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Introduction
Welcome to Loving Arms Children’s Center and Preschool! We are pleased to have you as a part of our
team. LACC is firmly committed to:





Showing Jesus in our daily thoughts, words and actions
Illustrating academic excellence in our curriculum, lesson plans, activities and educational
tools
Inviting diversity into our center culturally, academically, socially and intellectually
Operating with Christian Values in all aspects of our business
Employment With LACC

Each employee of LACC will be subject to a reference and record check. This means that you will be
asked for the names, addresses and phone numbers of three professional references that are not your
relatives. It would be helpful if these people are former supervisors or co-workers from prior jobs that you
have had.
You will also be asked to complete a Criminal History Record Check. This record check will verify that
you do not have a history of child abuse or other crimes that would affect your ability to work with
children. A DHS record check is mandatory in order for you to be employed at LACC.
Your probationary period with LACC is ninety days. During this time, the Director will be evaluating
your work performance. Attendance is critical during this time. One unexcused absence in ninety days
will result in a written warning, two unexcused absences will be a second written warning and three
unexcused absences will result in termination. There will be no exceptions made to this policy. The State
of Iowa is an “at will “state, which means that your employment may be terminated at any time without
cause or prior notice.
LACC is an Equal Opportunity Employer.
LACC strives to offer our associates a professional work environment that is positive, encouraging
and committed to clear communication between staff, parents and management. If at any time you have
questions or concerns about your position, please contact the Director, as soon as, possible.
Associates at LACC must be eighteen years of age in order to work alone with children. You may be
sixteen years old if you are working with another employee.
Your employee status can be categorized by the following criteria:
Full time

An associate who works in excess of thirty hours per week

Part time

An associate who works less than thirty hours per week
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Performance Evaluations
Each new associate with LACC will be given a thirty-day evaluation of their work performance. This
evaluation offers both the employer as well as the employee an opportunity to clarify any confusing
issues, discuss concerns and ask/answer any questions that either party has. A second evaluation will take
place at ninety days to confirm that the associate understands their job responsibilities and feels that they
are able to meet the employer’s expectations. There will be no monetary increases during the thirty or
ninety-day evaluation since these evaluations are only to provide clear communication between the
employer and the employee. A yearly formal performance evaluation will take place in March of every
calendar year. At this time you may be eligible for a salary increase based upon your job performance.
Employee Benefits
VACATION
Full time employees (over thirty hours per week), will receive:




One week after one year of service
Two weeks after two years of service
Three weeks after five years of service

It is the philosophy of LACC to have our associates maintain a healthy and balanced life. Therefore,
unused vacation time may not be ‘rolled over’ to another year, nor will associates receive compensation
in lieu of vacation time.
HOLIDAYS
LACC will be closed: New Year’s Eve if on a workday, New Year’s Day, Memorial Day, Independence
Day, Labor Day, Thanksgiving Day, and Christmas Eve if on a workday, Christmas Day. Both full time
as well as part-time associates will be paid the number of hours you would normally work on a
regularly scheduled day. If you are a new employee, once your 90day probationary period has been
fulfilled, the number of hours you would normally work would be paid. Associates will be paid for the
holiday only and not the day proceeding or following the holiday itself. If you do not work a scheduled
day prior or after the Holiday, you will not be paid for the Holiday.
SICK DAYS
Once the ninety-day probationary period has been fulfilled, full time associates will be paid for up to five
days of sick time per year. Part time associates will be paid for up to two sick days per year. A written
work release must be issued from your attending physician when you miss work two days or more due to
illness. No exceptions to this policy, please.
EMPLOYEE CHILDCARE RATES
All employees will receive a discount of 30% off of their regular childcare rates
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LEAVES OF ABSENCE
Bereavement: Up to four consecutive working days shall be granted and compensated in the death of an
immediate family member e.g. husband/wife, child, parent or guardian, sibling, grandparent, in-law or
anyone residing in the associate’s household. This leave is not cumulative.
Associates will be granted and compensated for one day of bereavement leave for friends or extended
family members.
Maternity leave: Up to six weeks of unpaid maternity leave will be granted to associates
Jury Duty: A Verification of Attendance form must be turned into the Business Office accompanied by a
Jury Duty Pay form.
Military Leave: LACC complies with all applicable State and Federal laws regarding military leave.
General information: A written request for a leave of absence must be received in the Business Office
with as much advance notice as possible. If an extended absence is needed, a new written request must be
submitted accompanied by a physician’s statement if applicable. Failure to return to work at the agreed
upon date/time will indicate to LACC that you are voluntarily quitting.
PERSONNEL STATUS
Absences and tardiness: LACC is an organization that operates as a team with team players. When a
team member does not report for work or does not report for work on time, your team members may not
get a break or lunch and additional responsibilities fall on their shoulders. It is the intent of LACC to treat
each associate with fairness and equity, therefore the following attendance policy has been implemented
effective December 6, 2017:
One tardy or one absence is considered to be an occurrence. If an associate has an illness and they are
gone two or more days concurrently, this will count as one occurrence. An excused absence or tardy is
only granted when the associate notifies the Business Office ahead of time that they will be late or absent
and the occurrence must be for a compelling reason.




During a ninety-day probationary period, one occurrence will result in a written warning
During a ninety-day probationary period, two occurrences will result in a second warning
During a ninety-day probationary period, a third occurrence will result in termination
There will be no exceptions made for this policy

Regular associates will operate with the following policy:




One occurrences will result in a written warning
Two occurrences will result in a second written warning
The third occurrence will result in termination
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TERMINATION
The State of Iowa operates under the “at will” employment law. This means that employers have the right
to terminate an agreement of employment without cause or notice. LACC is a non-profit organization as
well as being tax exempt. This means that we do not pay unemployment insurance, therefore
unemployment compensation is not available for associates who quit or who are terminated.
RESIGNATION
A two-week written notice of resignation is customary as well as appreciated.
TIME CLOCK
LACC has an electronic time clock on the premises to track payroll hours as well as document associate
arrival and departure times. Associates are required to clock in and out for breaks as well as arrival and
departure times. Associates may not clock in early or clock out past their scheduled work times
without the consent of the Director. Two or more occurrences of clocking in early or clocking out
late without authorization will result in a written warning. Under no circumstances may anyone
else clock in for you. If you are having difficulty with your time card report, please contact the Business
Office.
HOT LIQUIDS
Hot liquids in a classroom can dangerous. Be sure to have a cup that has a good seal on it when using in
the classroom. All hot liquids need to be stored where children cannot reach them.
Make sure all drinks are not in plastic bottles or see through containers in the classroom. Use a cup or
container that you cannot see the contents.
BREAKS AND LUNCHES
Associates who work a minimum of five hours per day will receive a 30-minute lunch. A break schedule
has been created for our daily floater and she will be following this schedule. Please do not ask the
floater to change your scheduled break time.
WORKING FROM HOME
Children nap or rest for usually two hours in the afternoons. This time should be used for lesson planning
and curriculum research. Computers are available for this purpose in the Business Office. LACC does
not authorize any employee to work from their home for any reason at any time. Should you require
more than ten hours per week for lesson planning, please speak with the director about scheduling hours
for this purpose.
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PAYROLL
Associates are paid on a bi-weekly schedule. Automatic deposit is available so that your payroll funds
will be automatically deposited into your bank account. You will receive a check stub every pay period. It
is the policy of LACC not to do payroll advances or loans at any time.
GENERAL
Open Door Policy: It is the policy of LACC for the Director to have an “open door” for all associates to
voice their questions or concerns. This is not a venue for gossip or baseless accusations. This is an
opportunity for open, confidential dialogue that will be for the benefit of the associate as well as LACC.
Confidentiality: Our clients are the children in our care as well as their families. Therefore, ALL
information regarding the children or their parents must remain strictly confidential at all times.
Mandatory Abuse Reporters: We are mandatory child abuse reporters. If you suspect that a child in our
care has been abused, contact the Director immediately.
Staff Meetings: Staff Meetings will be held the second Monday of every month from 6:15p.m.-7:15
p.m. Your attendance is mandatory.
Work Hours: Our center is open from 6:00 a.m. to 6:00 p.m. Although we try our best to accommodate
the schedule needs of our associates, it will be necessary from time to time to change your work hours to
meet the needs of our enrollment or to accommodate scheduling needs. There is not one person who is
employed by LACC who has a set schedule. Your cooperation and understanding is appreciated.
Gossip: LACC offers all employees a safe and pleasant work environment. Gossip of any type is strictly
prohibited and will not be tolerated.
Training: All training classes/continuing education classes are the responsibility of the employee.
Continuing Education: Within the first six months of employment associates are required to have
Mandatory Child Abuse Reporter training, First Aid/CPR for Adults & Children, Universal Precautions
and 12 Essentials training. Many of these courses can be taken online at no cost. A computer is available
in the Business office to take online classes if needed.
First Aid/CPR classes are scheduled on select Saturdays with a certified trainer. Classes are scheduled as
needed and the dates will be announced in advance. If you indicate that you will attend a First Aid/CPR
class and you do not come, the cost of the class, ($75.00) will be payroll deducted from your paycheck.
PLAYGROUND/GYM SUPERVISION
LACC associates are not in the babysitting business. Therefore, associates should be up off of chairs
and engaged with what is going on with children. It is not possible to properly supervise children from
a sitting position. It is never appropriate to have teachers in a “clump” talking or with their backs to the
children. Children should be appropriately dressed for the weather at all times. If it is under 35 degrees,
children should not be taken outdoors for longer than fifteen minutes. Infants should not be outside in
weather under 55 degrees.
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PLAYGROUND/GYM SUPERVISION (continued)
Children are not permitted to throw toys, stones, sticks or other debris. Gates should remain locked at all
times. Associates should check the playground daily to assure that the toys and equipment are safe.
CHILD GUIDANCE/DISCIPLINE
Discipline at Loving Arms Children’s Center includes positive guidance, re-direction, and the setting of
clear cut limits that assist the child in developing socially acceptable, behavioral and emotional controls.
The goal of discipline is to help children develop self-discipline, not to adhere to a rigid set of rules.
Discipline practices should be consistent, a logical consequence to the action of the child, and appropriate
to the age and circumstances of the child.
Interventions should be explained to the child, particularly as children reach age two and their language
development enables them to being to understand the explanation. Staff should remember to reward the
positive as well as respond to the negative. The need for discipline can often be reduced by:





Attending to the relationship of “match” of the caregiver and child.
Establishing meal, snack, rest and toileting routines that do not allow children to become too
tired, hungry, or uncomfortable.
Maintaining ratios sufficient to attend to the individual needs of the children.
Ensuring adequate toys and materials area available for the numbers served.

Note: discipline practice should promote positive guidance, not negative reinforcement. As children
mimic the behaviors of adults, it is important that staff not use physical interventions or abusive language
with the children or between themselves. Corporal punishment is expressly forbidden at Loving Arms
Children’s Center, regardless of the practices of the parents at home. Staff encouraged to take their own
“time outs” if they feel themselves getting impatient or feel that they are losing control.
Center employees, should never use any of the following as a form of punishment.






Corporal punishment including spanking, shaking or slapping.
Punishment which is humiliating or frightening or which causes pain or discomfort to the child.
Children shall never be locked in a room, closet, box or other such device. Mechanical restraints
shall never be used as a form of discipline.
Punishment or threat of punishment associated with a child’s illness, lack of progress in toilet
training or in connection with food or rest.
No child shall be subjected to verbal abuse, threats, or derogatory remarks about the child or the
child’s family.

Staff should use conversational voices when addressing children. If a child’s behavior warrants an
intervention, the staff person should go to the child and speak quietly with the child about the problem.
Children should not be yelled at in close proximity or across the room, or grabbed or shoved. The use of
derogatory language when addressing a child is strictly prohibited.
Appropriate alternatives to corporal punishment for young children include:
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CHILD GUIDANCE/DISCIPLINE (continued)





Very brief expressions of disapproval for infant and toddlers.
A quiet, non-threatening verbal response including re-direction to another activity.
“Time Outs” for preschoolers (to be used as a last resort after positive techniques have been used.
Limits on activities (e.g, not being able to play with building blocks for five minutes after a block
has been thrown).

It is the practice of Loving Arms Children’s Center to practice positive behavior techniques (PBIS). This
system takes a proactive approach to negative behaviors. We offer solutions to negative behaviors by
practicing center regulations, (e.g limiting the number of friends that can play in one area at a time),
teaching children problem solving skills as well as what their feelings are and how to manage feelings in
addition to offering “calm down” space that allows children a safe, quiet place to self-regulate. “Time
Outs” are to be used in our center as a last resort.
HEALTH AND SAFETY
Simply put, childcare centers are magnets for germs. If you are ill e.g. running a fever, vomiting, diarrhea,
have pink eye or another infectious illness…PLEASE STAY HOME. Once germs are introduced to our
environment, they spread like wildfire.
ALL ASSOCIATES are required to wash your hands upon entering a room, before and after using the
toilet, after diapering children, before and after eating and after having contact with any bodily fluids.
BLEACH WATER SOLUTION of 1T of bleach per one quart of water must be used to wipe down tables
after meals and on changing tables after diaper changes. ALL HARD SURFACES AND HARD
SURFACE TOYS MUST BE BLEACHED DAILY.
A pre-employment physical is required and then your physical must be updated every three years.
EMERGENCY PLANS
Fire
In the event of a fire, the children and staff will evacuate the premises using the fire plan posted in each
classroom. We will gather at the west end of the parking lot where the children will be counted. In the
event of inclement weather, we will walk to Johnston High School .
Tornado
In the event of a tornado, the evacuation plan in each classroom must be followed. All students will
convene in the “tornado room” which is in the fellowship hall. Students must be counted and we will
remain in the tornado room until the “all clear” signal is issued by the National Weather Service.
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Inclement Weather Closing
Loving Arms will make every effort to remain open during inclement weather. In the event of a closing,
please contact the Director or check channel 8 and/or channel 13 website. We will also post any closings
on our Facebook page and our answering machine service.
COMPLAINT PROCESS
If you believe that you have been subject to unfair practices or discrimination, please contact the Director
immediately.
ALCOHOL AND ILLEGAL SUBSTANCES
LACC is a drug free, smoke free and alcohol free campus. Use of these substances on the premises will
not be tolerated. Associates who choose to come to work under the influence (definition: unable to
perform work responsibilities in a safe and professional manner or being physically or mentally impaired)
will be subject to drug testing as well as possible termination.
It is the policy of Loving Arms Children’s Center to suspend any employee without pay in the event he or
she has been arrested. The suspension remains in effect pending investigation of the facts surrounding the
arrest. Any evidence or information that you provide will be submitted to the Board of Directors and will
be considered as we evaluate your employment status. During any time of suspension, you will not be
permitted to be on the premises of Loving Arms Children’s Center or Messiah Lutheran Church.
PROFESSIONAL ATTIRE
LACC is a professional childcare center and preschool. Associates should come attired as follows:










Safe, sturdy shoes, no flip flops
Shirts, t-shirts or sweaters that cover breasts and midriff completely-LACC uniform T-shirt is
preferred
Shirts will not have any offensive or suggestive messages deemed inappropriate for children
Jeans, capris, or khakis. No shorts, spandex or sweat pants. No holes in any apparel.
All tattoos must remain covered at all times
Pants should cover your bottom at all times. Please wear a belt if needed
Body piercings must be discrete
No “Goth” make up or other heavy makeup of this nature
Hair should be one color or tastefully colored

CELL PHONE POLICY
Using a cell phone (texting, talking or using in any way such as showing pictures) while clocked in is
expressly prohibited.
When clocked in, cell phones must be turned off.
Employees may use cell phones only during morning break or when clocked out from work.
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CELL PHONE POLICY (continued)
Any incoming phone calls must come through the office (515)270-0150. The office will direct calls to the
classroom. Please limit personal calls that come to our work line.
Violations of this cell phone policy will result in confiscation of the employee’s cell phone during
working hours. It will be stored and locked in the office while you are on the clock for one full week. A
written warning will be given at this time. Three warnings will result in termination of employment.
Please note: landline phones in all rooms are equipped to page or call “911” for emergencies.
CELL PHONE USAGE POLICIES WILL BE STRICTLY ENFORCED.
INTERNET POLICY
The internet has become a valuable tool in many homes and businesses, however, statements made on
social networking sites can be very damaging. This tool has the potential to cause results of suicide, the
closing of a business, medical problems, depression, etc.
If you participate in “emailing,” “blogging,” “online journaling,” or frequent any social networking sites:












You must do so in a way that does not jeopardize Loving Arms Children’s Center’s business
interests.
You must not present any information or opinion, or violate the spirit and intent of our Center’s
general code of conduct or our Child/Family Information Security guidelines.
Use caution so that the reader cannot ascertain any confidential or sensitive “Center” information
from your entries.
It is your responsibility to avoid making any comment that could be misconstrued or
misinterpreted by anyone else having access to these sites.
Blogging or posting on the internet must never include disparaging comments about the “Center”
or any of its’ prior or present staff, or any children and families we serve or have served in the
past.
Blogging or posting on any social networking sites may not occur during company time.
Do not disclose or make available or accessible any “Center” company information, including
any data that is confidential, proprietary, sensitive or any information that a competitor could use
against us.
Posting photographs of children who are clients of the Center is strictly prohibited.
Violation of any of our “Center” policies or general code of conduct is subject to disciplinary
action up to and including termination of employment.

PARKING
LACC associates should park their vehicles at the south end or the west end of the parking lot.
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REFERENCES
It is the policy of LACC to only confirm the dates of employment for anyone calling for employment
references. If you would like a letter of reference, your request must be made in writing and turned into
the Business Office.

The receipt of this handbook does not imply a contractual employment agreement with Loving
Arms Children’s Center or Messiah Lutheran Church
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