
Employee Acknowledgements 
Pando Little School 

 
Employee Name: _________________________________________ Job Title(s) _______________________ 
 
 
By initialling below, I agree that I have read and understood Pando Little School’s 
 

______     Duties and responsibilities for my position(s) 
______     Discipline Policy (p. 2) 
______     Employee and Family Handbooks  (p. 3) 
______     Disaster Plan  (p. 4) 
______     Confidentiality Policy  (p. 7) 
______     Universal Precautions  (p. 8) 
______     Child Abuse and Neglect Statement  (p. 9) 

 
 
 
Employee Signature _______________________________________________ Date ___________________ 
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Discipline Policy 
 
The ultimate goal of guidance and supervision at Pando is self-control, making it possible for a child to direct 
their own behavior appropriately.  The role of the teachers at Pando is to help children take steps toward 
responsible self-direction, as they are ready.  Fundamental to this process is the child’s feelings about him or 
herself.  Pando teachers seek to enhance a child’s self image, and never use threats or label a child “bad.”  We 
want every child to feel accepted and successful. 
 
Ground rules at Pando are reasonable and clear, established for your child’s safety and to protect the rights of 
others.  When ground rules are broken, they are clearly and firmly restated.  When a child infringes on the rights 
of another, the other child is encouraged to talk about how that makes him or her feel.  Teachers support these 
interactions by ensuring that children participate in the conversation, and, when necessary, explaining or 
interpreting how others feel when something happens. 
 
At Pando, many other positive guidance techniques are used, such as 

● Structuring the environment to support appropriate behavior 
● Modelling appropriate behavior 
● Redirection 
● Carefully timed  teacher intervention 
● Logical consequences  
● Encouraging problem solving to resolve conflicts 

To support children’s development of self-esteem, we 
● Actively listen 
● Refrain from judgmental statements 
● Respond to ideas 
● Recognize effort 
● Use proper names and verbally interact with each child 
● Engage in interactions that are supportive 
● Interact with children at their eye level. 

To encourage children’s autonomy, we 
● Provide children with opportunities to make choices 
● Allow children to complete tasks independently 
● Create opportunities for decision making, problem solving, and working together 
● Teach children strategies for self-regulating and/or self-monitoring 

To promote children’s emotional regulation and executive functioning, we 
● Help children identify appropriate choices 
● Support children’s efforts to solve problems.  

 
Physical or emotional punishment is not used. 
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Handbook Acknowledgement 
 

The following important information can be found in your employee handbook: 
 

▢ Welcome 
▢ Code of conduct 
▢ Organizational Chart 
▢ Equal Opportunity Employment 
▢ Job description by title 
▢ Benefits 
▢ Professional development opportunities 
▢ Performance evaluation procedures 
▢ Plan for retention of qualified staff 
▢ Absences from work policy 
▢ Resignation or termination procedures 
▢ Gross Misconduct 
▢ Sexual harassment policy 
▢ Health policies 
▢ Licensing regulations 
 
I have received and reviewed all of the above information. 
 
I have ALSO received and reviewed all of the information found in the Family Handbook.  Of 
particular note are the following sections: 
 
▢ School Philosophy 
▢ Mission Statement 
▢ Classroom Curriculum 
▢ Grievance procedures 
▢ Parent involvement policy 
▢ Confidentiality Policy 
▢ Child guidance policy 

▢ Child Abuse and Neglect Reporting Procedures   
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Disaster Preparedness Plan 
Pando Little School has an emergency preparedness plan that provides guidelines for a wide range of unlikely 
emergency situations.  The types of emergencies that we prepares for include fire and explosions, severe 
storms, flooding, winter storms, earthquakes, unexpected utility failures, hazardous and radioactive materials, 
terrorism and other potentially violent situations, medical emergencies, and family/community concerns and/or 
violence.  

 
● Lockdown is an emergency alert and response to imminent danger in or near the school. Children 

(under adult supervision), staff, and visitors report to the nearest securable location. A Pando 
employee will ensure that 911 is called to request immediate assistance. Students, staff and visitors 
remain secured until police have controlled the situation. 

● Evacuation is an emergency alert and response called by the director when it is too dangerous to 
remain in the building. 

● Shelter in Place is an emergency alert and response called by the director when it is too dangerous to 
leave the school.  

 
Announcing an Emergency within Pando 
Evacuations will be announced by activating the fire alarm or ringing a loud bell.  In case of lockdown or 
shelter, the director will verbally inform the teachers. 
 
Announcing an Emergency to Parents  
Teachers will have all the emergency contact numbers for the students in their class and the emergency plan 
contact list numbers stored in their emergency backpacks. 
 
Depending on the emergency situation and the school’s communication capabilities during and after the 
emergency, Pando stall will attempt to inform and instruct parents/guardians about the emergency in a 
number of different ways in the following order: 

1. A text message sent from an employee’s cell phone. 
2. A phone call made from an employee’s cell phone. 
3. An email  

 
If necessary, any Pando staff will call the emergency contact numbers for each student until an authorized adult 
is reached.  If needed, the school will leave a message on the answering machine notifying parents of the 
emergency status of the school and any appropriate instructions for the parents to follow. 

 
Lockdown  
Lockdown is an emergency alert and response to imminent danger in the school or on campus. It can be 
caused by a specific local emergency such as a perpetrator in the area or a possibly dangerous person in the 
premises. This indicates that there is an emergency that requires all of the building be secured.

 
Lockdown means that the students and staff will remain in Pando’s classroom until the Director determines it is 
safe to release the students to authorized adults. Staff will remain with the students until all have been released 
to authorized adults. Students will only be released to those adults authorized on the emergency form. 
 
Procedures 

● Staff will remain in place with the students. 
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● If students are outside, they will be taken into their classroom immediately and teachers will take 
attendance. 

● Students with special needs or temporary or chronic medical conditions that impact their mobility will 
be carried to safety by the supervising teacher.  All teachers must have the ability to lift and walk with 
45 lbs for a short period of time. 

● Exterior doors will be secured and locked by a Pando employee. Windows will be locked and shades 
will be pulled down. 

● Staff will turn off lights in the room. 
● Staff will move themselves and students away from windows and doors and keep students as calm 

and quiet as possible. 
● Either a text message or a phone call will be made to all emergency contact numbers. A text message 

will be sent out to let parents know about the LOCKDOWN and that they should NOT come to school. 
● Another text message or phone call will follow when the LOCKDOWN has been lifted and they can 

proceed to come to school. 
 
Shelter in Place  
Shelter in place is an emergency alert and response called when it is too dangerous to leave the school. There 
are three types of shelter alerts: 

● Public Safety Shelter is used if there are public safety actions occurring in the community near the 
school. Exterior doors are secured, and classroom instruction continues. 

● Severe Weather Shelter is used when a high wind warning has been issued for the community near 
the school. All students, staff and visitors are brought into the building. If necessary, staff and students 
will shelter in designated weather-safe areas. 

● Outside Hazardous Materials Release requires students, staff and visitors to be brought into the main 
building. Exterior doors and windows are secured. Ventilations systems are shut down. 

 
Long-Term Shelter 
If students need to be sheltered in the school for a period of time beyond the regular school day, Pando staff 
will do its best to ensure the safety of the students. This preparation includes having enough food and water on 
site to support the students for a length of time. The school’s disaster supply kit will include: 

● A first aid kit 
● Non-perishable food 
● Drinkable water 
● Extra blankets 
● Money 
● Flashlight 
● Whistle 
● Matches 
● Plastic bags 
● “Ready To Go” file: attendance lists, sign in/out sheets, contact lists, copies of emergency cards, 

program essential papers, and map of area. 
 
Evacuation  
Evacuation is an emergency alert and response called by the director when it is too dangerous to remain in the 
building.  
 
When evacuation is necessary, the staff and students will evacuate to either the driveway of 3528 Anderson 
Ave SE or to the space immediately in front of . 
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In the event that an evacuation is necessary, the Director will either sound the fire alarm or ring the bell. Staff 
will follow the evacuation procedures practiced during drills. 
 
Teachers will evacuate with the class emergency backpack which includes: attendance lists, sign in/out 
sheets, contact lists, copies of emergency cards, program essential papers, and map of area. 

       
Evacuation Routes from Classrooms  

1. Gather children in central hallway. Do not stop to take coats, shoes, or personal possessions. 
2. Take emergency backpack and cell phone. 
3. Count students to see if anyone is missing. 
4. Exit the room through the main door on the north side of the building.  Close the outside door.  
5. Students with special needs or temporary or chronic medical conditions that impact their mobility will 

be carried by a teacher.  All teachers must have the ability to lift and walk with 45 lbs. 
6. Proceed past the greenhouse out the main gate. 
7. If proceeding to the driveway, turn left and walk to driveway.  Ask children to sit upon reaching drive. 
8. Count students present 
9. If proceeding to Life Tabernacle Parking lot, turn right after leaving the gate and cross Carlisle 

carefully.  Ask children to sit against the side of the building upon reaching the parking lot. 
10. Count students present. 
11. Wait for the “all clear signal” and return to the building. 

 
Dismissal and Emergency Pick-Up Process

 
In the case of an emergency, the authorized pick-up 
guidelines outlined in the Family Handbook still apply. 
Pando staff will notify guardians (via the 
communication lines outlined above) when it is 
appropriate for dismissal. If Pando has evacuated, 
Pando will communicate to parents where to pick-up 
their child. The safety of children enrolled at Pando is 
our primary concern. A Pando staff member will remain 
with children until an authorized person is able to pick 
the child up from the school or the emergency location. 
  
Continuity of Operation 
In the event that the school becomes damaged and is 
unfit for safe occupancy, the school will be closed 
immediately.  Any tuition that families have paid will 
not be reimbursed.  Pando will keep families informed 
on progress towards reopening the school. 
Additionally, Pando will support families in locating alternative care by 

- Putting families in touch with one another to organize nanny shares. 
- Reaching out to high quality, nearby child care programs to ask about openings. 
- Offer affordable in-home babysitting provided by Pando teachers to select children whose families 

have demonstrated a high need for care. 
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Confidentiality Policy and Agreement 

 
Confidentiality is maintained for all knowledge and information as described in the Confidentiality Agreement. 
To ensure confidentiality, all employees are required to review, confirm, and sign the Confidentiality 
Agreement. 

 
Confidentiality Agreement  
As an employee of Pando Little School I may be provided with confidential information regarding the children 
in my care. As an employee with need-to-know access to child care information, I may have privileges to 
access confidential information about children and their families receiving School Readiness funding. 
Confidential Information may include, but is not limited to: social security number, email, date of birth, religion, 
marital status, salary and payroll information, home phone number and address, passwords, gender, ethnicity, 
citizenship, citizen visa code, veteran and disability status. 

 
Procedure  
Employees agree 

● To respect the confidentiality rights of every child who attends this child care facility. 
● Not to disclose confidential information without proper authorization or other than when it is 

necessary to carry out job duties. 
● Not to access, report on, extract, or disclose information that is not required in their normal job 

functions and responsibilities. 
● Not to discuss or otherwise communicate any form of information concerning the care or condition of 

any child with unauthorized individuals. 
● That confidentiality applies equally to verbal information and information stored in information 

systems (databases) and on paper records. Written or printed information will be stored in a secure 
place and/or disposed of with proper regard for Confidentiality, following all legal requirements 
related to the information in question. 

● CC teachingteam@pandoschool.com on all parent emails created using personal email accounts.
 

Failure to abide by the child confidentiality requirements may result in my immediate termination. 
 

Violations or suspected violations of the Confidentiality Agreement should be reported immediately.  
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Universal Precautions Acknowledgement 
       

By signing below I acknowledge that Pando Little School has informed me of standard and universal 
precautions in child care settings. 
 
I understand that standard precautions include, but are not limited to, the following: 

 
Hand washing 

● after diapering or toileting children 
● after handling body fluids of any kind 
● before and after giving first aid (such as cleaning cuts and scratches or bloody noses) 
● after cleaning up spills or objects contaminated with body fluids 
● after taking off your disposable gloves 
● remember that wearing gloves does not mean that you don’t have to wash your hands!

 
Latex gloves should be worn 

● during contact with blood or body fluids which contain blood (such as vomit or feces which contain 
blood you can see) 

● when individuals have cuts, scratches or rashes which cause breaks in the skin of their hands 
   

Environmental Sanitation 
● toys, surfaces and diapering areas should be cleaned regularly with a bleach solution (1 tablespoon of 

bleach per quart of water made fresh daily). 
● Blood spills or objects with blood on them need a stronger solution of 1⁄4 cup bleach to 21⁄2 cups 

water.   
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Annual Child Abuse and Neglect Statement                                                             . 
Pando teachers and staff are required by law to immediately report suspected incidents of child abuse and 
neglect to the New Mexico Child Youth and Family Department.  New Mexico law also states that any individual 
who suspects that child abuse or neglect has occurred is responsible for taking action.  
 
To report child abuse or neglect call 1-855-333-SAFE. 
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