
 

Employee Handbook 
 

The following important information can be found in your 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 
 
Employee Name (print): _______________________________________________________ 
 
Employee Signature: __________________________________________Date: ____________ 
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Employee Handbook 

 
Welcome                                                                                                                               . 
 
Welcome to Pando Little School. We are delighted that you will be joining us to provide exceptional 
educational experiences for children, families, and educators.  This handbook serves as both a 
cursory orientation to our school, as well as a future reference point.  Please review its contents 
carefully, approach Melissa with any questions or concerns regarding its content, and store it in an 
an easily accessible location  
 
Code of Conduct                                                                                                                   . 
 
Pando Little School’s code of conduct is rooted in our vision for the school.  The overarching vision 
for our program is two-fold. We strive to: 

- Create a collaborative, interdisciplinary school that empowers all its members to engage 
their imagination, connect with the natural world, and participate in their community. 

- Sustain a dynamic, child-led curriculum that generates opportunities for tinkering, artistic 
expression, and research in a project-based environment. 

 
We actualize this vision through the maintenance of a school culture that ensures the following rights 
for children, teachers, and families: 

○ Feel safe, loved, and successful 
○ Learn in the context of community 
○ Engage with issues of social justice 
○ Investigate their interests 
○ Participate democratically 
○ Connect with the natural world 
○ Play uninterrupted 

 
Our school’s code of conduct is one of the many ways we ensure these rights are upheld.  Please be 
sure to always keep the code of conduct at the forefront of all decisions concerning children, families, 
and colleagues. 
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Professional Dress and Appearance 
Employees are expected to dress modestly and comfortably.  Please dress in such a way that allows 
you to be actively engaged with children, no matter the activity or weather.  Staff are welcome to 
keep an extra pair of shoes, warm coat, etc. on site to ensure they are prepared for anything. 
 
Professional Demeanor 
Teachers at Pando are expected to make a conscious effort to maintain a professional demeanor, 
particularly around children and families.  A professional demeanor is marked by the following 
behaviors and characteristics: 
 

● Make every effort to greet members of the community with a smile. 
● Strive to exude warmth during social interactions. 
● Be courtesy and civil, even under challenging circumstances. 
● Maintain a “wondering stance” when faced with difficulties. 

 
Working with young children, families, and colleagues is an absolute joy.  It can also be physically 
and emotionally exhausting.  The emotional labor asked of early childhood educators is a herculean 
feat.  If you ever find that your ability to maintain a professional demeanor has wavered for any 
reason, please seek out support from your colleagues and director.  We will work collectively to 
support you. 
 
Use of Cell Phones 
Pando teachers are welcome to use their personal cell phone for work-related tasks such as calling 
or texting families, checking school emails, photographing children, and communicating with 
colleagues. 
 
However, teachers are also expected to model discretion in their cell phone use around young 
children.  Cell phones should be used on a limited, as-needed basis so that teacher-child 
interactions are not unduly interrupted. 
 
Use of Social Networks and Blogs 

● Employees are welcome too engage with families on social media through the school’s 
facebook page. 

● Refrain from posting photos of children on any form of personal social media or social 
network. 

● Employees are urged to use professional discretion when “friending” parents of current or 
prospective students due to the inherent conflicts of interest that this may raise. 

● Do not initiate or accept social network friend requests from current students, former 
students, or siblings of students under the age of 18. 

● Employees are accountable for their posting and other electronic communications, 
particularly when associated with a school email address. 

● Employees must CC teachingteam@pandoschool.com on all parent email exchanges created 
using a personal email account. 

Pando Little School • Employee Handbook • 2019-20 3 

mailto:teachingteam@pandoschool.com


 

● The school reserves the right to require employees to remove social media posts that violate 
these policies. 

● Violation of these policies may be subject to corrective action up to and including termination 
of employment. 

 
Use of Media and Screen-Based Technology in the Classroom 

● Employees are encouraged to use technology in an age-appropriate fashion that deepens 
children’s engagement with curriculum. 

● Employees will ensure that children do not engage in excessive screen time while at school. 
Excessive screen time is time spent engaging with a screen that extends beyond 15 minutes 
a day, or exceeds 2 days per week. 

● If a teacher feels that screen time in excess of these limits is pedagogically warranted, they 
must consult with the director in person and/or request permission from families.  

● One exception to this rule is children’s use of cameras or video cameras that have digital 
screens. 

 
 
Organizational Chart                                                                                                           . 

 
 

 
 

Equal Opportunity Employment                                                                                           . 
 

In order to provide equal employment and advancement opportunities to all individuals, employment 
decisions at Pando Little School will be based on merit, qualification and ability.  Pando Little School 
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does not discriminate in employment opportunities or practices on the basis of race, color, religion, 
gender, national origin, age, physical disability or any other characteristic protected by law.  

 
 
Job Descriptions                                                                                                                  . 
 
Administrative Team:  Those individuals who are responsible for day to day operations of the center 
that extend beyond interactions with children.  The director, family liaison and administrative 
specialist work collaboratively to ensure the smooth and efficient functioning of the school. 

Director 
Day-to-Day Functioning 

● Oversee day-to-day operations (e.g. monitors punctual arrival of staff, 
ensures care of school space and materials, oversees care of sick or injured 
children, supports communication between families and teachers, maintains 
daily school schedule, etc.) 

● Responsible for having a firm understanding of all matters pertaining to the 
school’s day-to-day operations including, but not limited to: employee morale, 
family morale, interpersonal dynamic, and emerging challenges. 

Staff Support and Supervision 
● Recruit and hire qualified staff. 
● Manage orientations of all new staff. 
● Ensure new hires have ample opportunities to master school routines and 

procedures under appropriate supervision. 
● Support staff in their efforts to address professional challenges. 
● Ensure ongoing professional development by planning and executing staff 

evals reviews, reflective supervision meetings,  and monthly all staff 
meetings. 

● Schedule and facilitates bi-annual vision check-ins. 
● Support teachers in their duty to have a deep and nuanced understanding of 

children and families. 
Family Support 

● Establish strong rapport with families. 
● Ensure families receive new school orientation. 
● Participate, as needed, in parent-teacher conferences. 
● Support teachers and families in identifying children with special rights, and 

ensure such children have access to adequate resources. 
Community Maintenance and Outreach 

● Contribute to the maintenance of the school’s web presence. 
● Represents Pando at CTI, NMREX, and other professional gatherings or 

networks. 
● Establishes collaborative relationships with broader early childhood 

community. 
● Establishes relationships with local businesses and community leaders. 
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Records Maintenance 
● Ensure total compliance with CYFD regulations. 
● Maintain up to date and accurate student files. 
● Maintain up to date employee files. 
● Be available to all CYFD requests, in person or on the phone.  

Marketing and Recruitment 
● Brainstorms and spearheads marketing efforts. 
● Recruits new families. 
● Participates in the scheduling and leading of tours 

Outreach 
● Maintains school’s web presence through the school’s website, 

blog/newsletter, facebook page, and other sites. 
● Represents Pando at CTI, NMREX, and other professional gatherings. 

Community Maintenance 
● Writes daily newsletter. 
● Responds to parent emails and phone calls in a timely fashion. 
● Coordinates parent involvement through monthly gatherings. 
● Supports family transitions to new programs by completing and submitting all 

necessary paperwork and/or recommendations 
● Participates in bi-annual vision check-ins and quarterly reviews. 

Family Feedback 
● Check in with each individual family at least once a month, or as needed. 
● Inquire into family’s well being and child’s well being. For example... 

○ How is pick up? Drop off? 
○ Lunch time? 
○ Napping schedule? 
○ Toileting routines? 
○ Weekly schedule? 
○ How is the child describing their experience at school? 
○ What could we be doing better? 
○ What do you need help with? 

● Field parent complaints, and report to director.  Feel free to refer families to 
director at any time. 

● Work with family and director to develop plan to resolve parental concerns. 
 
Business Manager 

Accounting 

● Track all expenses through Wave Accounting- categorize all expenses as 
they come in, and add copies of receipts for expenses when appropriate.  

● Reconcile the previous month’s transactions with the Bank Statements at the 
end of each month. 

● Check bank account at least once per week to look for fraudulent charges or 
expenses that may be missing receipts/support. 
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● Accounts Payable: 
○ Ensure recurring expenses (company credit card, loan payment, rent) 

are paid on time and in the correct amounts. 
○ Process reimbursements for staff 

● Accounts Receivable: 
○ Send invoices on a monthly/lump sum basis to enrolled families 

based on billing preferences in that family's database profile  
○ Keep Owner/director/co-teachers informed of overdue invoices  
○ Communicate with families who have questions about their invoice 
○ Ensure CYFD reimbursements have been deposited each month 
○ Check Application Fee Payments 1x/week and update database when 

a new family has paid 
○ Charge families who have saved their credit card information and 

asked us to auto-charge them for tuition. 
○ Add late fees and send drop-in fee invoices when needed 

Payroll 

● Manages Payroll through our payroll management system, Gusto 
○ Verifies payroll hours and amounts with Owner before approving 

payroll 
○ Ensures that the bank account has enough funds to cover payroll and 

tax auto-withdrawals 
○ Verifies that tax payments are being auto-paid by Gusto in the EFTPS 

and state workers compensation portals 
● Prepares reports by compiling summaries of earnings, taxes, deductions, 

leave, and reimbursements. 
● Maintains employee confidence and protects payroll operations by keeping 

information confidential. 

Procurement 

● Bi-weekly runs to Costco for food for classroom (communicate with staff for 
grocery needs). Deliver at Pando, upload receipt to Wave, and reimburse 
yourself through Gusto with your paycheck. 

Taxes 

● Use Wave Accounting Software as well as bank statement records to 
accurately calculate Gross Receipts payments through the state portal each 
quarter 

● Provide year-end financial reporting to Owner to facilitate  the preparation of 
tax returns 

Budget Tracking 

● Run various budget scenarios for planning purposes 
● Watch monthly expenses to see if budget is accurate 
● Give recommendations on price and expenses 
● Approve large purchases by non-directors 
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Availability 

● Available by email during regular working hours 
● Monthly staff meeting 
● Participates in bi-annual vision check-ins and quarterly reviews 

 
Educational Team:  Any individual working with children for an extended period of time during 
program hours is part of our Educational Team.  Co-Teachers, Interns, and Substitutes have a 
shared responsibility to provide children and families with exceptional and friendly service. 
 

Co-Teacher 
Classroom Maintenance 

● Ensures maintenance and cleanliness of school materials and spaces; 
reports maintenance, hygiene, and safety concerns to director. 

● Sanitize and wash tables after every use 
● Sweep floors after every meal or messy art project 
● Wash dishes  
● Take out trash, recycling, and compost at the end of the day 
● Ensure paper towels and toilet paper are stocked 
● Vacuum carpets as needed  
● Replace dirtied towels and washcloths 
● Do weekly laundry 
● Ensure snack is stocked; replace if necessary 

 
Curriculum Development 

● Write daily newsletter, email to all families 
● During weekly planning session, use pedagogical documentation practices 

to produce a written lesson plan, novel provocations, and classroom 
documentation. 

● Procures educational materials where needed. 
● Facilitates an emergent, age-appropriate curriculum in collaboration with 

other co-teachers, interns, families, and the director. 
● Establishes a classroom culture in which all individuals feel safe, respected, 

and valued. 
● Print photos, quotes, and other reflections to share on classroom walls 

 
Student and Family Knowledge 

● Develops a deep and nuanced understanding of all children and families in 
their care. 

● Use Child Observation Form to conduct initial screening of all newly enrolled 
students. 

● Use Child Observation Form in March/April to assess all students’ progress. 
● Maintain student portfolio to document  students’ progress 
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● Conduct parent-teacher conferences in September/October and April. 
 

Toileting and Other Yucky Stuff 
● Change bathroom garbage if needed 
● Assist children in toileting: wiping, hand washing, etc 
● Change diapers and pull ups; rinse small potties with water and sanitize with 

wipes 
● Sanitize toilets after lunchtime toileting 
● Ensure spray bottles and liquid soap are filled 
● Clean out bathtub after the baths 

 
Record Keeping 

● Ensure parents sign their child in and out every day. 
● Complete daily opening and closing checklists 
● Fill out “Ouch” and other Incident Reports 
● Make note of any concerns/issues with child; report to director and address 

with families at drop off/pick up  
 

School Participation 
● Supports colleagues efforts to take on increasing levels of responsibility. 
● Provide input on HR decisions. 
● Participates in all staff meetings. 

 
Community Participation 

● Attend all Family Gatherings 
● Participate in check-ins with fellow teachers, director, and other staff 

 
Educational Assistants, Substitutes, and Student Teachers 

● Develops a deep and nuanced understanding of children and families in their 
care. 

● Adheres to all safety and health guidelines as presented in employee 
handbook. 

● Facilitate an emergent, age-appropriate curriculum in collaboration with 
other co-teachers, interns, families, and the director. 

● Establishes a classroom culture in which all individuals feel safe, respected, 
and valued. 

● Ensures maintenance and cleanliness of school materials and spaces; 
reports maintenance, hygiene, and safety concerns to director. 

● Updates availability schedule as needed 
● Responds to substitution requests in a timely fashion. 

 
Benefits                                                                                                                                 . 
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Benefits are negotiated on an individual basis annually.  We strive to offer benefits equitably across 
all our staff. 
 
 
 
 
Professional development requirements                                                                            . 
In accordance with state licensing requirements, all co-teachers and interns must participate in a 
minimum of 24 hours of early childhood-related trainings.  The director will support teachers in 
locating training opportunities, and documentation of their participation.  
 
Performance Evaluation Procedures                                                                                  . 
Ensuring that employees feel supported and held to high standards is our highest priority. 
Employees are supported to perform at their best through several methods: Quarterly Reviews, 
Reflective Supervision Meetings, Monthly All Staff Meetings. 
 
Quarterly Reviews (3x a year) 
All employees are expected to participate in three quarterly review meetings with Pando’s director. 
Each meeting serves a specific purpose and follows a defined structure. 
 
The aim of the first meeting is for the director and employee to collaboratively identify the employee’s 
professional goals for the year, and put them down in writing on the Professional Development Plan 
form.  This initial meeting is held early in the school year. 
 
The second meeting takes place in December or January and serves as a check-in. In preparation 
for this meeting, both the employee and the supervisor reflect on the employee’s experiences using 
the  Performance Evaluation Form.   This performance evaluation is a site for self-reflection, and 
should serve as a jumping off point for reflective conversation between the supervisor and the 
supervisee. 
 
The third meeting takes place during the last month of the school year.  The purpose of the third 
meeting is to celebrate successes, identify areas for continued growth, and decide on future 
professional development opportunities.  Similar to the second meeting, both employee and 
supervisor complete the Performance Evaluation Form.  However, unlike the second meeting, the 
employee and supervisor evaluate the supervisor’s performance using the Supervisor Performance 
Evaluation Form. 
 
Reflective Supervision Meetings 
Reflective supervision meetings are one-on-one conversations with the director to explore 
perspectives, assumptions, frames-of-mind, cultural differences, and any “hot button” issues which 
may be affecting the employee’s practice.  It is the employee's responsibility to come to these 
meetings with a specific question, concern, or challenge in mind.  The director’s responsibility is to 
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listen, pose probing questions, facilitate employee reflection, and, when appropriate, offer guidance 
or advice. 
 
Reflective supervision meetings are scheduled on an as needed basis. 
 
Monthly All Staff Meeting 
Once a month, an all staff meeting will be held to address logistical and administrative challenges. 
The director will facilitate these meetings by developing an agenda ahead of time based upon 
employee feedback and her personal discretion.  These meetings take place outside of regular 
school hours, and hourly employees are expected to participate at their regular hourly rate. 
 
Weekly Planning Sessions 
Weekly Planning Sessions are a time for reflection and dialogue amongst teaching teams.  Planning 
Sessions serve as a space for employees to collaboratively develop curriculum, document student 
learning, and explore pedagogical questions. 
 
Vision Check-ins (2x a year) 
At the conclusion of every school year and at the end of the fall quarter, all members of the 
administrative team and all co-teachers will convene for a 2-hour long meeting to reflect on the 
school’s present culture in relation to the school’s stated vision, mission, and philosophy.  These 
meetings will result in formal adjustments to the school’s mission and/or philosophy, OR procedural 
changes that will ensure that the school’s culture adheres closely to the vision for the school. 
 
Plan for retention of qualified staff                                                                                     . 
Qualified staff will be retained at Pando through the creation and maintenance of a school culture 
that ensures employees feel valued, respected, and empowered to grow professionally.  The 
financial success of the school will lead to annual bonuses distributed equitably across all staff 
and/or merit based raises. 
 
Absences from work policy                                                                                                  . Pando Little 
School cannot operate effectively or efficiently unless its employees can be depended upon to show 
up for work on a timely and consistent basis. We depend upon each employee, and when one person 
is absent, a replacement must be hired for the day. Thus, absenteeism has a particularly disruptive 
effect on the school’s community. Employees who take excessive time off or abuse the benefits of 
sick, personal, and vacation provided are subject to discipline, up to and including discharge. 

 
 
Request for Personal Day(s) 
Requests for personal leave which are three consecutive days or less require advanced permission 
from the director.  Requests must be emailed to the director at least three days prior to the requested 
time off.  The Director will respond to the employee’s request within 24 hours of submission.   
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Requests for personal leave which are four consecutive days or greater require a meeting with 
Director.  During this meeting, the director and the employee will  develop a plan to reduce the 
impact of these absences on the functioning of the school. 
 
Same Day Absence 
Report same day absences due to illness or emergency via TEXT OR PHONE CALL (no email please) 
to Melissa Scott 925-997-2305 between 5am and 6:30am.  Due to the challenges of securing a 
substitute teacher last minute, please make every effort to report absences prior to this deadline. 
 
The director reserves the right to request proof of absence such as jury duty summons or doctor’s 
note.   
 
Recurrent Absences 
The director will keep track of employees’ personal and sick days.  The point at which an employee 
has a total of 10 absences, they are required to meet with the director and develop a plan to reduce 
absenteeism going forward.  Employees whose absences exceed 15 days within a single academic 
year may be put on unpaid leave with the option of returning to their position in the fall of the 
following year. 
 
Resignation or termination procedures                                                                             . 
Resignation or termination of employment is an inevitable part of personnel activity within any 
organization.  Employees are asked to give the director two weeks notice should they decide to leave 
their position. 
 
Gross Misconduct                                                                                                                . 
Some offenses are so serious that they can result in termination without previous warnings. The 
following examples are listed for the guidance of all. This list is not intended to be a comprehensive 
list of all prohibited activity. The following actions may result in immediate termination: 
 

● Inappropriate behavior toward parents. (All staff is expected to be professional and 
courteous at all times. If a parent is rude to you, please allow your Director to handle the 
situation). 

● Neglect or physical abuse of a child. 
● Withholding of food, nap or other comfort from a child. 
● Failure to report to work three consecutive workdays without proper notification. 
● Habitual absenteeism or tardiness without notice. 
● Falsification of center records (i.e. employment application, time clock, and your records). 
● Working under the influence of alcohol or illegal drugs. 
● Smoking on The Source’s grounds. 
● Conviction of a felony for any offense committed while employed by the center. 
● Fighting, threatening violence or boisterous or disruptive activity in the workplace. 
● Leaving a child unattended (inside or outside). 
● Allowing a child to leave the center with an unauthorized person. 
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● Sleeping while supervising children. 
● Sexual or other unlawful or unwelcome harassment. 
● Negligence or improper conduct leading to damage of employer-owned or customer-owned 

property. 
● Insubordination that show gross disrespect such as threatening, profanity, or yelling. 
● Unauthorized use of telephones, mail system, or other employer-owned equipment. 
● Unsatisfactory performance or conduct. 
● Sharing confidential information about the center or any of its employees.

 
There will be repercussions to any violation of the above rules. Depending on the severity of the 
offense and the Director’s discretion, violations may be followed by a warning, a two day suspension, 
and/or termination of employment.  Severe offenses may result in immediate termination. 
 
Sexual harassment policy                                                                                                   . 
Sexual harassment will not be tolerated in any way, shape or form. 
 
Pando Little School is committed to providing a work environment that is free of discrimination and 
unlawful harassment. Actions, words, jokes, or comments based on an individual’s sex, race, 
ethnicity, age, religion or any other legally protected characteristic will not be tolerated. As an 
example, sexual harassment (both overt and subtle) is a form of employee misconduct that is 
demeaning to another person, undermines the integrity of the employment relationship and is strictly 
prohibited. 

 
Any employee who wants to report an incident of sexual or other unlawful harassment should 
promptly report the matter to the Director. Employees can raise concerns and make reports without 
fear of reprisal. 
 
Health policies                                                                                                                     . 
In order to ensure that Pando is a relatively illness-free space, both children and teachers are 
strongly encouraged to stay home when they may have a contagious illness such as flu. 
 
Management of Children’s Communicable Diseases 
Children must be kept at home if parents feel that they are not well enough to participate in all of the 
school activities (water play, outside play, etc.).  Parents will be called to pick up their child if he/she 
shows any of these listed symptoms: 
 

● Temperature of one hundred degrees Fahrenheit or higher. 
● Skin rash 
● Diarrhea and/or vomiting one or more times in the same day. 
● Evidence of lice 
● Signs of any communicable disease 

 
Child Readmittance 
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Children must be free from fever and other symptoms for 24 hours before returning to school.  A note 
from a physician may be required before children with some illnesses are permitted to return based 
upon the discretion of the director. 
 
Management of Teacher’s Communicable Disease 
Teachers who are actively contagious or unable to perform basic job duties as a result of an illness 
are discouraged from coming to school.  That being said, teachers who are experiencing a mild cold, 
cough, or other ailment are expected to be present at school, and are expected to take extra 
precautions to minimize the spread of disease. 
 
Notification of Exposure to Communicable Disease 
If teachers become aware of the possibility that children have been exposed to a communicable 
disease (e.g. flu, pertussis, chickenpox) they must inform the director immediately.  The director will 
post and email a health alert notice to all families and staff.  Teachers must report signs of lice or bed 
bugs to the Director so that corrective action can be taken as quickly as possible.  The director will 
inform families and staff of any evidence of lice or bed bugs through email and bulletin posting. 
 
Administration of Medication, Vitamins, or Special Diets 

1. Parent(s) shall provide Pando with written instructions, signed by a licensed medical 
provider, for each medication, vitamin, or special diet to be administered to each child. 
Exceptions will be made for vegetarian diets, vegan diets, gluten restrictions, and some 
homeopathic supplements. 

2. The Administration of Medication Form must be completed every twelve months, or whenever 
changes take place. 

3. All medications must be labeled with 
● the child’s name 
● date 
● name of medication 
● dosage 
● time to be given 
● routes of administration. 

This label will be required in addition to having the Administration of Medication Form on 
file. 

 
Staff procedures for child medical/dental emergencies 

1. All Pando teachers have completed First-Aid and CPR training. 
2. The co-teacher supervising a child shall assume responsibility for care in the event of an 

emergency.  An incident form will be completed which parents must sign. 
3. Student teachers or volunteers will contact the co-teacher in case of emergency. 
4. If the co-teacher feels that the injury requires medical attention, she or another staff member 

will call the parent of the child.  If the parent cannot be reached, the person listed as an 
emergency contact will be contacted. 
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5. If the injury requires immediate emergency treatment, the staff will call 911 for medical 
assistance and transportation to the emergency room or hospital authorized by the parent. 
The parent will be immediately contacted.  A co-teacher will accompany the child to the 
hospital. 
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