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 Early Head Start
Mission: Sungh’paha, Tusweca, Wanbli
Rosebud: Keya, Sungmanitu Tanka, Pahin
St. Francis: Sungmanitu Cika, Tatanka, Mato
Parmelee: Kimimila, Sungwakan
WELCOME TO THE ROSEBUD SIOUX TRIBE 
SICANGU LAKOTA OYATE HEAD START/EARLY HEAD START PROGRAM

Dear Sicangu Lakota Oyate Head Start/Early Head Start Program Staff:

The  Program is dedicated to enhancing the educational skills and social, physical and emotional development of children and their families through the delivery of quality, comprehensive child and family services in collaboration with other community organizations.

To assist in this effort, HS/EHS PROGRAM strives to maintain a highly motivated, professional staff that takes pride in its ability to work together as a cohesive team.  This team approach provides a supportive environment in which to carry out staff job responsibilities successfully.  This document is designed to assist staff in becoming active, informed members of the HS/EHS PROGRAM team.  You will find here an overview of HS/EHS PROGRAM’s personnel policies and procedures.  These policies and procedures are not intended, nor should they be construed as creating a contract, expressed or implied.  Nothing contained in these policies and procedures should be considered as altering the employment at will relationship that exists between HS/EHS PROGRAM and its employees.

If questions or problems arise, employees are encouraged to discuss the issue promptly with their immediate supervisor. Necessary problems and concerns may also be discussed with the appropriate service area manager and/or with the HS/EHS PROGRAM Director.  A healthy working environment requires immediate, open, honest discussion of problems and concerns, so that those with the responsibility and the authority to address these problems and concerns may do so.

Sincerely,
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______________________________________
 HS/EHS Program Director
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INTRODUCTION
1. Each employee shall receive orientation information that includes: Personnel Policies and Procedures, job descriptions, tax forms, health forms, employment letter, curriculum, service area policies, lesson plans, insurance forms, Head Start Performance Standards, Head Start Act, propane shut off valve, and the orientation check list.  Each employee is responsible for understanding and following the Personnel Policies and Procedures.  Each new employee shall read completely and sign the orientation check list.  It will than be filed in the employee’s personnel file.  Employees hired after the beginning of each school year, orientation will be provided before classroom entry at The Head Start Administration Office. 
2. HS/EHS PROGRAM provides clean, safe working conditions for its employees.  In addition to making your work more pleasant, such conditions enable you to do a better job.

3. HS/EHS PROGRAM pays salaries that are comparable to those paid by similar agencies in the community for similar types of work and in line with Head Start budgetary considerations.  Your salary is carefully reviewed to ensure that you receive fair compensation for the work you perform.  Payday paychecks will be issued on paydays after the pm bus runs.
4. Each HS/EHS PROGRAM employee must meet or exceed agency performance expectations in order to be considered for continued employment.  It is further understood that all employees’ continued employment with the agency will be subject to and controlled by adequate funding being available from the Federal Government.  In our environment of continuing growth, opportunities for advancement occur frequently within the agency.  Traditionally, we have built our organization from within; therefore, those persons who have necessary abilities and qualifications, and who perform well, are given the opportunity to move ahead.

5. Each new employee is required to serve a 90-Day Initial probationary period in his/her position.  An additional probationary period is required for a change in position caused by transfer, promotion and/or demotion.

6. HS/EHS PROGRAM offers benefits to its employees including: Dental, vision, life insurance, and a 401K, depending on the employees’ employment status.  Included among these are:  Paid sick leave, personal leave, cultural leave, paid vacation leave and holidays; educational leave (6 hrs. per week) and paid leave for military duties.

7. Every employee has an obligation to meet certain standards of behavior in maintaining safe, orderly working relationships with others.  Anyone who does not follow these rules is subject to disciplinary action, up to and including termination.

8. Each employee is expected to be at his/her work place at the appointed time.  Each employee should give full measure of his/her service by working until the appropriate departure time; remember that you expect a full salary for your services.  If you are unable to report to work, you are expected to notify your supervisor of this fact as soon as possible, but in no event, later than one hour prior to your scheduled reporting time on the date of absence.  If you must be absent in the future, appropriate procedures must be followed.  Excessive tardiness and absenteeism will not be permitted and will result in disciplinary action up to and including termination.

9. Employees shall not take, participate in taking or have in their personal possession any agency property without first obtaining permission for an appropriate member of management.  Employees shall not take, participate in taking or have in their personal possession in property of other employees.  In spite of the agency’s effort to regulate visitors within our buildings, the final responsibility for your personal belongings rests with you.  For your own protection, you are urged to take reasonable precautions.  Keep purses, pocketbooks, or other valuables in your desk or other secured places, not on top or under a desk.

10. Each employee has a responsibility to ensure that his/her work area is maintained in a clean, orderly manner.

11. Appropriate telephone etiquette is to be practiced at all times.  All staff must maintain professionalism at all times while conversing with the public. Personal calls will not be allowed with the exception of emergency situations. This pertains to personal cell phones and program phones.  
12. If you know of anyone who you can recommend who may have an interest in being considered for employment with Head Start please obtain a HS/EHS PROGRAM employment packet form and provide it to the individual.  

PROGRAM GOVERNANCE
1. Introduction to Appendix A – Program Governance 1304.50 of the Head Start Performance Standards Manual is one of the most critical documents regarding Head Start program operations.  Appendix A – Program Governance clarifies the intention of the Federal Government to facilitate the involvement of the parents of HS/EHS PROGRAM children in the development, conduct and overall program direction at the local level.

There are at least four major types or areas of parent participation in the local HS/EHS PROGRAM programs.  These are:

a. Participation in the process of making decisions concerning the nature of operations of the program.

b. Participation in various aspects of the program as paid employees, volunteers, or observers.

c. Participation in activities for the parents which they have helped to develop.

d. Working with their children in cooperation along with the program staff.

If HS/EHS PROGRAM children are to reach their fullest potential there must be an opportunity for HS/EHS PROGRAM parents to influence the character of programs affecting the development of their children.  The organizational structure of every Head Start program must provide this opportunity by increasing the effectiveness of parent participation in planning and implementation of programs on a local level, in order that parents may also become more effective in bringing about the positive change in the lives of their children.

Translating Federal Policies and Guideline into practice in local programs is the joint responsibility of the HS/EHS PROGRAM Program, Administration, Staff, Parents and Policy Council.

If the task of implementing these policies and guideline is approached in a spirit of mutual understanding and partnership among all parties, the result will be the improvement of the quality and effectiveness of all components of HS/EHS PROGRAM and increased benefits to HS/EHS PROGRAM children.
SECTION I

EMPLOYEE ORIENTATION TO SICANGU LAKOTA OYATE EARLYCHILD PROGRAM 
A. PURPOSE OF HS/EHS PROGRAM: HS/EHS PROGRAM is a private, non-profit corporation which operates Infant/Toddler and Pre-School Programs for approximately 315 low income children and their families in Todd, Tripp, Mellette counties.  Head Start was chartered in 1965, concurrent with the establishment of Project Head Start by the Federal Office of Economic Opportunity.  Project Head Start was initiated as a program to meet their educational, emotional, social, health nutritional and psychological needs.  Head Start provides these services for approximately nine months of a year, from September through May.

HS/EHS PROGRAM strives for quality services; every aspect of our program is directed toward providing better service to the populations we serve.  Head Start has a strong sense of social responsibility, to our children, their families, our funding sources, and the public in general.  HS/EHS PROGRAM is a warm, friendly organization, one that is genuinely interested in the welfare of those who work for the agency and all those people we network within our regular activities.

B. AN INTEREST IN EACH EMPLOYEE: RST HS/EHS PROGRAM wants to know your views.  If at any time, you have problems, and/or concerns, or simply feel that something is not entirely right, talk it over immediately and honestly with your supervisor, manager or HS/EHS PROGRAM Director.  If at any time, you feel that you have found a better way to do your job, don’t hesitate to discuss it with your immediate supervisor.
C. STAFF OPERATING PROCEDURES:
1. Work Hours: Pre-School staff work hours are Monday - Thursday, 8:00 AM – 4:00 PM.  Friday’s are 8:00 AM – 5:00 PM.  Infant/Toddler staff will be Monday – Thursday: 8:00 AM – 4:00 PM and every other Friday: 8:00 AM to 5:00 PM. All administrative staff work hours are Monday – Friday, 8:00AM – 5:00PM with a lunch period not to exceed one hour
2. In Service & Training:  All employees will participate in yearly orientation and any in-service/trainings/workshops during the program year. The 1st  Friday’s are designated for classroom prep with the 3rd  Friday’s being training days.
3. Staff/Parent/Center Meetings: All management staff will attend bi-weekly Manager Meetings on the 1st and 3rd Tuesday of each month at 9:00 am.  All administrative staff will attend monthly administrative meetings the 3rd Thursday of each month. All center staff is required to attend weekly staff meetings, center meetings and any other required training at their centers.
4. Reports: All Teachers must have their monthly reports to the administrative office by the 2nd working day of each month. Failure to submit these reports will result in disciplinary action.
5. Advocates: All employees will serve as Advocates for the Rosebud Sioux Tribe HS/EHS PROGRAM Program.  Employees will represent the program in a professional and ethical manner at all times, this includes after work hours.  All staff will respect and encourage participation in all HS/EHS PROGRAM activities.
6. HS/EHS PROGRAM Recruitment:  All employees are responsible for recruitment efforts.  Each center will be responsible for the recruitment efforts in the designated areas.
7. Work Assignments:  All employees are responsible for keeping their supervisors informed of any problems regarding daily duties. Any questions or concerns will be addressed to their immediate supervisor.  Failure to follow the chain of command will result in disciplinary actions.
8. Supervisors: All supervisors are responsible for assuring all duties, quality of work, policies and procedures, leave approval, disciplinary actions are completed as necessary.
9. Family Style Meals:  All center employees must participate in Family Style Meals, eating breakfast, lunch and snack and lunch with the children.  Children will be chosen as daily helpers in setting and clearing of tables. Conversation between staff and children will be centered on the foods served.
SECTION II

PERSONNEL POLICIES AND PROCEDURES

A. INTRODUCTIONS:

1. Statement of Purpose: The HS/EHS PROGRAM and Policy Council issue this statement of Personnel Policies and Procedures, which represents a general outline and guideline of the obligations of those governing bodies and employees to each other and the public.  Its purpose is to utilize the human resources of the agency in the achievement of its goals and objectives.  This statement of personnel policies that form the basis for the relationship between the employees and the governing bodies in no way is intended to represent a binding contract.  Nothing contained in the policies and procedures should be considered as altering the employee at will relationship that exists between HS/EHS PROGRAM and its employees.

2. Statement of Responsibility:  The HS/EHS PROGRAM Director will be responsible for the implementation of policy statements and for the development of all necessary detailed procedures consistent with their intent.  The HS/EHS PROGRAM Director, as deemed necessary, may delegate specific authority and responsibility to other staff to carry out these polices.  The HS/EHS PROGRAM Policy Council and RST Education Committee will be kept informed of any developed policy statements.
3. Statement of Coverage: These personnel policies and procedures establish the standard of conformance for all HS/EHS PROGRAM employees.

B.      EQUAL OPPORTUNITY NON-DISCRIMINATION/TRIBAL PREFERENCE:   
1. Policy:  It is the policy of HS/EHS PROGRAM to recruit and employ qualified individuals in accordance with accepted Federal Government equal employment policies.  HS/EHS PROGRAM shall take such affirmative action as necessary to ensure that applicants are employed and employees are treated equally during employment in accordance with applicable Federal and State Laws.  Head Start shall not discriminate against any employee or applicant for employment because of race, color, religion, sex, national origin, age, ethnic heritage, political affiliation, or handicap.  The program further shall not discriminate in providing services in accordance with federal and state regulations. Although qualified HS/EHS PROGRAM parents/former parents and then Rosebud Sioux Tribal members will receive first priority known as Tribal Preference.
2. Advertising: All advertising will contain the statement “Equal Opportunity Employer”.  No position advertisement, nor job descriptions or job analysis on which is based, may be written or used in any manner which may result in discrimination against the economically disadvantaged.  All advertisements, job descriptions and job analysis will contain notice of the equivalent experience (if applicable) which will qualify such individuals for the position in lieu of the formal qualifications.

3. Grievance: Any grievance regarding discrimination will be processed in accordance with the provisions of the HS/EHS PROGRAM Equal Employment Opportunity/Affirmative Action Plan.

C.   EMPLOYMENT RECRUITMENT/SELECTION:

1. Authority:  The HS/EHS PROGRAM Director is hired by the Rosebud Sioux Tribal Council. The Director is authorized to hire and terminate all other HS/EHS PROGRAM personnel with the approval of the Head Start Policy Council.

2. Opportunity:  It is the HS/EHS PROGRAM policy, where applicable, to recruit and employ qualified individuals from communities served by the Head Start Program in compliance with National Head Start Policy.  Notice of open positions shall be circulated in-house.  Advertising will be conducted by the RST Personnel Office. The HS/EHS PROGRAM Director may approve recruitment advertisements for release.  Parents of children presently enrolled in the HS/EHS PROGRAM program shall be given preferential consideration when applying for positions for which they qualify.  In all hiring, a comparison is made of the applicant’s qualifications with the requirements of the position.

3. Application for Employment:  All prospective employees will complete the HS/EHS PROGRAM Application for Employment Packet and its attachments and will certify the information given is correct.  False or dishonest information will be grounds for determining that the applicant is ineligible for employment or for dismissal after employment.

4. Verification:  The accuracy of all information given on the application for employment will be subject to verification, including a complete background check through Federal, Tribal, and State agencies including references.  All findings will be documented in writing in the applicant confidential personnel file.

5. Screening:  Screening of all applicants shall be on the basis of merit (qualifications compared to job description requirements).  Initial screening of all applicants for a vacant position will be performed by HS/EHS PROGRAM supervisory staff.  This screening will include a review of the applicant’s application for employment, other credential and documentation, and preliminary interviews.  
6. Screening re: HS/EHS PROGRAM Director:  Applicants for the HS/EHS PROGRAM Director position shall be screened on the basis of merit.  Initial screening of all applicants for the position will be performed by the Tribal Council.  This screening will include a review of the applicant’s application, other credentials and documentation.    The Tribal Council and RST Personnel Selection Committee will submit a list of not more than three (3) candidates recommended for employment to the Tribal Council. 
Prior to employment, all prospective employees must sign a declaration which lists:

a. All pending and prior criminal arrest and charges related to child sexual abuse and their disposition.

b. Convictions related to other forms of child abuse and/or neglect.

c. All convictions for violent felonies.

7. Selection:  All persons selected will receive a written notification of appointment. Such notification, in the form of an employment letter, shall include: job title, supervisor’s name, employment status, rate of pay, working hours, employee identification number, and work station.

a. Final selection of Director shall be made by the Tribal Council with the approval of the HS/EHS PROGRAM Policy Council;
b. Final selection of all other staff shall be made by the HS/EHS PROGRAM Director, subject to the approval of the HS/EHS PROGRAM Policy Council;
c. The Policy Council may refuse to hire or terminate HS/EHS PROGRAM staff, but only for good cause.  Disapproval of the hiring or terminating must be in written form, stated clearly, as to the reason for the disapproval.  This must be done within five (5) days of the disapproval.  Personal preference is not good cause.

8. Notification of Non-Selection: Applicants selected for interview (s) but not selected for employment shall be notified in writing by HS/EHS PROGRAM Human Resource Manager that the position has been filled.  All alternate applications will be kept on file and receive Policy Council approval.  All applications and/or resumes received by HS/EHS PROGRAM and which do not result in employment shall be maintained for active consideration for a period of six (6) months, at the end of six (6) months, all such applications and/or resumes shall be destroyed.
D. EMPLOYMENT REQUIREMENTS

1. Policy of Nepotism: Persons employed by HS/EHS PROGRAM shall not during their employment, be members of the Rosebud Sioux Tribal Council.  Members of the families of the HS/EHS PROGRAM Policy Council shall not be employed by the HS/EHS PROGRAM program while any of the relatives serve on the policy council.  Members of the family of HS/EHS PROGRAM employees may be employed in positions that do not involve direct supervisions of one family member by another.  HS/EHS PROGRAM defines “family” as: husband, wife, significant other, children, father, mother, brother, sister, stepfather, stepmother, stepchildren, step-siblings, grandfather, grandmother, grandchildren, father-in-law, mother-in-law, brother-in-law, sister-in-law, uncle, aunt, niece, or cousin.  
2. Health Certification: All HS/EHS PROGRAM employees who are required to hold Commercial Driver’s Licenses must complete a Medical Examination Report for COMMERCIAL DRIVER FITNESS DETERMINATION every two years. All other staff will complete a Certificate of Medical Examination every two years. A TB skin test is required yearly while Chest X-Ray is requird every three (3) years.  The cost, if any, of the health examination for new or current employees is at the employee’s expense.

3. Professional Development: All staff will follow the Career Development Policy and take classes that are related to their area.  All HS/EHS PROGRAM center employees are required to take one (1)  3 credit hour college class in the field of their area of employment each semester and pass with a “C” or better to remain employed. Registering for classes is the employee’s responsibility.  
Teachers/Teacher Aides/Bus Driver-Teacher Aides

As stated in the Head Start Act: “All Classroom Teachers must have a Bachelor’s Degree in the field of Early Childhood no later than September 30, 2013.” Unless waivers are in place for employees by our Federal Program monitor. All classroom staff must be enrolled in a Bachelor’s program in Early Childhood beginning with an Associate’s degree and continue to take classes until they possess their Bachelor’s Degree. Staff will enroll in one (1) class per semester.

New employees who begin employment and do not possess any type of educational credits, certification or degree will enroll in the CDA Credential course. Staff who begin after enrollment for CDA course will enroll in courses at SGU once initial probationary period is completed. 

Administrative Staff

In the cases of administration staff, he/she will enroll in one (1) class per semester in a course relevant to the area he/she works in. Employees will continue to take college courses until they obtain their Bachelor’s degree for their service area. 

Failed or Incomplete Classes

Any employee who fails to pass the one (1) class per semester will be required to re-take the class or another class the following semester.  HS/EHS PROGRAM will not pay for any employee’s class in which a grade of “D” or lower is received.  

Cooks

All employees that are hired on as cooks are required to attend and pass the ServSafe Food Certification training which will be scheduled twice a year or as needed by the Nutrition Manager. Cooks will need to attend the earliest training available after the first day of their initial date of employment.
PELL Grants, Scholarships, Other Tuition Assistance

Employees must apply for the following financial resources to assist with your college courses each semester such as: Federal PELL grants, scholarships or BIA funds to pay for tuition, fees and books. SLOEP will pay for one (1) course, tuition, fees and books per semester, if the employee does not qualify for any type of assistance and passes the class with a “C” or better.

Status Sheets

Status Sheets are provided to students by his/her advisor. Center staff must submit a Status Sheet to the Education Managers and keep updated. Administration staff must also submit and keep an updated Status Sheet on file with the Human Resource Manager. The purpose for Status Sheets is to track all courses each employee took during the school year, as they are working towards their degrees and to estimate date of graduation.  
Grades

Center staff will submit their grades within two (2) weeks of SGU’s semesters end. Employees will make two (2) copies of their grades; submit one copy to the Finance Manager and one copy to the Education Manager for tracking purposes. Administration staff will make two (2) copies and turn in one (1) copy to the Human Resource Manager and one (1) copy to the Finance Manager. If grades are not turned in by the deadline, the program will not pay for the cost of the class.

Salary increases will be granted upon completion of the following credential/degrees as each program budget allows:
Child Development Associate Credential Certification(CDA)
0.25 cents an hour

Commercial Driver’s License (CDL)
0.25 cents an hour
Classroom Assessment Scoring System (CLASS) Reliability Certifications
0.25 cents an hour
ChildPlus Certifications
0.25 cents an hour

ServeSafe Certifications
0.25 cents an hour

Certified Nurse Aide (CNA) for SD
0.25 cents an hour

One-Year Certificate (Sinte Gleska University)
0.25 cents an hour

Train the Trainer Certifications…………………………………………………………………………...0.25 cents an hour
Staff who possess a Bachelor’s Degree in their area are exempt from taking any further college classes.  Only if the employee chooses not to further their education beyond a four year Bachelors degree.
Summary

All employees will receive training as needed to meet program and employee needs in reference to the Head Start Performance Standards.
4. Orientation of New Personnel:  At the time of employment new employees shall take part in an official orientation covering personnel policies and procedures, grievance procedures, and staff development.  Specific information for new employees, including agency procedures and a review of the job description for the new employee’s position, shall be transmitted by the Manager of each service area.  New employees will receive a copy of the HS/EHS PROGRAM Personnel Policies and Procedures and a job description.  The personnel policies and procedures and job description shall subsequently be reviewed with staff annually during the pre-service training period prior to the beginning of the school year.  Employees hired after the beginning of each school year will be provided orientation before classroom entry at The HS/EHS PROGRAM Administration Office.
5. Personnel Records:  All HS/EHS PROGRAM employees are required to keep personnel records up to date at all times in order to comply with Internal Revenue Service regulations.  Employees are to notify the Finance Department whenever they:

a. Change in marital status

b. Change in address or telephone number

c. Change in number of dependents

d. Legal change in name
               A personnel record for each employee shall be maintained and shall be available on an as needed basis to appropriate agency officials who shall treat this information confidentially.  The employee, in the presence of his/her supervisor, shall have access to all of his/her personnel records except references restricted by the Administrative Assistant.  Inaccuracies shall be removed or corrected within 24 hours by the HS/EHS PROGRAM Director.  Inaccuracies in the HS/EHS PROGRAM Director’s file shall be corrected within 24 hours by Tribal President.

E. ISSUES INVOLVING EMPLOYMENT

1. Involvement of HS/EHS PROGRAM Parents:  HS/EHS PROGRAM is committed to support and effectively implement meaningful involvement of parents in the HS/EHS PROGRAM Program.  This is achieved through staff facilitation of:
a. The HS/EHS PROGRAM Policy Council exercises the power to approve or disapprove all funding requests and the hiring and dismissals of regular staff.

b. Participation of parents in the classroom and other aspects of program operations.
c. Hiring and training of parents to increase their control over their own environment through education, employment, community organization, and group decision making; and

d. Viewing parent’s involvement is an important function of all HS/EHS PROGRAM employees’ jobs.

2. Political Partisan Activity: The RST HS/EHS PROGRAM Program is committed to principles in non-participation in partisan politics.  No employee of HS/EHS PROGRAM shall participate in any partisan political activities on agency time, on agency premises, or through the use of agency resources, personnel, or equipment. Further, no employee shall directly or indirectly solicit or receive or be in any manner connected to soliciting or receiving any assessment or subscription of contribution for any political organization or political candidate on agency premises, during agency time.  Violation of this policy shall result in disciplinary action.

3. Conflict of Interest:  Any employee engaged in an activity that could be construed as a conflict of   interest is required to make full disclosure to the HS/EHS PROGRAM Director.  Any employee who participates in the operation of another agency or organization in any capacity (paid or unpaid) must make full disclosure of such participation to the HS/EHS PROGRAM Director.  Violation of this policy shall result in disciplinary action.

4. Gifts and Gratuities:  Officers, employees, or agents of HS/EHS PROGRAM shall not solicit or accept gratuities, favors of anything of monetary value for their own use or benefit from contractors, potential contractors of any other persons/agencies doing business with HS/EHS PROGRAM.  Gratuities may be accepted on behalf of the agency by employees, but such offers must first be fully disclosed to the HS/EHS PROGRAM Director and the appropriate supervisor for the appropriate dispersion.  Officers, employees or agents of HS/EHS PROGRAM do not have authorization to make personal purchases from vendors in order to take advantage of HS/EHS PROGRAM special rates.  The agency name shall not be used in conjunction with any personal purchases.  Violations of any of these rules shall result in disciplinary action.

5. Dress Code:  HS/EHS PROGRAM is a business organization, as such, each employee is expected to maintain appropriate standards of dress and personal hygiene.  Appropriate dress codes, do of course, vary and are dependent upon the employee’s particular job assignment and expected contact with the public.  In any case, clothing must be clean and in good repair.  Questions concerning appropriate dress should be discussed with employees’ immediate supervisor and/or Manager.
All HS/EHS PROGRAM staff will dress professionally.  Staff will be asked to change to appropriate attire if inappropriate clothing is worn. (E.g. low cut blouses, skirts or shorts that are over four (4) inches above the knee, faded or torn blue jeans that are not manufactured as such, sweats, inappropriate T-shirts)
All employees will practice good hygiene and appropriate standards of dress.  In any case clothing must be clean and in good repair.  Hygiene standards reflect no offensive body odor – clean hands, nails, and clean hair.
a. Hickeys:  HS/EHS PROGRAM is an educational organization that educates children six-weeks to five years old.  Because of this, it is important that we model professional behavior for our children.  Hickeys are not considered professional and they are inappropriate for the work place.  If an employee attends HS/EHS PROGRAM or a HS/EHS PROGRAM function with a hickey that is visible, the employee will be warned about the violation.  If the employee attends work for a second time with a hickey they will be suspended until the hickey is no longer visible.  While on suspension the employee will be on leave without pay status.




6. Outside Employment of Consultation for Enumeration:  Outside employment and/or consultation for enumeration is permitted provided the employee receives approval as stated below, that such activities will not interfere with the employee’s responsibility to perform his/her HS/EHS PROGRAM duties, and that such activity does not violate the HS/EHS PROGRAM conflict of interest policy. 
7. Confidentiality of Information:  Confidential information pertaining to HS/EHS PROGRAM children, families, and staff and program issues must remain confidential and shared only with staff and consultants on a need to know basis. Violations of this policy will not be tolerated and shall result in disciplinary action, up to and including termination.

8. Right to Inspect Property:  HS/EHS PROGRAM management reserves the right to inspect any property or items on Head Start premises.  This right includes, but is not limited to, the inspection of parcels, packages, briefcases, work stations, computers and desks.  Whenever HS/EHS PROGRAM management has reason to believe an individual has wrongful or unauthorized possession of HS/EHS PROGRAM property or another individual, the Head Start Administrative Staff may authorize the inspection of any Head Start property.  Wrongful and/or unauthorized possession or use of HS/EHS PROGRAM property or the property of another individual shall result in disciplinary action, up to and including termination.

9. Reporting of Violations and Detrimental Situations:  Each HS/EHS PROGRAM employee has a vested interest in assuring that the agency operates as efficiently and effectively as possible.  This means that each of us must perform our assigned duties to the best of our ability, complying with all established policies, procedures, and other guidelines.  It also means that each employee has a responsibility to report to HS/EHS PROGRAM management violations of these policies, procedures and guidelines and/or other situations that are detrimental to the well being and good order of the agency; the identities of employees who do report such incidents will remain confidential to the greatest extent possible.  Timely reporting of violations and detrimental incidents will enable supervisors and other members of the Head Start management team to take necessary actions to address these situations.  This will go a long way in assisting to conserve our most valuable resources; people, time and money; this will assure that HS/EHS PROGRAM delivers quality service to children, families and the community.

10. Debarment and Suspension:  In accordance with Federal regulations, HS/EHS PROGRAM must certify annually that, to the best of its knowledge and belief, the agency and its employees:

1. Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions by any Federal Department or agency;

2.
Have not within a one (1) year period been convicted of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property.

3.
Are not presently indicted or otherwise criminally or civilly charged by a government entity (Federal, State, or local) with commission of any of the offenses enumerated in paragraph (b) above; and

4. 
Have not within a three (3) year period has one or more public transactions (Federal, State, or local) terminated for cause of default.

5.      See CFR Vol. #39 Feb. 29, 1301.31 to include:

a.   Head Start personnel policies on recruitment and selection of staff must require a declaration from all prospective employees listing: 

i. All pending and prior criminal arrests and charges related to child abuse, neglect and/or child sexual abuse and their disposition, and:

ii. All felony convictions and current criminal charges.

iii. The declaration may exclude:

· Any offense, other than an offense related to child abuse and/or child sexual abuse, or a violent felony committed before the prospective employees 18th birthday which was finally adjudicated in a juvenile court or under a youth offender law.

· Any conviction the record of which has been expunged under the Federal and State Law; and

· Any conviction set aside under the Federal Youth and Corrections Act or similar state authority.

11. Lobbying Activities:  Each year, as condition of its grant award from the Federal government, Head Start must certify that, to the best of its knowledge and belief, no Federal funds have been paid or will be paid to any person for influencing, or attempting to influence, an officer or employee of any agency, a Member of Congress, and officer or employee of congress, or an employee of a Member of Congress in connection with the awarding of any federal contract, the making of any federal grant, the making of any federal loan, the entering into of any cooperation agreement, and the extension, continuation, renewal, amendment, or modification of any Federal contract, grant, loan or cooperative agreement.

It is critical that any information pertaining to violations of the provisions stated above be made avoidable to Head Start management in a timely manner.  Should it be determined the violation (s) are/were, in fact, present and/or that Head Start knowingly submitted a false certification, Head Start may lose its Federal and State grants and be suspended or debarred from receiving such grants in the future.
12.      Child Abuse/Neglect by an Employee:  Any alleged reports of Child Abuse/Neglect against an employee in the classroom will  be reported to Law Enforcement immediately. The Office of Head Start will also be notified at once of any such allegations brought against an employee and will be kept up-to-date if there is a conviction.
F. TYPES OF EMPLOYMENT:

1. Classification of Positions: All positions in HS/EHS PROGRAM are classified according to the regularity of the work schedule and number of hours worked per week.  Position descriptions are updated periodically, but not less than every two years.
a. Full-time positions are those which require 30 or more hours of work per week.  Employees in full-time positions, except those classified as temporary, are entitled to receive all HS/EHS PROGRAM benefits. 
Part-time positions are those which operate on an as needed basis and require less than 30 hours per week.  Employees in part-time positions receive limited benefits.

2. Classifications of Employees:  All employees will be employed in one of the following classifications:

a. Permanent:  A regular employee is one who has been hired by the Policy Council for the duration of the school year, as either nine (9) month or twelve (12) month employees.

b. Temporary:  Temporary employees are hired to do a particular job for a specified period of time. Temporary employment with HS/EHS PROGRAM shall be terminated when the work ends. If it is determined by the employee’s supervisor that his/her work is unsatisfactory, the employee maybe dismissed prior to the end of the temporary employment time period.
     G.        CONDITIONS OF EMPLOYMENT:
1. Initial Employment:  These conditions must be met for all new employees:

a. Personal interview (s) shall be conducted;
b. Reference check will be conducted;

c. A negative Child Abuse/Neglect Screening through the State of South Dakota; 
d. A current health examination to include a TB screening;
e. Completion of required employment forms;

f. Initiation of background investigation through the Attorney General’s office once employment begins;
2. Continued Employment:

a. New Employee Probation:  All newly hired/regular full-time and part-time employees must serve a new employee probationary period of 90 days unless dismissed prior to that time for any reason by any unwarranted work or personal behavior, or the HS/EHS PROGRAM Director. This new employee probationary period may be extended for a period of time not to exceed 30 days upon approval by the HS/EHS PROGRAM Director.  During probation, the employee’s work performance is carefully evaluated by the appropriate supervisor.  An evaluation will be completed pertaining to the employee’s performance during this period.  If the employee’s performance is satisfactory, a recommendation will be made for continued employment; if the employee performance is unsatisfactory a recommendation for termination will be made.  Employees serving in the new employee probationary status are not entitled to the grievance procedure, to paid annual leave or personal leave days.

b. Other Employee Probations:    An employee who is promoted, demoted or transferred to another position will be required to serve a probationary period of sixty (60) days in that new position.  If the employee is promoted, demoted, or transferred to another position while still serving the new employee probationary period, the employee’s probationary period is at the end of the employee’s initial 90 days of employment. If transfer is more than sixty (60) days in then the new ending date will be sixty (60) days from transfer. The employee is then eligible for benefits that accompany completion of new employee probation.  For employees who are then promoted, demoted, or transferred to another position, the “new probationary period” does not affect previously earned eligibility for agency benefits.  During this probationary period, the employee’s work performance will be carefully evaluated, at least twice in writing, by the appropriate supervisor and a recommendation regarding continued employment will be made.

c. Performance Improvement Plan: The purpose of this Performance Improvement Plan (PIP) is to define serious areas of concern, gaps in your work performance, reiterating SLOECP Mission/Vision Statement and allow you the opportunity to demonstrate improvement and commitment.  During this time (30, 60 or 90 days) you will be expected to make regular progress on the plan outlined above. Documentation will be provided by the employee on a PIP to demonstrate improvement.  Failure to meet or exceed these expectations, or any display of gross misconduct will result in further disciplinary action, up to and including termination.  In addition, if there is no significant improvement to indicate that the expectations and goals will be met within the timeline indicated in this PIP, your employment will be suspended and/or terminated prior to the end of this PIP.  Furthermore, failure to maintain performance expectations after the completion of the PIP may result in additional disciplinary action termination.

d. Five Year Renewal of Backgrounds and Child Abuse/Neglect Screen: Any findings of Child Abuse and/or Neglect, or any other criminal charges will result in termination of employment and will deem employee ineligible for employment in the future.
All changes and comments will become an official part of the employee’s personnel record.

3. Absenteeism/Tardiness:  All employees are expected to report to their assigned work sites at the assigned time each day and to remain at work until the assigned time for departure.  Each employee will utilze the electronic time clock when arriving.  Any exceptions to this rule shall require prior contact with the employee’s immediate supervisor.  It is the employee’s responsibility to notify his/her immediate supervisor if the employee is going to be absent, late or is going to leave early.  This notice shall be given at least one (1) hour prior to the scheduled time for work to begin or ending by the employee and not any other person. Notification(s) shall be by phone call or text. In the event that the employee’s immediate supervisor is not available, the employee shall contact the next higher supervisor until the closest available supervisor has been notified of the pending absence, tardiness, or early departure.  It is the supervisor’s responsibility to assure that any other employee whose work shall be directly affected by employee’s absence is also notified. 
Excessive absenteeism, tardiness, and/or early departure shall result in disciplinary action.  Three (3) tardies in one pay period will be deemed excessive and shall result in disciplinary action by the immdediate supervisor. In all cases, an employee’s attendance shall be reflected in the employee’s performance evaluation.
4. Drug-Free Workplace:  In accordance with the Drug-Free Workplace Act of 1988, Head Start, Inc. is required to certify work locations.  To protect the health and well being of the agency and its employees, children, parents and volunteers, the unlawful manufacturing, distribution, dispensing, possession, or use of controlled substances is prohibited in all HS/EHS PROGRAM work sites.  Every effort will be made to protect the rights of individuals to work in a drug-free environment and with persons free from the effects of drugs by increasing each employee’s awareness of abuse and their consequences and taking positive corrective action for those who violate these policies.

Each employee shall, as a condition of employment:

a. Abide by the provisions of the Drug-Free Workplace Act.

b. Notify HS/EHS PROGRAM Director of any criminal drug statute conviction for a controlled substance violation that occurred in HS/EHS PROGRAM work site no later than five (5) days following such conviction.

c. Follow Tribal Drug Policy*
*Head Start is required to notify its Regional Office of such conviction within ten (10) days.  HS/EHS PROGRAM will provide a drug-free awareness program to inform staff concerning the drug-free workplace, the penalties for violation, and the availability for counseling.  Whenever the HS/EHS PROGRAM Director has reason to believe that an employee’s work performance or behavior may have been affected in any way by drugs and/or alcohol, or   that the employee has sold, purchased, used, or possessed alcohol, drugs, or drug paraphernalia on Head Start premises, or that an employee has otherwise violated this policy, the HS/EHS PROGRAM Director may authorize the inspection of the employee’s desk of other Head Start property under the control of the employee.  Further, the employee may be requested to allow inspection of personal property.  Failure by HS/EHS PROGRAM to abide by the provisions of the Drug-Free Workplace Act may result in the loss of Federal Grants.  Failure by an employee to comply with any condition set forth shall be grounds for disciplinary action, up to and including termination.

5. Sexual Harassment: This type of harassment includes but is not limited to deliberate unsolicited verbal comments, gestures or physical contact of a sexual nature which is unwelcome.  Sexual Harassment is unacceptable and is expressly prohibited. In addition, supervisors and managers are prohibited from taking or promising to take personnel actions in exchange for sexual favors or failing to take action because an employee or applicant for employment refused to engage in sexual contact.  If an employee has been sexually harassed, the following steps should be taken:
a. Employee should immediately contact the HS/EHS PROGRAM Director about the harassment and document any witnesses for verification of harassment;
b. After employee has documented the incident in written form it is to be submitted to HS/EHS PROGRAM Director.
c. The Head Start Director/EHS will address the complaint within ten (10) working days.
6. Smoke-Free Workplace Policy: Smoking will not be tolerated at any time in any RST EHS/HS buildings or vehicles. Smoking will not be allowed within 50 ft. from all buildings. Employees who smoke will need to use their 15 minute morning and afternoon break periods. Violations of this policy may warrant disciplinary action by their immediate supervisor. The RST provides a smoke-free work environment to its employees. 
     H.       FRINGE BENEFITS
1. All Employees Benefit: The following benefits are available to all HS/EHS PROGRAM Employees:

a. Social Security:  The agency shall withhold the current percentage of income established by the Federal Government for the Social Security tax from every employee’s salary.  HS/EHS PROGRAM shall, as required by law, provide a matching amount to be deposited to each employee’s Social Security account.
b. Unemployment Compensation:  All employees are covered by the SD state law; eligibility is determined by the Bureau of Employment services.
c. Worker Compensation:  All employees are covered by state law for accidents or injuries received while on duty.  Such occurrences must be reported in writing within twenty-four (24) hours of the accident/occurrences to the Finance Manager. Failure to comply with this policy may result in denial of the claim for compensation.
d. Mileage:  Employees are compensated for use of their private automobiles while on approved Head Start business at the approved Tribal mileage rate per mile provided they have a valid S.D. driver’s license and are covered by automobile liability insurance.  Eligibility is determined by the job assignment and the employee’s supervisor.  Mileage is not paid for travel between home and work station.  Mileage forms must have the supervisor’s approval and be submitted to the Finance Manager as needed.
e. Travel Out of the Service Area: Overnight trips when an employee travels out of the service area on approved agency business and is required to stay overnight, the employer shall pay for lodging, travel, and a daily allowance for meals and incidentals on a per diem basis of per six (6) hour quarter; this is dependent upon the designation of the travel destination as a “low cost area” or “high cost area” as determined by Federal guideline.
f. One Day Trips:  When an employee travels out of the approved service areas on agency business and returns the same day, the agency shall provide transportation or reimburse employee at the established travel rate.  When travel lasts 6 to 10 hours payment for one meal at the per diem rate for one (1), six (6) hour quarter shall be based on the number of quarters the employee will be away.  No payment shall be made for meals included in registration fees.

      I.    REGULAR FULL-TIME EMPLOYEE BENEFITS

1. Earned Leaves of Absences:  Scheduling of all earned leaves of absence of work is subject to prior electronic approval of the supervisor, except in unforeseen situations.  All leave requests are to be made via Workforce Go and need to submitted five (5) days prior to absences with the exception of emergencies and medical instances. Leave taken when no appropriate paid leave is available shall be charged as leave without pay.  Failure to comply with this procedure shall result in disciplinary action against the employee.

2. Annual Leave: Twelve (12) month employees with less than three (3) years of service will accumulate four (4) hours of per pay period.  Employees employed more than three (3) years but less than ten (10) years will accumulate six (6) hours per pay period.  Employees employed more than ten (10) years will accumulate eight (8) hours per pay period.

        The maximum carry over in the next fiscal year (Sept. 30) shall be one hundred and sixty (160) hours of annual leave for the twelve (12) month employees.  An employee who terminated his/her employment during any fractional part of the pay period will not accumulate any leave for that pay period.

        There shall be no advance of annual leave to any employee in the tribal service under these policies and procedures.

        No type of leave will be accumulated if Leave without Pay (LWOP) is taken in any pay period.

        Infant/Todder and Preschool center staff are not eligible to earn annual leave.

3. Sick Leave: Periods of illnesses exceeding three (3) consecutive days require a physician’s statement or leave without pay will be taken.
Administration Staff

All twelve (12) month permanent employees will accrue four (4) hours of sick leave per pay period.  If Leave without Pay is taken in any pay period no type of leave will be accumulated. 
Preschool Center Staff (Full-Day, Full-Year)
These employees will receive seven and a half  (7.5) days of sick leave which is equal to (60 hours) per school year.  Any remaining balances of sick leave at the end of the year will be carried over to the next school year.  

Infant/Toddler Center Staff 
These employees will receive ten (10) days of sick leave which is equal to (80 hours) per school year.  Any remaining balances of sick leave at the end of the year will be carried over to the next school year.



4. Personal Leave: Infant/Toddler and Preschool center staff will receive ten (10) days which is equal to eighty (80 hours) of personal leave.  This leave can be used for personal reasons such as: when sick leave is not appropriate or exhausted. Center Staff employees will need to exhaust this leave before the school year has ended as it will not be carried over.  
Forty (40) hours of Personal leave will be given to Infant/Toddler administration employees which they will need to exhaust before the fiscal year (August 31) ends as it will not be carried over.  Preschool administration employees will need to exhaust this leave before the fiscal year (March 30) ends as it will not be carried over. Personal Leave balance will be resored to forty (40) hours at the beginning of each respective fiscal year.
5.    Cultural/Spiritual Leave:  All employees will receive four (4) days which is equal to thirty-two (32 hours) of cultural/spiritual leave.  This leave can be used for traditional ceremonies and/or other religious purposes. It cannot be substituted for any other type of leave that has been exhausted. Center Staff employees will need to exhaust this leave before the school year has ended as it will not be carried over. Administrative employees will need to exhaust this leave before each fiscal years (March 31 for HS and August 31 for EHS) end as it will not be carried over.  

A Special Leave Request Form will be completed by employee, then forwarded to immediate supervisor. A detailed explanation of Reason for Leave must be documented on the leave request form or it will be returned to employee. Once the immediate supervisor approves of leave, he/she will forward to HS/EHS PROGRAM Human Resource Manager who will input into Workforce Go and file the original form. 
6. Maternity/Paternity/Adoption Leave:  An employee who becomes pregnant may continue to work until such time as she can no longer satisfactorily perform her duties or her physical condition is such that her continued employment may be injurious to her health.

An employee will be required to present a medical certification from her physician.  Authorized maternity leave shall be granted not to exceed five (5) working days before or after the expected birth but will include the day of childbirth. 
In the case of a cesarean birth; it shall be ten (10) working days with documentation which includes the day of childbirth.  Authorized excess maternity leave for an additional four (4) weeks shall use comp time, sick leave, annual leave and leave without pay in that order.  Authorized paternity leave shall be granted not to exceed three (3) working days before or after the expected birth.

Authorized leave shall be granted to both adopting parents not to exceed three (3) working days after the child had been approved and received into the adopting parents’ home.  Authorized leave shall be granted to both adopting parents not to exceed three (3) working days before or after the expected birth.

7. Jury Duty:  Employees shall be granted administrative leave to perform jury duty when proper documentation is provided to the supervisor; under the stipulation the employee does not receive payment from the Tribal Court.

       In State or Federal Court the employee may take LWOP, annual, personal or reimbursement by the State or Federal Court.

8. Funeral Leave:  Leaves of absences with pay or up to three (3) days, shall be granted because of death in the family of an employee.  Family of an employee shall include:
a. Grandmother, grandfather, grandchildren, father-in-law, mother-in-law, brother-in-law, sister-in-law, uncle, aunt, nephew, niece, or cousin.  
In the case of the death of an employee’s immediate family member, a leave of absence with pay   for ten (10) days shall be granted. Family will include:

b. Spouse, significant other, mother, father, brother, sister, child/children, 

Any leave taken for funeral purposes in excess of what is allowed shall be charged to personal leave, annual, sick or leave without pay.
Funeral leave is available to every employee regardless of employment status.

9. Military Leave:  Two (2) weeks leave without pay shall be granted to those who are required to attend the annual training period of the National Guard or Reserves. Should the employee’s total pay from the military, including all pay and allowances, be less than the equivalent pay from the agency, the employee shall be reimbursed for the difference.

10. Subpoena:  When an employee is subpoenaed into court to appear as a witness, proper documentation must be submitted immediately to the HS/EHS PROGRAM Director before consideration shall be given to payment for that time off.  Pending the provisions of the appropriate documentation, the employee shall be reimbursed for his/her time away for the job.  Less any reimbursement paid to the employee by the court except that; no employee shall receive payment for any court appearance that, in the judgment of the HS/EHS PROGRAM Director, would be considered the employee’s personal business.

11. Snow Days:  At the HS/EHS PROGRAM Director discretion, a “Snow Day” may be called when weather conditions are thought to be hazardous and unsafe for travel.  As a general rule, a snow day will be called if the school system where a particular HS/EHS PROGRAM center is located closes due to weather conditions.  For example; if local schools are closed, a snow day will be in effect for the center, and staff should not report to work.  If and employee has previously scheduled an earned leave of absence (i.e., sick leave, personal leave, LWOP, etc.) for the day declared a snow day, the leave will not be charged to the employees leave status, and the snow day will be made up at the end of the school year.  When the weather is bad and a snow day has not been called employees are expected to report to their duty location; should an employee choose not to report to work in such cases, the absence shall be charged to the pay.  An employee who lives in a location other than the location of his/her work site is guided by the same policy; the snow applies to the site if it is too hazardous due to weather, the employee should contact his/her immediate supervisor to determine if the employee should proceed to work site or to another HS/EHS PROGRAM work site.  Snow days will be announced on local radio or television stations.  If an employee has any doubt or questions concerning his/her schedule or work site, he/she should contact his/her supervisor for clarification and verification.

12. Holidays:  Labor Day, Veterans Day, Thanksgiving Day and (day after), Christmas Day, Martin Luther King’s Birthday, President’s Day, Spirit Camp Day, Memorial Day,  Indian Day (June 25th) and Independence Day. These Holidays will be paid leave for all employees regardless of permanent or temporary  status.
13. Educational Leave: It is the intent of HS/EHS PROGRAM to encourage the ongoing education of employees.  The HS/EHS PROGRAM Director has the discretion to grant limited release time to employees wishing to attend class during working hours.  All staff will follow the six (6) hour limit of Educational Leave per week with the total per pay period being twelve (12) hours.
14. Wellness Leave:  Mental health includes our emotional, psychological, and social well-being. It affects how we think, feel and act as we cope with life. It also helps determine how we handle stress, relate to others, and make choices. Mental health is important at every stage of life, from childhood and adolescence through adulthood. To ensure employees are at their peak performance, encouragement of wellness in the workplace is an essential. This type of leave is granted to employees at the discretion of the HS/EHS Director as needed.
15. Leave without Pay:  Leaves of absence without pay are considered and granted at the discretion of the RST Head/EHS Director when employees request such leave due to unusual circumstances.  Leave without pay status shall not be considered as long as other forms of paid leave are available.  When an employee is in a leave without pay status, he/she will not accrue paid leave credits.  All requests for leave without pay must be submitted in writing, using the appropriate RST HS/EHS PROGRAM form, to the HS/EHS PROGRAM Director, who may approve or deny the request.  The request must be submitted at least five (5) working days prior to the day that the leave without pay status is to begin.  The request shall include the reason for the leave and the period of time requested.  The HS/EHS PROGRAM Director shall approve or deny the request based on but not limited to, the following reasons:

a. Reason for the request.

b. Need for the employee on the job.

c. Length of requested leave time.

J.     AGENCY TIME POLICIES

1. Program Year:  The fiscal program year operated by the Head Start is April 1st through March 31st.  The fiscal program year for Early Head Start is  September 1st through August 31st. The school year for Head Start classroom staff begins in September and ends in May.  The school year for Early Head Start classroom staff begins in September and ends in August. Most employees work fewer than fifty-two (52) weeks per year because the program schedule is geared to the educational needs of pre-school children.  Employees shall be informed at the beginning of each program year or at the time of hiring for new employees, the weeks of work are scheduled and work hours of positions.  Business is conducted Monday thru Friday from 8:00 a.m. to 5:00 p.m. for regular employees, with some exceptions based on program needs.

2. Arrival/Departure (Clock In/Out):  Employees are required to document their arrival and departure times daily by the required use of electronic fingerprint time clocks.  Each employee will clock in/out at their designated work site (s).
3. Lunch Hour: A one (1) hour unpaid lunch period will be granted.  This lunch period shall begin no earlier than 11:00 a.m. and shall be completed no later than 2:00 p.m.  Exceptions to the one (1) hour lunch period may be scheduled by the RST HS/EHS PROGRAM Director depending on special circumstances. Any employee who abuses the noon hour lunch break twice in one pay period will be required to clock in and out for their lunch break until further notice. Tardiness coming back from lunch will be treated like being late in the morning. Exception to this is center staff as they are required to eat with children Monday through Thursday. 
4. Breaks: All employees may take two (2) fifteen-minute paid breaks each day—one in the morning and one in the afternoon. These breaks can also be used as smoke breaks for those employees that smoke.
5. Fair Labor Standards Act (FLSA): Employees of the RST HS/EHS PROGRAM are covered under the provisions of the Fair Labor Standards Act of 1938 as amended.  The executive and administrative positions of Head Start Administrator and other positions are exempt from the provisions of the FLSA; all other positions are not exempt from these provisions.  Employees are paid on a wage basis; they are paid to do their particular jobs regardless of the hours worked.  As such, the salaries of exempt employees may not be adjusted for variation in the number of hours actually worked, except as allowed by FLSA (e.g., jury duty, military duty, unavailability or work in full-day increments).  Non-exempt employees are paid on an hourly basis for the number of hours actually worked; additions to and deductions from the compensation received by non-exempt employees are permitted in consideration of the actual hours worked and approved absences from work.

6. Compensatory Time: Payment for the time worked in excess of the normal work week, forty (40) hours, is not provided for by the RST HS/EHS PROGRAM. Compensatory time off with pay will be allowed on an hour for an hour and a half basis providing that the employee has obtained authorization from his/her immediate supervisor to work overtime and must be used within thirty (30) days, if not used in such time, it shall be forfeited.  The HS/EHS PROGRAM Director are expected to work in excess of a forty (40) hour week without additional compensation to complete normal duties or to attend meetings or conferences.

7. Administrative Leave:  All  employees, regardless of employment status, may be granted administrative leave for portions of the work day at the discretion of the RST Tribal President. 
K.    SALARY ADMINISTRATION

1. Basic Salary Range and Level:  Level or grades of pay are determined by the employee’s positions plus educational level (job title). Salary ranges are related to the scope and responsibilities of each position and reflect the beginning and advanced step treatment available within the level grade.  Differences in pay steps within the position range are determined by individual qualifications, performance and to some extent, seniority.  Each employee’s rate of pay is contingent on program budget consideration, timely receipt of funds from funding sources and employee performance evaluation.
Salary Schedule:

All employees newly hired or current staff who have or will acquire the following degrees, their hourly rate will be as follows:

Entry level with no education or experience……………………………………………………………....13.00

Associates degree……………………………………………………………………………………………….17.00

Bachelor’s degree……………………………………………………………………………………………….20.00

Masters degree…………………………………………………………………………………………………..25.00

Doctorate………………………………………………………………………………………………………… 32.00

If an employee obtains a degree and their salary currently exceeds the salary schedule, the following hourly rate will increase will to:

Associate degree……………………………………………………………………………………………………75

Bachelors degree…………………………………………………………………………………………………1.25

Masters………………………………………………………………………………………………………………1.50

Doctorate…………………………………………………………………………………………………………...2.00

2.      Merit Increases:  Pay increases to individual employees may be granted at any time based on the employee’s performance, qualifications, and the availability of funds.

3.      Cost of Living Increases:  The salary may be adjusted to reflect the increase cost of living and a salary increase awarded to employees depending on the availability of funds.  Cost of living increases shall be granted to all permanent (full-time/part-time) employees who are off probation at the time the cost of living increase is awarded.

4.       Incentive Compensation:  Incentive compensation for employees, in for form of one-time salary adjustments or other awards, may be granted during the course of the school year.  Such incentive compensation will be based on the availability of funding resulting from decreases in the total cost of operations; such compensation is at the discretion of the HS/EHS PROGRAM Director and will be based on specifically developed criteria.

5.       Time Sheets:  Time Sheets for all employees will now be completed electronically to coincide with the new software and timeclock system known as Workforce Go. Completion of time sheets will follow the chain of command.
6.      Pay Procedures – Paydays will occur every two (2) weeks on Wednesday.  Center staff will be allowed to pick up their paychecks after the afternoon bus run. 
L.    PERSONNEL ACTIONS:

1. Promotion:  It is the policy of the RST HS/EHS PROGRAM to encourage promotion of qualified employees to higher positions within the RST Head Start where practical. Notice of all vacancies or new positions shall be posted at all RST HS/EHS PROGRAM work sites for three (3) working days.  An employee applying within the three (3) day house posting period shall be considered over outside employees.  When a position may with be filled with a qualified employee (s) with the RST HS/EHS PROGRAM outside recruiting is not required; however, appointments to Management positions must be open in all cases to persons outside the organization.

Promotions are based primarily on performance evaluation scores and work history in the agency.  Also considered are possession of requisite skills and qualification for the available opening.

         Salary enhancements accompany promotion.  If the current salary of the promoted employee is greater than the entry level salary of the higher position, the promoted employee shall receive a minimum of a one step increase (at the promoted level) over his/her salary.  Promoted employees must serve a ninety (90) day probationary period.

2. Demotion:  When an employee fails to meet the performance requirements of a position, it is possible for that employee to be demoted and serve a probationary period.  A lesser position vacancy must exist to make a demotion practical; a demotion may carry with it a corresponding decrease in salary.

3.       Transfer:  Any employee may be transferred from one classification, or work site to another at the discretion of the RST Head/EHS Start Director based on staff requirements of the RST HS/EHS PROGRAM.  Employees who have been transferred to a different position and remain in this position for more than 10 (ten) consecutive working days shall then be paid at the entry level for the position he/she is filling.  If the employee’s current salary exceeds the entry level for the position he/she is filling, the employee shall receive a one step increase.  The individual needs and desires of employees shall be taken notice of and transfers will be given when practical.

4. Vacancies:  Demotion of promotion into existing vacancies is preferable to lay off when the program demands require a reduction in staff.  In the instance of lay off the employee is responsible to apply for existing appropriate vacancies.
5. Code of Conduct: The following violations of employee codes of conduct will be considered as major and serious violations of HS/EHS PROGRAM policy. This list in not all-inclusive:
a. Inability to perform duties satisfactorily;
b. Insubordination, misconduct or gross neglect of duty or refusal to comply with lawful instructions, supervisor directives;

c. Breach of chain of command by an employee;
d. Disregard for safety rules or common safety policies;
e. Conveying or distributing false, malicious, or indecent statements detrimental to any RST Head/EHS Start Program or to a fellow employee of RST HS/EHS PROGRAM or of anyone in general;
f. Defacing RST Head Start property or posting unauthorized printed material on any of RST Head Start premises;
g. Providing RST HS/EHS PROGRAM equipment, property, funds in his/her official possession, authority, or influence with the agency so as to affect the result of an election or nomination of a candidate for public office;
h. Harassment, intimidation, using offensive language or, generally being discourteous to another employee, tribal official or the general public;
i. Engaging in horseplay, practical joking, malicious mischief or other conduct interfering with the rights of, endangering the safety of other employees or tending to disrupt orderly operation;
j. Excessive unscheduled absenteeism or tardiness; failure to abide by time clock procedures, failure to honor normal work-hour requirements. Failure to report to work, after an approved absence, with required documentation;
k. Use of or being under the influence of intoxicants on RST HS/EHS PROGRAM premises while in the performance of RST HS/EHS PROGRAM duties
l. Providing false information to gain employment;
m. Possession, sale, or attempted sale or use of being under the influence of a non-prescription drug on the RST HS/EHS PROGRAM premises or while engaged in RST HS/EHS PROGRAM business. RST HS/EHS PROGRAM may require testing suspected drug/alcohol use;
n. Unauthorized possession of fire arms or other weapons on RST HS/EHS PROGRAM premises;
o. No employee shall engage in fighting, immoral or time nor shall the employee, RST HS/EHS PROGRAM, Tribal Council member, or service recipient;
p. Falsifying any RST HS/EHS PROGRAM records or documents, including time or mileage sheets;
q. Attempted or accomplished theft of RST HS/EHS PROGRAM property or property of fellow employees or property of any HS/EHS PROGRAM Service recipient, Tribal Council member, supplier, or contractor doing business with RST HS/EHS PROGRAM;
r. Dress considered inappropriate or unprofessional;
s. Suspected child abuse/neglect;
t. Conviction for any charges of child abuse/neglect, child sexual abuse, and/or any other issues considered a crime;
u. Violation of RST HS/EHS PROGRAM confidentiality policies;
v. Loss of inventory for which employees has been assigned responsibility;
w. Threatening use of political power of any Tribal Council Representatives, Tribal President, any Policy Council or Parent Committee—this shall be grounds for immediate termination; 

x. Abandonment of position—Absence from work for a period of three (3) consecutively scheduled work days without proper notification and satisfactory excuse given to employee’s immediate supervisor will be deemed an abandonment of position and therefore and immediate termination;
y. Posting on social media sites during work hours;
z. Use of cell phones on buses, in classrooms, or during any scheduled meeting;
aa. Children left unattended in classrooms, buses, or on field trips—this shall be cause for immediate termination;
6. Special Instructions for Transportation Staff:  The actions listed below shall be cause for disciplinary procedure including termination of employment except in justifiable circumstances.

a. Disregard for safety rules on common safety practices;
b. Driving RST HS/EHS PROGRAM vehicles without appropriate certified South Dakota driving license;
c. Being at fault for agency vehicular accidents.  In such instances, the driver may further be   liable for such instances, the deductible portion, or all, of the cost to repair the agency vehicle;
d. Violating other Federal, State, and local driving regulations;
e. Failure to employ all reasonable care to ensure the safety of passenger;.

f. Falsification of any reports;
g. Failure to pick up or return passengers to their destination;
h. Driving under the influence of alcohol or drugs;
i. Rude of disrespectful behavior toward passengers or parents;
j. Smoking, eating, or drinking while in the RST Head Start vehicle;
k. Failure to report accidents as soon as they occur;
l. Leaving passengers in a RST Head Start vehicle at any time;
m. Failure to secure vehicle at the end of the work day;
n. Accumulation of traffic points;
o. Revocation or suspension of commercial driver’s license (CDL);
p. Unauthorized use of program vehicle;
q. Failure to complete either pre-trip or post-trip bus inspection;.
r. Failure to leave bus keys in designated storage place at center; and
  All other conduct on the job not in keeping with acceptable standards of behavior generally associated with employment. Incompetency and inefficiency in their performance or job duties or not maintaining a satisfactory rating on performance evaluations. Carelessness or negligence with monies or properties of the EHS/HS Program or intentional destruction of program property. 
7. Non-Transportation Staff Responsibilities in Providing Transportation:  The actions listed below shall be cause for disciplinary procedures including termination of employment except in cases of    justifiable circumstances.

       Same as (a) through (k) in Section 7 above and; (1) leaving passengers in a HS/EHS PROGRAM vehicle at the end of a trip. (m) Failure to secure vehicle at the end of ones usage of a vehicle.  (n) Failure to comply with HS/EHS PROGRAM policies concerning vehicle cleanliness and maintenance.
8. Disciplinary Action:     Discipline is the correction of inappropriate actions and the setting of limits to ensure consistent treatment of staff.  Disciplinary actions must be based on several factors including:
a. Severity of the action/incident.

b. Employee work history.

c. Specific facts of each case.

Methods of Disciplinary Action – Progressive discipline shall normally involve one or more or the      following steps in line with the facts of each violation:
a. Warning. This includes verbal which will be put in writing for documentation;
b. Reprimand. This step is after employee fails to heed previous Warning for one specific infraction;
c. Suspension. This step comes after employee fails to heed Reprimand for one specific infraction. A suspension recommendation will be for one separate infraction. Must be recommended to the HS/EHS PROGRAM Directo for approval;
d. 2nd suspension withing two (2) years will be an automatic termination. A 2nd suspension could be the result of a different infraction not related to the 1st suspension. See (vi.);
e. Demotion (where feasible). Must be recommended to and approved by the HS/EHS PROGRAM Director.
f. Termination of Employment. This would be feasible when employee has failed to heed previous suspension for one specific infraction or has received a 2nd suspension regarding another infraction. With the exception of an automatic termination, this must be recommended to and approved of by the HS/EHS PROGRAM Director who will then forward the recommendation to the Policy Council to either approve or disapprove.

9. Grievance Procedures:   Definition – A grievance is a written complaint by an employee as to a specific application of Personnel Policies and Procedures by supervisory staff of Head Start/EHS  through the process described here the individual seeks to have the disagreement resolved utilizing a process.  Grievance may be resolved at any step of the process outlined below.  It is, however, the responsibility of the aggrieved employee to pursue the matter through the described steps with adherence to the time limits established in order to unsure consideration of said grievance shall be dismissed.  It is also the responsibility of the supervisors to whom such grievances have been submitted to adhere to the time limits established.  All decisions of RSTHS/EHS Grievance Committee are final and binding on all.
The following grievance procedures are available only to those employees who have successfully completed the initial 90-Day probationary period required of all new employees.

     Steps to the Grievance Procedures:
	Submission of Written Grievance
	To Whom
	Written Response Time to Grievant
	Resolved?

	1) Five (5) working days from dispute.
	Immediate Supervisor
	Five (5) working days
	Yes:    End

No:    Proceed to Step 2

	2) Three (3) working days from response to Step 1
	HS/EHS PROGRAM Director
	Three (3) working days
	Yes:   End

No:    Proceed to Step 3

	3) Five (5) working days from Response to Step 2
	Grievance Committees of RSTHS/EHS Policy Council
	Five (5) working days
	Yes:  End

No:  Decision
No:  Appeal


Once the grievance hearing is scheduled by the Policy Council Chairperson, the following steps must be followed:

1. 
Filing party’s opening statement (if elected)—5 minutes.
2. 
Defending party’s opening statement (if elected)—5 minutes.
3.
Filing party’s presentation on of case (testimony, witness (es) and evidence)—20 minutes.

4.
Defending party’s defense of case (testimony, witness (es) and evidence)—20 minutes.
5.   Filing party’s rebuttal (if elected)—5 minutes maximum which must be reserved and deducted from time for presentation on of case.
6.   Defending party’s rebuttal (if elected)—5 minutes max which must be reserved and deducted from time for defense of case.

7.    Filing party’s closing statement—5 minutes.
8.    Defending party’s closing statement—5 minutes.
All hearings are closed to the public. If a request is made for the hearing to be open, it should be made in writing before the start of the hearing and/or on the record as recognized by the Grievance Committee.

EVIDENCE:  The Committee may consider the following as evidence presented by either party: Oral testimony, written testimony, witness testimony and any other evidence presented by the parties which is relevant to the grievance.

WITNESSES: Witnesses may be used by both parties. Their testimony may be included in either party’s presentation/defense of the case. If either party has more than one witness they may request additional time for each witness at no more than ten (10) minutes per witness.

QUESTIONS: The parties may be questioned by the committee, each other and the Hearing Examiner at the close of the presentation/defense and after closing statements is made. Witnesses may be questioned by either party, the Committee and the Hearing Examiner at the close of their testimony.
M.      SEPARATIONS

1. Resignations:  Employees who resign from the program must do so in writing. 
2. Termination:  The dismissal of an employee whose hiring has been approved by the Policy Council requires that the termination also have the Policy Council’s approval.  Such dismissal requires cause. Any person who is terminated with cause shall not be eligible for employment with any tribal program for sixty (60) days.
3. Reduction in Force:  The nature of the endeavor in which RST HS/EHS PROGRAM is engaged, named early childhood education, often requires the work of some of all employees for less than fifty-two (52) weeks in any year.  Changes in work loads and needed employees may result for several reasons, including funding, budget limitations, or the number of children served.  Employees whose jobs are being phased out may apply for existing appropriate vacancies. Where reduction is required the following factors shall be considered:

a. The goals and objectives of the program in which RST HS/EHS PROGRAM is involved.

b. The responsibility of HS/EHS PROGRAM is to maintain fiscal and administrative soundness.

c. The needs of the children and families HS/EHS PROGRAM serves.

d. The guidelines, regulations and recommendations of HS/EHS PROGRAM’s funding sources.

e. Where the closing of one or more program operations is deemed necessary, the selection of which program operation is to be closed will be made with view toward maximizing the effectiveness of the remaining operations.

f. Where partial reduction in force within a classification is deemed necessary, the determination of who shall continue working will be made according to the HS/EHS PROGRAM Director’s assessment of whose work shall be most effective in performing the continuing tasks.  Length of service shall be given consideration.

4. Unemployment Benefits:   All returning employees are eligible to apply for Unemployment Benefit Insurance. The South Dakota Department of Labor will determine the final eligibility of each employee. Determination of benefits, if any, is calculated by how many hours each employee worked during that year. Employees are required to provide the South Dakota Department of Labor proof of past work history as needed such as: Check stubs, Personnel Actions, etc. as proof of employment throughout previous school year.
Employees who return for the following school year will not be required to obtain weekly job contacts for their unemployment benefits. This is a courtesy that the Department of Labor extends to our employees. 

Employees who decide to not return the following school after initially commiting to and not having to obtain job contacts may be penalized and possibly required to pay back unemployment benefits. The Department of Labor verifies that each employee has returned to work.
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