish the smell of smoke from your clothes to a level tolerable to your co-workers and parents, you may be 
asked to take further corrective action. 

 

 PHONE CALLS & VISITORS 
Staff members may not receive or make cell phone calls or texts during work hours. Your cell phone should be 
switched off while you are in the classroom. Because your position requires your constant attention be on the 
children, phone calls must be made outside the classroom and on First Circle phones, unless you are on an 
unpaid break. We ask that as much as possible, you schedule your phone calls outside working hours. On oc-
casion, personal calls may be necessary, but we ask your cooperation in limiting them to emergencies or es-
sential personal business, and in keeping them brief.  

All visitors must obtain permission before spending time on our insured premises. At no time can visitors be 
with you in the classroom. 

 OFFICE EQUIPMENT 
Each First Circle location has office equipment for shared use by staff. Specific equipment varies by location. 
Educators using the equipment for educational use have priority over staff using it for personal use during 
break time. Please be polite! Office equipment including a laminator, labeler, copy machine, and any other 
equipment is not to be used for personal reasons without prior approval from Administration. Please do not 
download programs to the company computers unless you have approval from Administration.  

 SOLICITATION AND DISTRIBUTION POLICY 
We expect your work hours at First Circle to be dedicated to your job responsibilities and the care of the 

http://www.howtogetridofstuff.com/?Submit=SEARCH&s=strong+mouthwash
http://www.howtogetridofstuff.com/?Submit=SEARCH&s=strong+mouthwash
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children. Solicitation of staff or children’s family members is always prohibited, unless the item or activity is 
approved in advance by the Administration. Non-employees are never allowed to solicit or distribute materials 
on center property without First Circle’s approval. 

Solicitation and/or distribution of materials between employees is prohibited during work hours, but allowed 
during break or meal times, so long as it does not interfere with the employee’s job responsibilities and does 
not take place in the classroom. 

 WORKPLACE PRIVACY AND RIGHT TO INSPECT 
First Circle property, including but not limited to cabinets, phones, computers, tablets, desks, work place ar-
eas, vehicles, or machinery, remains under company control and is subject to inspection at any time, without 
notice to any employees, and without their presence. You should have no expectation of privacy in any 
of these areas. We assume no responsibility for the loss of, or damage to, your property main-
tained on Company premises including that kept in lockers and desks. 
 

 BABYSITTING POLICY 
Although many early childhood programs prohibit babysitting for families, First Circle chooses not to. How-
ever, if you do babysit for First Circle families, please remember that you are always an ambassador of First 
Circle, and how you conduct yourself will, whether at work or in someone’s home, reflect on us as well.  
 
The following guidelines apply to staff who choose to babysit: 

• Babysitting for families is not allowed during First Circle’s operating hours. 
• Employees must not discuss any aspect of First Circle business with the families they babysit for. 
• Babysitting is a private transaction between you and that family, and First Circle is not responsible in 

any way for the care of that child(ren) during those services. 
• You must adhere to the confidentiality policies stated in this manual. 

 
 WEAPONS POLICY 

First Circle prohibits all persons who enter company property from carrying a handgun, firearm, or other 
weapon regardless of whether the person is licensed to carry the weapon or not. This policy applies to all 
company employees, contract and temporary employees, visitors and customers. The only exception to this 
policy is police officers acting within their professional capacity.  
 

 PERSONAL APPEARANCE/HYGIENE 
Staff members are selected to work at First Circle for their educational background, their experience, and their 
rapport with children. We strive to create a comfortable, relaxed environment, where children, staff, and fami-
lies feel comfortable. That being said, we ask that staff use their best judgment when dressing for working 
with children: 

• All clothing (even jeans) should be clean, free from excessive wrinkles, and in good repair (without holes 
or tears). 

• Comfortable shoes are essential--Please do not wear heels. We recommend that footwear cover toes 
and have a back strap or enclosed heel. Although flip-flops are not prohibited, you are risking injury 
when making a choice not to protect your feet and toes (especially on the playground!). Bare feet are 
never allowed. 
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• Dress for participation in outdoor activities. 
• Your clothes should be appropriately sized, neither too small or too tight. 
• Clothing with pictures or writing should be appropriate for children. 
• Please do not wear see-through clothing or clothing that allows undergarments or their straps to be 

exposed. Before coming to work, please make sure that sitting, bending, or reaching doesn’t expose 
skin or undergarments. 

• Shorts and skirts should be of a reasonable length: mid-thigh or lower (with your arms hanging down, 
make sure your garment is at or below your fingertips), skirts higher than knee-length require shorts 
underneath. 

• Show good taste in your attire: pants/bottoms with high enough waist to cover the skin of your mid-
section (front and back), tops with high enough neckline to hide bra or chest hair, (and long enough to 
keep skin of your midsection covered), shoulder straps must be a minimum three fingers in width (no 
spaghetti straps) and no strapless tops are to be worn. 

• When you wear leggings or stretch pants, please wear a top that reaches to the hip. Please don’t wear 
spandex, bike shorts, bathing/swimming wear, or sleepwear (unless for a planned event or occasion!). 

• Long nails, dangling earrings and other protruding jewelry should be avoided. 
• Please wear deodorant/anti-perspirant, especially during the warmer months. 
• Please wear a bra or suitable support. 
• Perfume should be subtle or better yet, left for the weekends —strong odors of any kind can be offen-

sive, and some people are allergic to perfume. 
 

If we expect others to treat us with the respect we demand as professionals, then we must appear to be 
professional. In general, if there is any question about an item being inappropriate, DO NOT WEAR IT. 

 
 LATE PICK-UP OF CHILDREN 

If children are still in attendance after 6:00 p.m., a teacher will be asked to stay with a member of Administra-
tion until the last parent picks up. The Teacher is then responsible for providing a Late Pick-Up form to the 
family when they arrive to pick up their child that outlines the time and fee that will be charged. Families are 
not charged for the first time they are late. Families who arrive after 6:00 p.m. are charged a late fee at the rate 
of $1.00 per minute per child; the fee is determined by the time they leave First Circle. The late fee is paid by 
the parent with their next tuition payment and paid to the Teacher (minus taxes) with the next paycheck. 
Teachers are also paid for their time. 
 

 ARRANGEMENTS FOR ALTERNATE PICKUP 
Only staff who are not scheduled to work until 6:00 p.m. can be an alternate pick-up. 

 
 CONFLICT OF INTEREST 

Our employees must meet high ethical standards in their job performance. We ask that you not engage in any 
activities outside First Circle that conflict with job performance; if you know of something that will impact, 
please advise the Director. Although many early childhood programs prohibit babysitting for families, First Cir-
cle chooses not to. However, in any activity, personal or working relationship with any family or staff member 
at First Circle, you must adhere to the confidentiality policies stated in this manual, and in no way may these 
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activities conflict with your work schedule or compromise your ability to adhere to any other First Circle poli-
cies.  

on-going employment requirements 
Employees are required to renew certain documents and certifications as part of their employment at First 
Circle, as well as fulfill specific health requirements. Specifically, these requirements are: 

 HEALTH ASSESSMENT 
Every employee needs to have an updated health assessment with a healthcare provider every two years. 

 PQ REGISTRY 
Each educator is required to register annually with the Professional Qualifications Registry maintained by 
EEC. Information is to be entered and regularly updated, and a printed confirmation provided to the Director. 
Please go to the website www.eec.state.ma.us/PQRegistry/ to complete the required forms and print your 
confirmation. You may use the computer in the staff room or complete it at home. 

 PROFESSIONAL DEVELOPMENT & TRAINING 
We place a high value on education and learning at First Circle, and we believe that process begins with 
staff. We provide you with many different opportunities and resources for growth and enhancement of your 
professional skills. Some of the workshops and training sessions are mandatory, and some are optional.  

REQUIRED TRAINING HOURS We are required by state licensing requirements to provide (and each 
staff member is required to complete) a specific amount of training for all staff members throughout the 
year. This includes the "EEC Essentials" training, twelve modules on topics that early education staff need to 
know about, such as health, safety, and child development. Training hours are calculated from January to 
December of each year. EEC requires that staff members attend the following amount of training hours (in-
cluding on-line training required by EEC):  

• Educators working fewer than 10 hours per week:  5 hours per year, a minimum of 2 of those hours 
must address Diverse Learners.  

• Educators working at least 10 but fewer than 20 hours per week: 12 hours per year, a minimum of 4 
of those hours must address Diverse Learners.  

• Educators working 20 or more hours per week:  20 hours per year, a minimum of 7 of those must 
address Diverse Learners. 

 
Staff Meetings. Staff meetings are mandatory and are held every month on either the second, third, or 
fourth Tuesday immediately following the work day. Dinner is provided by First Circle. Staff meetings cannot 
be missed unless approved by the Director. All staff are paid for their attendance at staff meetings at their 
regular hourly rate.  

Staff Training Days. Indigenous People’s Day, Patriots Day, and Cleaning Day (the Friday before Labor Day) 
are our scheduled days for mandatory staff training. Staff training days are an important part of First Circle’s 
employment and cannot be missed unless approved by the Director. All staff are paid at their hourly rate for 
the time they are in attendance on this day. 

First Aid/CPR Certification. Each employee is responsible for maintaining a current First Aid certificate to be 
renewed every three years. All teachers must maintain a current CPR certificate to be renewed either every 
year or based on the date indicated on the card. Group First Aid/CPR training sessions will be conducted by 

http://www.eec.state.ma.us/PQRegistry/
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First Circle on a yearly basis; employees needing certification or recertification are expected to attend. First 
Circle pays for 100% of First Aid/CPR training of employees and also compensates employees for their time, 
at their hourly rate of pay. If current employees do not attend the provided, scheduled First Aid/CPR training, 
they are fully responsible for arranging and financing alternate training within 30 days. 

If an employee begins employment at First Circle before the annual First Aid/CPR training session and they 
can’t provide current certification, we may ask that they arrange for certification on their own. First Circle will 
reimburse the employee for the cost of the First Aid/CPR training session and compensate the employee for 
their time if the training has been pre-approved.  

 PERSONNEL FILES 
Personnel files are maintained for each employee, containing the following, as applicable: 

• employment application including general information, employment history, written references and 
notes from conversations with telephone references, resume, school records, EEC certification docu-
mentation and/or information, and First Aid/CPR training information and/or certification 

• medical information and W4 form 

• working interview review, written performance reviews and observations, letters of promotion, no-
tices of counseling or disciplinary action 

• documentation of training, professional growth and development and continuing education 

• records of time off and schedule change requests and unscheduled absence forms (these forms are 
kept in a separate locked file cabinet) 

• salary rate, raises, etc. 

We maintain an additional separate, confidential, and locked file in a secure place, containing employees’ I-9 
forms and current BRC information. Employees have the right to review their personnel and confidential files 
upon request at any time during their employment. Files will be made available to the employee within 24 
hours of the request.  

 LETTERS OF REFERENCE 
Requests for letters of reference for the purposes of school applications, scholarships and other non-em-
ployment related activities should be referred to the Director. Please allow enough time for the processing 
of the letter of recommendation. Requests for employment verification from other employers regarding a 
former employee’s employment history should be directed to the HR Manager. 
 

communication 
Good communication is the foundation of a quality educational program and a healthy work environment. 
People spend a lifetime developing and improving skills to communicate effectively with one another, and for 
most of us, it’s a work in progress. We recognize that as individuals, we all have different styles of communica-
tion. Our goal is to create a workplace where respect, courtesy, and support are the foundations of our com-
munications.  

The most important thing to do before engaging in any type of communication, verbal or written, is to choose 
your attitude. Choose to communicate with honesty, patience, optimism, and sincerity. Choose to be respect-
ful and accepting of others. Choose to be sensitive to other people’s feelings and believe in others' compe-
tence. Here are some basic guidelines for communication that we ask you to work with:  

 Choose the right time and place. As the cliché states, there is a time and a place for everything, and 
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communicating is no different. Ask yourself: Should this be communicated in the classroom? Is this the 
best time to go to the office? Should I talk to a parent at drop-off, pick-up, or write a note? Think through 
where the best place and what the best time is to communicate your message and ensure that you’re cre-
ating a space where open communication can take place. To maintain the proper level of supervision for 
the children, plan meetings and conversations during nap time or before or after your shift.  

 Have courage to say what you think. Be confident in knowing that you can make worthwhile contribu-
tions to a conversation. First Circle is a place where every member of our team is an integral part of our 
program, and we encourage you to share suggestions, comments and recommendations for change with 
Administration. 

 Organize and clarify ideas in your mind before you communicate. If you are feeling passionate about 
a topic, your message may become confused if you haven't already planned some key points to stick to 
when communicating it. A good rule of thumb is to choose three main points and keep your communica-
tion focused on those. That way, if the topic wanders off course, you will be able to return to one or more 
of these three key points without feeling flustered.  

 Speak clearly and directly. It is important to speak in a way that everyone can understand. It means ut-
tering your words distinctly, choosing simpler words over more complex ones, and speaking at a level 
guaranteed to be heard but without coming across as too loud, overly emotional, or disengaged.  

 Stay on topic. Once you start addressing your three main points, make sure all facts, stories, etc., add to 
the conversation or debate.  

 Listen actively.  Communication is a two-way street and requires you to listen as well as talk. Remember 
that while you are talking, you are not learning. In listening, you will be able to gauge how much of your 
message is getting through to your listeners and whether it is being received correctly or is being misin-
terpreted. It can be helpful to ask listeners to rephrase some of what you have said in their own words if 
they appear to be returning confused or mistaken views to you. 

 Be aware of distractions. Don’t allow external distractions to sidetrack your concentration. They will dis-
tract both you and your listener and they will also effectively derail the communication.  

 Make eye contact. Whether you are speaking or listening, looking into the eyes of the other person 
shows that you are interested, and encourages others to be interested in you in return.  

 Be aware of what your body is saying. Body language can say so much more than a mouthful of words. 
An open stance with arms relaxed at your sides tells anyone around you that you are approachable and 
open to hearing what they have to say. Arms crossed and shoulders hunched, on the other hand, suggest 
you are not interested. Often, communication can be stopped before it starts by body language that tells 
people you don't want to talk or listen.  

 Manage your expectations. You need to know in advance what you expect from your communication. If 
you are expecting a particular response or action, and that doesn’t happen, what’s next? Ask for what you 
need, suggest what you want, and manage your response if your expectations are not met. Although we 
will make every attempt to communicate to you and include you in anything that may impact on or be of 
interest to you, there are times when we may not be able to meet that expectation.  

 Adhere to rules of confidentiality. All formal conversations with First Circle Administration that do not 
take place at a staff meeting are confidential. Inappropriate sharing of those conversations could result in 
disciplinary action 

 Feedback. If at any time someone at First Circle, whether a co-worker, a member of Administration, or a 
parent is speaking to you in a manner that you feel is discourteous or disrespectful, politely let them know 
and ask them to rephrase it in a way that meets your needs. We can all learn from each other. 

 Be open. If at any time someone at First Circle, whether a co-worker, member of Administration, or a 

http://www.wikihow.com/Organize
http://www.wikihow.com/Listen
http://www.wikihow.com/Look-People-in-the-Eye
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parent tells you have spoken to them in a manner that they feel is discourteous or disrespectful, politely 
listen to them, and ask them to help you rephrase it in a way that meets their needs. In addition to 
monthly staff meetings, team meetings and informal sessions, we will communicate with you via memos 
and notices in your cubby, email, and postings in the staff room and lobby – please keep on the lookout 
for communications and check your cubby daily! 

 

conflict/grievance  
 OVERVIEW  

The heart of Early Childhood Education is in partnering with families to help children learn and grow. During 
your time at First Circle, you may find yourself disagreeing with a particular parent’s perspective on the prac-
tices in your classroom, or who feel that their child’s care could be handled differently. We try to be as open as 
possible about our policies and procedures with parents, and place great value on collaboration. As a program 
and as professionals, we want to be open to receiving feedback and suggestions as we constantly strive to im-
prove ourselves. At First Circle, we pride ourselves on our ability to mediate and seek shared understandings, 
and most times we can navigate the ups and downs of the relationship together by approaching difficulties 
with a shared goal of compromise and improved communication.  

At First Circle, we believe that an excellent program is one that continues to change and evolve, in part in re-
sponse to changes to new practices and research in the Early Childhood Education field, but also in response 
to input from families. We welcome families to work with us on improving our program and maintaining an 
environment where their children can thrive. There is no issue we are unwilling to explore, whether through 
our own internal procedures, or with the help of our licensing authority or other agencies. We’re proud of our 
program and the trust and respect placed in us by our many families and ask for your contribution in continu-
ing to work hard to earn that trust and respect daily. 

 STAFF CONFLICT/GRIEVANCE PROCEDURE  
We encourage staff input and feedback and encourage you to speak openly with Administration about any 
issue, question or concern. We understand that work-related problems can arise and will do our best to ac-
tively look for signs that a possible or potential issue may exist. This often makes it possible to handle a situa-
tion when it is still easy to resolve. We also encourage individuals to try to reconcile simple or personal issues 
or differences on an individual basis. Should this not be possible, in order to resolve a problem quickly and 
fairly, our grievance procedure is as follows: 

1. If you feel at any time that a co-worker, regardless of title, is not adhering to his/her job description, in-
cluding requirements for communication and professionalism, we ask that you schedule a time to meet 
with that person and inform him/her of your concerns.  

2. Come prepared to the meeting and be able to provide specific information and details about your con-
cern, stating specifically which area of the job description in your opinion is not being adhered to.  

• Often misunderstandings or simpler issues can be discussed and remedied at this point, or a mutual 
understanding or compromise can be reached that will resolve the grievance. If resolution is achieved, 
we ask that you let the Director know of the issue and how it was handled. 

• If you do not feel comfortable discussing your concern with the individual involved, ask to meet with 
the individual’s direct supervisor. You may request a meeting verbally, by written request, or by email. 

• A meeting time will be scheduled with you and the appropriate supervisor(s). The supervisor will make 
every attempt to meet with you within 48 hours.  
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• Come prepared to the meeting to provide specific information and details about your concern, stating 
specifically which area of the job description in your opinion is not being adhered to.  

3. If as a result of the meeting, corrective action is required for the other staff member, it will be handled di-
rectly with the staff member and you will be notified that this will take place, or a second meeting will be 
scheduled with the staff member involved. 

• If the issue cannot be resolved in that meeting, an inquiry into the matter will ensue, including any nec-
essary communication with others, including outside agencies if appropriate. 

• When all the facts are known or the inquiry has gone as far as possible, a second meeting will be sched-
uled, involving any appropriate parties. Results of the inquiry and any other pertinent information will 
be discussed with resolution, mutual understanding, or compromise as a goal of the meeting.  

4. If as a result of the meeting corrective action is required for the other staff member, it will be handled di-
rectly with the staff member, and you will be notified that this will take place. 

5. Follow up on the grievance will occur as appropriate. We will carry through on all aspects of any agree-
ments or decisions made and expect that you will do the same. 

 

employee accommodations 
 DISABILITY ACCOMMODATION 

First Circle complies with the Americans with Disabilities Act (ADA), the Pregnancy Discrimination Act, and all 
applicable state and local fair employment practices laws and is committed to providing equal employment 
opportunities to qualified individuals with disabilities, including pregnancy, childbirth, and related medical 
conditions, such as lactation or the need to express milk for a nursing child. Consistent with this commitment, 
First Circle will provide reasonable accommodation to otherwise qualified individuals where appropriate to 
allow the individual to perform the essential functions of the job, unless doing so would create an undue 
hardship on the business. 

Where an individual is suffering from a pregnancy-related disability or condition, reasonable accommodation 
may include, but is not limited to: 

• More frequent or longer paid or unpaid breaks; 
• Time off to attend to a pregnancy complication or recover from childbirth with or without pay; 
• Acquisition or modification of equipment or seating; 
• Temporary transfer to a less strenuous or hazardous position; 
• Job restructuring; 
• Light duty; 
• Private non-bathroom space for expressing breast milk; 
• Assistance with manual labor; or 
• A modified work schedule. 

 

If you require an accommodation because of your disability, it is your responsibility to notify your Director. 
You may be asked to include relevant information such as: 

• A description of the proposed accommodation. 
• The reason you need an accommodation. 
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• How the accommodation will help you perform the essential functions of your job. 
After receiving your request, First Circle will talk with you to determine the precise limitations of your disability 
and explore potential reasonable accommodations that could overcome those limitations. Where appropriate, 
we may need your permission to obtain additional information from your medical provider. All medical infor-
mation received by First Circle in connection with a request for accommodation will be treated as confidential. 

First Circle encourages you to suggest specific reasonable accommodations that you believe would allow you 
to perform your job. However, we are not required to make the specific accommodation requested by you 
and may provide an alternative accommodation, to the extent any reasonable accommodation can be made 
without imposing an undue hardship on First Circle. If leave is provided as a reasonable accommodation, that 
leave may run concurrently with leave under the federal Family and Medical Leave Act and/or any other leave 
where permitted by state and federal law. 

First Circle will not discriminate or retaliate against employees for requesting an accommodation. 

 PREGNANT WORKERS FAIRNESS ACT NOTICE 
The Massachusetts Pregnant Workers Fairness Act prohibits discrimination against employees due to preg-
nancy or conditions related to pregnancy. The law also requires employers to provide reasonable accommo-
dations to employees who are pregnant or have a condition related to pregnancy. Conditions related to 
pregnancy include, but are not limited to, morning sickness, lactation, or the need to express breast milk. The 
procedures for requesting an accommodation are described in the Massachusetts Disability Accommodation 
policy. 

 ACCOMMODATIONS FOR NURSING MOTHERS 
First Circle will provide nursing mothers reasonable unpaid break time to express milk for their nursing 
child(ren). You are encouraged to discuss the length and frequency of these breaks with the Director. If you 
are nursing, the First Circle will provide you a private room, other than a restroom, to express milk. The room 
will be clearly designated and either have a lock or a sign on the door to indicate when the room is in use. Ex-
pressed milk can be stored in company refrigerators or in a personal cooler. You must sufficiently mark or la-
bel your milk to avoid confusion for other employees who may share the refrigerator. 
 

 RELIGIOUS ACCOMMODATION 
First Circle is dedicated to treating its employees equally and with respect and recognizes the diversity of their 
religious beliefs. All employees may request an accommodation when their religious beliefs cause a deviation 
from the company dress code or the individual's schedule, basic job duties, or other aspects of employment. 
First Circle will consider the request but reserves the right to offer its own accommodation to the extent per-
mitted by law. Some, but not all, of the factors that will be considered are cost, the effect that an accommoda-
tion will have on current established policies, and the burden on operations — including other employees — 
when determining a reasonable accommodation. At no time will First Circle question the validity of a person’s 
belief. If you request an absence to observe a holy day, you must provide us with at least 10 days’ notice. First 
Circle may require you to make up the time lost. If you require a religious accommodation, please speak with 
the Director. 

 

harassment 
 GENERAL 

It is the goal of First Circle to promote a fair and respectful workplace free of harassment or discrimination of 
any kind. Harassment/discrimination of employees occurring in the workplace or in other settings in which 
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employees may find themselves in connection with their employment is unlawful and will not be tolerated. 
Further, we will not engage in or tolerate any retaliation against an individual who has complained about har-
assment/discrimination, or retaliation against individuals for cooperating with an investigation of a complaint.  
Employees are protected from harassment based on their race, color, religion, national origin, ancestry, gen-
der identity or expression, age, handicap (disability), participation in discrimination complaint-related activi-
ties, sexual orientation, genetics, or active military or veteran status.  
If at any time during your employment at First Circle you feel you are being discriminated against or harassed 
by a staff member or a parent, please let the Director or the owners know immediately. We take allegations of 
harassment/discrimination seriously, and we will respond promptly and confidentially to complaints. If it is de-
termined that inappropriate conduct has occurred, we will act promptly to eliminate the conduct and impose 
any corrective action necessary. We reserve the right to exercise any action for workplace conduct that we 
deem unacceptable, regardless of whether that conduct satisfies the definition of harassment or discrimina-
tion. For more information, please visit http://www.mass.gov/mcad/ , the Massachusetts Commission Against 
Discrimination. 

 SEXUAL HARASSMENT  
Introduction. It is First Circle’s goal to promote a workplace that is free of sexual harassment. Sexual harass-
ment of employees occurring in the workplace or in other settings in which employees may find themselves in 
connection with their employment is unlawful and will not be tolerated by this organization. Further, any retal-
iation against an individual who has complained about sexual harassment or retaliation against individuals for 
cooperating with an investigation of a sexual harassment complaint is similarly unlawful and will not be toler-
ated. To achieve our goal of providing a workplace free from sexual harassment, the conduct that is described 
in this policy will not be tolerated and we have provided a procedure by which inappropriate conduct will be 
dealt with, if encountered by employees.  

Because First Circle takes allegations of sexual harassment seriously, we will respond promptly to complaints. 

 

abuse + neglect policy 
As defined by Chapter 119, Section 51A, “Early education, preschool, childcare or afterschool program staff, 
including any person paid to care for, or work with, a child in any public or private facility, home or program 
funded or licensed by the Commonwealth, which provides child care or residential services” is a mandated re-
porter, and therefore must file a report when (s)he believes a child is being abused or neglected. 

Massachusetts law requires mandated reporters to immediately make an oral or written report to DCF when, 
in their professional capacity, they have reasonable cause to believe that a child under the age of 18 years is 
suffering from abuse and/or neglect. In addition to filing with the Department a mandated reporter may no-
tify local law enforcement or the Office of the Child Advocate of any suspected abuse and/or neglect. You 
should report any physical or emotional injury resulting from abuse; any indication of neglect, including mal-
nutrition; any instance in which a child is determined to be physically dependent upon an addictive drug at 
birth; or death as a result of abuse and/or neglect. Any mandated reporter who fails to make required oral and 
written reports can be punished by a fine of up to $1,000. 

This is First Circle’s complete Abuse and Neglect Policy. Under the law, mandated reporters are protected 
from liability in any civil or criminal action and from any discriminatory or retaliatory actions by an employer. If 
a staff member has a concern about a child or fellow educator, the first step we require is to report the con-
cerns immediately to the Director or, in her absence, any member of First Circle Administration, with as much 
detail as possible. Staff are required to follow the requirements and process outlined in this policy with no 

http://www.mass.gov/mcad/
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exception. We provide regular in-service training to all staff on recognizing and reporting child abuse and ne-
glect. For new staff, this is covered in the orientation. 

It is the responsibility of each staff member to report any suspected abuse or neglect, including abuse 
by another staff member [see Mandated Reporter section below].  

 OVERVIEW 
 Basic needs. We are concerned about and committed to each child’s physical, emotional, and psychological 

health and well-being. To help our staff respond to a child’s needs, we ask that parents keep us apprised of 
any change to their child’s health that might adversely affect them. If a parent has any difficulty caring for 
their child’s needs, we encourage them to ask for help. The Director can provide a confidential referral to a 
community resource for any parent experiencing a need for additional support. 
 

 CONCERNS. Children should be observed on a regular basis by educators and occasionally by administra-
tive staff. If you have a concern regarding a child’s basic needs, inform the Director of your concerns. Main-
tain a written log recording your observations in the area of concern. The Director will hold a conference 
with the parent to inform them of these concerns and to assist them in finding ways to meet those needs. 
The parent will be provided with a written record of the conference and a list of current referral resources 
to assist them in this process. If the parent chooses not to seek appropriate services for the child and/or 
neglect or abuse is suspected by the teachers, our staff must follow state law to file a report with DCF [see 
below].  

 DEPARTMENT OF CHILDREN AND FAMILIES. Under Massachusetts law, the Department of Children and 
Families (DCF) is the state agency that receives all reports of suspected abuse or neglect of children under 
the age of 18. State law requires professionals whose work brings them in contact with children to notify 
DCF if they suspect that a child has been - or is at risk of being - abused or neglected. DCF depends on 
reports from professionals and other concerned individuals to learn about children who may need protec-
tion. The Department receives reports on more than 100,000 children each year.  

DCF’S primary mission is to protect children who have been abused or neglected in a family setting. DCF 
seeks to ensure that each child has a safe, nurturing, permanent home. The Department also provides a 
range of preventive services to support and strengthen families with children at risk of abuse or neglect.  

 MANDATED REPORTERS. Anyone may report concerns of child abuse and neglect to DCF as non-man-
dated reporters. However, as defined by Chapter 119, Section 51A, “Early education, preschool, childcare or 
afterschool program staff, including any person paid to care for, or work with, a child in any public or private 
facility, home or program funded or licensed by the Commonwealth, which provides child care or residential 
services” is a mandated reporter, and therefore must file a report when (s)he believes a child is being abused 
or neglected. 

Massachusetts law requires mandated reporters to immediately make an oral or written report to DCF when, 
in their professional capacity, they have reasonable cause to believe that a child under the age of 18 is 
suffering from abuse and/or neglect. In addition to filing with the Department a mandated reporter may 
notify local law enforcement or the Office of the Child Advocate of any suspected abuse and/or neglect. 
You should report any physical or emotional injury resulting from abuse; any indication of neglect, including 
malnutrition; any instance in which a child is determined to be physically dependent upon an addictive drug 
at birth; or death as a result of abuse and/or neglect. Any mandated reporter who fails to make required 
oral and written reports can be punished by a fine of up to $1,000. 

Under the law, mandated reporters are protected from liability in any civil or criminal action and from any 
discriminatory or retaliatory actions by an employer.  
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 DEFINITIONS 
Under the Department of Children and Families regulations (110 CMR, section 2.00), abuse and neglect are 
defined as the following: 

 ABUSE: The non-accidental commission of any act by a caretaker upon a child under age 18 which 
causes, or creates a substantial risk of, physical or emotional injury; or constitutes a sexual offense under 
the laws of the Commonwealth; or any sexual contact between a caretaker and a child under the care of 
that individual. This definition is not dependent upon location (i.e., abuse can occur while the child is in an 
out-of-home or in-home setting).  

 NEGLECT: Failure by a caretaker, either deliberately or through negligence or inability, to take those actions 
necessary to provide a child with minimally adequate food, clothing, shelter, medical care, supervision, emo-
tional stability and growth, or other essential care; provided, however, that such inability is not due solely 
to inadequate economic resources or solely to the existence of a handicapping condition. This definition is 
not dependent upon location (i.e., neglect can occur while the child is in the home or out of the home).  

 PHYSICAL INJURY: Fracture of a bone, a subdural hematoma, bums, impairment of any organ, and any 
other such nontrivial injury; or soft tissue swelling or skin bruising, depending upon such factors as the 
child's age, circumstances under which the injury occurred and the number and location of bruises; or ad-
diction to a drug or drugs at birth; or failure to thrive, up to death. 

 EMOTIONAL INJURY: An impairment to or disorder of the intellectual or psychological capacity of a child 
as evidenced by observable and substantial reduction in the child's ability to function within a normal range 
of performance and behavior.  

 “CARETAKER:" can be a child's parent, step-parent, guardian, or any household member entrusted with 
the responsibility for a child's health or welfare. In addition, any other person entrusted with the responsi-
bility for a child's health or welfare, both in and out of the child's home, regardless of age, is considered a 
caretaker. Examples may include relatives from outside the home, teachers or school staff in a school set-
ting, workers at day care and child care centers (including babysitters), foster parents, staff at a group care 
facility, or persons charged with caring for children in any other comparable setting.  

 PROCEDURE 
These are First Circle's procedures for staff to report concerns of abuse and/or neglect: 

CONCERNS 
• If you have a concern about a child, but have not witnessed abuse or neglect, you should report your con-

cerns immediately to the Director or, in her absence, a member of First Circle’s Administration with as much 
detail as possible.  

• The Administrator notified will assess the observations and facts that cause a staff member to believe a 
child has been abused or neglected. The Director will confer with other staff members involved in the care 
of the child in question, and will review the child’s records. The Director may consult with the child’s par-
ents.  The Director will assist you in making a decision whether to file a report. It is our goal to arrive at a 
consensus as to whether to file a report. However, it is understood that this may not always be possible and 
First Circle will always respect a staff member’s decision if they choose to report, and no punitive or retalia-
tory measures will ever be taken against the staff member. 

REASONABLE CAUSE 
• If you witness or are told by a child of abuse or neglect by a caretaker, or you otherwise suspects abuse or 

neglect, you should immediately report the information to Administration, with as much detail as possible.  
• Any discussion with the child about the incident should be conducted by a professional with expertise in 
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this area. 
• You are mandated to report such suspicions, regardless of your own relationship to the family. Either the 

Director or the person with the most direct contact/information must make a verbal report by phone to 
DCF no later than the end of the business day during which the abuse or neglect was witnessed or revealed 
or suspected. In a case where a child would be at imminent risk of serious injury, the report will be made 
within an hour after the concerns are identified. To make a report, call the DCF Area Office (Arlington) 781-
641-8500 and ask for the Protective Screening Unit. 

• After DCF has been notified, the Director may notify the parent or guardian, unless such notification will, in 
the estimation of First Circle administration, endanger the child’s safety or well-being.  

• The person who notified DCF is required by law to mail or fax a written report to the Department within 48 
hours after making the oral report. The report should include any other information you believe might be 
helpful in establishing the cause of the injury and/or person responsible. 

 
WHAT HAPPENS NEXT  
When DCF receives a report of abuse and/or neglect, called a “51A report,” from either a mandated reporter or 
another concerned citizen, DCF is required to evaluate the allegations and determine the safety of the child. 
During DCF’s response process, all mandated reporters are required to answer the Department’s questions and 
provide information to assist in determining whether a child is being abused and/or neglected and in assessing 
the child’s safety in the household. The information provided includes: 

• All identifying information you have about the child and parent or other caretaker, if known;  
• The nature and extent of the suspected abuse or neglect, including any evidence or knowledge of prior in-

jury, abuse, maltreatment, or neglect;  
• The circumstances under which you first became aware of the child's injuries, abuse, maltreatment or ne-

glect;  
• What action, if any, has been taken thus far to treat, shelter, or otherwise assist the child.  

Once DCF has received a report, the process is as follows: 

1. The report is screened. The purpose of the screening process is to gather sufficient information to deter-
mine whether the allegation meets the Department’s criteria for suspected abuse and/or neglect, whether 
there is immediate danger to the safety of a child, whether DCF involvement is warranted and how best to 
target the Department’s initial response. The Department begins its screening process immediately upon 
receipt of a report. During the screening process DCF obtains information from the person filing the re-
port and also contacts professionals involved with the family, such as doctors or teachers who may be 
able to provide information about the child’s condition. DCF may also contact the family if appropriate. 

2. If the report is “Screened In,” it is assigned either for a Child Protective Services (CPS) Investigation or 
Assessment Response.  
• CPS Investigation: Generally, cases of suspected sexual or serious physical abuse or severe neglect will 

be assigned to the CPS Investigation Response. The severity of the situation will dictate whether it re-
quires an emergency or non-emergency investigation. The primary purpose of the Investigation Re-
sponse is to determine the current safety and the potential risk to the reported child, the validity of an 
allegation, identification of person(s) responsible and whether DCF intervention is necessary. 

• CPS Assessment Response: Generally, moderate or lower risk allegations are assigned to the CPS As-
sessment Response. The primary purpose of the Assessment Response is to determine if DCF involve-
ment is necessary and to engage and support families. This response involves a review of the reported 
allegations, assessing safety and risk of the child, identifying family strengths and determining what, if 
any, supports and services are needed. 
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• A determination is made as to the validity of the allegation, whether the child can safely remain at 
home, and whether the family would benefit from continued DCF involvement. If DCF involvement con-
tinues, a Comprehensive Assessment and Service Plan are developed with the family.  

• If the Department determines that a child has been sexually abused or sexually exploited, has suffered 
serious physical abuse and/or injury, or has died as a result of abuse and/or neglect, DCF must notify 
local law enforcement as well as the District Attorney, who have the authority to file criminal charges. 

• The mandated reporter who filed the report will receive a copy of the decision letter that is sent to the 
parents or caretaker. In that letter you will be informed of the Department’s response, the determina-
tion and whether DCF is opening a case for continued DCF involvement. 
 

3. If the report is “Screened Out,” DCF ceases their investigation, and no further action is taken. 
TIMEFRAMES  
• Screening: Begins immediately for all reports. For an emergency response, it is completed within two 

hours. For a non-emergency response, screening may take up to three business days as appropriate. 
• Emergency Investigation: Must begin within two hours and be completed within five business days of 

the report. 
• Non-Emergency Investigation: Must begin within two business days and be completed within 15 busi-

ness days of the report. 
• Assessment (Initial): Must begin within two business days and be completed within 15 business days of 

the report. 
• Comprehensive Assessment: May take up to 45 business days. 

 

 ALLEGATIONS AGAINST A STAFF MEMBER 
In addition to the procedures listed above, the following shall apply to any allegation of abuse or neglect 
against a staff member: 

1. Once DCF has been notified, the Director will immediately confer with the staff member against whom 
the allegation has been made, and then immediately notify the Department of Early Education and 
Care. Whether DCF screens the allegation in or out, EEC will conduct its own investigation. 

2. The staff member will immediately be suspended with pay for a period not to exceed five (5) working 
days, pending investigations. While suspended with pay, the employee shall retain all benefits. No ac-
cused staff member may continue to provide direct care to children unless and until an investigation 
has been completed by First Circle, the Department of Early Education and Care and the Department 
of Children and Families and the allegation is proven to be unfounded. 

3. If no resolution is made within five business days and a more extensive investigation is undertaken, 
the employee will be placed on suspension without pay indefinitely. At no time during the course of 
an investigation for alleged abuse shall the accused staff member be permitted to provide direct care 
to children. During this time, the employee shall retain all benefits except for base pay. If the allega-
tions are “not supported” by DCF and EEC, the employee will be reinstated with full benefits and pay. 

4. First Circle staff will cooperate in all investigations of abuse and neglect, including identifying parents 
of children currently or previously enrolled in the program, as well as allowing open communication 
of information with any person or agency the Department of Early Education and Care deems neces-
sary to the investigation of the allegations and protection of children.  

5. No statement, oral or written, should be made by any staff member other than the Administration to 
any person not directly involved with the investigation. Questions from parents or other children 
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enrolled at First Circle, other staff members, or the news media must be referred to the Administra-
tion. 

6. Educators are responsible for abuse and neglect if: 1) (s)he admits to causing the abuse or neglect, or 
2) the educator is convicted of the abuse and neglect in a criminal proceeding, or 3) EEC determines, 
based on its own investigation conducted by the DCF that there is reasonable cause to believe that 
the educator caused the abuse and neglect while children were in their care. If the allegations against 
the staff member are supported by DCF and EEC, employment will be immediately terminated. 
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ESSVPROCESS 

 
 
 

 
We want employees to succeed, and we try to provide every opportunity to excel in the classroom. We sup-
port your job performance in several different ways, including mentoring, training, written resources, observa-
tions, professional development plans and goals, and performance reviews. 
 

supervision  
 OVERVIEW.  Employees are supervised daily. All supervision and communication is conducted in a positive, 

productive manner to foster professional growth, and the betterment of the school. Daily informal observa-
tions are conducted by all members of the Administrative team, including the Executive Director, Director, 
Business Manager, Program Administrator and Owners. Employees are encouraged to approach any member 
of the Administrative team if they have questions or concerns about supervision procedures. 

 OBSERVATIONS. Throughout the year, each employee is observed monthly in their primary classroom by 
either the Director or appropriate staff. Additional unscheduled observations may also occur at any time, and 
for any purpose deemed necessary. Observations will include, but are not limited to, how educators interact 
with children in the following areas: 

• being nurturing and responsive 
• supporting children in the development of self-esteem, independence and self-regulation 
• supporting children in the development of social competence 
• providing guidance to children in a positive and consistent way based on an understanding of the indi-

vidual needs and development of children 
 

Observations will also include how educators are interacting with other educators and staff. Areas of strength 
will be noted, as well as areas needing improvement or attention. The next steps will be identified, and if 
needed, will become part of the Professional Development Plan (see below).  

performance review 
We work hard to create a supportive professional atmosphere where open and constructive communication 
can take place. Performance reviews are a tool to help Administration and employees identify performance 
strengths, and areas needing further development. The review process assists each employee in developing 
professionally and gives you the feedback necessary to do your job. 

Performance reviews are conducted annually and serve as the basis for continued employment and promo-
tion. They also serve as a basis for raises [see Compensation & Benefits], which may or may not be considered 
at the same time as the performance review. The review form reflects First Circle’s expectations for each em-
ployee and is a direct reflection of each individual’s job description [see Job Descriptions]. 

The review process is as follows:  

1. Each employee completes a Self-Review. The Self-Review is an opportunity to look at your work and high-
light your skills and abilities, as well as areas for development. It is important to be as honest as possible 

 STAFF SUPERVISION 
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when assessing your professional strengths – it’s good to have a critical eye, but just as important to take 
the opportunity to brag about your strengths. You will review your own performance, provide comments 
about particular responsibilities or areas of responsibility, and communicate any goals you would like to 
achieve in any area.  

2. Observations from the past year are compiled, reviewed, and used as a primary tool in the review process. 
Any information recorded throughout the year in the employee’s file is also reviewed. 

3. The Director completes a review with input from members of the Administrative team. The review form is 
identical to the self-review, with one column added so you can see the noted rating next to your own self-
rating. Each section will include comments and goals for each section. 

4. After you’ve completed the self-review, you and the Director will meet and go through the document 
carefully together. You will discuss areas of success and areas for development. The Director will be as 
supportive and honest with you as possible and allow ample time for discussion.  

5. At this time the Director will create or update with you the Professional Development Plan, which is part 
of the review. This plan includes an update of the professional and/or educational goals from the previous 
year’s review goals (if applicable), the goals identified in the current review, and a plan and timeline for 
addressing those goals.  

6. The review is signed by the employee and is given a copy, and the original placed in their file. 

7. There may be times when an employee disagrees with the assessment contained within the review. Every 
attempt will be made by the Director to provide examples. An employee may provide written information 
that explains their perspective, which is then added to the file. While the employee and Director may not 
agree on the review, it’s important to note that the process is not a negotiation, and information provided 
will not alter the review.  

wage review 
As an essential part of professional development, each employee’s job performance will be evaluated at least 
yearly, and more often as needed or requested. In combination with the performance review, each employee’s 
wage rate will be reviewed annually, on or about the anniversary of the employee’s date of hire, adjusted re-
view date or change of position, if applicable. 

The range of wage increases is established by the owners based on the wage increases offered by other area 
centers and programs, in conjunction with the inflation rate. An employee’s wage increase is based upon a 
combination of performance of his/her job responsibilities, attendance and punctuality, attitude, and positive 
reviews by parents, peers, and administration. 

If an employee’s wage is adjusted for any reason other than the annual review, the date of the change be-
comes the employee’s new wage review anniversary.  

professional development plan 
A personalized Professional Development Plan is created in conjunction with the performance review. during 
the review, the Director and employee identify several professional goals and any support or assistance 
needed to meet those goals. They identify a target completion date and a plan for follow-up. Professional De-
velopment Plans can also be created based on an observation, in conjunction with corrective action, or for any 
other reason deemed appropriate. The employee is provided with a written copy of the plan, and the original 
is placed in the employee’s file.  
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promotion/change in classroom 
When a position becomes available at First Circle for which a current employee may be eligible to fill via a 
promotion or lateral move, First Circle will give first preference to hiring from within. Eligibility criteria for pro-
motion include qualifications and experience required for the position as written in the job description, and 
positive performance review(s) at least six months prior to application for promotion. When an employee is 
approved for promotion, First Circle will strive to place the employee in the new position as soon as possible.  

When an employee is promoted, (s)he undergoes the standard 90-day training period. Employees who re-
ceived benefits prior to their promotion continue to receive and accrue benefits without interruption. At the 
end of the training period, the standard 90-day review will take place. If an employee does not receive a posi-
tive review either at or before this time, the employee will not retain the new position. First Circle will en-
deavor to provide the employee with another available position.  

corrective action 
 OVERVIEW. Whenever people work together, it’s necessary that they follow established standards of con-

duct, which are laid out in the job description [see Job Descriptions]. We believe that employees want to do 
excellent work and adhere to policy, procedure and regulations. We also believe that our employees will 
quickly correct any problems in their work or violations of policies, if these issues are brought to their atten-
tion in a professional, cooperative manner that assumes they want to improve. Corrective action may be nec-
essary to protect the rights of other employees, encourage appropriate conduct and cooperation, and obtain 
expected work performance. 

 Corrective action is a process of communicating with the employee to improve unacceptable behavior or per-
formance after other methods such as coaching and performance appraisal have not been successful. The 
goal is to guide the employee to correct performance or behavior by identifying the problems, causes and so-
lutions, not to punish the employee. If there is no improvement or if there are repeat occurrences, correction 
action may be appropriate.  

 In general, corrective action is progressive, i.e., beginning with the lowest severity action before employing 
actions of more severity. Depending on the individual issue, one or more actions may be used, and the pro-
cess can start with any of the actions outlined below. These actions are not necessarily sequential. We reserve 
the right to employ more severe corrective action at any time a violation of policy occurs. The corrective ac-
tion will be based on the gravity of the offense, the employee’s length of service, and the employee’s work 
record. 

 Important note: Any employee may be put on probation, suspended or be dismissed immediately for commit-
ting any actions prohibited by this handbook or engaging in conduct that endangers child safety, interferes 
with First Circle’s operations, or is otherwise, in the sole discretion of Administration, deemed dangerous or 
improper. 

 The following guidelines have been formulated to provide for consistent and equitable application of this pol-
icy. The corrective action policy has three primary objectives:  

• Maintaining the program’s high standards of service and education;  
• Supporting and assisting employees in improving job performance;  
• Facilitating constructive communication between employees and supervisors. 

 

Any corrective action will include the following elements: 

• A private meeting with the Director to discuss the specific issue; 
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• Input from other employees and/or families, when appropriate; 
• An opportunity for the employee to provide his/her perspective of the issue. 
 

 INFORMAL COUNSELING. If possible, the first step before formal corrective action would normally be 
informal counseling. Counseling by the Director will include a written record of the counseling based on spe-
cific facts and discussion points. Informal counseling is not a form of corrective action; however, it can be refer-
enced at a later date if corrective action is taken. This discussion can take place during periodic performance 
reviews or as stand-alone counseling. If twelve months pass following informal counseling and no additional 
lapses in job performance occur, the informal counseling will normally not be considered when determining 
future corrective action. 
 

 WARNINGS. The first type of formal corrective is a verbal and/or written warning. Specific performance 
goals and timeframe for meeting the goals are specified in the warning and documentation of the warning is 
noted in the employee’s file. If there are more than two warnings in either verbal or written form, further cor-
rective action may be taken. Issues that result in a verbal or written warning may include, but are not limited to: 

• not satisfactorily meeting requirements laid out in the job description 
• not adhering to standards of professionalism or communication 
• repeated absenteeism, tardiness, and/or failure to clock in/out 
• not adhering to policies for requesting and using PTO 
• leaving work without approval or permission 
• excessive idle or time spent out of classroom during working hours 
• poor attitude affecting the morale of staff members, families or children 
• dishonesty or failure to report an issue or event that impacts negatively on staff, families or children 
• malicious gossiping 
• causing minor damages to equipment or loss of materials due to poor judgment or lack of responsibil-

ity 
• unauthorized use of First Circle equipment or materials 
• using cell phones or unauthorized electronic devices in the classroom 
• not properly supervising children in the classroom or playground 
• failure to maintain confidentiality  
• inability or refusal to work previously scheduled hours 
• not adhering to solicitation & distribution policy 
• any other similar offense that is not in the best interest of the program and its employees, families or 

children  
 

 PROBATION & SUSPENSION. If the employee does not show improvement based on the verbal or 
written warning, or engages in actions prohibited by this handbook or conduct that endangers child safety, 
interferes with First Circle’s operations, or is otherwise, in the sole discretion of Administration deemed dan-
gerous or improper, the corresponding corrective action is placing the employee on probation or suspending 
the employee with or without pay. In those instances where the action leading to probation or suspension is 
found not to have been caused by, or the fault of the employee, the employee shall be reinstated without loss 
of pay or benefits, and no record of the suspension will appear in the employee’s personnel file. If an em-
ployee is suspended for an alleged abuse or neglect inquiry, they may not return to the classroom until 
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cleared by both EEC and First Circle.  

Documentation including a description of and all supporting information of the issue, the date(s) of proba-
tion/suspension, and an action plan with details outlining what is needed for the employee to return to work 
will be provided to the employee as appropriate and is placed in the employee’s file. Issues that result in pro-
bation or suspension may include, but are not limited to:  

 

• Documented, observed or suspected abusive physical, mental or verbal action towards children, fami-
lies, or staff 

• Excessive absenteeism, tardiness, and/or failure to clock in/out 
• Suspected or attempted theft, or misappropriation of First Circle’s property or funds 
• Suspected possession or being under the influence of drugs or alcohol 
• Falsification of documents or records or falsification of benefit claims 
• Not informing the Administration of a health issue that may be contagious or adversely affect the 

health and well-being of the children in your care 
• Leaving children unattended in classroom or on playground 
• Failure to maintain confidentiality 
• Suspected destruction of First Circle property, materials or equipment 
• Failure to provide required medical information, etc. 
• Suspected possession of a weapon or firearm on First Circle property 
• Suspected gambling on First Circle property 
• Refusal to adhere to policies for requesting and using PTO 
• Any similar offense that’s not in the best interest of the program, staff, families or children. 

 

 TERMINATION. When the misconduct is severe or serious in nature or the employee's behavior has re-
mained unchanged or worsened throughout the corrective action process, the final step is dismissal. If the 
employee is to be dismissed, a meeting with the Director or other member of the Administration will take 
place, and specifically address the issue that has resulted in dismissal. Issues that result in dismissal may in-
clude, but are not limited to:  

• Abusive physical, mental or verbal action towards children, families, or staff 
• Poor attitude affecting the morale of staff members, families or children 
• Dishonesty 
• Excessive absenteeism or tardiness 
• Malicious gossiping 
• Theft, attempted theft or misappropriation of First Circle property or funds 
• Falsification of documents or records or falsification of benefit claims 
• Not informing the Administration of a serious health issue that may be contagious  
• Leaving children unattended in the classroom or on the playground 
• Failure to maintain confidentiality 
• Destruction of First Circle property, materials or equipment 
• Possession or being under the influence of drugs or alcohol 
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• Possession of a weapon or firearm on First Circle property 
• Gambling on First Circle property 
  
First Circle will never dismiss an employee: 
• For refusing to break a law 
• In retaliation for filing a discrimination or safety claim 
• Without following our own stated procedure or policy 

 

The employee will be provided with a letter outlining the specific dismissal issue, which they will be asked to 
sign to confirm their acknowledgement of the dismissal. In accordance with state and federal employment 
laws, they will also be provided with unemployment information, and information outlining the option of en-
rolling in C.O.B.R.A. (see Compensation & Benefits; Health & Dental section).  

If the employee has a positive balance in their PTO bank, any accrued hours will be paid to them at the time of 
dismissal. If the employee has a negative balance, the hours owed will be deducted from their final paycheck. 
At the time of dismissal, a check constituting the final worked hours and any PTO balance will be produced.  
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First Circle Employee Handbook 
Acknowledgment of Receipt and Review 

 
 

By signing below, I acknowledge that I have received a copy of First Circle Employee Handbook (hand-
book) and that I have read it, understand it, and agree to comply with it. I understand that First Circle has 
the maximum discretion permitted by law to interpret, administer, change, modify, or delete the rules, 
regulations, procedures, and benefits contained in the handbook at any time with or without notice. No 
statement or representation by a supervisor, manager, or any other employee, whether oral or written, can 
supplement or modify this handbook. Changes can only be made if approved in writing by the owners of 
First Circle. I also understand that any delay or failure by First Circle to enforce any rule, regulation, or pro-
cedure contained in the handbook does not constitute a waiver on behalf of the Company or effect the 
right of First Circle to enforce such rule, regulation, or procedure in the future. 

I understand that neither this handbook nor any other communication by a management representative 
or other, whether oral or written, is intended in any way to create a contract of employment. I further un-
derstand that, unless I have a written employment agreement signed by an authorized First Circle repre-
sentative, I am employed “at-will” (to the extent permitted by law) and this handbook does not modify my 
“at-will” employment status. 

If I am covered by a written employment agreement (signed by an authorized First Circle representative) 
or a collective-bargaining agreement that conflicts with the terms of this handbook, I understand that the 
terms of the employment agreement or collective-bargaining agreement will control. 

This handbook is not intended to preclude or dissuade employees from engaging in legally protected ac-
tivities under the National Labor Relations Act (NLRA). 

This handbook supersedes any previous handbook or policy statements, whether written or oral, issued by 
First Circle. 

If I have any questions about the content or interpretation of this handbook, I will contact the Executive 
Director. 

 

 

Employee Name:    _________________________________________________________                           

 

Employee Signature:    _____________________________________________________                           

 

Date:________________________________________________________________________  
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	WELCOMING – We are an open-door program that warmly welcomes children, families and staff.
	PROFESSIONAL – We are skilled early childhood professionals who pride ourselves on our high standards.
	SAFE – We are safe and secure, with trained and experienced staff, and an open layout.
	CARING – We are caring and nurturing in our actions, thoughts and words.
	RESPONSIVE – We take great pride in being responsive – we actively listen and provide effective solutions.
	EDUCATE Learning is the heart of what we do. Our curriculum educates the whole child while respecting individual learning style and pace.
	PLAY – We teach children through play because they learn best when active and engaged.
	PARTNER – We partner with parents, staff, children, and the community to build trust and achieve shared goals.
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