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Statement on
Equal Employment Opportunity
Affirmative Action
An open and equitable personnel system will be established and maintained at Bright
Beginnings. Personnel policies, procedures and practices will be designed to prohibit
discrimination based on race, color, religious creed, disability, ancestry, national origin, age, or
sex.
Employment opportunities shall be provided for applicants with disabilities and reasonable
accommodation(s) shall be made to meet the physical or mental limitations of qualified
applicants or employees.
Any employee who believes they have been discriminated against, may file a complaint of
discrimination with any of the following.
Department of Human Services
Bureau of Equal Opportunity
Room 223, Health & Welfare Building
PO Box 2675
Harrisburg, PA 17105

PA Human Relations Commission
Philadelphia Regional Office
110 N. 8th Street
Suite 501
Philadelphia, PA 19107

U. S. Department of Health and Human Services
Office for Civil Rights
Suite 372, Public Ledger Bldg.
150 South Independence Mall West
Philadelphia, PA 19106-9111

Commonwealth of Pennsylvania
DHS Bureau of Equal Opportunity
Southeast Regional Office
801 Market Street, Suite 5034
Philadelphia, PA 19107

Bright Beginnings Child Care will base decisions on employment so as to further the principles of
equal employment opportunity.
Bright Beginnings will insure that promotion decisions are in accord with principles of equal
employment opportunity by imposing only valid requirements for promotional opportunities.
Bright Beginnings will insure that all personnel actions such as compensation, benefits,
transfers, layoffs, return from layoff, company sponsored training; social and recreational
programs will be administered without regard to race, color, religion, sex, age, or national
origin.
Mary D. Fasick
President

1

Company History
Bright Beginnings Child Care was founded in June 2000 and currently provides child care,
preschool, and school-age services to children ages 6 weeks to 12 years.
Our history cannot be mentioned without noting the contribution and dedication of all of our
past and present teachers, teacher's aides and office staff.

Welcome
We welcome you as an employee of Bright Beginnings Child Care and trust you will find the
environment here to be a pleasant and helpful one.
The purpose of this handbook is to offer guidelines to your work and assist you in
understanding the procedures and policies we endorse. Their purpose is to provide for and
assure the health, safety and well being of all our employees.
We hope you will keep this handbook at home and that you and your family will read it
carefully. If you have any questions about the information it contains, our Director will be
happy to answer them for you. Whenever changes or additions are necessary, you will be
notified.
We expect our association together to be mutually rewarding. This is certainly attainable as we
work together.

Mission Statement
“Every child has unique, special gifts and talents that must be properly
nurtured and developed.”

Statement of Purpose
Our success as a company depends on your success, both personally and as a member of Bright
Beginnings Child Care.
The company has the following responsibilities to each employee:
a)
b)
c)
d)
e)
f)

To structure jobs to be as enjoyable, safe, and fulfilling as possible and provide an
atmosphere where employees will want to spend a lifetime working for the company.
To provide proper training and supervision.
To provide wages and benefits that are competitive with what other companies in our
industry provide.
To provide fair treatment without regard to race, sex, age or religion.
To provide an atmosphere that enhances the moral and spiritual integrity of each
individual.
To provide the freedom to speak to someone in higher management about a concern or
problem affecting you.
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PROGRAM GOALS - INFANTS
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.

To care for infants in a warm, affectionate way that lets each child know that he/she is a
special person, including the physical affection and cuddling that is so important at this
stage of development.
To meet each child's physical needs completely.
To implement strict sanitation procedures that is adhered to faithfully.
To provide opportunities for exploring, learning and social interaction through a wide
variety of daily activities.
To prepare activities to stimulate the senses, recognizing that infants learn through the
use of their eyes, ears, sense of taste, touch and smell.
To care for children in small groups to prevent over-stimulation and disorder and to
provide opportunities for one-on-one interaction between child and staff.
To provide opportunity for the use of large and small motor skills and outdoor activity.
To establish awareness among staff that always provides a safe environment.
To provide a certain consistency between child care and home care practices that will be
most beneficial to the infant and will offer the parents an opportunity to influence the
kind of care their child receives.
To establish an observation system in which notes on children are kept and shared with
the parents.
To be supportive of parents encouraging involvement, and encouraging open and honest
communication while using tact and discretion.
To develop staff potential through proper supervision by making expectations clear,
following through to see that expectations are met and utilizing staff input and their
abilities.

PROGRAM GOALS - TODDLERS

To provide a loving, caring atmosphere where physical affection is freely given.
To provide a joyful, enthusiastic and spontaneous approach with the children.
To meet each child's physical needs.
To establish the foundations for respect of equipment and property.
To establish the foundations to respect self, others and all of nature - Social
Development.
To provide the language development that is so important at this stage of development.
To make available a wide variety and quantity of materials on the shelves at the child's
level, i.e. manipulative, dramatic play, books, pull toys, puzzles, etc.
To provide ample opportunity for the use of gross motor skills.
To provide a variety of activities that begin to introduce the curriculum areas of art,
science, social studies, dramatic play, manipulative activities, language, large motor
skills, music, movement and math.
To be supportive of parents encouraging involvement and encouraging open and honest
communication while using tact and discretion.
To develop staff potential through proper supervision by making expectations clear,
following through to see that expectations are met and utilizing staff input and their
abilities.
To develop self-help skills in order to create a feeling of independence and confidence in
the child (this can be accomplished by toilet training, encouraging them to try to help
dress themselves and letting them help dish out food at meals and straighten up after
themselves.
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13.

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

To provide care in smaller sub-groups, in order to give each child more personal
attention, to prevent under and over-stimulation, to allow more freedom of choices and
to maintain a more relaxed atmosphere.

PROGRAM GOALS PRESCHOOL

To provide a wide variety of age-appropriate activities, within a routine that draws from
the curriculum areas of art, math, science, culinary, music, movement, large motor skills,
practical life, social studies, dramatic play, language arts and manipulative activities.
To provide a nurturing, flexible and calm atmosphere where physical affection is freely
given, positive self-concept is enhanced, independence is encouraged and expectations
are made clear.
To develop staff potential through proper supervision by making expectations clear,
following through to see that expectations are met and utilizing staff input and their
abilities.
To be supportive of parents encouraging involvement and encouraging open and honest
communication while using tact and discretion.
To establish room awareness among staff so that a safe environment is always present,
both indoors and out.
To meet each child's physical needs while setting the stage for future independence in
self care.
To provide ample opportunity for the use of large motor skills and outdoor activity.
To provide an atmosphere where the foundation of respect for self, others and all of
nature is established.
To encourage social development through cooperative play.
To establish respect for equipment and materials.
To establish an observation system in which notes on children are kept and shared with
their parents.

PROGRAM GOALS FOR ALL CHILDREN

1.

2.
3.

To promote emotional growth:
A.
To build self-confidence and a positive sense of self worth by allowing choices,
within limits and to incorporate successful experiences.
B.
To provide a warm and accepting environment in which children can work and
play.
C.
To encourage curiosity and sense of wonder with emphasis on self-motivation.
To promote social growth:
A.
To promote and instill a sense of caring for and sensitivity towards others.
B.
Recognition of group needs vs. individual differences.
To promote intellectual growth:
A.
To instill a sense of curiosity and wonder.
B.
To provide an atmosphere where children discover and explore - in order to teach
independence through teaching how and where to find solutions.
C.
To provide a wide variety of activities within a routine where cooperative play is
encouraged. Curriculum areas of art, math, science, culinary, music, movement,
large motor skills, practical life, dramatic play, language arts and fine motor skills
and activities. Through these activities, children are learning to be able to trust
their own feelings about what they learn, hear, see, and do and thus begin
sharing these experiences with others.
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4.

To promote physical, motor development:
For children to use their bodies in a variety of active ways by participating in fine and
large motor activities, both indoors and outdoors.

PERSONNEL POLICIES
Hiring Practices
Prospective employees will be required to fill out an application for employment, followed by a
screening interview with the Director. The prospective employee may be required to return for
a try-out in the classroom.
Final selection of an employee shall be the responsibility of the Director and/or the Assistant
Director. A “Terms of Employment Agreement” will be signed by the director and employee and
will remain in effective for one year. An employee’s hourly pay, benefits and all other terms of
employment will be negotiated on an individual basis annually with a new “Terms of
Employment Agreement”.
Bright Beginnings Child Care will maintain a personnel file for each employee, containing an
application for employment form, health form, references, evaluations and correspondences.
This is accessible to the employee.
Work Schedule
The Center will be open year round except for the following holidays:
1.
2.
3.
4.
5.
6.

New Years Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day

Time Cards
Time cards, whether computerized or manual, must be clocking in and out on a daily basis and
must include break and lunch times.
Job Titles with Job Descriptions
Employees of Bright Beginnings will be credentialed according to one of the below titles
according to the Pa. Department of Child Welfare regulations. In addition, employees will be
given a “corporate” title with a detailed job description that will be part of the employee’s
annual “Terms of Employment Agreement”.

Pa. Dept. of Human Services credentialing titles:
Director

Oversees all major operations of the Center.

Assistant

The person designated by the Director to assume direct
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Director

responsibilities for the continuous supervision of the day-to-day operations of the
Center.

Individuals immediately responsible for the direct
Group
Supervisor care, supervision, guidance and education of the children at the Center. She/he
plans and monitors the programming of daily activities and lessons for the children
and serves as a mentor to the Assistant Group Supervisors, Aides and Volunteers.
Assistant
Group
Supervisor

Individuals working under the observation and supervision of a
Group Supervisor and/or Director. He/she performs direct childcare
functions and related duties. Coordinates daily activities and supervises aides in
the absence of the Group Supervisor.

Aide

Individuals responsible for assisting in the implementation of daily program
activities.

Volunteers

Individuals who opt to share their time, interests and expertise as needed within
the Center.

Corporate Titles and Job Descriptions
1. Employee Type: “Assistant Teacher”
This position reports to:Lead Teacher, Group Supervisor
General Position Description:
The Assistant Teacher supports the teachers and the Center Director by helping to create a
caring and safe environment for the children and assisting in activities to improve the overall
care and quality of education. The Assistant Teacher must be able to communicate, listen, and
work well with others in a team environment.
Key Responsibilities Include:
• Assist in the implementation of curricula activities and encourage participation by
children.
• Actively engage in activities; manage cleanliness, maintenance, and availability of
classroom materials.
• Encourage self-help and good hygiene through behavior modeling.
• Help ensure smooth, daily transition from home to child care center.
• Follow all center policies and state regulations.
• Maintain own professional development plan for continuous quality improvement.
Additional Knowledge, Skills, and Experience Required Include:
• 1 to 2 years of childcare experience.
• High energy.
• Strong communication skills.
• Ability to work well with others.
• Infant/child CPR and First Aid certification.
• Must clear full background check.
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•

Must pass health screening.

Educational Requirements:
• High School Diploma or GED. CDA preferred
2. Employee Type: “Lead Teacher”
This position reports to:Center Director or Group Supervisor
General Position Description:
The Lead Teacher is responsible for developing a cohesive teaching team, coordinating the
curriculum, and managing the day-to-day operational activities of the classroom. Lead Teachers
must understand children’s cognitive, social, emotional and physical development in order to
ensure a safe and stimulating classroom environment where children are actively engaged and
encouraged to succeed. The Lead Teacher must be skilled in communicating with both children
and adults in order to effectively guide teachers, resolve parental concerns, and meet the needs
of the children.
Key Responsibilities Include:
• Coordinate and implement educational curriculum by developing classroom activities
based upon developmentally appropriate practices and early learning standards and
complete assessments.
• Lead by example; encourage teaching team success through modeling and coaching.
• Plan individual and group age-appropriate activities to actively engage children and
encourage social, cognitive and emotional growth.
• Maintain frequent communications with parents through informal discussions, progress
reports.
• Ensure a healthy classroom environment – including appropriate hygiene and cleanliness
standards; safety and security of children.
• Supervise assistant teachers and classroom volunteers to ensure they are following
planned activities, and hygiene and safety standards.
• Maintain accurate records, forms and files.
• Ensure all center policies and state regulations are met.
• Maintain own professional development plan to ensure continuous quality improvement.
Additional Knowledge, Skills, and Experience Required Include:
• Minimum of 2 years of professional childcare experience.
• High energy.
• Strong oral and written communication skills and effective technology skills.
• Ability to work well with others (staff, children, and parents) and to foster a team
environment.
• A strong understanding of child development.
• Excellent leadership, organizational, and interpersonal skills.
• Infant/child CPR and First Aid certification.
• Must clear full background check.
• Must pass health screening.
Educational Requirements:
• Associate’s Degree in early childhood education or related field of study with a minimum
of 30 Credits in ECE.
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Evaluations
There will be a ninety (90) day probationary period for all employees, as well as current
employees in a new position.
The employee will be evaluated a minimum of bi-annually. The evaluation will be fully discussed
with the employee. The employee will have the opportunity to read the evaluation and sign it,
signifying that he/she has read it. The employee may accept the evaluation or write a
statement concerning any points on which he/she disagrees. The evaluation and any
statements will become a part of the employee's personnel file.
Staff Training and Development
All Center employees must complete twenty-four (24) hours of training in early childhood
development once a year while employed by the Center. The employee is required to have
these completed no later than the month of September each year employed by the center.
Failure to do so will be grounds for termination of employment at the center. Training hours
must specifically correspond with the requirements of Keystone Stars.
All center employees are responsible for implementing the approved curriculum for the
appropriate age group assigned.
All requests for continuing education, conferences and consultations must be submitted in
writing to the Director. All employees must participate and adhere to guidelines established in
the Keystone Stars program which may include additional hours of training.
Individual Records
An individual record is required for each facility person. This section cited in 55 pa. Code
Section 3270.241 (relating to requirements specific to school-age programs).
A record shall include a copy of the following information:
1.)
The name, address, and telephone number of the facility person.
2.)
Verification as follows:
(i)
Verification of age.
(ii)
Verification of child care experience, education and training prior to service
at the facility.
(iii)
Verification of child care experience, education and training following the
outset of service at the facility.
(iv)
Acceptable verification of experience, education or training is a transcript or
a diploma or a letter signed by a representative of the experiential,
educational or training entity.
3.)
A written report of initial and subsequent health assessments, including the results
of initial and subsequent tuberculin skin tests, x-rays or other medical
documentation necessary to confirm freedom from communicable tuberculosis.
4.)
A copy of requests for the criminal history record and child abuse registry
clearance information, a copy of the disclosure statement and a copy of the
completed clearance information required under the CPSL.
5.)
Two written, non-family references from individuals attesting to the person's
suitability to serve as a facility person.
6.)
A copy of CPR and First Aide training certificates
8

7.)

The above list is subject to change depending on State regulations.

Christmas Bonus

A Christmas Bonus will be paid each December. You must be here as of November 1 in order to
receive a bonus for that year. You will receive $25 the first year and $10 additional for each
succeeding year of service. This benefit applies to full-time. (Employees who work 30 hours or
more per week) Part-time employees will receive $20.00. (Part-time employees must have
worked during the month of November.)
Paid Holidays
Bright Beginnings Child Care offers paid holidays to full-time employees after their one-year
anniversary from the date of hire. This benefit is contingent on the renewal of the “Terms of
Employment Agreement” and will be included in the contract. The paid holidays are:New Years
Day, Memorial Day, Independence Day, LaborDay, Thanksgiving Day, &Christmas Day.
Unless on an approved absence, you must work the last working day before and the first
working day after the holiday in order to receive holiday pay. Preschool Lead teachers will have
a separate contract outlining eligible benefits and work schedule.
WINTER Week Closing: If our center is closed between Dec. 26th – Jan. 1st there will be no
compensation due to staff members unless this is a part of their Terms of Employment
Agreement after (2) service year.
Center Closings

Bright Beginnings Child Care, Inc. reserves the right to close the center additional days during
the year due to low attendance of children, inclement weather or any other unforeseen
situation. Employees will not be paid for these closed days off.
Vacations
Bright Beginnings Child Care offers paid vacations to full-time employees as follows:
One (1) week received after one (1) year service.

A vacation benefit is contingent on the renewal of the “Terms of Employment
Agreement”. Vacation benefits will be included in your “Terms of Employment” and
be completed annually.
Vacation days may not be accumulated from year to year but must be used within each
calendar year.

Vacation time off requests must be submitted by September 15th, annually. Personal days off
must be submitted at least three weeks prior to the day off.
Seniority may be factors when determining vacation privileges should more than one (1)
employee request the same date(s).
Employees must submit, in writing, to the Director/Assistant Director any request for days off
from work. The Director/Assistant Director will give the employee a written response to a
request. Employees must use a specific authorization form when requesting any time off from
work. Any other forms either verbal or written will not be permitted.
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Raises

Raises will be based annually on merit and will be included in the “Terms of Employment
Agreement” which will remain in effect for one year from the date of signing.
Non-Solicitation Policy

In consideration of the employment of employee by the Center and other valuable
consideration, the receipt and sufficiency of which are hereby acknowledged, the parties hereto
agree as follows with the intention of being legally bound hereby:
1.
The employee agrees not to solicit parents whose children are enrolled with the Center
or their guardians, or to transfer such students to another child care facility or school or
to engage in caring for or providing child care services to such students under the
employee's own home, or to otherwise bring such students under the employees'
employment with the Center and for a period of two (2) years after the conclusion of the
employee's employment by the Center, except as otherwise specifically agreed to in
writing by the Center.
2.
Any breach of this policy by the employee, either directly or indirectly, shall entitle the
Center to payment by the employee, upon demand, of a sum equal to one thousand five
hundred dollars ($1,500.00) for each student solicited by the employee who withdraws
from the Center, as a placement fee for such engagement.
3.
The employee agrees not to provide child care services to children enrolled
with Bright Beginnings Child Care Center at any off site location while under
the employees’ employment with the Center.
DRUG AND ALCOHOL ABUSE POLICY
Statement of Intent: It is in the interest of Bright Beginnings Child Care to maintain a
workplace, which is free from the presence of alcohol, drugs or other intoxication substances,
and free from the impairments associated with alcohol or drug usage. Concerns with respect to
employee safety, employee health, and the children's safety require that the Center take an
active approach to the resolution of suspected or identified substance abuse situations. In so
doing, the Center recognizes the right of employees to be free of unreasonable intrusion into
their private affairs, and the need, where practical, to offer assistance to employees in resolving
their problems.
Philosophy: Bright Beginnings Child Care, in order to protect its interests as a company and
the safety of its employees, must maintain and enforce rules and regulations. The Center will
discipline employees for violation of its policy on drugs and alcohol or for other appropriate
work-related reasons. At the same time, the Center recognizes that medical authorities view
alcoholism and some forms of drug abuse as illnesses, and the Center will not impose discipline
on any employee solely on the ground that the employee had admitted a problem and sought
help. Bright Beginnings Child Care encourages employees to seek help through established
channels. Where employees voluntarily disclose that they have a problem and show a sincere
desire to overcome it, the Center may provide employees with a one-time opportunity to seek
rehabilitation and retain their jobs.
The Center also encourages all employees at every level of the company to urge other
employees who appear to have such a problem to seek help at an early stage rather than facing
the possible loss of a job for work-related reasons if the problem goes unchecked.
ApplicabilityThese guidelines apply to all employees of the Center. This policy is in addition to
any policy or law, which requires drug testing.
ScopeThe following shall be considered "prohibited substances" within the scope of this policy:
i.)
Controlled substance listed under the Controlled Substance Act;
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ii.)
iii.)
iv.)
v.)
vi.)

Improper or overuse of prescription drugs legally prescribed by a physician;
Any paraphernalia used in conjunction with controlled substances;
Look-alike or designer drugs;
Alcoholic beverages; or
Any other intoxicating substance, which causes physical or mental impairment,
whether or not such substance may be legally obtained and used.

Drug and Alcohol Abuse Policy continued

Prohibited Conduct
The following shall be considered prohibited conduct:
1.

2.
3.

4.

The use or possession of any item listed within the scope of this policy by an employee
on company premises. Possession includes any situation where the employee exercises
control over the prohibited substance including carrying the item on his or her person or
in a personal vehicle.
The distribution to or receipt from others of any item listed within the scope of this policy
while on the premises.
The use of any item listed within the scope of this policy by an employee while not on
company time, if an employee reports to work under the influence of the item or if an
employee's work performance is affected by use of the item. "Under the influence" shall
mean either that the employee tests "positive" for the presence of any prohibited
substance whether or not it demonstrably impairs the employee's performance or the
employee is demonstrably impaired at the Center.
The use of any prescription drug, if an employee reports to work under the influence of
the item and has not notified his or her supervisor of the drug use and been medically
cleared to perform normal job duties.

Consequences
If an employee engages in any of the prohibited conduct, the consequences of that action will
be discipline, up to and including discharge, depending upon the company's view of the
seriousness of the offense. Furthermore, although the Center offers employees help with their
substance abuse problems which are voluntarily disclosed prior to discovery by the Center,
nothing in this policy will insulate an employee from discipline for poor work performance or
attendance problems which may have been induced by drugs or alcohol.
Substance Abuse Testing Guidelines
1.
Pre-Employment: Every offer of employment with the Center is expressly conditioned
upon successfully completing a drug screen. The presence of any controlled substance,
except a legally prescribed and identified drug shall disqualify an applicant for
employment.
2.
Reasonable Suspicion: Situations will present themselves when the Director will have a
reasonable suspicion that an employee's performance is being impaired as a result of
substance abuse, which may occur either on or off the job. Reasonable suspicion may
exist by virtue of: (a) an employee's visible impairment on the job; (b) an objective
evaluation of an employee's declining productivity, quality performance or attendance;
(c) a serious accident or grossly unsafe act; (d) otherwise unexplainable behavior by the
employee; (e) good faith reporting of possession or use by a Center employee or a third
party; or (f) other objective signals.
In these situations the Center will conduct an appropriate investigation, which may
include requiring employees to undergo testing for substance abuse.
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It is anticipated in situations of declining performance, that the Director will exercise
his/her normal supervisory responsibilities and will initiate communications with the
employee in order to advise the employee of the perceived problem and to correct the
performance problem.

Drug and Alcohol Abuse Policy continued

Nature of Substance Abuse Testing & Dissemination of Information
1.
General: When it has been established by the Center that a testing procedure for
substance abuse is warranted, the Center will employ a blood test (alcohol related) or a
urine screen (drug related) to measure the level of substance in the employee's system;
if any. If positive, the urine screening will be confirmed by a GC-Mass Spectrometer test.
Proper chain of custody will be followed in handling a sample.
2.
Collection Procedure: Specimen or sample collection procedures under this policy will be
conducted in compliance with section 2.2 of the Mandatory Guidelines For Federal
Workplace Drug Testing Programs to the maximum extent feasible. Deviations from the
policy may be required from time to time depending upon the circumstances. In all
cases, the Center and its designated collection sites shall utilize procedures for collecting
urine specimens which allow individual privacy, unless there is reason to believe that a
particular individual may alter or substitute the specimen to be provided.
3.
Confidentiality: The results of the testing will become part of the employee's medical
file, but not the employee's personnel file. The employee will be provided with the
written results of the tests upon request.
The Center will respect the confidentiality of test results. Only those management
personnel with a need to know will be provided access to test information. The Director
will make the decision regarding which Center officials need to know.
4.
Testing Limitations: No test will be performed on any urine sample other than a test to
determine the presence of controlled substances, which may or could impair job
performance. The Center will not use any such test to gather medical information about
an employee or applicant other than use of controlled substances as defined in this
policy.
Discipline
Where Bright Beginnings Child Care has reasonable suspicion and the results of substance
abuse testing are positive, showing levels of drug or alcohol in the employee's system which
medical professionals confirm to be consistent with the suspected impairment, the employee
will be subject to termination from employment for impairment on the job. Many situations
may arise in which the Center will have reasonable suspicion to send employees for drug tests.
In some cases, a suspension with or without pay may be appropriate pending such results. The
Director will make these decisions on a case-by-case basis.
Employee Cooperation
Failure of any employee to undergo substance abuse testing or failure to fully participate in any
post-counseling program including signing consents and agreements when required under this
policy will be considered insubordination and will subject the employee to appropriate discipline
up to and including termination of employment. Efforts by employees to "beat" the test by any
method including substitution or altering urine will result in immediate discharge.
Amendment of Policy
The Center reserves the right to alter, abolish or amend this policy and any other term or
condition of employment at any time without the consent of its employees. The adoption of
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this policy and the provision of any benefit hereunder do not create a contract of employment
for a specific term nor does it imply any right to continued employment.

Drug and Alcohol Abuse Policy continued

Search and Inspection
The Center retains the right to conduct searches and inspections for reasonable cause or
suspicion at all times while the employee is on Bright Beginnings' premises.
1.
The Director will tell the employee that a search or inspection is to take place and explain
the reasons why. To protect confidential sources of information, the basis of the
reasonable suspicion may not always be revealed.
2.
The search and inspection in the presence of at least one witness of the Center's choice
may include the employee's classroom, vehicle, desk or any equipment.
3.
If an employee refuses to submit to a search or inspection, the employee will be
discharged for insubordination.
4.
If a search or inspection uncovers material, which is believed to be unauthorized drugs or
alcohol or other items prohibited on Center premises, the Director may confiscate the
material and give the employee a receipt. Where appropriate, the items confiscated will
be tested. If the items are authorized and lawful possessions of the employee, they will
be returned.
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STAFF REGULATIONS
When a group of people work together, it is necessary to have common rules of conduct so that
action of one individual is not detrimental to other staff members at the Center. The purpose of
these rules is not to impose unfair restrictions or limit the rights of anyone, but to define and
protect the rights of all who work here and to ensure that all staff work under the same
conditions.
All employees are required to sign a confidentiality agreement.
In addition to the basic rules listed above, there are other rules which require disciplinary action
if violated. These rules include the following:
Work Time

Work time is for work. Any conduct, which interferes with the work time of a staff person, will
not be tolerated. Also, staff is not permitted to leave work areas during work time without
permission of their supervisor. Work time does not include recognized breaks.
Work Performance

Employees are expected to put in a fair day's work. Unsatisfactory work, poor performance,
producing work below standard, loafing or excessive time away from the job, permitting
avoidable waste and lack of cooperation jeopardizes our children and other staff.
Communication and Relating with Parents/Guardians and Children
1.
Children's needs are "number one" in importance. Children come to the Center for the
purpose of child care. An atmosphere of warmth, cheerfulness and caring must be
conveyed. Indifference to children's problems will not create this atmosphere. It is
important to remember children's and parent's/guardians' names and to leave your own
personal problems and troubles at home.
2.

Your statements to children and parents/guardians must be in keeping with office policy
and the Center's image. When relating to children's well-being and progress, be
reassuring and tell parents/guardians that the children are in one of the best centers and
are in "good hands". Tell them that we will do everything possible to provide care for
the children and keep them safe.

3.

It is vital that you have an understanding of the child care profession. You are
encouraged to learn all you can about child care. If you are unsure of an answer for a
child or parent/guardian, ask the Director for an opinion.

Care

All children, parents and visitors should be treated with kindness, friendliness, patience and
respect. Staff should refrain from gossip, loud talking and other unnecessary noise and forms
of conduct, which could disturb the program and distract from the professionalism of the
Center.
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Information Regarding Children

It is contrary to the interest of the Center and those we serve to give out information regarding
children and their parents. Such information should be held in strict confidence and should not
be discussed with anyone outside of the Center. Inside the Center, such information should be
discussed only when it will benefit the care we offer the children and the parent. Refer any
inquiries on children, their performance and parents to the office.
Absenteeism or Tardiness

A staff member should notify the Director as soon as possible (preferably the night before) if
he/she is to be absent, in order that a replacement may be arranged. The reasons for the
absence should be given.
Staff is expected to have a regular attendance record.
Excessive, habitual and unauthorized absence and tardiness is disruptive to the care of the
children and creates a burden on other staff. The act of calling does not, in itself, constitute an
excuse for absence.
Staff must be in their classroom, ready to perform their assigned job, at the starting time of
their assigned shift.
Safety

Every caution must be taken to guard against accidents to children and other staff. It is the
responsibility of every staff person to correct unsafe conditions such as liquid, food, paper,
extension cords, etc. on the floor or any other condition, which would cause an accident. Staff
must report unsafe conditions and fire hazards immediately if unable to correct them. All
accidents should be reported in writing immediately.
Fire Rules

It is the responsibility of all employees to understand their role in an emergency. This includes
understanding and familiarizing yourself with location and operation of fire alarm boxes, location
and operation of fire extinguishers, reporting a fire to the fire department and knowledge of all
fire exits.
Sexual Harassment

No sexual harassment of any kind shall be tolerated. Any employee found to be guilty of
harassment will be disciplined immediately.
Appearance

All employees must portray a professional image at all times. The staff uniform is khaki
pants/shorts (proper length), a uniformed top that will be provided by the Center and
comfortable shoes. You are expected to pay for your pants/shorts and shoes. Any style you
choose is acceptable as long as it is tasteful. Your uniform should be clean, pressed and no
shorter than two inches above the knee. Your shoes should be clean and polished. Other
expectations regarding appearance are listed below:
Body: Keep it clean. Tattoos and body piercings (other than earrings) may not be visible.
Hair: Keep it clean with no outlandish styles.
Nails: Keep them clean and manicured. Only clear or light-colored polish maybe worn.No RED
nail polish.
Jewelry: Keep jewelry simple and not heavy.
Make-up: Make-up should be light and not heavy or overdone.
Perfume: Only very light perfume allowed.
Smoking

No smoking.

Coffee/Hot Beverages

Staff should not drink coffee or any other hot beverages while performing their duties around
the children. They may have coffee or hot beverages during breaks in designated areas. All
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food is to be eaten by employees in the kitchen. Meals or snacks may not be eaten in the
classroom.
Telephone/Cell Phone Calls

Center telephones are for business purposes only. The use of phones for personal reasons
should be limited to emergency situations.
Staff may not receive telephone/cell phone calls while they are on the job in the classroom.
Telephone messages will be taken and given to the employee to return the call during his/her
break. In case of an incoming emergency call to the office, we will come and provide coverage
for you to take the call.
No one is permitted to use a cell phone during their working hours. Cell phones are
not to be visible or in the center. They should not be clipped to your clothing or out
in the classroom. The use of cellular phones or texting during working hours is
grounds for immediate termination.
Time Clock and Overtime

In order to avoid problems with Wage and Hour Board regulations, staff members should not
clock in seven (7) minutes prior to their starting time or seven (7) minutes after their quitting
time. The Director must authorize all overtime.
Internet

All employees should be aware that cameras would monitor each classroom in order to provide
Internet observation service to the parents/guardians and Directors of children at Bright
Beginnings programs.
Social Media/Networking policy

The following is Bright Beginning’s social media and social networking policy. The absence of, or
lack of explicit reference to a specific site does not limit the extent of the application of this
policy. Where no policy or guideline exists, employees should use their professional judgment
and take the most prudent action possible. Consult with your director or supervisor if you are
uncertain.
1. Personal blogs should have clear disclaimers that the views expressed by the author in
the blog is the author’s alone and do not represent the views of the company. Be clear
and write in first person. Make your writing clear that you are speaking for yourself and
not on behalf of the company.
2. Information published on your blog(s) should comply with the company’s confidentiality
and disclosure of proprietary data policies. This also applies to comments posted on
other blogs, forums, and social networking sites. Any disclosure of confidential
information will be subject to the same company personnel policies that apply to
wrongful dissemination of information via email, conversations and written
correspondence.
3. Be respectful to the company, other employees, parents, children, and competitors.
4. Social media activities should not interfere with work commitments and is not permitted
during working hours.
5. Your online presence reflects the company. Be aware that your actions captured via
images, posts, or comments can reflect that of our company.
6. Do not reference or site company clients, partners, or customers (parents & children)
without their express consent. In all cases, do not publish any information regarding a
client during the engagement.
7. Respect copyright laws, and reference or cite sources appropriately. Plagiarism applies
online as well.
8. Company logos and trademarks may not be used without written consent.
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Violation of the policy can result in disciplinary action, up to and including termination. To
report any misuse, employees may email complaints to
brightbeginnings@zoominternet.net.
DISCIPLINE POLICY

Discipline in Bright Beginnings Child Care ("the Center") will be provided in a manner
appropriate to each child's age, developmental stage and individual needs. Encouraging
positive behavior is more effective than only punishing misbehavior. Our goal is to help each
child develop self-control. It is important that we work together on encouraging our children's
positive behavior. We will not tolerate any form of corporal punishment, including spanking,
slapping hands, biting or hair pulling. All employees are required to follow Bright Beginnings
Child Care, Inc. Policy for Child Guidance, Discipline and Classroom Management.
Child Guidance, Discipline and Classroom Management Policy
Bright Beginnings Child Care, Inc. has carefully researched child guidance, appropriate guidance
techniques for disciplinary purposes, classroom management techniques and child abuse. We
have a strong position statement regarding all of these topics.
As educators, Bright Beginnings Child Care, Inc staff knows the ages and stages of development
and how social development plays a significant role in how children respond to everyday
situations. We follow the national guidelines in classroom management skills as advocated for
each age group by the National Association for the Education of Young Children.
As young children grow, they are in continually changing stages of development. As they
emerge from infants to a toddler stage, so emerges a sense of self. Children are a reflection of
the environment and adults around them so the sense of self is highly influenced by guidance
factors. As toddlers grow towards preschool age, the influences begin to be reflected in their
personalities, language and mannerism. The purpose of discipline for young children is to teach
coping skills and discourage inappropriate behavior. At Bright Beginnings Child Care, Inc. the
staff models positive behavior and uses methods of discipline, which encourage self control, self
direction, self esteem and cooperation among children displaying a respect for themselves, their
environment and others with whom they come in contact.
Under no circumstances is any form of abuse, physical punishment, deprivation or
ridicule used as a form of discipline. Children are action responders rather than thinkers in their
early stages of development. Staff is trained in distinctive techniques; redirection, which is an
appropriate response to children who need to refocus their attention and distraction, is used to
prevent potential conflict between children. Diversion techniques are always part of teachers’
resources to be called upon to avert possible conflicts. Redirection should occur immediately
following any inappropriate behavior.
As children grow older and become more verbal (around age two) we teach them
problem resolution techniques. The verbal child can talk about feeling applying reason and
logic to situations and be more in control of their own behavior. Through this increased selfcontrol feel successful and are eager to interact with others.
When children are so out of bounds that they are unable to control their own anger or
frustration they may act out in ways that are potentially harmful to them or others. Given this
scenario, as a last resort staff may use a period of ‘time out’ as a calming down time. This
should not be viewed as a punishment but rather, a time to move away from conflict and
refocus their attention on more positive behaviors. ‘Time out’ is provided within the classroom
and the child may elect to rejoin the group or activity in a more productive state. ‘Time out’ is
used infrequently and for brief periods of time (no longer than two to five minutes in correlation
with the child’s age.) this gives the child an opportunity to regain self-control after a frustrating
experience. An alternate activity should be offered during the ‘time out’. There is a very artful
17

skill in applying this method of guidance without shame or humiliation. Used too often or
inappropriately, ‘time out’ may be ineffective or even damaging to a child.

Child Guidance, Discipline and Classroom Management Policy continued

Some guidelines in applying this method of guidance are:
• Avoid having an assigned ‘time out’ chair or area in the environment. This would cause
the child to see the techniques as punishment and they may develop an attitude that
inappropriate behavior is acceptable as long as time is served in ‘time out’.
• Children should never feel ridiculed or humiliated during ‘time out’. No form of physical
force or restraint should be utilized.
• The children should never be left alone, unsupervised. Children need the support of
adults to express and work out their feelings. If adults show children that their feelings
are significant, they will be more likely to respect the feeling of others. A caregiver
should always observe a child during ‘time out’ while avoiding the rewards of negative
attention-getting behavior with special or obvious attention.
• After the child calms down, explain clearly what is appropriate and inappropriate
behavior given the circumstances.
• Do not force apologies. If they do not come spontaneously, then they maybe insincere.
This is not a quality we want to teach.
• Children imitate adult behavior. Screaming, hitting or ridiculing a child for inappropriate
behavior is not an effective way to teach self-control. The child should clearly
understand that it is the behavior that is unacceptable and not the child personally.
• No single technique will ever work with every child in all scenarios. Children are very
individualized in their social development and all children develop social skills in
accordance with their own natural development. Our goal is to give children the security
of knowing we care enough to prevent them from hurting themselves or others and to
provide each child with a happy experience in school by encouraging success and
minimizing failure. When expectancies are clearly and consistently related, children will
build their own understand of kindness, responsibility to themselves and others and a
general feeling of well-being.

18

RELEASE OF CHILDREN POLICY

It is extremely important that we protect each child in our care by ensuring that a child does
not leave the Center with a person who is not authorized to pick him/her up. Anyone
authorized to pick up a child must be listed on the child's information card. Parents must state
in writing when someone else will be picking their child up. Even if it is an emergency, we must
have the parent's permission to release the child to someone other than a parent or guardian.
The Center must have a name and description of what the person looks like. The person
picking up a child must show picture identification before a child can be released from our care.
unless otherwise noted, both parents have the right to pick up their child. If this is not the
case, a copy of a court order stating otherwise will be on file in the office. In the event that a
non-custodial parent arrives to pick up a child and a copy of the court order is not in our file, we
will call the custodial parent immediately. If the non-custodial parent leaves with the child, we
must immediately call the police and report the situation. We will not place the other children in
the Center at risk in a confrontation with the non-custodial parent. It must be top priority with
all of us that each child arrives home safely. Therefore, if the person who arrives to pick up a
child appears intoxicated or otherwise incapable of bringing the child home safely, we will call
the other parent or an emergency contact person listed on the child's information card to
request assistance. If the situation occurs a second time, it will be grounds for terminating the
care of the child involved. For the instances listed above needing immediate attention, staff
must call the Director on duty that will handle the situation. If in doubt, do not release a child
under any questionable circumstances without consent of the Director. Endangering a child by
improper release will be grounds for immediate dismissal.
Employee Confidentiality Agreement
The parties understand that in the course of said employment, the Employee will have
opportunities to obtain confidential information concerning the client and their families and the
business of the Employer, which confidential information the Employee would not obtain
otherwise. Accordingly, in view of the confidential nature of this employment and in
consideration of the salary to be paid, the Employee specifically covenants and agrees that
she/he will not, directly or indirectly, either for herself/himself or for any other person or
persons, firm or corporation, while she/he is employed under this Agreement, solicit, engage in,
or in any manner endeavor to secure any business whatsoever of or from any of those persons
who have been clients of the Employer or have come to her/his knowledge in any manner while
in the course of this employment, or otherwise interfere with the business of the Employer.
Furthermore, the Employee covenants and agrees that at all times she/he will hold, maintain
and preserve in the strictest confidence any information that she/he may obtain concerning the
Employer or the clients of the Employer while she/he may remain in this employment, and that
she/he will not divulge or impart any such information at any time, except as required by law.
While the Employee remains in the employment of the Employer, all data and information of
any sort whatsoever that she/he may put down in writing shall be made on the books or papers
of the Employer except such as may be entered on the books or records of the clients. Save
only for the said exception, all such data and information shall belong to the Employer and none
shall be retained by the Employee who will have no right or interest therein, whatsoever. The
Employee shall not use any information, which while in the course of this employment she/he
may obtain concerning the said clients affairs for the furtherance of any scheme or business.
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Resignation and Termination Procedures
The Director and/or the President of Bright Beginnings may terminate an employeefor gross
negligence in performing required duties, failure to provide quality performance or serious
breach or operating rules. The administration recognizes that adequate learning time is to be
given to all employees and that guidance and instruction is a necessary part of staff training.
All employees will be counseled where there is a deficiency in performance and every effort
will be made to help the employee find a solution to the problem.
There is one exception to this rule. Any employee who strikes a child or subject a child to
corporal punishment shall be subject to IMMEDIATE DISMISSAL.
Subjecting a child to humiliation, ridicule, depriving a child of a meal or using abusive
language towards any child shall be considered a grave error in judgment and shall be grounds
for placing an employee on probation or for dismissal.
The Director of the Center shall be available at all times to discuss any problems which may
arise and to assist the employee in solving such problems whenever possible.
Unauthorized absence(s) shall be grounds for dismissal. The employee must obtain permission
from the Director to be absent and must work out a plan for coverage of the employee's
responsibilities while he/she is out.
Should an employee be terminated, he/she will be informed of the reason for
dismissal and will have the opportunity to discuss this behavior and reasons for such behavior
with the Director or with the President of Bright Beginnings Child Care or their appointed
mediator.All staff members should take their grievances to the Director first. If the staff
member is not satisfied, he/she should take their grievances to the President or his/her
appointed mediator.The Director will discuss with the President of Bright Beginnings Child Care
or their mediator, the reasons for planning to dismiss an employee prior to taking such an
action.

Bright Beginnings Child Care reserves the right to renew or refuse to renew an employee’s annual
“Terms of Employment Agreement”, without explanation.

RULES FOR REQUIRING IMMEDIATE DISCHARGE

Most rules involve common sense and accepted standards of good conduct. Violation of the
following rules is considered serious and will result in discharge without prior
warning:
1.)
Striking or abusing a child, humiliating a child, withholding food from a child as
punishment.
2.)
Abuse or inconsiderate treatment of parents, staff, visitors, or children.
3.)
Unauthorized removal of property.
4.)
Unauthorized removal of records or unauthorized divulgence of parents', children's or the
Center's confidential information.
5.)
Clocking someone else in or out or having someone else using your time card to clock
you in or out.
6.)
Refusal to perform assigned work or follow instructions, i.e., insubordination.
7.)
Gross carelessness or negligence performing work.
8.)
Willful destruction of property.
9.)
Sleeping during working hours.
10.) Coercing or inciting others to limit work performance or engage in any practice in
violation of Center rules.

11.)

Use of cellular phone or texting during working hours.
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Bright Beginnings Child Care, Inc.
Chain of Command

President
(Mary D. Fasick)
^
Center Director
^
Assistant Director
^
Group Supervisor
(Lead Teacher)
^
Assistant Group Supervisor
(Assistant Teacher)
^
Aide, Volunteer, Maintenance
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BRIGHT BEGINNINGS EDUCATION CENTER, INC.
BRIGHT BEGINNINGS CHILD CARE, INC.
Revised Policies and Procedures in Response to COVID-19
Effective Date: August 30, 2021
Bright Beginnings has a plan in place to protect staff, children, and families from the spread of
COVID-19. This pandemic is an evolving situation that requires many different responses as new
information becomes available. Our leadership team continues to monitor the situation to ensure
we have the latest information to guide our decisions.
This pandemic has changed the way we look at early childhood education and our daily practices
and procedures in a group setting. Changes in Procedures and Practices have been developed to
support the health and safety of our children, families, and our staff and to do all we can to
remain open for families. The changes are meant to ward off Coronavirus and they are based on
thorough research and guidance being recommended by experts such as the CDC. Thank you for
your understanding and patience as we implement these new Practices and Procedures.
Effective August 30, 2021 the following enhanced policies and procedures will be in place to
reduce the spread of COVID-19 and Delta Variant, etc., in all our locations:
Drop Off and Pick Up Procedures:
•

•

•
•
•

Families will be greeted at their CAR DOOR where a staff member will greet the
child(ren). Parents and other family members will not be allowed inside the childcare
program. Prior to parents leaving the site, a trained staff member will take the
temperature of their child(ren) and ask parents the following questions:
o Do you live with anyone or have you had close contact with anyone who has been
diagnosed with COVID-19 within the past 14 days?
o Do you or anyone in your household have a fever, cough and/or shortness of
breath?
o Do you or your child(ren) have any other signs of communicable illness such as a
cold or flu?
Children and staff will be required to wash their hands immediately upon entering the
building and hourly throughout the day. When children are received for drop-off, they
will be escorted into the nearest bathroom where their hands will be washed prior to
being brought to their classroom/childcare area.
Upon parents’ arrival to pick up their child, a staff member will bring the child out to
parents. Doing so will limit direct contact and help us to maintain social distancing.
When you arrive for work, please see the director who will complete this Daily Health
Check with you.
STAFF DAILY HEALTH CHECK

BRIGHT BEGINNINGS EDUCATION CENTER, INC.
BRIGHT BEGINNINGS CHILD CARE, INC.
Healthy Hand Hygiene Behavior:
All children, staff, and volunteers must engage in hand hygiene at the following times:
•
•
•
•
•
•
•
•
•
•
•

•
•

Arrival to the facility and after breaks
Before and after preparing food or drinks
Before and after eating or handling food, or feeding children
Before and after administering medication or medical ointment
Before and after diapering
After using the toilet or helping a child use the bathroom
After coming in contact with bodily fluid
After handling animals or cleaning up animal waste
After playing outdoors or in sand
After handling garbage
Wash hands with soap and water for at least 20 seconds. If hands are not visibly dirty,
alcohol-based hand sanitizers with at least 60% alcohol can be used if soap and water are
not readily available.
Supervise children when they use hand sanitizer to prevent ingestion.
Assist children with handwashing, including infants who cannot wash hands alone. After
assisting children with handwashing, staff must also wash their hands.

Healthy Environment:
•
•
•
•
•
•
•
•
•
•

We will separate children into smaller groups that fall within state guidelines.
We will not share equipment and will clean equipment between uses.
All classrooms will remain separated to reduce the number of children in one area and to
reduce the possibility of viral transmission.
Staff will disinfect high-touch surfaces, such as door handles, light switches, faucets, toys
and games that children play with. SEE CHECKLIST TO BE COMPLETED
We will perform an enhanced deep cleaning every night in all areas, on all touched
surfaces. SEE CHECKLIST TO BE COMPLETED
Staff will have access to anti-bacterial hand sanitizers and disposable gloves and use
them as needed.
Staff will wash/scrub their hands and children’s hands a minimum of hourly (noted by the
CDC as the most effective preventive measure).
No program tours will be given until further notice to reduce the number of visitors in the
building.
All bedding, blankets, and change of clothes will remain onsite and be laundered by our
staff.
Children’s items must remain onsite. No items will be permitted to go back and forth
daily.

BRIGHT BEGINNINGS EDUCATION CENTER, INC.
BRIGHT BEGINNINGS CHILD CARE, INC.
Cleaning and Sanitize Toys:
•
•

•
•
•

•

Toys that cannot be cleaned and sanitized will not be used.
Toys that children have placed in their mouths or that are otherwise contaminated by
body secretions or excretions should be set aside until they are cleaned by hand by a
person wearing gloves. Clean with water and detergent, rinse, sanitize with an EPAregistered disinfectant, rinse again, and air-dry. Be mindful of items more likely to be
placed in a child’s mouth, like play food, dishes, and utensils.
Machine washable cloth toys should be used by one individual at a time or should not be
used at all. These toys should be laundered before being used by another child.
Do not share toys with other groups of infants or toddlers, unless they are washed and
sanitized before being moved from one group to the other.
Set aside toys that need to be cleaned. Place in a dish pan with soapy water or put in a
separate container marked for “soiled toys.” Keep dish pan and water out of reach from
children to prevent risk of drowning. Washing with soapy water is the ideal method for
cleaning. Try to have enough toys so that the toys can be rotated through cleanings.
Children’s books, like other paper-based materials such as mail or envelopes, are not
considered a high risk for transmission and do not need additional cleaning or
disinfection procedures.

Washing, Feeding, or Holding a Child:
It is important to comfort crying, sad, and/or anxious infants and toddlers, and they often need to
be held. To the extent possible, when washing, feeding, or holding young children:
•
•
•
•
•
•

•

Staff will protect themselves by wearing our staff uniform and by wearing long hair up of
the collar in a ponytail or other updo.
Staff will wash their hands, neck, and anywhere touched by a child’s secretions.
Staff will change the child’s clothes if secretions are on the child’s clothes. They should
change their uniform, if there are secretions on it, and wash their hands again.
Contaminated clothes should be placed in a plastic bag or washed in a washing machine.
Infants, toddlers, and preschoolers should have multiple changes of clothes on hand in the
center.
Staff must wash their hands before and after handling infant bottles prepared at home or
prepared in the facility. Bottles, bottle caps, nipples, and other equipment used for bottlefeeding should be thoroughly cleaned after each use by washing in a dishwasher or by
washing with a bottlebrush, soap, and water.
While out sick, employees can designate others to maintain communication regarding
their health status with their Directors.

BRIGHT BEGINNINGS EDUCATION CENTER, INC.
BRIGHT BEGINNINGS CHILD CARE, INC.
Meal Preparation & Service:
•
•
•
•
•
•
•

All surfaces will be disinfected before meal preparation and feedings using CDC- or
EPA-approved products.
All staff will wash hands before and after meal preparation and feeding.
Each child’s meal will be plated and served by staff, instead of served family-style.
Children will not share eating utensils.
Staff will not combine groups or classrooms of children during meals or snack time.
Staff will allow for a minimum of 3 feet of space between children during mealtimes (6
feet is preferred).
Staff will guide and direct children to wash hands before each meal or snack.

Child Health:
•
•

•

Staff will receive education on COVID-19 symptoms as well as preventive measures.
Handout
Children who start to experience symptoms of respiratory illness, including a fever of
>100.4 while at childcare, will be isolated from other children until they can be picked
up. Designated area will be identified at each location.
Until further notice, all program field trips will be suspended.

Cleaning and disinfecting facility if someone is sick:
•
•
•
•

•
•

•

Close off areas used by the person who is sick. We do not necessarily need to close
operations, if we can close off affected areas.
Open outside doors and windows to increase air circulation in the area.
Wait 24 hours before you clean or disinfect. If 24 hours is not feasible, wait as long as
possible.
Clean and disinfect all areas used by the person who is sick, such as offices, bathrooms,
common areas, shared electronic equipment like tablets, touch screens, keyboards, remote
controls, etc.
We will vacuum the space as needed.
We will consider temporarily turning off room fans and the central HVAC system that
services the room or space, so that particles that escape from vacuuming will not circulate
throughout the facility.
We will follow most current requirements from CDC, State and Local Licensing Agencies
concerning isolation and quarantining.

BRIGHT BEGINNINGS EDUCATION CENTER, INC.
BRIGHT BEGINNINGS CHILD CARE, INC.
Staff Health & Safety:
•
•
•
•

•
•
•
•

Staff will receive additional training on infection control and workplace disinfection.
Handout
Staff will not share their phone, devices or meal or utensils with one another or children.
All cell phones must remain in staff lockers.
Staff will check their temperature at the beginning of each shift and notify their supervisor
if >100.4 as well as self-monitor for signs and symptoms of COVID-19 and notify their
Director if any develop (fever or respiratory symptoms).
Staff will wash their hands immediately upon entering the program and immediately prior
to leaving.
Staff will change into company provided uniforms daily and change during the day as
needed. Staff uniforms will be disinfected and stay onsite.
Staff will not be allowed to work if they are feeling ill or experiencing respiratory
symptoms.
Risk Disclosure and Acknowledgment Handout

Infectious Disease Plan:
Copy provided.
Communication Practices:
• Parents will receive daily correspondence per procedures in place concerning their child's
daily happenings.
• Staff will receive important updates from leadership team informing them of the facts and
updates as they become available.
• Two-Way communication between Parents and Staff and Staff and Leadership Team is
critical during this evolving pandemic. It will require many different responses as new
information becomes available. Staff must remain aware of confidentiality of information
concerning co-workers and families.
• It is important to be as open and transparent as possible about how our program is
responding to the current situation.
• All "official" communications concerning our policies and procedures will come from
Mary Fasick.
• Staff will be provided correct information in a timely manner concerning any crisis.

BRIGHT BEGINNINGS EDUCATION CENTER, INC.
BRIGHT BEGINNINGS CHILD CARE, INC.

Infectious Disease Response Plan
Bright Beginnings primary concerns are for the health and safety of staff and the children in our
care. We all must share the responsibility of engaging in preventive practices and refraining
from coming to work when symptomatic as identified by the Centers for Disease Control
(“CDC”) for that particular infectious disease.
Methods to Prevent the Spreading of an Acute Respiratory Illness
•

•
•
•
•

•

•

Staff will be reminded to adhere to CDC prevention practices for cough and sneeze
etiquette and hand hygiene. Appropriate supplies will be available in the workplace,
including hand soap and alcohol-based hand sanitizer (60-95% alcohol).
Staff will clean high-touch surfaces four times daily with a disinfectant.
Staff are expected to stay home and contact their physician if they suspect they have been
infected with the infectious disease.
Staff should not return to work until they no longer require medication to manage their
fever and cough.
Staff who are well but who have a sick family member at home with the infectious
disease should notify their supervisor and refer to CDC guidance for how to conduct a
risk assessment of their potential exposure.
When there is a spread of infectious disease and staff need to care for a friend or family
member that does not reside at their home, staff may use their sick or annual leave for
their absence.
Prior to making any travel arrangements, staff should consult with their manager to
determine if travel should be delayed.

Preparing for an Outbreak:
•
•

•

•

•

Directors will maintain a staff team list with contact numbers.
Directors will be aware of the critical functions within their area and identify essential
duty staff to support those tasks in the event of an outbreak. In all instances, there will be
a person identified as a back-up in the event the essential duty staff/point of contact is not
available. Our staff will cross-trained to perform essential functions so the workplace can
maintain its operations even when key staff are not present.
Essential duty staff are those who have been pre-identified to perform the critical
functions during an infectious disease event. Those staff will be notified of their
responsibility and will ensure they have the proper equipment in place to follow through
on those activities as required.
Staff that come down with symptoms while at work should notify their supervisor
immediately and prepare to leave the workplace. If necessary, staff should take measures
to avoid coming in contact with other staff and children.
If an employee is confirmed to have the infectious disease, managers should inform
fellow staff of their possible exposure to the infectious disease in the workplace but
maintain confidentiality as required by the Americans with Disabilities Act (ADA).

BRIGHT BEGINNINGS EDUCATION CENTER, INC.
BRIGHT BEGINNINGS CHILD CARE, INC.
Infectious Disease Response Plan contd.

When an outbreak occurs within the community:
•

•
•

Bright Beginnings will follow emergency guidelines as announced by the CDC. If those
guidelines are announced after business hours, and include the need to close the office,
management will inform members of their team and activate the phone tree to ensure
staff is notified. The main office phone line will be updated on the office closure status.
Staff that have provided their cell phone number will receive a text alert notifying them
of the closure status and other relevant updates.
If the facility is open but the schools your children attend are closed, and you are not able
to locate back-up childcare, you should advise your Director.

Returning to the facility:
Once the closure is lifted, staff will be informed by their managers and are expected to return to
work as normally scheduled.
Task Force
Bright Beginnings has implemented a Pandemic Task Force which will meet when necessary to address
new information, questions, concerns, decisions and even to discuss challenges and opportunities to help
you stay abreast of this rapidly changing situation and our internal response to it.
This Task Force will include our leadership team and may include staff. In either case, this knowledge will
be shared with all staff as quickly as possible. Even if we do not have all the answers right now, we
continue to monitor the situation to develop an appropriate response.
SUMMARY
•All the changes being implemented to protect staff’s well-being as well as the well-being of children and
families we serve.
•We acknowledge the importance of your voice during a crisis. Staff should be able to communicate how
you are properly disinfecting surfaces such as doorknobs, learning materials, floors, bathrooms, etc.anywhere the virus can live and become a possible way to transmit the virus.
•Staff will receive frequent updates from Leadership Team.

Bright Beginnings Child Care, Inc and Bright Beginnings Education Center, Inc.
Employee HANDBOOK POLICY & PROCEDURE UPDATES
Effective August 30, 2021
At this time, we are notifying you that the following policies and procedures have been updated:
•
•
•
•

Check-In and Pick-Up
Child Health Screening
Health & Safety Protocols
Layered Strategies Implemented:
• Promoting vaccination
• Consistent and correct mask use
• Physical distancing and cohorting
• Handwashing and respiratory etiquette
• Staying home when sick and getting tested
• Contact tracing in combination with isolation and quarantine
• Cleaning and disinfecting

Please sign and date this Acknowledgement and return it to the Director before August 30, 2021. If you have any
questions, please do not hesitate to contact Jessica Hankins either by email: jhankins@brightcare.com or by telephone:
610-932-2095.

Employee:
I have received the updated policies and procedures as listed above, and I have been provided with an opportunity to ask
questions or discuss them with a member of the Bright Beginnings Child Care, Inc. and Bright Beginnings Education
Center, Inc. staff. It is my responsibility to understand and familiarize myself these policies and procedures as well as the
Employee Handbook and to ask a location Director for clarification of any policy, procedure or information contained in
the Bright Beginnings Child Care, Inc. and Bright Beginnings Education Center, Inc. Employee Handbook that I do not
understand.
Furthermore, the Employee covenants and agrees that at all times she/he will hold, maintain and preserve in the strictest
confidence any information that she/he may obtain concerning the Employer or the clients of the Employer while she/he
may remain in this employment, and that she/he will not divulge or impart any such information at any time, except as
required by law.
I understand that whenever caring for children at Bright Beginnings Education Center there is a possibility of exposure to
diseases including but not limited to cytomegalovirus, fifth disease, rubella, flu and other viruses such as the coranavirus.
I understand higher risk factors exist that pertain to pregnant women.
My signature below indicates that I understand the inherent risk of exposure in a childcare setting. My signature further
acknowledges I will hold the Bright Beginnings Education Center, and all of its agents harmless and assume sole
responsibility to manage these risks with my personal primary care provider.

____________________________________ ______________________________________ __________
Print Employee's Full Legal Name
Employee's Full Legal Signature
Date
__________________________________ ________________________________________ __________
Print Director's Full Legal Name
Director's Full Legal Signature
Date

