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Outlining your policies and procedures for your child care employees in an employee
handbook informs your employees what’s expected of them and sets them up for
success. An employee handbook helps you communicate how things operate at your
child care center and serves as a guidebook and a reference for your employees.
Creating your own handbook may sound daunting, but the process doesn’t have to be
difficult. This tool presents some points to consider.

An employee handbook, also called an employee manual or staff handbook, is a
document that lays out the policies, procedures, rules, and requirements of your
workplace. The purpose of the employee handbook is to have all of these things written
in one place so your employees know the rules and procedures they are expected to
follow, and your employees know what they can expect by working at your business.
This document is often reviewed as part of the onboarding process and serves as an
ongoing reference for your business.

Employee handbooks are helpful as they not only describe the rules in your place of
business but also describe how those rules apply to everyone equally and consistently,
protecting your business. Employee handbooks help employees know their rights and
the benefits they receive by working at your child care business.

Your employee handbook can be a brief packet of information or a more extensive
document; how much information you include is entirely up to the needs of your child
care business. The following are a few considerations about the types of things to
include in your employee handbook and why you might choose to include them.

Your business mission statement

By including your mission statement in your employee handbook, you communicate
what’s important to your business, so your employees know what you value. This
statement is helpful to refer to often when training someone or when faced with a
challenging situation.



Code of conduct

Stating what employee behaviors are allowed and what are unacceptable helps
employees know how to act at work. Some behaviors that may be acceptable in other
workplaces are not acceptable in an early childhood setting. This is a place to spell
those things out and share why.

Pay policy, including paydays, timekeeping procedures, meal and

other breaks, and overtime policy

Communicate how often your employees get paid and the methods used to receive their
pay. If you have clock-in and out procedures or an overtime policy, this is the place to
explain how that works. Outline your break policy so employees will understand what
they can expect from their meal and break times.

Attendance policy and procedures

Children, and families, thrive on consistency, so your business depends upon the
reliable attendance of your employees. Describe for your staff the importance of
consistent attendance, punctuality, and the importance of their presence throughout the
entirety of their work day. Also, explain the policy for requesting time off, the procedure
for requesting time off in advance, and what to do when your employee becomes sick at
work or needs to leave unexpectedly.

Holiday schedule

When will your child care business be closed for holidays and will employees be paid?
Make sure this is clear. If a holiday comes on a weekend, you should specify whether it
is honored on the next workday.

Vacation policy

Your vacation policy should inform your employees of how much vacation time they
have, how they earn that time, how they can use it, and if there are any rules about
carrying over that time from one year to the next.

Family and medical leave

What is the process for requesting family and medical leave? How much leave can an
employee take, and will it be paid? Again, it’s important to make sure your policy follows
all relevant employment laws.

Benefits
What benefits, if any, will your employees receive? Make sure you check all relevant
employment laws before offering (or declining to offer) benefits to employees.



Nature of employment (at will, contract, etc.)
If you have your employees sign a contract upon employment, this is a space to share
that, as well as what an employee should do when they decide to leave your business.

Complaint process, or Conflict Resolution policy

Clearly state how you expect employees to address challenges or concerns they may
have with a coworker, a family, or with a supervisor. Having a well-written policy can
help you in sticky situations.

Disciplinary procedures
Describe what happens when an employee doesn’t follow a policy, procedure, or rule of
your program.

Dress code

Working with young children is physical, and sometimes messy, work. Describing to
your employees what clothing is acceptable and unacceptable will help them know how
to properly dress for work.

Confidentiality rules

Explain to your employees the sensitive nature of working with children and families.
The information they are privileged to know about children and families is confidential
and shouldn’t be shared with others who don’t need to know. Even seemingly harmless,
humorous stories can be inappropriate to share widely.

Mandated Child Abuse and/or Neglect Reporter

Employees must know that anyone who suspects that a child has been abused or
neglected is required by law to disclose their suspicions right away. This is true if the
abuse or neglect is happening at home or if they suspect another staff member of abuse
or neglect.

Equal Opportunity Employment Policies

Equal employment opportunity laws forbid most employers from discriminating against
employees. It’s important to check the laws — federal, state, and local — and make sure
you are complying with them. And you want to note these laws and your commitment to
adhering to them in your handbook.

Put it in writing and make sure it gets read

No matter its length and level of detail, your employee handbook should be put in
writing and shared with all employees, whether that’s in print or electronically.
Employees should be required to read the handbook and sign a form stating that they
have done so and kept it on file. In fact, one of your policies should detail how you will



keep track of the fact that each employee has received a copy of your policies and has
agreed to abide by them.

e Cell phone usage policy — When and where can employees use their cell
phones? Are they allowed to capture photos or videos of the children in your
care?

e Social media policy — What can an employee post or not post about their work on
social media?

e Performance evaluation and assessment process — How often does this occur
and what can an employee expect?

e Storage of personal items — Where are employees allowed to store their personal
items?

e Diapering and hand washing policy — Outlining these procedures in writing can
be very helpful for employees when learning the steps and how often they are to
be diapering and hand washing.

e Meals and snacks for staff — Are employees expected to eat with the children or
away from the children during their break? Clearly stating what’s appropriate
concerning meals and snacks when caring for children helps employees know
what to do.

e Emergency preparedness plans, including evacuation plans — Share where
employees might locate needed items, how often you practice emergency
procedures, and what to expect in the event of an emergency helps employees
and your business be prepared.

e Children’s medication — Outline your medication policy and the procedure for
administering medication, if your program does so. Be sure to include how and
where medication is stored.

e Professional Development — Describe for your employees the number of
professional development hours they are required to complete as an employee of
your program. Share how they are to learn about professional development
opportunities, how permission is granted before registering, and how they will be
compensated for the time.

e Drug and Alcohol policy — State your policy regarding drug and alcohol
consumption and be sure to include prescription drugs as well.



e Employees whose children attend your program — Outline the expectations for
your employees whose children attend your program. Are they allowed to work
in spaces with their own children?

e Staff-to-child ratios — Employees who are new to working in child care programs
often don’t understand the importance of maintaining staff-to-child ratios.
Describe clearly what staff-to-child ratios mean for your program. Also, clearly
explain what is meant by supervision, both indoors and outdoors, so your
employee can be successful and your program can too.

e Nursing mother accommodations — What accommodations does your program
make for nursing mothers?

When creating your handbook, make sure you are familiar with Georgia licensing rules,
some of which address business policy: Georgia Licensing Rules and Regulations.

For templates to help you create policies, see Forms (ga.gov)
See also: NAEYC Code of Ethical Conduct.

If you have questions or need help, assistance is available.
GaPDS Website
DECAL Thriving Child Care Business Academy Website

To Find Other Study Guides: Click on Resources on the Academy home page
To Find Training: Click on Trainings on the Academy home page

To Register for Training: Click on Schedules & Registration on the Academy home
page
To Sign Up for Study Groups: Fill out the Intake Assessment

For questions about coaching or study groups: Email GAcoaching@civstrat.com

To Find Other ECE Resources: Visit the DECAL Website

For General Questions about the Academy: Email thriving@decal.ga.gov

For More Information:
Family Child Care Learning Home Rules and Requlations

Child Care Learning Center Rules and Reqgulations
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https://www.decal.ga.gov/CCS/RulesAndRegulations.aspx
https://www.decal.ga.gov/BftS/FormList.aspx?cat=Child%20Care%20Learning%20Center
https://www.naeyc.org/sites/default/files/globally-shared/downloads/PDFs/resources/position-statements/Ethics%20Position%20Statement2011_09202013update.pdf
https://gapds.decal.ga.gov/
https://www.decal.ga.gov/Thriving
https://www.decal.ga.gov/Thrive/Resources.aspx
https://www.decal.ga.gov/Thrive/Trainings.aspx
https://www.decal.ga.gov/Thrive/SchedulesandRegistration.aspx
https://forms.monday.com/forms/bdc63162df92ffa107af0608e0905399?r=use1
mailto:GAcoaching@civstrat.com
https://www.decal.ga.gov/
mailto:thriving@decal.ga.gov
https://www.decal.ga.gov/documents/attachments/FCCLHRulesAndRegulations.pdf
https://www.decal.ga.gov/documents/attachments/CCLCRulesandRegulations.pdf

