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Important Notice
THIS! HANDBOOK! IS! DESIGNED! TO! ACQUAINT! EMPLOYEES! WITH! THE! ACORN! SCHOOL! FOR!
EARLY! CHILDHOOD! DEVELOPMENT,! INCLUDING! INFORMATION! ABOUT! EMPLOYMENT! AT!
OUR! CENTER.! THIS! HANDBOOK! IS! NOT! ALL! INCLUSIVE,! BUT! IS! INTENDED! TO! PROVIDE!
EMPLOYEES! WITH! A! SUMMARY! OF! THE! ACORN! SCHOOL’S! GUIDELINES.! ! THIS! EDITION!
REPLACES!ALL!PREVIOUSLY!ISSUED!EDITIONS.!
!
EMPLOYMENT!WITH!THE!ACORN!SCHOOL!FOR!EARLY!CHILDHOOD!DEVELOPMENT!IS!AT<WILL.!
EMPLOYEES! HAVE! THE! RIGHT! TO! TERMINATE! THEIR! WORKING! RELATIONSHIP! WITH! THE!
ACORN! SCHOOL,! WITH! OR! WITHOUT! ADVANCE! NOTICE! FOR! ANY! REASON.! THE! ACORN!
SCHOOL!HAS!THE!SAME!RIGHT.!THE!LANGUAGE!USED!IN!THIS!HANDBOOK!AND!ANY!VERBAL!
STATEMENTS!MADE!BY!MANAGEMENT!ARE!NOT!INTENDED!TO!CONSTITUTE!A!CONTRACT!OF!
EMPLOYMENT,! EITHER! EXPRESSED! OR! IMPLIED,! NOR! ARE! THEY! A! GUARANTEE! OF!
EMPLOYMENT!FOR!A!SPECIFIC!DURATION.!NO!REPRESENTATIVE!OF!THE!ACORN!SCHOOL!FOR!
EARLY! CHILDHOOD! DEVELOPMENT,! OTHER! THAN! THE! DIRECTOR! OF! THE! SCHOOL,! HAS! THE!
AUTHORITY! TO! ENTER! INTO! AN! AGREEMENT! OF! EMPLOYMENT! FOR! ANY! SPECIFIED! PERIOD!
AND! SUCH! AGREEMENT! MUST! BE! IN! WRITING,! SIGNED! BY! THE! DIRECTOR! AND! THE!
EMPLOYEE.!
!
NO! EMPLOYEE! HANDBOOK! CAN! ANTICIPATE! EVERY! CIRCUMSTANCE! OR! QUESTION.! ! AFTER!
READING!THE!HANDBOOK,!EMPLOYEES!WHO!HAVE!QUESTIONS!SHOULD!SPEAK!WITH!THEIR!
IMMEDIATE!SUPERVISOR!OR!THE!EXECUTIVE!DIRECTOR.!!IN!ADDITION,!THE!NEED!MAY!ARISE!
TO! CHANGE! THE! GUIDELINES! DESCRIBED! IN! THE! HANDBOOK.! ! EXCEPT! FOR! THE! AT<WILL!
NATURE! OF! THE! EMPLOYMENT,! THE! COMPANY! THEREFORE! RESERVES! THE! RIGHT! TO!
INTERPRET!THEM!OR!TO!CHANGE!THEM!WITHOUT!PRIOR!NOTICE.!
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The Employee Handbook serves as one of the many tools used by our staff to learn about The
Acorn School’s employee guidelines, practices, and conduct expectations. My goal is to assist you in
becoming acquainted with our school philosophy, mission, services and policies. The Directors at
Acorn are also available to help if you have questions or need more information about our
expectations of employees.
I want to thank you for joining our school and becoming a member of our team.
!

Personnel Policies – Employment – 7.702.43
Equal Employment Opportunity (EEO) and Harassment Policy

The Acorn School is dedicated to the principles of Equal Employment Opportunity. We prohibit
unlawful discrimination against applicants or employees on the basis of age 40 and over, race, sex,
sexual orientation, color, religion, national origin, disability, genetic information ,military service or
any other applicable status protected by state or local law.
ADA and Religious Accommodation
The Acorn School makes reasonable accommodation for qualified individuals with known
disabilities and employees whose work requirements interfere with a religious belief unless doing so
would result in an undue hardship to the school or a direct threat to health and safety. Employees
needing such an accommodation are instructed to contact their supervisor or the director
immediately.
EEO Harassment
We strive to maintain a work environment free of unlawful harassment. In doing so, the school
prohibits unlawful harassment because of age 40 and over, race, sex, sexual orientation, color,
religion, national origin, disability, genetic information, military service or any other applicable status
protected by state or local law.
Unlawful harassment includes verbal or physical conduct that has the purpose or effect of
substantially interfering with an individual’s work performance or creating an intimidating, hostile, or
offensive work environment. Actions based on an individual’s race, color, national origin, religion,
disability, or any other legally protected characteristic will not be tolerated. Prohibited behavior
includes, but is not limited to, the following:
•
•
•

Written form such as cartoons, e-mail, posters, drawings, or photographs
Verbal conduct such as epithets, derogatory comments, slurs, or jokes
Physical conduct such as assault, or blocking an individual’s movements

This policy applies to all employees including managers, supervisors, co-workers, and nonemployees
such as customers, clients, vendors, consultants, etc.
Sexual Harassment
The Acorn School for Early Childhood Development
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Sexual harassment raises issues that are unique in comparison to other types of harassment. As
such, The Acorn School believes it warrants separate emphasis.
The Acorn School strongly opposes sexual harassment and inappropriate sexual conduct. Sexual
harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature, when:
•
•
•

Submission to such conduct is made explicitly or implicitly a term or condition of
employment.
Submission to or rejection of such conduct is used as the basis for decisions affecting an
individual’s employment.
Such conduct has the purpose or effect of substantially interfering with an individual’s work
performance or creating an intimidating, hostile, or offensive work environment.

All employees are expected to conduct themselves in a professional and businesslike manner at all
times. Inappropriate sexual conduct that could lead to a claim of sexual harassment is expressly
prohibited by this policy. Such conduct includes, but is not limited to, sexually implicit or explicit
communications, including:
•
•
•

Written form, such as cartoons, posters, calendars, notes, letters, e-mail.
Verbal form, such as comments, jokes, foul or obscene language of a sexual nature,
gossiping, or questions about another’s sex life, or repeated unwanted requests for dates.
Physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing,
fondling, kissing, massaging, and brushing up against another’s body.

Complaint Procedure

If you believe there has been a violation of the EEO policy or harassment based on the protected
classes outlined above, including sexual harassment, please use the following complaint procedure.
The Acorn School expects employees to make a timely complaint to enable the school to promptly
investigate and correct any behavior that may be in violation of this policy.
Report the incident to your immediate supervisor, who will investigate the matter and take
appropriate corrective action. Your complaint is kept as confidential as possible. If you feel you
cannot go to your immediate supervisor with your complaint, you should report the incident to the
Executive Director, who will investigate the matter and take appropriate corrective action, keeping
your complaint as confidential as possible. If you feel you cannot report to either your immediate
supervisor or the Executive Director, you may submit your concern and or complaint in writing to
the HR Committee of the Board of Directors.
The Acorn School prohibits retaliation against an employee for filing a complaint under this policy
or for assisting in a complaint investigation. If you perceive retaliation for making a complaint or
your participation in the investigation, please follow the complaint procedure outlined above. The
situation will be investigated.
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If we determine that an employee’s behavior is in violation of this policy, appropriate disciplinary
action will be taken against the offending employee up to and including termination of employment.
Employee Status

At the time a person is hired, the employee’s status is classified by one of the following:
•

Full-time: An employee who normally is scheduled to work at least 30 hours per week. Fulltime employees are currently entitled to participate in all benefits, when eligible.

•

Part-time: An employee who normally is scheduled to work less than 30 hours a week. Parttime employees currently are eligible to receive limited prorated benefits after one year of
continuous employment.

•

Temporary Employee: An individual who is hired in a job established for a temporary period
or for a specific assignment. Temporary employees currently are not eligible for benefits,
except those required by law.

•

Exempt: An employee who is not eligible for overtime pay.

•

Non-Exempt: Non-exempt employees are eligible for paid overtime at 1.5 times their regular
rate of pay for all hours worked in excess of 40 hours per work week or 12 hours per day.

Vacancies

Vacancies may be filled by promotion within The Acorn School or from the outside. The Executive
Director determines the employment process. All decisions related to selection for job vacancies are
based on criteria such as skills, abilities, training, etc. that are necessary to the job.
Termination of Employment

In keeping with The Acorn School’s philosophy of primary caregiving and continuity of care, we
seek to maintain a high staff retention rate through the years. Advance notice of resignation is
requested so that we may provide continuity of care and quality service for our children and families.
Staff members are asked to give as much notice as possible when ending their employment with the
school.
If you decide to leave The Acorn School, your immediate supervisor will provide you with the
procedures for the issues relating to your separation of employment (conversion of insurance, return
of property, delivery of final paycheck, etc.).

Compensation
Overtime, Workweek, and Hours of Work

Overtime for non-exempt staff is determined by the hours worked in excess of 40 hours per work
week, 12 hours in a day, or 12 consecutive hours without regard to the starting and ending time of
the workday, whichever results in the greater payment of wages. Overtime is paid at one and oneThe Acorn School for Early Childhood Development
2013/2014 Employee Handbook
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half (1 1/2) times the employee’s regular hourly rate. For purposes of calculating overtime, the work
week begins at 12:01 a.m. Sunday and ends at 12:00 midnight Saturday. The established workday
begins at 12:01am and ends at 12:00 midnight. Normally, our workday begins at 7a.m. in the
morning and ends at 5:30p.m. in the afternoon. Working overtime requires prior approval by the
Program Director or Executive Director. Overtime must be reported and recorded on the time
clock covering the period in which it is earned. For purposes of calculating overtime payments, only
hours actually worked are counted. Consequently, hours paid but not worked, e.g., vacation, are not
counted.
Payroll

Acorn employees are paid every other Thursday. If the regular payday occurs on a holiday, the
payday is the last working day prior to the holiday. The pay period is the two weeks (Sunday –
Saturday) prior to payday. Employees are able to participate in the direct deposit program if they so
choose. If employees choose not to participate in the direct deposit program, they are issued a
paper check. Payroll checks and direct deposit notices are distributed in each employee’s mailbox
on payday.
Pay for Exempt Employees

Exempt employees must be paid on a salary basis. This means exempt employees regularly receive a
predetermined amount of compensation each pay period on a weekly basis. The school is
committed to complying with salary basis requirements to allow for properly authorized deductions.
Time Reporting for Non-exempts

Non-exempt employees will clock in before the start of their scheduled shift and clock out at the
end of each shift. The employee is responsible for ensuring that their time-in and time-out is
properly recorded. The time clock is located at the reception desk. If you believe an improper
deduction has been made to your paycheck, you should immediately report this information to your
immediate supervisor. Reports of improper deductions are promptly investigated. If it is determined
that an improper deduction has occurred, you will promptly be reimbursed.
Staff Record Keeping

Each staff member must keep accurate records of time worked, vacation leave, and other time off.
The Program Director must approve all time records at the end of the pay period.
Break Times
!

Break times are currently provided to relax and refresh you for the day’s work. Since each
department’s and staff’s needs are different, ask your supervisor for the meal and break schedules
for your area. Generally, break periods are 15-45 minutes in length and are included in your paid
work time.

Benefits
The Acorn School for Early Childhood Development
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Paid Time Off (PTO)

Full-time employees (normally scheduled to work more than 30 hours per week) are eligible for Paid
Time Off after three months of continuous full-time employment. Part-time employees (normally
scheduled to work less than 30 hours per week) are eligible for Paid Time Off after 12 months of
continuous employment. Use of employees’ Paid Time Off for all staff must be authorized in
advance by their immediate supervisor, is based on a “first come, first served” written request basis,
and scheduled so that adequate coverage of The Acorn School is maintained.
Employees who have an unexpected need to be absent from work should notify their immediate
supervisor before the scheduled start of their workday, whenever possible. The immediate
supervisor must also be contacted on each additional day of unexpected absence.
PTO is paid at the employee’s base pay rate at the time of absence. It does not include overtime or
premium pay.
In the event PTO is not used, an employee will only earn PTO in an amount equal to the difference
between their unused PTO and their annual PTO benefit. Upon termination of employment,
employees will be paid for unused PTO that has been earned through the last day of work.
Full-time employees begin to accrue PTO at the rates listed below:
•

At the beginning of the 4th month of employment, full-time employees begin accruing paid
time off at a rate of 0.0115 hours per hour worked.

•

At the beginning of the 13th month of employment, full-time employees begin accruing paid
time off at a rate of 0.0269 hours per hour worked.

•

At the beginning of the 25th month of employment, full-time employees begin accruing paid
time off at a rate of 0.0538 hours per hour worked.

Part-time employees begin to accrue PTO at the rates listed below:
•

At the beginning of the 13th month of employment, part-time employees begin accruing
paid time off at a rate of 0.0269 hours per hour worked.

•

At the beginning of the 25th month of employment, part-time employees begin accruing
paid time off at a rate of 0.0538 hours per hour worked.

Holidays
Full-time employees receive the following holidays as days off with pay beginning in their 4th month
of employment:
• Labor Day
• President’s Day
• Thanksgiving Break (two days)
• Spring Break (five days)
• Winter Break (eight days)
• Memorial Day
The Acorn School for Early Childhood Development
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•

Martin Luther King, Jr. Day

•

Summer Break (three days)

After 12 months of continuous employment, part-time employees (less than 30 hours per week)
receive paid holidays based on their scheduled hours. Paid holiday time for part-time employees is
limited to one scheduled holiday per month.
Snow Days
When The Acorn School is closed due to snow, employees eligible for holiday time are paid for their
regularly scheduled hours. When the school is open and staff members do not report for work due
to inclement weather, those staff are required to take PTO time to cover their absence from work,
or take the time off unpaid.
Jury Duty
The Acorn School recognizes jury duty as a civic responsibility of everyone. When summoned for
jury duty, an employee is granted leave to perform their duty as a juror. If the employee is excused
from jury duty during their regular work hours, they are expected to promptly report back to The
Acorn School.
If the employee is scheduled to work during jury duty and a juror service certificate is submitted,
she/he receives regular pay for the first three days of jury duty. Beginning on the 4th day and
thereafter, employees serving as a juror are paid $50 per day by the State of Colorado for state
district or county court jury duty. For jury duty in excess of three days, employees receive the
difference between jury duty pay and their regular pay up to a maximum of 10 days (80 hours). Jury
duty leave beyond this time is without pay from The Acorn School.
Funeral Leave
Full-time employees are currently eligible for paid leave of up to three days to attend the funeral of
an immediate family member. Immediate family is defined as the employee’s spouse, parents,
children, sisters, brothers, grandparents, grandchildren, mother-in-law, and father-in-law. If more
time off is needed than provided above, other leave may be granted upon the approval of the
supervisor/manager.

Leave without Pay

Vacation leave or leave of absence without pay is also allowed after all available PTO hours have
been used and with prior approval from your immediate supervisor.
Medical Leave
Currently, a medical leave of absence of no more than 12 weeks may be granted to full-time
employees. This unpaid leave is for absences arising from illness, injury or pregnancy. For a medical
leave to be granted, the following conditions must be met:
The Acorn School for Early Childhood Development
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•

The employee has completed 90 days of employment at The Acorn School.

•

The employee in need of medical leave notified The Acorn School as soon as possible.

•

The employee submitted to her or his supervisor a written statement from the attending
physician outlining the reason for leave and the estimated time needed. (The Acorn School
may require the employee to obtain a medical opinion from a medical provider selected by
The Acorn School.)

•

Approvals are obtained from your immediate supervisor prior to the leave.

•

All available PTO hours are used at the beginning of the leave of absence.

When the estimated period of leave is less than 12 weeks and an employee needs to extend the
leave, another medical provider’s statement is required indicating the new estimated length of leave.
An employee ready to return to work from leave must present a doctor's statement indicating their
ability to return to work. The Acorn School may reinstate an employee who is ready to return from a
medical leave of absence when, in the opinion of The Acorn School, it is practical to do so. The
Acorn School does not guarantee reinstatement of an employee (to any particular position). When
the employee is available to return to work, the employee is free to apply for any vacancy available
and may be considered along with other applicants.
The Acorn School currently continues medical insurance benefits for an employee on leave for a
maximum of 12 weeks as long as the employee continues to pay the employee's portion of the
premium.
PTO does not accrue during a medical leave of absence. Holidays or jury duty pay are not granted
during the leave.
Employees who fail to return at the expiration of their authorized leave may be terminated. If the
employee’s failure to return is due to a disability under the Americans with Disabilities Act or other
law, additional accommodations may be provided1. Employees must supply sufficient information
from their medical provider indicating that they have a covered disability and when they can return
to work with or without reasonable accommodation. Accommodations must not cause undue
hardship to the employer. Potential accommodations are determined in an interactive process
between the employee and The Acorn School.
Please note: Part-time employees are not eligible for medical leave except as required for a
disability.
Military Leave
Employees granted a military leave of absence are reinstated and paid in accordance with the laws
governing veterans' re-employment rights.
!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!!
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Voting
We encourage employees to exercise their voting rights in all municipal, state and federal elections.
Under most circumstances, it is possible for employees to vote either before or after work. If it is
necessary for employees to arrive late or leave work early in order to vote in any election, employees
should arrange with their supervisor no later than the day prior to Election Day.
Medical and Dental Insurance

Currently, The Acorn School provides full-time employees with the opportunity to be a part of the
current health insurance plan. Acorn will pay at least 60% of the premium and employees will pay
40% for medical health insurance. Full-time employees are eligible for this benefit after three
months of continuous full-time employment. In addition, The Acorn School offers dental insurance
and will pay at least 50% of the premium. All medical and dental benefits are subject to change
during our renewal period (August). Employees should inquire with their supervisors for a
description of the medical and dental benefits and cost. Employees may opt not to take advantage of
the insurance plan.
Workers’ Compensation

All injuries or illnesses arising out of the scope of employment must be reported, in writing, within
four days following the injury or illness, to an employee’s supervisor. If medical treatment for an
on-the-job injury is needed, it must be obtained from one of The Acorn School’s designated
physicians, unless emergency care is required. Please see our designated physicians and clinics on
the employee bulletin board. In the event the employee fails to obtain treatment from a designated
physician, the employee may be responsible for the cost of the medical treatment that is obtained.
The Acorn School is not required to pay employees for days missed due to injuries or illnesses
arising out of the scope of employment.
Transitioning from Part-Time to Full-Time Status

A part-time employee who has been continually employed for a period of six months or more, and
then becomes full-time, are immediately eligible for the following benefits:
•

Paid Time Off for all scheduled holidays on The Acorn School calendar.

•

Paid Time Off begins (or continues) to accrue at the rate for which the employee is currently
eligible based on the employee’s initial hire date.

•

Health and Dental insurance on the 1st day of the month following full-time status.

The hire date for a part-time employee becoming full-time is the employee’s anniversary date. All
annual benefits and raises are based on this date.
Workplace Accommodation for Nursing Mothers
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A private space will be provided, and time will be permitted, for nursing mothers to express milk
during the workday. The time permitted typically will not exceed the normal time allowed for lunch
and breaks. If additional time is needed above and beyond normal breaks/meal time, the supervisor
and employee will agree upon a plan which might include the employee using annual leave/vacation
time, arriving at work earlier, or leaving later.

Work Environment 7.702.42
The following information provides guidelines for the professional, ethical, legal, and socially
responsible behavior The Acorn School expects from our employees.
It is impossible for this policy to cover every situation that may arise. When the employee has a
question, she/he should ask her/his supervisor. In circumstances where the employee is unable to
consult with her/his supervisor, the employee should use common sense and good judgment.
Standards of Conduct

The City and County of Boulder, clients, volunteers, and the general public place a high degree of
trust in The Acorn School and the school’s employees. To assure the community that business is
handled with confidentiality and honesty, Acorn employees are required to conduct their affairs with
the utmost integrity, avoid any activity that would adversely affect The Acorn School’s reputation,
and not work in conflict of interest situations.
Good judgment, appropriate behavior, and sound business practices are to be maintained at all
times. Any violations of these standards of conduct will not be tolerated.
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Confidentiality 7.702.104

Upon accepting employment at The Acorn School, an employee assumes an obligation to maintain
confidentiality. Under this guideline, staff will not disclose or use any confidential information,
either during or after employment, to any parties outside The Acorn School. Disclosure of
confidential information might seriously damage The Acorn School’s reputation and such action will
not be tolerated. Confidential information includes, but is not limited to personal information of
staff and families, scholarship information, fundraising and donor lists, system data base
information, systems passwords, personnel files, etc.
Conflict of Interest

The Acorn School requires that employees protect school information and avoid outside activities or
relationships, which could adversely influence their decisions or actions on the job. Conflict of
interest situations, which could arise while moonlighting for a competitor of ours, should be
avoided. The Acorn School restricts employees with Child and Adult Care Food Program (CACFP)
duties to hold outside employment that would interfere or present a conflict of interest with the
performance of CACFP duties and responsibilities.
We respect an employee’s right to engage in private activities and personal business outside of the
school, provided that such activities do not conflict with the best interest of The Acorn School. In
general, a conflict arises when an employee is subjected to influence, interest, or relationship which
may deprive the school of the maximum efficiency of the employee, may cause damage to the
reputation of or confidence in The Acorn School, or may compromise the integrity of the school or
the employee.
Employees cannot apply as candidates for the Board of Directors for up to one year following their
termination as employees.
If an employee has questions about whether certain activities constitute a conflict of interest, she/he
should discuss them with the appropriate supervisor.
Proprietary Information

Certain information important to the ongoing business and operation of the school is considered to
be proprietary by The Acorn School. This includes any information about products or procedures
of The Acorn School that are exclusively owned by The Acorn School, whether or not protected by
patent or copyright, whether or not designated confidential or trade secret. This may include
fundraising lists, client lists, donor information, strategic planning information, and consultant’s
reports. Release of proprietary information without the express written consent of the Executive
Director is not tolerated. The release of proprietary information is a violation of this policy.
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Intellectual Property

Intellectual property is any invention, innovation, discovery, improvement, idea, process, computer,
apparatus, program, related documentation, trademark, service mark, or work of authorship and is
considered intellectual property whether or not it is patented or copyrighted, or whether or not it is
susceptible to any form of intellectual property protection.
Employees are to notify The Acorn School of any intellectual property they develop, or participate
in developing, with use of The Acorn School’s time, equipment, supplies, proprietary information,
or facilities.
Physical Property

The Acorn School’s property, including, but not limited to, computer equipment and systems,
electronic devices, office and art supplies, classroom materials and toys, kitchen equipment and
food, cameras, telephones, and e-mail systems are used for Acorn business. Although limited
personal use of such items is permitted, excessive personal use is not tolerated. School property
must not be removed from the premises without prior approval from the Acorn administration. All
documentation, whether written or electronic, related to equipment or property, produced on Acorn
equipment or at the request of Acorn, is the property of Acorn and may be reviewed and used for
any purpose that Acorn considers appropriate.
Inspections

Acorn administration may enter and inspect equipment and its contents at any time without prior
notice.

Job Expectations – 7.702.43
Reporting for Work

All Acorn employees are expected to be on time and ready for work by their scheduled time.
Regular attendance is considered an essential function and is necessary for the efficient operation of
the school.
Employees who are going to be absent or late must contact their supervisor by phone as soon as
possible prior to the start of their shift. Leaving messages with other employees via text or
voicemail is not acceptable. Employees who are absent for two consecutive working days without
notifying the employer will result in termination.
Professionalism

The Acorn School believes that professionalism and ethical communication are the best guidelines
for our behavior. The attitude and commitment our employees bring to work affects everyone
around us. Behavior that demonstrates a lack of respect for our co-workers and ourselves, such as,
tardiness, gossiping, being argumentative or contrary, and offensive conversation, has a negative
effect on all of us and interferes with the goals of our school.
The Acorn School for Early Childhood Development
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Dress Code

The appropriate dress for employees of The Acorn School is casual business attire. Strapless and
loose fitting clothing that can be pulled away easily from the body by a young child are prohibited.
All staff is expected to exercise good judgment in determining what is considered in good taste for
the work environment and the community.
Staff Meeting Attendance

All full and part-time staff are expected to attend scheduled staff meetings. Attendance at the
annual Teacher Planning Day is mandatory for all staff unless otherwise noted by their immediate
supervisor. All staff are compensated at their regular rate of pay for attending these meetings.
Drug-Free Workplace

Alert and rational behavior is required for the safe and adequate performance of job duties;
therefore, working after the apparent use of alcohol, a controlled substance, or abuse of any other
substance is prohibited. This includes working after the apparent use of marijuana, whether or not
you are a lawfully registered user. Furthermore, the possession, purchase, or consumption (use) or
sale of a controlled substance or alcohol on school premises or while conducting business is strictly
prohibited.
Corrective Action

Occasionally performance or other behavior falls short of our standards and/or expectations. When
this occurs, the administration takes action, which in its opinion, seems appropriate.
Corrective Actions can range from a formal discussion with the employee about the matter to
immediate discharge. Action taken by administration in an individual case does not establish a
precedent in other circumstances. Corrective actions are documented and kept in the employee’s
file.
Emergency Preparedness 7.702.42

Employees are expected to know all emergency procedures, including but not restricted to:
•
•
•
•

Fire and tornado alerts
CPR, First Aid, and Universal Precautions practices
Medical needs of the children they serve
Where and when to turn off the water, electricity, and gas

Anti-Violence 7.702.42

Employees must not engage in intimidation, threats or hostile behaviors, physical abuse, vandalism,
arson, sabotage, use of weapons, carrying weapons on to school property, or any other act, which in
management’s opinion is inappropriate to the workplace. In addition, employees must refrain from
making bizarre or offensive comments regarding violent events and/or behavior. Employees are
expected to report any prohibited conduct to management. Employees should directly contact
The Acorn School for Early Childhood Development
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proper law enforcement authorities if they believe there is a serious threat to the health and safety of
themselves or others.
Technology Systems

The Acorn School’s computer network, access to Internet, email, and voice mail systems are
business tools intended for employees to use in performing their job duties; therefore, all documents
and files are the property of the school. Information regarding access to The Acorn School’s
computer resources, such as user identifications, modem phone numbers, access codes, and
passwords are confidential information and may not be disclosed to non-Acorn personnel.
All computer files, documents, and software created or stored on the school’s computer systems are
subject to review and inspection at any time. In this regard, employees should not assume that any
such information is confidential, including e-mail either sent or received.
Computer equipment should not be removed from The Acorn School premises without written
approval from a supervisor. Upon separation of employment, all communication tools should be
returned to the administration.
Specific guidelines on the expectations and use of technology at The Acorn School are listed below:
Personal Use of the Internet
Use of the Internet is for business purposes during the time employees are working. Personal use of the
Internet should not be on business time, but rather before or after work and during breaks. Regardless, The
Acorn School prohibits the display, transmittal, or downloading of material that is in violation of Acorn
guidelines or otherwise is offensive, pornographic, obscene, profane, discriminatory, harassing,

insulting, derogatory, or otherwise unlawful at any time.
Software and Copyright
The Acorn School fully supports copyright laws. Employees may not copy or use any software,
images, music or other intellectual property (such as books or videos) unless the employee has the
legal right to do so. Employees must comply with all licenses regulating the use of any software and
may not disseminate or copy any such software without authorization.
Unauthorized Use
Employees may not attempt to gain access to another employee's personal file or e-mail messages or
send a message under someone else's name without the latter's express permission. Employees are
strictly prohibited from using the communication systems in ways that management deems to be
inappropriate. If you have any question whether your behavior would constitute unauthorized use,
contact your supervisor before engaging in such conduct.
Email
Electronic mail is to be used for business purposes. While personal email is permitted, it is to be
kept to a minimum. Personal electronic mail should be brief and sent or received as seldom as
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possible. The Acorn School prohibits the display, transmittal, or downloading of material that is
offensive, pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory or
otherwise unlawful at any time. No one may solicit, promote, or advertise any outside organization,
product or service through the use of electronic mail or anywhere else on Acorn premises at any
time. Employees are prohibited from unauthorized use of encryption keys or the passwords of
other employees to gain access to another employee's email messages. The Acorn School may
monitor electronic mail from time to time.
Voicemail
The Acorn School’s voicemail system is intended for transmitting business-related information.
Although The Acorn School does not routinely monitor voice messages, we reserve the right to
access and disclose all messages sent over voicemail for any purpose. Employees must use judgment
and discretion in their personal use of voicemail and keep such use to a minimum.
Telephones/Cell Phones
In the interest of good business practice, telephone calls, including those made with cell phones,
must not interfere with employees’ performance of their jobs. Personal use of school telephones for
long distance is not permitted.
Cell phones should be stored with your personal belongings and not used when caring for children
or during work hours, except when used in the case of an emergency.
Social Media
Employee use of social media is not permitted during paid working time, unless it is being utilized
for business purposes. The Acorn School is aware that employees may use social media during nonwork time. All postings on a blog, wiki, or social networking site on behalf of The Acorn School
must be preapproved by your supervisor and sent by authorized employees. Postings by an
employee concerning The Acorn School are not prohibited provided they comply with guidelines set
forth in this handbook. Postings by an employee on a blog, wiki, chat room, or social networking
site are considered personal communications and are not Acorn communications. If you post any
comments that promote or endorse Acorn products or services in any way, the law requires that you
disclose that you are employed by The Acorn School. Employees are personally responsible for all
work-related or personal content they publish.
Employees may not disclose any sensitive, proprietary, confidential, or financial information about
The Acorn School via social media. Examples are provided in the “Confidentiality” section of this
handbook. Employees are prohibited from making discriminatory, defamatory, libelous, or
slanderous statements within the posting when discussing the employer, co-workers, or competitors.
Complaints to The Acorn School regarding unlawful conduct must be made consistent with the
complaint process in this handbook so that the administration can address them. Employees will not
provide information about or photographs of Acorn children without prior approval from their
parents.
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Nothing in this guideline is meant to interfere with employees’ right under federal law to engage in
protected and concerted activity, including employees’ ability to discuss terms and conditions of
their employment.
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Employee Acknowledgment of Receipt
I HAVE RECEIVED A COPY OF THE 2013/2014 EMPLOYEE HANDBOOK. I
UNDERSTAND THAT I AM TO BECOME FAMILIAR WITH THE CONTENTS OF
THE HANDBOOK. FURTHERMORE, I UNDERSTAND:
•

EMPLOYMENT WITH THE ACORN SCHOOL FOR EARLY CHILDHOOD
DEVELOPMENT IS AT-WILL. I HAVE THE RIGHT TO END MY WORK
RELATIONSHIP WITH THE COMPANY, WITH OR WITHOUT ADVANCE
NOTICE FOR ANY REASON. THE COMPANY HAS THE SAME RIGHT.

•

THE LANGUAGE USED IN THIS HANDBOOK AND ANY VERBAL
STATEMENTS OF MANAGEMENT ARE NOT INTENDED TO
CONSTITUTE A CONTRACT OF EMPLOYMENT, EITHER EXPRESSED OR
IMPLIED, NOR ARE THEY A GUARANTEE OF EMPLOYMENT FOR A
SPECIFIC DURATION.

•

THIS HANDBOOK IS NOT ALL-INCLUSIVE, BUT IS INTENDED TO
PROVIDE ME WITH A SUMMARY OF SOME OF THE SCHOOL’S
GUIDELINES.

•

THIS EDITION REPLACES ALL PREVIOUSLY ISSUED EDITIONS. THE
NEED MAY ARISE TO CHANGE THE GUIDELINES DESCRIBED IN THE
EMPLOYEE HANDBOOK, EXCEPT FOR THE AT-WILL NATURE OF
EMPLOYMENT. THE ORGANIZATION RESERVES THE RIGHT TO
INTERPRET THE GUIDELINES OR TO CHANGE THEM WITHOUT PRIOR
NOTICE.

•

NO REPRESENTATIVE OF THE ACORN SCHOOL, OTHER THAN THE
EXECUTIVE DIRECTOR, HAS THE AUTHORITY TO ENTER INTO AN
AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD, AND
SUCH AGREEMENT MUST BE IN WRITING, SIGNED BY THE EXECUTIVE
DIRECTOR AND MYSELF. WE HAVE NOT ENTERED INTO SUCH AN
AGREEMENT.

____________________________________
Employee Signature

__________________________________
Date
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The Personal Guidelines are for the purpose of defining our program and expressing policy as
instructed by the Division of Child Care through the Colorado Department of Human Services. It
is also meant to give you a deeper understanding and appreciation for the mission, vision, and values
that has made The Acorn School one of the leaders in Early Childhood Education for nearly 20
years. We are very glad you have decided to join The Acorn School team and look forward to
working with you.

Our Philosophy
!
Mission Statement

The mission of The Acorn School for Early Childhood Development is to provide high quality,
accessible, early care and education programs, and to advocate for higher standards in the field of
early childhood.
Non-Discrimination Policy

The Acorn School does not discriminate against personnel, clients, potential clients, volunteers, or
any person or group on any basis, including age 40 and over, race, sex, color, religion, national
origin, disability, genetic information, or any other applicable status protected by state or local law.
Children with Special Needs

The Acorn School is inclusive and makes attempts to reasonably accommodate all children based on
their individual needs, in accordance with the Americans with Disabilities Act. Our teachers help
create and implement an individual education plan for any child who needs extra support and
attention for developmental growth. Teachers work closely with parents, and at the parent’s request,
with any other professionals who may be involved with the child to recognize and address any
special needs that exist or may become evident. Our goal is to work together to create thoughtful
approaches that are in the best interest of the child. If a child has needs greater than what Acorn
teachers can provide for, the administration will work with the family to help develop a transitional
plan and assist with referrals to appropriate child care services.

Teacher to Child Ratios

Group size and ratios determine the amount of time and attention that each caregiver can devote to
each child. Small groups create a sense of intimacy and safety. A rich dialogue between caregivers
and children is possible in small groups because there are fewer individuals, less noise, and less
activity to interfere with a child’s ability to learn. Small groups and more staff enable caregivers to
build strong relationships with each child and adapt activities to meet the changing interests and
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needs of the group. The Acorn School promotes ratios of teachers to children lower than the
requirements for licensing by the State of Colorado.
!
Child’s Age
6 weeks - 12 months
12 - 24 months
2 - 3 years
3 - 4 years
4+ years

Acorn’s Goal
Teacher to Child Ratio
1 to 3
1 to 5
1 to 6
1 to 7
1 to 8

State Max
Legal Ratio
1 to 5
1 to 5
1 to 7
1 to 10
1 to 12

Acorn’s Goal
Group Size
9
10
12
14
16

State Max
Group Size
10
10
14
20
24

Primary Caregiving and Continuity of Care

Our goal is to foster and continue primary caregiving and continuity of care, which is the essence of
The Acorn School and childcare at its best. Children require supportive, committed, and bonded
relationships with their caregivers in order to thrive and progress in their development. The Acorn
School strives to match children with teachers (or primary caregivers) who remain with them from
infancy or toddlerhood through pre-kindergarten. The children shift classes together, with their
teachers, each year while the oldest cluster graduates to kindergarten. This system emulates a family
environment within the context of a school and allows teachers to connect with the parents while
fully comprehending the needs and learning patterns of their children.

The Creative Curriculum
!
Introduction

The Acorn School believes that children learn best through play. This is why we have adopted The
Creative Curriculum as a framework for our teaching. The Creative Curriculum is a play-based,
child-driven curriculum which focuses on developing each child’s social/emotional, physical,
cognitive, and language skills. The Creative Curriculum provides an assessment continuum which is
utilized to observe children’s development and track their progress in relation to the curriculum’s
goals and objectives. Through these observations, teachers can determine each child’s strengths and
areas to focus on for development. Teachers integrate these discoveries into their weekly lesson
planning as they develop classroom topics and activities for the children.
!
Parent-Teacher Conferences

Parent-teacher conferences are held twice annually in the spring and the fall. Teachers use the
Teaching Strategies GOLD assessment tool to evaluate each child’s progress in the classroom.
Conferences are used as an information sharing session where teachers inform parents of their
child’s greatest strengths and accomplishments and work with parents to set goals for the upcoming
months.!!
!
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Field Trips – 7.702.69

Parents are notified in advance of field trips (except for short, spontaneous excursions by foot, such
as a walk around the block), and a permission slip for parents to sign is posted in the classroom.
When a field trip is scheduled, a Field Trip Form is completed by the classroom teacher and left
with the receptionist. This form indicates the destination, children and teachers in attendance,
departure time, and anticipated return time. Children arriving late to school should check in with
the receptionist to determine how to connect with the group.
Teachers, classroom assistants, and parent volunteers accompany and supervise children on field
trips. Enough adults are present on car and bus field trips to allow for appropriate adult to child
ratio. When children are transported in teacher and/or parent volunteer vehicles, car seats and seat
belts are used. Teachers check to see that all cars used for transportation have the necessary
liability/collision insurance. The Acorn School has specific guidelines for all field trips by car, bus,
and spontaneous short excursions. Copies of these guidelines are available in the office.
Please note: The Acorn School does not provide transportation for children except during
scheduled field trips.
Special Activities 7.702.68

The Acorn School is excited to offer special activities to the children during regular program hours.
These activities may include music, yoga, massage, story time, and more. We maintain licensing
ratios during these activities with staff and qualified volunteers.
Family Style Meals 7.702.65

The Acorn School provides breakfast, lunch, and a snack, all included in tuition, for the children and
teachers each day. All meals are served family style and children are encouraged to help by setting
the table, serving their own food and clearing their plates at the end of each meal. Teachers sit with
the children to create a pleasant atmosphere that encourages proper table manners, healthy eating
habits, and conversation.
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Discipline – 7.702.66
!

The teachers at The Acorn School assist the children in resolving their individual dilemmas by
modeling and teaching problem solving skills. Setting limits is an essential part of showing children
that the world is a safe place. When the children experience a challenge, teachers move to the
children and speak with them at their level. Teachers either step in to offer assistance in the form of
loving redirection, or they offer ideas and help the children develop possible solutions. Discipline is
intended to teach appropriate behavior and never intended to punish. We believe:
•
•
•
!

Children should not be subjected to physical, harsh, or emotional harm or humiliation.
Discipline will not be associated with food, rest, or toileting.
If utilized, separation-type discipline will be brief and age appropriate, and the child will
remain within the sight of an adult in a nonrestrictive space.

Teachers are trained to respond to aggressive behavior promptly and consistently. Children
displaying aggressive behavior are removed from the situation immediately and allowed to “take
space” and calm their bodies in a private place in the classroom before rejoining the group. To help
solve these types of challenges, teachers observe and document the child’s behavior to discover the
cause or source of their aggression. Teachers also partner with the parents to ensure consistency at
school and home.
If the behavior continues after teachers have taken appropriate steps to address it, and it is deemed
in the best interest of the child or other children attending the center, the child may be removed
from the classroom. The administration will work with the family to help develop a transitional plan
and assist with referrals to appropriate child care services.

Classroom Information
!
Release of a Child

Parents must list, in writing, the individuals who are authorized to pick up their child/ren with the
office. A copy of the list is kept in the classroom. Authorized pick-up individuals must be prepared
to show proof of identity with a photo ID. School personnel will not release a child to anyone
without prior written parent authorization and proper ID. We cannot release children to minors
under the age of 18.
If someone is listed as “Unauthorized to Pick-Up” on the Emergency Contact Card, and they
attempt to do so, staff members use the following guidelines (not necessarily in this order):
•
•
•
•

Ask person to speak with the school administrator on duty
Call parent(s)
Call 911
Take the child as far away as possible from person attempting to pick up
The Acorn School for Early Childhood Development
2013/2014 Personal Guidelines

7

!
!

Please note: If a person threatens harm, we are required to release the child and call 911. If the
person attempting pick-up is a legal parent or guardian, we are required to release the child unless we
have a copy of a court order stating otherwise.
Diapering and Toilet Training – 7.702..63

We follow the guidelines set by the Health Department when working with infants and toddlers in
diapers. When families are ready to begin the process of toilet training, we ask parents to begin at
home when their child shows readiness to avoid the trauma of having multiple “accidents” at school.
Once success is experienced at home, teachers begin working with the child on toilet training at
school. Working with the families, creating regular bathroom routines, and displaying a potty chart
are some of the ways to encourage the children to start using the toilet at school. Our goal is to
meet the specific needs of each child, helping to create a supportive transition into toilet training.
Television and Computers

Although we may show an occasional educational or movement video in the classroom, as a general
rule, we do not allow children to watch television, movies, or cartoons at school. Teachers should
obtain permission from parents prior to showing a video in the classroom. Children are offered
alternate activities if parents do not provide permission.
Computers are an asset to the classroom and occasionally used as an additional learning tool to teach
basic skills, develop hand-eye coordination, promote critical and analytical thinking, encourage
teamwork and pro-social behaviors, practice fine motor skills, and facilitate number and letter
recognition. Our computers include developmentally appropriate software that is educational in
nature and are used only for short periods of time when they are available as a choice.
Children’s Personal Belongings

Each child has a “cubby” in their classroom, for her/his belongings. Each child’s personal items
should be clearly labeled. All parents are asked to bring 2-3 weather appropriate changes of
clothing, a child-sized water bottle, and a blanket for naptime. Parents are required to supply the
necessary diapers and baby wipes for their child/ren not yet toilet trained. Parents are asked to not
send their child/ren to school with money or leave any item with the label “keep out of reach of
children” in their child’s cubby or diaper bag.

Pets

With the exception of classroom pets, animals are not allowed on school property. Each classroom
is allowed and encouraged to have a classroom pet. Teachers strive to ensure that the animals are in
good health, are maintained in a clean and sanitary manner, and do not pose a safety threat to the
children. Children only handle the pet with proper supervision and follow proper hand washing
procedures after handling or feedings.
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Administrative Information
Hours of Operation

The Acorn School’s hours of operation are Monday through Friday from 7:30 a.m. to 5:30 p.m.
Closures

Staff developent, support, and retention are of primary importance to The Acorn School. After
three months of full-time employment, our teachers are eligible for paid days off according to the
schedule below.
Closure Days for 2013/2014
!

Labor Day ................................................ September 2, 2013
Thanksgiving Break ................................ November 28-29, 2013
Winter Break ............................................ December 23, 2013 - January 1, 2014
Martin Luther King................................. January 20, 2014
Presidents Day ......................................... February 17, 2014
Spring Break ............................................. March 24-28, 2014
Memorial Day .......................................... May 27, 2014
Summer Break ......................................... July 2-4, 2014
Teacher Planning Day ............................ TBD
Babysitting

Occasionally, our teachers are interested in watching children outside of Acorn. This is a great
opportunity to strengthen the relationships between our staff and families. The Acorn School is not
responsible for any situation that may occur when teachers babysit children offsite and/or outside of
their regularly scheduled hours. However, teachers are still expected to follow Acorn policies as
they are serving as representatives of the school.

Admissions and Registration – 7.702.61

Parents interested in enrolling their child at The Acorn School, should complete a waitlist
application and speak with the Program Director. Enrollment typically occurs at the start of the
school year, but openings are occasionally available throughout the year. As spaces become
available, the Program Director contacts families on the waitlist in order of the application date.
Families interested in securing an open spot for their child pay an enrollment fee to secure the space.
Withdrawal Procedures
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A two-month notice and two months of tuition payment are required when families withdraw from
The Acorn School.
Termination of Services

We strongly believe that with positive communication and collaboration, it is possible to work
through any issue. However, when any of the following circumstances exist, it may be necessary for
us to ask a family to leave the program and childcare services may be terminated.
•

•
•
•
•

Aggressive Behavior of a Child: If, after working closely with a child and her/his family and
utilizing other outside resources to help with aggressive behaviors, we are not able to find a
solution that helps the child deal with her/his behavior in a more appropriate and safe
manner
Failure to Follow School Policies: If policies stated in the Parent Handbook and Parent
Agreement Form are not followed
Failure to Make Tuition Payments or Consistently Late Payments: If tuition is not kept
current
Refusal to Communicate and/or Resolve Issues: If parents refuse to resolve issues with
school personnel or treat staff members disrespectfully
Evidence of Drugs or Alcohol: If a parent attempts to pick up a child from school while
under the influence of drugs and/or alcohol

Visitors - 7.702.42

We love visitors! Parents are welcome to visit the school anytime throughout the day. All visitors
must check in with the receptionist, sign in the visitor’s log, and acquire a visitor’s badge. Staff
should introduce themselves to visitor in the school building. If you notice that a visitor is without a
badge, please ask them to sign in at the front desk to acquire a badge.
We encourage parents to visit their children at school and bring relatives and friends when possible.
It is recommended that parents communicate with teachers to determine the best times for visiting.
Parking

It is important that drivers park only in designated parking spaces in the school parking lot. Please
increase your awareness of your surroundings as you enter the parking lot. This area gets very busy
during drop-off and pick-up times. Please note that when drivers are backing up, it is sometimes
difficult for them to see children. Staff are asked to park in the south west corner of the parking lot
to allow the more convenient spaces for our families.

Emergency Information 7.702.42
Emergency Consent
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In the case of any emergency onsite or offsite, by signing the Parent Agreement Form, parents give
permission for the school to obtain medical care if warranted. These steps include, but may not be
limited to:
•
•
•
•

Attempt to contact a parent or guardian
Attempt to contact the child’s physician
Attempt to contact the person listed as the emergency contact on your child’s application
form
Attempt to contact parents through any of the persons listed on your child’s application
form

If we cannot contact the child’s parents or physician, we will do any of the following:
•
•
•

Call another physician or the paramedics
Call an ambulance
Have the child taken to the emergency room in the company of a staff member

!
Incidents and Accidents

When an incident or accident occurs at school, the teacher notifies the parent or guardian of the
child and if necessary, call the physician or medical facility as instructed in writing by the parent or
guardian. The teacher informs the parent(s) of any injuries at school by phone or in person during
pick up. The teacher completes an Incident Report when a child’s injury at school causes bleeding,
bruising, external bumps, or any head related injury. Parents are asked to sign the Incident Report,
which will be kept in the child’s permanent records. !
!
Emergency Evacuation

Emergency drills are held often enough so that all staff and the children are familiar with drill
procedures and their conduct during a drill is a matter of established routine. Drills are held at
unexpected times and under varying conditions to simulate the conditions of an actual emergency.
Teachers have with them the classroom sign-in sheet, emergency contact cards, and their classroom
first aid kit. Sign-in sheets are used for taking attendance during a drill or an actual emergency. In
the event of an emergency, evacuation takes place as follows:

•

Tornado Evacuation: Children exit their classrooms and move to a designated safe location
away from exterior windows and doors.

•

Fire Evacuation: Teachers lead the children out of the building through the nearest exit and
turn to move north east away from the building. Classrooms will gather at a designated
landmark on the grassy area in front of the There With Care building. Once in the
designated location all children will turn their bodies to face away from the Acorn building.

A complete evacuation procedure is available for review at the receptionist desk.
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Disaster Preparedness

In case of an emergency, a disaster kit is stored at the reception desk, which may include medical
aids, light sources, and a radio.
Lost Child

To ensure awareness of where children are at all times, teachers perform a head count of children
periodically throughout the day. If a child becomes lost, all staff on location and the child’s parents
are notified immediately. If necessary, local authorities are contacted.
Serious Weather Conditions

In the event of serious weather conditions, the school typically closes in accordance with the
Boulder Valley School District. There are several quick ways to find out if The Acorn School is
closed due to inclement weather:
•

Go to our website (www.theacornschool.org) and click on the “Weather Cancellations” link
on the home page. You will automatically be linked to the Boulder Valley School District’s
home page, where you can find accurate closure information.

•

Call The Acorn School main number at 303-938-8233. If the school is closed, it will be
announced on the outgoing messages.

•

Listen to 850 KOA AM radio for a cancellation announcement for Boulder Valley Public
Schools.

If school closes before 5:30 p.m. because of serious weather, parents will be contacted to pick up
their children.

Loss of Utilities

If, due to unanticipated circumstance, the school loses electrical or telephone service, we will close
until service can be restored. Parents will be contacted to pick up their child/ren. In specific
instances of extreme cold or extreme heat, a loss of power that results in the inability to operate the
heating and/or cooling systems will also result in the closing of the school.
Communicable Diseases

In the unlikely case that a child or staff member contracts a communicable disease, The Acorn
School is required to report the instance to the Health Department.
Suspected Child Abuse

The State of Colorado Division of Child Care requires that we inform parents that as childcare
professionals, all Acorn staff members are mandated reporters, and are legally required to report any
suspicion of neglect or abuse to the Department of Social Services. The Acorn School and the
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Department of Social Services keeps reports, questions, concerns, conversations, and
documentation regarding the suspected abuse anonymous and confidential. Failure of a mandated
reporter to report suspected child abuse or neglect is punishable by a fine and/or a prison term, and
the possible revocation of The Acorn School’s childcare license.
If the suspected abuse involves a staff member, the employee’s supervisor must be informed and a
report filed with the State of Colorado Division of Child Care. The supervisor immediately suspends
the employee with pay pending a final determination
Drugs and Alcohol

If school personnel suspect that a parent or guardian is under the influence of drugs and/or alcohol
when picking up a child, The Acorn School will notify local law enforcement.
Safety

The Acorn School is committed to a safe work environment for employees. Employees should
report any unsafe practices or conditions to their supervisor. If employees are injured on the job, no
matter how minor, they must immediately report this fact in writing to the Executive Director.

Communication and Participation 7.702.100
Personal Information

We encourage parents to please let us know about any issues at home that will help us understand
their child’s behavior at school so we can better meet her/his needs.
Confidentiality

The Acorn School respects the privacy of all children and their families. Information in confidence
is only used to enhance the welfare of the children. Staff will not discuss personal information given
by parents with other families or staff members, unless it impacts planning for the child’s needs.
The Acorn School maintains personal records for each child at Acorn. All personal records are
stored in a lockable file cabinet and are kept secure by the office administration. Parents have access
to the files and records of their own children, after making a request to the administration, but do
not have access to information about any other child.!
Conflict Resolution

Clear communication is essential for healthy relationships and role modeling for children. We teach
the children conflict resolution and communication skills beginning at a very young age. We cannot
emphasize enough the importance of role-modeling these skills. Members of The Acorn
Community are encouraged to voice their concerns and bring problems to our attention right away.
If, at any time, you have concerns about the safety or quality of our school program, we urge you to
take the following steps:
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•

Address your concern with parties directly involved, in a private and professional manner.
Work together to develop possible solutions.

•

Speak with your immediate supervisor to receive support and feedback. If there is no
solution, your immediate supervisor will work with the individuals involved to discuss
options for solving the problem. The concerns will be documented and placed in the
appropriate personnel files.

If!the!situation!has!not!been!resolved!to!your!satisfaction,!staff!members!are!expected!to!follow!steps!
outlined!in!the!Complaint!Procedure!listed!in!the!Employment!section!of!the!Employee!Handbook.!
!
How to File a Complaint

If you suspect that The Acorn School is not following regulations, licensing violations can be
reported to:
•

The Colorado Department of Human Services, The Division of Child Care, 1575 Sherman
Street, Denver, CO 80203-1714 at 303-866-5958.

•

If your concern is related to an incident of physical or sexual abuse, you should immediately
make a report with Boulder County Department of Social Services, 3400 Broadway, Boulder,
CO 80304 at 303-441-1000.

Governance and Leadership
!
Roles and Responsibilities

From time-to-time questions arise about the differing roles of the Board of Directors and staff at
The Acorn School. While there is a certain amount of overlap in every organization, the roles and
responsibilities of the staff and board are actually quite distinct.
Governance vs. Management

In nonprofit organizations, boards are responsible for “governing” and staff is responsible for
“managing” the organization. Board members provide oversight and support to staff and do not get
involved in the day-to-day affairs of the organization.
Board of Directors

Board members have fiduciary responsibilities and are required to act within their governing
authority for the benefit of organization. The board hires and works with the Executive Director to
carry out activities such as amending bylaws, approving the annual budget, and providing input to
long-term strategic plans. The Acorn board is typically made-up of 50% community members and
50% current Acorn parents. The size of the board ranges from 6-8 members, and it meets 10-12
times a year.
Executive Director
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The Executive Director of The Acorn School is responsible for the overall management of school
and developing and overseeing the annual budget and may also include:
•
•
•
•
•
•
•
•

Fiscal Management and Control
Grants Management
Corporate, Individual, and Matching Gifts
Donor Relations
Capital Funding
Supervision of Program Director, Development Director, and Bookkeeper
Management of the Board of Directors
Partnerships and Collaboration

The Executive Director works closely with the board on recruitment, training, and development.
The Executive Director is Acorn’s liaison and representative to the Early Childhood Community of
Boulder County, staying abreast of changes in regulations and legislation, trends in the industry, and
serving on committees and task forces that impact the field of Early Childhood Education.
Program Director

The Program Director is responsible for the day-to-day operations and works to make sure that The
Acorn School meets and exceeds state licensing standards. The Program Director oversees all areas
of staffing, enrollment, and classroom design/management. These responsibilities may include:
•
•
•
•
•
•

Hiring, supervising, and professional development of teachers
Working with prospective families
Orienting new families
Managing tuition
Implementing “The Creative Curriculum”
Providing teachers with resources and materials needed to implement the curriculum

In addition, the Program Director works with the school cook to create a variety of healthy and
nutritious food choices for the children.
Development Director

The Development Director serves as the agency’s primary leader in fund development to meet
budgeted expectations. Fundraising activities she/he are responsible for may include:
•
•
•
•
•
•

Strategy and Planning!
Individual, Monthly, Annual, and Planned Giving!
Donor Cultivation and Retention!
Corporate and Business Relationships!
Grants and Events Management!
Marketing, Messaging, and Social Media!
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Employee Acknowledgment of Receipt
I HAVE RECEIVED A COPY OF THE 2013/2014 PERSONAL GUIDELINES. I
UNDERSTAND THAT I AM TO BECOME FAMILIAR WITH THE CONTENTS OF
THE HANDBOOK. FURTHERMORE, I UNDERSTAND:
•

THESE GUIDELINES ARE A SUMMARY OF THE LICENSING RULES AND
REGULATIONS AS DEFINED BY THE DIVISION OF CHILD CARE WITH
THE COLORADO DEPARTMENT OF HUMAN SERVICES AND HOW THEY
ARE APPLIED AT THE ACORN SCHOOL. EMPLOYEES OF THE ACORN
SCHOOL ARE EXPECTED TO UNDERSTAND AND IMPLEMENT ALL
COLORADO LICENSING RULES AND REGULATIONS.

•

THESE GUIDELINES ARE NOT ALL-INCLUSIVE, BUT ARE INTENDED TO
PROVIDE ME WITH A SUMMARY OF SOME OF THE SCHOOL’S
GUIDELINES.

•

THIS EDITION REPLACES ALL PREVIOUSLY ISSUED EDITIONS. THE
NEED MAY ARISE TO CHANGE THE GUIDELINES DESCRIBED IN THE
PERSONAL GUIDELINES. THE ORGANIZATION RESERVES THE RIGHT
TO INTERPRET THE GUIDELINES OR TO CHANGE THEM WITHOUT
PRIOR NOTICE.

!
!
!
!
!
!
!
!

____________________________________
Employee Signature

__________________________________
Date
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