
 

 
Staff Handbook 

 
 
Welcome to Ducklings!  The teachers are the cornerstones of our school and it is so very important that 
everyone feel comfortable in their roles through out the day.  In order to ensure that sense of belonging and 
understanding, we have outlined basic policy and procedure that you will find industry wide as well as some 
special touches that help set Ducklings apart from the rest.  Much of what you find in our employee policy is 
mandated by state regulation and accrediting agencies and is non-negotiable. If you have questions regarding 
anything you read on the following pages, please don’t hesitate to ask.  As I’ve said, the real reason for this 
packet is for you to feel confident in your new role as a part of Ducklings Team.  Again, welcome to Ducklings - 
We’re glad you’re here. 
 
 
Expectations 
 
Your File- (Pennsylvania requirements) 
 
Your file must have: 

• Completed Staff Emergency Information Sheet  
• Signed and dated Disclosure Statement 
• Photo Copy of your Driver’s License & Social Security Card 
• Staff Health Appraisal with current TB test Form must be completed by doctor’s office     

             with doctor’s signature. 
• Copy of your high school and or college diploma. 
• Copy of transcripts if still in college. Unofficial okay. 
• Criminal History, FBI Fingerprinting, & Child Abuse Clearances 
• Mandated Child Abuse Reporter certificate 
• 2 letters of reference  
• Current First Aid and CPR certification card 
• Fire Safety Training certification 
• Emergency Procedures certification 

 
When you are hired you will be supplied with a packet of papers that you need to fill out, sign, and return to 
Ducklings prior to your first day of work.  You are required to complete between 24 documented hours of 
training every year, (your year starts at your date of hire). Seminars are provided at no cost to you and will be 



posted by your center director.  College credits pertaining to ECE, Child Development, Elementary Ed, & Child 
Psychology count towards training hours.  First Aid, CPR, & Fire Safety training are offered annually.  You are 
also responsible for getting a full physical from your family doctor every 2 years with a T.B. test upon hire.  You 
will be given notice of your file’s status.  If your file is incomplete the office has the right to suspend your 
employment without pay until you can furnish us with the required paperwork.   The office is not responsible 
to hold your position for longer than one week from the day you leave.  Failure to provide the required 
paperwork after a 2 week suspension will be considered your resignation and your position will be 
permanently filled.  
 
Scheduling:  You and your director have agreed on your particular schedule based on the center’s needs and 
your availability.  The center’s needs are based on the enrollment of the classroom in which you were hired to 
work.  If there is a decrease in the enrollment of that classroom, it may be necessary to adjust your schedule 
or move you to another class.  Start Time is the time you walk in to your classroom fully prepared to start the 
day. Plan on arriving to work a couple of minutes early, (you are paid from the minute you clock in), so that 
you can gather all of your books, art supplies, and other pieces of your lesson plan.  We schedule staff so that 
all classrooms are sufficiently covered at all times.  It is of the utmost importance that you are here and ready 
to take charge of your class when you are expected.  If you are unable to fulfill your commitment to your 
agreed upon schedule, please see your director but be sure that you understand how the change can affect 
your benefits (see Benefits section) and rate of pay.  
Lesson Plans & Prep:   Lead teachers must write a weekly lesson plan that is age-appropriate, thematic, 
follows Ducklings’ Here We Grow Curriculum, and is in line with state standards.  Planning meetings are 
scheduled regularly and there are various resources available to you.  Lesson plans must be turned in to your 
director 2 weeks in advance for approval then posted in your classroom.  Your room should always be able to 
function without you, (comprehensive lessons with explanations if necessary, concept papers, and art 
materials at the ready in case of an unexpected absence.)  
Classroom Cleaning & Set Up:  Classroom set up must meet current Environmental Rating Scale Standards as 
well as state licensing requirements.  Please remember that all materials belong to Ducklings and are to be 
treated with care and respect so that they may be enjoyed by all.  Library Books and theme materials need to 
be returned to the resource area after use. If you provide your own materials, please put your name on them 
so that they don’t get moved out of your room.   
Communication with the Parents:  Ducklings uses Tadpole to track a child’s daily schedule and share it as well 
as other information with their parents.  Tadpole must be used properly and information needs to be 
accurate, informative & positive.  All letters home must be O.K’d by the office before they are sent home!!!  
Assessments of the children’s skills and development are done 4 times a year using Teaching Strategies Gold.  
Your director will arrange for training in both Tadpole and Teaching Strategies.  All information regarding any 
child is always confidential and not to be discussed with anyone but that child’s parents and the office.  If you 
suspect a problem or have a concern about a child, please speak to your director immediately. 
Professionalism:  You are instrumental in promoting the image of Early Childhood Professionals in your 
mannerisms, appearance, and the way you conduct yourself.  Be friendly; greet the parents and children with 
a kind word and a smile.  Show them that you’re happy to be here and you’re glad they’re here too.   A clean, 
groomed appearance is a must.  Language is always child friendly.  Ducklings hosts several special, family 
events over the school year.  As the Lead teacher or day time teacher’s aid you must attend.  The parents 
probably don’t get to see much of you during the week.  On nights such as Parent Night and our Holiday party, 
they look forward to being able to talk to you about their child.  Absences from such events could result in a 
reassignment of your duties. As with staff meetings and training, these events are part of your job and you will 
need to arrange for care for your own children. 
Dress Code:   Come ready to be here in your state of mind as well as in the way you dress.  Remember that 
you are going to be sitting on the floor, jumping, running, painting, and getting lots of hugs.  Be ready.  Wear 
clothes that are comfortable and washable and shoes you can run in.  You will be issued a Ducklings shirt or 



apron and are expected to be in Duck-Wear whenever you are working. Additional shirts can be purchased 
from the office.  
Payroll: You will receive a paycheck every 2 weeks for a 2 week pay period.  The date and amount of time 
covered in your first check depends on when your start date falls in your center’s pay cycle. In order to be 
paid, you will need to provide your full information including social security number and township of residence 
so that it can all be entered in a timely manner into our online payroll platform. Failure to provide this 
information could result in a delay in you receiving your first paycheck. 
Breaks:  If you are scheduled to work 7 hours or more in a single day you must, by STARS and NAEYC 
standards, take a half hour break.  Break time is between the hours of 1 and 3 PM (nap time).   Breaks are 
staggered between staff members to ensure the adequate number of teachers staying with the children at all 
times. You must clock in and out and will not be paid for your break time.  Because we are required to honor 
break time for all employees, if it is noticed that you work more than 7 hours in a shift without clocking in or 
out, a break time will be deducted for you.  If extenuating circumstances occur where you are unable to take a 
break, see your director so that she can make a note on your time card. 
Roles and Responsibility:  As with any job, the greater the level of responsibility, the higher the pay.  If you are 
hired as an assistant teacher and promoted to Lead, you would expect and deserve a raise because you would 
be taking on the responsibility of lesson planning, assessments, being responsible for a classroom, etc.  The 
same must be said for electing to step down from a Lead position to a supporting role or changing from a full 
to a part time schedule.  Your pay rate will be adjusted to reflect your new job description.  
Staff Meetings and Training:  We schedule at least 2 regular full staff meetings a year.  We sometimes also 
require additional meetings for smaller groups, preschool teachers, afternoon staff, new hires, etc., so that 
specific problems can be solved in a like group.  Weekly Planning Meetings are held at each center.  Please see 
your director for a meeting schedule. First Aid, CPR, Fire Safety, and Continued Education Seminars are 
scheduled regularly by the office.  Notice of their occurrence will be posted as well as a list of which staff 
members need to attend in order to keep their file in compliance. All scheduled meetings are mandatory.   
Children, friends, or spouses are not permitted to attend any Ducklings meetings.  All continued education 
workshops and seminars up to your required annual training hours will be paid for by Ducklings.  

Keystone Stars: (Pennsylvania Schools) Keystone STARS is an initiative of the Office of Child Development and 
Early Learning (OCDEL) to improve, supports, and recognizes the continuous quality improvement efforts of 
early learning programs in Pennsylvania. The Keystone STARS Performance Standards provide the foundation 
for the program.  The Performance Standards are grouped into four levels:  STAR 1, STAR 2, STAR 3, and STAR 
4.  Each level builds on the previous level and utilizes research-based best practices to promote quality early 
learning environments and positive child outcomes.  The standards address staff qualifications and 
professional development, the early learning program, partnerships with family and community, and 
leadership and management.  Our standing with Keystone Stars is reliant on the participation of our teachers.  
You will be given all information to get you started.  Classes for credit hours will be posted in the kitchen and 
discussed at weekly planning meetings. More information can be found at www.pakeys.org.  All new staff are 
required to complete the New Staff Orientation training packet within 30 days of hire.  Your director will assist 
you in completing it and will mail it in for approval.   

• Keystone Stars Education Retention Awards- The intent of the Keystone STARS Education & Retention Award 
(ERA) is to provide annual financial awards to highly qualified directors and/or teaching staff who have attained 
specialized degrees, credentials, and credit-based professional development in content areas that correspond to 
the age and developmental needs of the children being served.  A further intent of the ERA is to assist providers in 
establishing a stable workforce as they work toward higher levels of quality by reducing turnover and improving 
the education of teaching staff.  To be eligible, a provider must meet site-specific requirements as well as staff-
specific requirements.  Staff must be employed at the site for at least 12 consecutive months prior to the date of 
ERA request.  In order to receive an ERA award, the staff member must be a Keystone STARS child care or school-



age practitioner.   Eligible Directors must be earning less than $45,000 per year OR $21.50 per hour including 
salary and bonuses (whether received through the Merit Award or the legal entity) as reported on the Director’s 
individual most recent W-2 statement.  Eligible Owner/Operator or Teaching Staff must be earning less than 
$35,000 per year OR $17.00 per hour including salary and bonuses (whether received through the Merit Award or 
the legal entity) as reported on the Teaching Staff’s individual most recent W-2 statement. 

 
 
Benefits 
 
Description of Employees:  A Full Time Employee is one that is scheduled to work a minimum of 30 hours a 
week regardless of their position and responsibilities. Lead Teachers are certified or degreed and are 
scheduled for the core part of the day, between the hours of 9 AM and 1 PM, and are responsible for writing 
lesson plans and daily notes, doing assessments, and are in charge of the general management of the 
classroom regardless of total hours worked. A Part Time Employee works under 30 hours a week and accepts 
no direct responsibility for the planning of the classroom.  A Job Description and salary range fitting your 
duties and schedule was given to you at the time of hire.   
Insurance:  Ducklings Early Learning Centers follows the requirements set forth by The American Health Care 
Act.  See your director for information 
401K:  After your have been employed with Ducklings for one year you will have the option of participating in 
our 401K program.  Ducklings matches up to 5% of your salary and contributions are taken pretax from your 
paycheck.  The 401K is your personal property and you are responsible for its maintenance.   
Vacations and Holiday:   Ducklings is closed for the 8 major federal holidays as well as the week between 
Christmas and New Years.  After you have been employed by Ducklings for 1 year in a full time position you 
are eligible for a paid week of vacation.  One additional holiday is added to your bank with each consecutive 
year of service.   Part Time employees receive one paid holiday after they have been with us for a year and 
one additional for each consecutive year of service.  A day of vacation is equal to your typical daily schedule, 
i.e.; if you generally work from 9 AM to 3 PM, your vacation day pay will be for 6 hours.   
Sick Days and Personal Time Off:  You will not be paid for sick or personal days, however you can chose to 
apply an earned vacation day toward the time missed from work. It is your responsibility to let your director 
know that you would like to use a vacation day before the pay period is over.  Vacation pay cannot be done 
retroactively.  If you are unable to come to work, you must call the center before your expected start time.  
Please try to give as much notice as possible so that a replacement for you can be found.  If you are scheduling 
a personal day, you are responsible to find a sub for your shift.  Another staff member may not cover for you if 
he/she is already scheduled or already at the maximum 40 hours a week.  All personal days and scheduled 
vacations must be cleared by the office ahead of time.    
Tuition for Staff Children:  We do our best to accommodate staff children; however we do have to stay with 
the state mandated teacher to child ratio.   A lack of space within a certain class may result in the adjustment 
of your schedule and hours, or the ability of us to accommodate your child at all. However, once we agree to 
register your child they will always be included in our classroom projections. You will never be placed in the 
class to which your child is assigned.  If your child is moving up in age to your classroom, you will have to move 
also- the office will handle all new placements.  If you are in charge of a group of children, your child may not 
be with you but must remain with their assigned group at all times.  If one child is a Ducklings student, $1.00 
an hour will be deducted from you rate of pay to cover tuition; If you were told that you would be paid $9.00 
an hour you will actually receive $8.00 an hour to compensate for the cost of child care.  Your child may only 
attend Ducklings while you are working.  If care is needed on your day off, you are responsible for the full daily 
rate.  If a second child is in attendance, you are responsible for 50% of the full tuition and a third child will 
attend at the full Ducklings rate, (see Tuition Rate Sheet).   During holidays and special events you are a 
teacher first and responsible for your class.  



Maternity & Family Leave:  Always discuss leaves of absence with your director.  It is your responsibility to 
alert Ducklings of your last day of work, anticipated return date, and circumstances of your return such as 
schedule and desired child care in order to secure a position within the organization when you are ready to 
return to work. By law you are entitled to 6 weeks of scheduled leave with the guarantee of a position of equal 
pay and responsibility upon your return.   
Pay Raises and Reviews:   The first 60 days of your employment are probationary.  After the 60 days a meeting 
will be scheduled with your director to discuss your position at Ducklings. Usually this is a time to answer 
questions or talk about a schedule or class change.  However, if things aren’t working out, we reserve the right 
to terminate employment at this time. Annual reviews are scheduled for all staff members.  Input from your 
director and other staff members may be included in your review.  Pay raises are based on length of service, 
position held, and performance and are assessed at this time.  Annual bonuses, when available, are also based 
on evaluations.  Bonuses are only awarded to teachers with perfect evaluation scores plus points for taking on 
additional responsibilities and consistently going above and beyond their job description for the betterment of 
Ducklings as a whole. 
 
Voluntary Resignation:   2 weeks written notice is required for you’re leaving Ducklings in good standing with 
good references.   
 
Termination 
 We treat our staff like members of an extended family and look forward to a nice, long relationship.  However 
there are a few things that would cause us to ask you to leave the center immediately. 
 
Child Abuse:   Under no circumstances will either physical or verbal abuse of a child be tolerated.  If you are 
observed hitting, pulling hair, pushing, shaking, pinching, picking up or putting down a child with undo force 
you will be immediately escorted from the building and your position will be terminated.   All causes for 
concern will be documented and kept in your file and procedures will be followed regarding the state and local 
agencies.  You may not demean a child by either words or actions.  A child may not be singled out or allowed 
to be taunted by his peers.   A child may not be belittled or punished for bathroom accidents.  Time outs and 
removal from a situation are necessary in the day to day workings of a classroom but the child must stay in the 
eyesight of the teacher while being corrected for inappropriate behavior.  A child may never be put in the hall.  
If a situation persists, have a neighboring staff member keep an eye on your kids and bring the child to the 
office.  We’ll take it from there.  If you observe another teacher behaving in an unacceptable manner you are 
responsible to report it directly to your director as soon as possible.  All reports are handled confidentially.   
Falsifying Time Cards:  Each center has a time clock.  When you arrive at your scheduled time, clock in.  Clock 
out & back in for breaks, and then out again at the end of your day.  Only you should be clocking yourself in or 
out.  If you forget to clock in or out on any given day, see your director and she will make a note to rectify the 
situation.  If it is found that you have been asking friends to clock you out after you have left, clock you in 
before you arrive, or that the times have been adjusted to weigh in the favor of more hours worked than is 
true, you will be given a written warning.  Your resignation will be requested with the second offense. 
Failure to Conduct Yourself in a Professional and Ethical Manner:  As a representative of Ducklings you are 
expected to follow a basic moral and professional code of behavior which should be second nature to all. 
However, should you fail to remember how to act like a grown up, we may be forced to remind you.  A staff 
member will do nothing that diminishes the reputation of the program in which we work unless it is violating 
laws and regulations designed to protect children.  False comments made to parents in order to satisfy a 
personal agenda will be met with termination.  Any behavior unbefitting an early child care professional, 
whether it be during working hours or outside of school, will result in termination of your employment. 
Unreliability:  Everyone gets sick and runs late from time to time.  However, if it is noted that you have 
become unreliable and unable to do your job properly because of excessive absences and lateness your 



position and schedule may need to be reassessed; i.e. from Lead Teacher to Support or morning hours to later 
in the day.  We need to be able to count on you.  The State requires us to have a certain number of staff on 
hand for the children at all times.  Repeated absences and lateness could compromise our state licensing not 
to mention lead to unsafe conditions for our children.  Illnesses resulting in 2 consecutive days of missed work 
require a doctor’s note upon your return.  If you are unable to furnish a note or absences and lateness occur 
with alarming frequency, you will be given a verbal warning.  A second offense will result in a closed door 
meeting between you and your director to discuss the matter and a written warning will be given.  If a third 
offense occurs, you will be dismissed from your duties at Ducklings   
Suspicion of Drug or Alcohol Use:  If there is a suspicion of drug or alcohol use, you will be asked to leave the 
premises immediately.  If you wish to challenge, you must submit to an immediate drug and alcohol screening 
at the closest urgent care center.  Should you choose not to submit to the test, your employment will be 
immediately terminated. 
State  Regulations:   Your personal file must always be in compliance with state regulation. You are 
responsible for knowing your files contents and being sure that it is updated.  Your director will assist you with 
this.  If your file is found to be out of compliance, you may be relieved of your duties without pay until the 
problem is rectified.  If your file remains out of compliance without your intervention Ducklings may be forced 
to ask for your resignation.  If you are sited in a parent complaint filed with the State and, after an 
unannounced visit by the state, the complaint is verified, you will be immediately dismissed.  All complaints 
are taken very seriously and can impact Ducklings licensing as well as our good standing in the community.   
State and National Accreditation Requirements:  As with the state, you need to meet certain requirements 
for additional accreditations depending on the center in which you work.  Your director will help you through 
the process and make all opportunities to meet the requirements available to you. Your center must meet the 
requirements as a whole and can be held back from moving up to the next level or attaining accreditation by 
one staff member who has not completed their training, paperwork, or other requirements.  Failure to meet 
these requirements after notice has been given by your director and an effort has been made to assist you will 
result in your dismissal. 
Willful Solicitation of Ducklings Families: It is only natural that you will form strong bonds with the children in 
your care and become friendly with their parents.  Unlike other child care centers, Ducklings is perfectly okay 
with you babysitting for these families outside of Ducklings normal operating hours.  However, if it is 
discovered that you are encouraging any family whose children attend Ducklings to remove their child(ren) 
from care and to hire you as a full time nanny, you will be terminated.  If any family leaves Ducklings within 6 
months of your termination to have you nanny privately for them, you will be responsible to pay Ducklings a 
penalty equivalent to 6 months of tuition the family in question would have paid to Ducklings.  The amount 
will be assessed based on the rates charged to the family for the last month of care. 
 
Special Concerns Regarding Conflicts of Interest: 
We love to see former staff members succeed in ventures of their own.  However, if you should chose to break 
away from Ducklings to go out on your own without my expressed consent you may not operate a child care 
facility within a 10 mile radius of any Ducklings Learning Center. In addition, I also reserve the right to require 
you to wait for a time no less than 6 months before your first day of operation.   

 
All of the rules and regulations in the above document are necessary for the smooth running of Ducklings  
Early Learning Center and the safety of the children.  If you have any questions that are not addressed or 
need clarification on a topic, please feel free to see your director.  Again, welcome to the family.  I look 
forward to a long, rewarding relationship. 
    
 

Employee handbook 2018/2019  school year addition.  Revisions and modifications may occur to accommodate certain instances.  All policy changes that are set in 
this addition supersede any preexisting regulations. 



 
 
 
 
 
 

                                                       


