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Our Mission is… 
 

Working hand in hand with children, youth and families 
EPIC provides services to strengthen communities. 

   
   

We Believe In… 
   
   
• The dignity and worth of the individual and respect the diversity of 

cultures 
 

• Providing quality services for the whole person 
 

• The value of families 
 

• The involvement of families in decisions which affect their 
members 

 
• Promoting the individual growth and development of staff 

 
• Collaboration and cooperation within the community 

 
• Providing quality services to meet changing community needs 
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Values of the Working Culture at EPIC 
 

1. The safety of children is our #1 priority.  We are committed to providing and 
maintaining safe, healthy, responsive and nurturing learning environments for every 
child.  We are collectively committed to characterizing a culture of safety within our 
centers, classrooms, playgrounds, buses and anywhere that children may be present.    

 
2. We value communicating with each other as colleagues and treating each other with 

mutual trust and respect. 
 

3. We support and promote the professionalism and development of all employees. 
 

4. We value compliance with licensing standards and funding sources requirements. 
 

5. We value agency-wide accountability. 
 

6. We value employee involvement in decision-making and in creating the program vision. 
 

7. We value respectful sharing and learning between children, families, volunteers and 
employees. 

 
8. We understand change is a necessary element of the learning organization and we strive 

to carefully consider changes before implementation. 
 

9. We value comprehensive, systematic and timely planning. 
 

10. We value networking with other community organizations that enhance our mission. 
 

11. We value family-friendly employee policies and practices within the context of serving 
children and families first. 

 
12. We value an agency communication system that provides timely and consistent 

program and operational information. 
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I.  Introduction  
 
A.  Orientation 
Welcome to EPIC!  This handbook is intended to give you, the employee, a general orientation 
to EPIC.  This handbook should not be construed as an employment contract.  Not every EPIC 
policy or procedure is covered in this handbook.  Some details have been omitted to keep it brief.  
Agency policies and procedures are available on the Google Drive and an HR Policy Manual is 
located at your main site.  Please be advised, it is your responsibility to familiarize yourself with 
this handbook, and all agency policies and procedures.  Your signature of receiving this 
handbook implies that you have read, understand, and agree to abide by all agency policies and 
procedures.  Therefore, if you have any questions, please ask your supervisor or contact our 
Human Resources office.   
 
B.  Human Resources Office 
The mission of Human Resources is to enhance EPIC’s mission by fostering a culture that embraces 
teamwork and customer service. We feel that employees are our most valuable asset. Here are some of the 
areas in which Human Resources can be of service to you:  compensation, insurance, retirement and other 
benefits, personnel records, recruitment and hiring.   
 
Your employment record begins with your job application and is kept in a permanent, confidential file in 
the Human Resources office.  Performance evaluations, promotions, transfers, and other matters that 
affect you as an employee are recorded here so that this important information is always at hand for 
reference and review.  Please make sure that the Human Resources office always has your correct address 
and telephone number.  You can do this by notifying the office of any changes.   
 
You may review your own personnel file upon request.  Just call the Human Resources office and 
schedule an appointment for a review of your file during normal working hours, either before or after 
your normal work schedule. 
 
Feel free to consult with your supervisor and/or Human Resources office whenever you have personnel 
questions or concerns about your position, employment status, insurance, retirement benefits, or other 
confidential matters. 
 
C.   Complaint Resolution 
We know the importance of an open and fair method of resolving complaints and answering questions. 
We encourage you to bring up any questions or concerns you have about terms or conditions of 
employment.  Usually, the place to start in answering a questions or resolving a concern is with your 
supervisor.  He or she is expected to listen to your question or concern and get back to you with an answer 
or response.  We recognize that in some cases a question or concern you have may involve your 
supervisor, and you may be reluctant to discuss the situation with that person. If this is the case, or you 
are not satisfied with your supervisor's response, you may contact the Human Resources department, 
whose responsibility it will be to investigate your question or concern, discuss it with you, and get back to 
you. 
 
D.   Discipline Procedures 
EPIC's goal is to work with employees to solve problems.  Any employee's conduct, which interferes with 
or adversely affects the agency, is grounds for disciplinary action, which can range from a warning to a 
discharge.  If the agency elects to use disciplinary action, it will attempt, but is not required to administer 
discipline in a progressive fashion.  If used, progressive discipline will be dependent on the severity of the 
infraction.   
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E.   Grievance Procedures 
A grievance is a complaint against a decision that was made or a request which involves the interpretation 
of application the terms and conditions of EPIC policies.  A grievance must be filed in writing, within 
thirty (30) days of the date of the occurrence to the employee’s immediate supervisor for resolution.  If 
the grievance is not resolved to the employees’ satisfaction with the immediate supervisor, the employee 
may forward the grievance to the Executive Director for further follow up within ten (10) working days 
after the decision is made.  Probationary employees are not eligible to file a grievance.   
 
 
II. General Employment Policies and Procedures 
 
A.   Equal Employment Opportunity 
It is EPIC's policy to provide equal employment opportunity for all applicants and employees.  EPIC does 
not unlawfully discriminate on the basis of race, color, religion, creed, sex (including pregnancy and 
childbirth), national origin, ancestry, age, physical disability, mental disability, medical condition, family 
care status, veteran status, marital status or sexual orientation.  EPIC also makes reasonable 
accommodations for disabled employees.  Finally, EPIC prohibits the harassment of any individual on 
any of the basis listed above.  This applies to all areas of employment including recruitment, hiring, 
training, promotion, compensation, benefits, and social and recreational programs.  This is the 
responsibility of every manager and employee to conscientiously follow. 
 
B.   Americans with Disabilities Act (ADA) 
EPIC is committed to complying with all applicable provisions of the Americans with Disabilities Act 
(ADA).  EPIC will not discriminate against any qualified employees or applicant with regard to any terms 
or conditions of employment because of such individual’s disability or perceived disability.  EPIC will 
provide reasonable accommodations to a qualified individual with a disability, as defined by the ADA, 
who has made EPIC aware of his/her disability, provided that such accommodation does not constitute an 
undue hardship on EPIC. Employees with a disability who believe they need a reasonable accommodation 
to perform the essential functions of their job should contact the Human Resources Department. Upon 
receiving such a request, a member of the Human resources department will meet with your supervisor to 
discuss the feasibility of the requested accommodations.  The supervisor will inform the employee of its 
decision on the accommodation. 
 
C. Diversity  
EPIC requires all employees and volunteers to respect and value differences, be they age, race, 
nationality, Ethnic group, sexual orientation, physical ability, health status, religion, educational 
experience, marital, parental status or geographical location. 
 
D. EPIC Coaching Philosophy 
At EPIC, we believe coaching is the preferred method for building skills, gaining knowledge, improving 
capabilities, and building more effective work relationships.  Coaching can take place in conversations 
anywhere two people engage each other to create opportunities for learning.  
 
E.  EPIC Quality Control 
You will learn that there are many standards that we need to meet at EPIC.  We are here to help you and 
your classroom perform at the highest level possible. It is an expectation that classroom, content 
managers and supervisory staff will work together as a team to achieve the best outcomes possible for 
each classroom.  
 
F.   Healthy Work Environment 
We need your help in promoting and maintaining a healthy work environment. To achieve this goal we all 
have to be willing to work together.  If you are having a work related problem, discuss your problem with 
a supervisor to seek assistance in resolving the problem at an early stage.  We expect employees to be 
committed to finding solutions to problems rather than complaining about them or blaming someone for 
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them. Please remember that none of us is perfect and that human errors are opportunities, not for shame or 
guilt, but for forgiveness and growth. 
 
 
G.   Smoking 
Smoking and use of tobacco products is only permitted in approved areas during breaks and lunch period.  
Check with your supervisor for the approved smoking area. Employees must use caution not to smoke or 
use tobacco products in view of children or youth in our care.   
 
H.   Firearms/Weapons 
Employees are prohibited from bringing firearms, weapons, alcohol or chemicals (mace & pepper spray) 
on EPIC property. See Violence in the Workplace for more information. 
 
I.   Gratuities and Gifts 
Employees are prohibited from accepting gifts, gratuities or fees for services rendered, or from persons 
receiving or desiring benefits from EPIC.  
 
J.   Visitors 
All visitors are required to report to the office.  Personal visits should be limited in number and only 
during your lunch or break time.  An exception to this would be in case of an emergency. 
 
K.   Personal Phone Calls 
While we recognize the need for employees to sometimes make or receive personal phone calls, we bring 
to your attention the fact that our telephone equipment is limited.  Please limit all conversations to the 
shortest time possible.  Personal long distance calls charged to the agency are prohibited.  Personal calls 
should only be made during one's break or lunch; the exception to this is in case of an emergency.  The 
same applies to phone calls received.  If a call comes in for you while on duty, a message will be taken so 
that you can return the call at your break or lunch.  If this privilege is abused, a decision may be made to 
limit all telephone calls to emergency calls (incoming and outgoing). 
 
L.   Nepotism 
This policy is to avoid the hiring, and/or transfer of employees into situations where the possibility of 
favoritism or conflicts of interest might exist.  Therefore, applicants will not be hired or current 
employees promoted or transferred into a position where a member of their immediate family occupies a 
position in the supervisory chain of command under which the individual applicant or employee would 
work. Spouse, child, parent, sibling, aunt/uncle or grandparent is just a few examples of immediate 
family.  See EPIC Nepotism Policy HR-308  
 
M.   Categories of Employment 
Regular full-time and regular part-time employees are defined as those employees who have successfully 
completed the probationary period and work on a regularly scheduled basis. 
 
Probationary employees are defined as any new employee hired in a full-time or part-time position that 
has not completed 3 consecutive calendar months of service with the agency.  Probationary employees are 
also defined as employees who are placed on disciplinary probation at the discretion of his/her supervisor 
after having previously passed the initial three-month probation. Probationary employees shall be 
employed only on a trial basis, during which period the employee may be discharged for any reason 
without recourse or appeal. If your performance is considered unsatisfactory, we may decide to end your 
employment or we may extend your probationary time period of employment to further evaluate your 
performance and suitability for the job. 
 
N.   Compensation Plan & Pay Differentials 
It is the policy of EPIC to pay wages and salaries which are based upon the nature of the job performed.  
In setting salary levels to attract and retain qualified personnel, EPIC will monitor the compensation 
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structures of organizations employing similarly skilled persons in the geographic area.   In addition, each 
position is reviewed to establish internal equity, assuring that equivalent positions be treated similarly 
throughout the agency. 
 
It is our objective to establish and maintain a compensation system that will: 
• Attract and retain employees;obtain the highest degree of employee performance, morale, and loyalty 

through fair and equitable compensation administration 
• Be externally competitive, internally consistent and fair, and is according to the requirements of 

funding sources. 
• Foster good employee understanding and relationships by providing individual employees with 

information on the pay structure and its administration. 
See EPIC Compensation Plan Policy HR-501 
 

Differentials 
EPIC is committed to compensating employees for their extra skills and education as it benefits the 
children and families that we serve.  Regular status, non-exempt, hourly employees will receive a base 
hourly wage.  Employees may choose to add to this base rate by receiving differentials for having: 

A. Education above the minimum requirements for the position. 
B. Bilingual/biliterate (Spanish) ability, as documented by a passing score on a competency test.  
 

For more information and instructions on differential application process please consult your supervisor. 
See EPIC Differentials Policy HR-504  
 
O.  Temporary Upgrades 
Employees who are requested to work in a higher classification to fill in on a temporary basis shall 
receive the rate of pay for the higher classification commencing the third (3) consecutive day of 
employment and each consecutive day thereafter for work performed in the higher classification.  
Supervisory staff will first determine if an employee has the knowledge, skills and abilities to perform the 
duties of the position. 
 
P.   Work Hours 
Each employee is assigned a specific number of hours or days that they are expected to work; some 
positions work various shifts.  The employee is expected to be at their assigned place of employment at 
the set beginning time for their shift day.  This requires the employee be early enough to take care of any 
non-work tasks prior to starting their shift.  Each employee is entitled to a ten-minute break in each four-
hour work period.  Breaks are provided on employer-paid time and employees are expected to remain on 
the site/premises during this time.  If an employee works five or more hours they are also entitled to a 
"lunch break" in addition to the ten-minute break.  Employees may not save their break time or lunch 
period and take it at the end of their assigned workday in order to leave early.  Your supervisor will give 
you guidance as to the appropriate time for you to take your break and lunch.  This scheduling is 
necessary in order to assure proper staff/child ratios in the classroom or site.  Employees are entirely 
relieved from duty during their meal period and may leave the premises.  However, they must be prepared 
to resume work promptly at the end of their scheduled meal period. 
 
Q.   Attendance and Calling In When Absent or Late 
Regular attendance is essential to the smooth operation of our organization.  It shows respect for your 
fellow employees who must do your job in your absence. Regular attendance and punctuality are a 
condition of employment.  When illness or accidents prevent you from working or arriving on time, 
notify your supervisor immediately.  You are required to call in within one hour before the start of your 
work shift.  This may vary according to position, therefore check with your supervisor and not a 
coworker.  Failing to provide this notification will be cause for disciplinary action.  Remember, absence 
without notice is cause for immediate discharge.  If an employee is absent for 3 days and is a no call, no 
show, the employee may be terminated.  See EPIC Attendance & Calling In Policy HR-311 
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R.   Overtime 
In the event an employee, who is nonexempt from coverage by the Fair Labor Standards Act, works in 
excess of 40 hours per week, the employee may be eligible for overtime.  Employees eligible for overtime 
for hours worked above 40 per week shall be paid at one and one-half (1 ½) times the normal hourly rate 
for each hour in excess of 40 hours per week worked.  Holidays, sick leave and any other leaves defined  
shall not constitute hours of work for purposes of computing overtime.  Overtime must be approved by 
your supervisor in advance of being worked.  Non-approved overtime will be paid, but you may be 
subject to disciplinary action.   
 
S.   Pay Periods 
The pay periods run from the 1st to the 15th and the 16th to the 30th of the month.  Time sheets are 
submitted on a semimonthly basis.  Check with your supervisor for the exact day time sheets are due as 
this varies from month to month.  The time sheet needs to be submitted to your immediate supervisor for 
approval and signature.  Paychecks are issued the 7th and the 22nd of the month.  For payroll and 
accounting purposes, the workweek starts at 12:00 a.m., Sunday and ends on the following Saturday at 
11:59 p.m. 
 
T.   Time Sheets-Sign In and Out 
Employees will be given instructions by their supervisor relating to sign in/out log at each respective site.  
Time sheets are submitted on a semimonthly basis. The time sheet shall be submitted to your supervisor 
for approval and signature.  Falsifying a time sheet or any other report/record is cause for immediate 
discharge. 
 
U.   Employee Evaluations 
Supervisors will evaluate the job performance of their regular status employees annually as a means of 
providing employees with meaningful information about their work, and aiding EPIC in making 
personnel decisions.    See EPIC Policy HR-301 for more information 
 
V.   Reasonable Assurance 
Employees who receive a favorable performance evaluation upon completion of the program will receive 
a letter indicating they have reasonable assurance of being hired into the program the following year.  
Employees shall notify the agency within 30 days of the start of program if they are unable to report to 
work for that program year.   
 
W.   Recruitment for Open Positions 
All announcements for vacant positions are posted on the EPIC website, for a minimum of five working 
days.  Anyone interested in applying must submit a written application for the position. 
 
X.   Seniority and Layoff 
Seniority is by position description and is computed from the employee anniversary date or the date 
promoted or transferred to a different position description.  Seniority is computed on unbroken paid time 
employed (converted to total hours or days of employment.)  Time in one position/job title does not count 
toward another position/job title. 
 
Layoffs or reductions in force will be based upon funding source, center/ site, qualifications, and position 
description.  If, after review of the listed criteria, employees are equally qualified, seniority will be the tie 
breaker within a position/ job title.  Trainee positions are not counted toward seniority. 
 
Employees will be given a minimum of two (2) weeks notice of layoff/ reduction in force. 
 
Employees on layoff status shall be offered all open positions for which they are qualified, in inverse 
order of their layoff date.  In the event an employee on layoff status refuses an offer of rehire within the 
same geographical area, their name will be removed from the rehire list for future positions.  A name may 
be removed from the rehire list because of other employment, no response to agency, notice of position 
availability, rehiring, or refusal of an available position.   
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In the Migrant Seasonal Head Start program, as much advance notice of layoff/ reduction in force will be 
given as possible, but not less than one (1) hour for day –to-day layoffs.   
 
EPIC will attempt to reduce hours equitably at the job site without regard to seniority for the first five 
days of any low enrollment or other temporary layoff situation.  Should the temporary layoff exceed five 
days the employer will attempt to reduce hours at the job site starting with the least senior employee 
within the job description where the temporary layoff is required. 
 
Y.   Employment Outside of EPIC 
The first responsibility of an EPIC employee is his/her primary assignment at EPIC.  Employees may 
engage in outside employment as long as it does not interfere with the employee’s ability to efficiently 
carry out their job functions, does not pose a conflict of interest with EPIC duties or conflicts with regular 
EPIC hours or parent meetings.  Any supplemental outside work must not interfere with regular duties, 
either directly or indirectly. 
 
Employees may not engage in any employment which would reflect negatively upon the person or EPIC. 
 
Employees are to report outside employment to their supervisor prior to accepting outside employment 
and to Human Resources for their personnel file. See EPIC Supplemental Employment Policy HR-304 
 
Z.   Political and Conflict of Interest Activities 
Employees may not participate in partisan political activities while on duty as an employee or represent 
the agency in any political event.  The same applies to non-agency activities that conflict with your 
agency responsibilities.  See EPIC Political and Social Causes Policy HR-409   
 
III. Work Expectations & Policies 
 
A.   Confidentiality 
Confidentiality is of extreme importance.  All information related to each employee is confidential and 
cannot be released without the permission of the employee. Information concerning the people we serve is 
also confidential.  Information shall not be discussed about families, children, and/or staff in the 
classrooms, hallways, playgrounds, or in the community where people gather.  Information shall not be 
discussed with family members.  Information about a child or the child’s family is confidential and must 
only be shared with people directly involved in the case plan for a child.  Various funding sources also 
have strict confidentiality standards by which the agency and staff must abide.  If that confidentiality is 
broken, the employee is subject to criminal and civil penalties.   
See EPIC Confidentiality Policy HR-404 
 
B.   Dress Code 
Employees represent EPIC to the children, youth, families, and the community we serve and to their 
peers. All employees have a high level of interaction with children, youth, parents and community 
agencies.  EPIC’s public image is a matter of concern as we offer services to the communities and clients 
we are serving.   Therefore, employees have the responsibility to project a professional image. We ask 
you to be clean and neat in your appearance and habits with no torn, frayed, faded, soiled or wrinkled 
garments.  You are expected to be suitably attired and groomed during working hours or when 
representing EPIC.   
 
While EPIC understands the employees desire to exercise fashion style, some clothing, jewelry, and 
grooming is not appropriate for the workplace setting and better left for off-work social events. Extreme 
styles of appearance are not acceptable.  Please be conservative in the use of make-up, jewelry, dress, and 
hairstyle.  It’s important to understand that some employees and children develop migraines, severe 
headaches and nausea when exposed to certain fragrances, so please limit your usage of perfumes, body 
sprays, and cologne.     
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 For safety reasons employees are not permitted to wear slip-on shoes, or thong type sandals.  Shoes must 
cover the toes and be anchored at the heel.  Wear shoes that protect your feet and toes.  Exceptions may 
be considered, depending on the position. 
 

1.   Guidance on Work Attire: 
a) Clothing that is sheer (see through) material is inappropriate, unless accompanied by a T- 

shirt, camisole or slip underneath.  This includes mesh/net type of tank tops and shirts. 
b) Shirts or blouses that expose the cleavage, shoulders, midriff, hips, and back should not 

be worn at work.  Blouses should be long enough so as to not reveal the stomach, hips 
and back area while engaged in work.  Consideration should be given to shirts and 
blouses that may expose skin if arms are raised or lower neckline blouses when stooping 
over. 

c) Halter-tops, tube tops, sport bras, strapless blouses or tops with spaghetti straps are not 
appropriate, even if covered by a jacket or button front blouse. 

d) Dresses with high slits (side, front or back), whose slits are higher then 3 inches above 
the top of the knee are not appropriate work attire. 

e) Dresses or skirts, skorts, culottes whose length is no more than (3) inches above the knee 
are appropriate. 

f) Shorts should be a 7-inch inseam or 3 inches from the top of the knee.  Cutoffs are not 
appropriate; shorts should be hemmed.    

g) Skintight clothing in general of any kind is not appropriate. 
h) Workout sweatpants are not appropriate, but nylon jogging suits are fine. 
i) Jeans that are frayed, holed, chained, or written on are not appropriate work attire.  
j) Garments advertising life styles not consistent with EPIC Mission and Values, i.e. 

alcohol, drugs, tobacco, sexual innuendos, etc. 
k) Baseball caps/hats that display a product or statement that is inappropriate for the 

workplace. 
 

2.   Guidance on Personal Appearance: 
a) No visible body piercing except on pierced ears.  No eyebrow, lip and nose piercing as 

they create a potential risk for a child or youth reaching and pulling.   
b) Long dangly earrings as they pose a safety hazard causing the potential risk for a child or 

youth to pull on an earring. 
c) Visible body tattoos should be covered wherever possible. 
d) Extreme hair color, i.e. blue, pink, purple, green, etc. is not acceptable.  Hair coloring 

must stay within natural human hair color.   
e) Partially shaved heads leaving designs or words are not appropriate. 
f) Ungroomed hair, ungroomed mustaches and beards are not appropriate for the workplace;  

therefore, beard, hair and mustaches must be neatly trimmed and groomed.  For those 
employees working in food services, hairnets and/or beard nets will need to be worn. 

g) Visible hickies should be covered wherever possible. 
 

3.   Guidance on Footwear:      
a) Footwear should be clean and neat.   
b) For safety reasons staff in direct service to Early Childhood Programs or Custodial, Food 

Services and Transportation staff are not allowed to wear slip on shoes, flip/flops or 
thong-type of sandals, heels or platform shoes higher than 2 inches.   

c) When choosing your footwear consider whether your footwear will be appropriate when 
and if you have to chase or restrain a child in your care.  Shoes must cover the toes and 
be anchored at the heel.  Exceptions to this guidance may be considered, depending on 
the position.  For example:  a physician may request a slip-on type of shoe be worn.  If 
this is the case then a physician’s statement will be needed. 

d) Consideration should be made by employees who may not work in direct service with 
children, but through the course of their workday may be physically working in the direct 
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service areas.  If that is the case then it will be necessary to abide by the guidance listed 
in 3(b). 

e) Employees whose work is solely in the office have more flexibility in selecting footwear. 
 

4. Guidance on Fingernails: 
a) Long fingernails pose a risk of accidentally scratching a child. Fingernails should be 

neatly trimmed, well manicured, of moderate length, and clean at all times. 
b) Fingernails should be kept at no longer than 1/4 inch from the tip of the finger.  The best 

way to measure is to put the ruler under your fingernail and measure from the tip of 
finger outward. 

c) Fingernail glue on designs, etc. that are inappropriate for the workplace are not allowed. 
 
Your supervisor will notify you if your dress or appearance is not appropriate.  If your work attire or 
appearance is inappropriate you may be sent home to change.  The time you are away from work to 
change is without pay. 
 
Accommodations may be considered for religious or disability issues.  If this is the case, please prepare a 
written request for accommodations and forward to the Human Resources Director.   
 
It is not possible to cover every conceivable guideline on dress or appearance.  The greatest and most 
effective control should come first from your own good judgment of what is appropriate for the 
workplace.  If you have any doubt, ask your supervisor.  See EPIC Dress Code Policy HR-410 
 
C.   Cell Phones  
Employees assigned to classrooms or other direct service positions that have personal cell phones are 
required to shut them off while performing duties.  Cell Phone usage is prohibited while working in the 
classrooms or while driving an EPIC vehicle.  If you have an urgent need to be available by phone, 
alert the front office and if an emergency call is placed to your site office, they will notify you 
immediately.  The increased use of these items has created disruption and inattention to job duties during 
work time.  If you have a concern regarding this issue, please discuss with your supervisor.  Also, when 
entering a meeting or training, please shut this equipment off.   
 
D.   Communication in the Workplace 
We expect employees to communicate in a positive manner with co-workers, supervisors and clients.  
Employees will need to display good judgment about a topic of discussion and whether it may be 
appropriate for the workplace.  The use of profanity, sexual jokes/innuendos, racial slurs, and derogatory 
comments in general are not appropriate at the workplace.  Malicious gossip will not be tolerated. 
 
We expect employees to display common courtesy to one another.  In times of conflict, employees must 
control their emotions and demonstrate appropriate and professional behavior in the workplace.  
Employees who are having difficulty in managing stress or anger in the workplace should seek assistance 
from their supervisor or EPIC's Employee Assistance Program (EAP). We also ask employees who greet 
families, clients, or members of the community on the phone or in person to be aware of the importance 
of a cordial, respectful, positive attitude.  Treating other people with respect and a commitment to 
courteous service is essential. 
 
E. Electronic Communication Policy 
EPIC provides its employees with Internet access and electronic communications services as required for 
the performance and fulfillment of job responsibilities. 
Users must understand that this access is for the purpose of increasing productivity and not for non-
business activities. Users must also understand that any connection to the Internet offers an opportunity 
for unauthorized users to view or access corporate information. Therefore, it is important that all 
connections be secure, controlled, and monitored. 
To this end, employees in EPIC should have no expectation of privacy while using company-owned or 
company-leased equipment. Information passing through or stored on company equipment can and will 
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be monitored. Users should also understand that EPIC maintains the right to monitor and review Internet 
use and e-mail communications sent or received by users as necessary. 

 
Employees shall not use EPIC’s Internet, e-mail services, or other telecommunication electronics to view, 
download, save, receive, or send material related to or including: 
• Offensive content of any kind, including pornographic material. 
• Promoting discrimination on the basis of race, gender, national origin, age, marital status, sexual 

orientation, religion, or disability. 
• Threatening or violent behavior. 
• Illegal activities. 
• Commercial messages. 
• Messages of a religious, political, or racial nature. 
• Gambling. 
• Sports, entertainment, and job information and/or sites. 
• Personal financial gain. 
• Forwarding e-mail chain letters. 
• Spamming e-mail accounts from EPIC’s e-mail services or company machines. 
• Material protected under copyright laws. 
• Dispersing organization data to EPIC’s competitors or clients without authorization. 
• Streaming music or video unless work related. 
• Tampering with your computer in order to circumvent web filters or computer policies. 
• Use voice or video recording devices unless prior authorization from Human Resources Director. 
• Use fax or scan to e-mail for personal use unless prior authorization by the center manager or 

respective director. 
• Attaching to or joining EPIC’s wired and wireless network with personal computers without prior 

authorization from the IT Department. 
 

EPIC provides fax machines for business communications.  These machines should be used for EPIC 
business purposes only.   

 
Voice and video recording devises may only be used in the usual and ordinary course of business, or by 
employees at the direction of management.  No employee may bring a voice recorder or video recording 
device into the workplace without the express written approval of the Human Resources Director. 
See EPIC Electronic Communications Policy HR-411. 
 
F. Social Media 
In the rapidly expanding world of electronic communication, social media can mean many things.  Social 
Media includes all means of communicating or posting information or content of any sort on the internet, 
including to your own or someone else’s web log or blog, journal or diary, personal web site, social 
networking or affinity web site, web bulletin board or a chat room, whether or not associated or affiliated 
with EPIC, as well as any other form of electronic communication.  The same principles and guidelines 
found in EPIC policies and three basic beliefs apply to all your activities online.  Ultimately, you are solely 
responsible for what you post online.  Before creating online content, consider some of the risks and rewards 
that are involved.  Keep in mind that any of your conduct that adversely affects your job performance, the 
performance of fellow employees or otherwise adversely affects members, customers, suppliers, people 
who work on behalf of EPIC or EPIC’s legitimate business interests may result in disciplinary action up to 
and including termination. See EPIC Social Media Policy HR-312.  
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IV. EPIC’S COMMITMENT TO A CULTURE OF SAFETY 
 

G.   Employee Background Checks 
EPIC provides assurance to the various funding sources that all staff and volunteers shall be persons of 
good character.  All staff and volunteers shall demonstrate that they have the understanding, ability, 
physical health, emotional stability, and personality suited to meet the physical, mental, emotional, and 
social needs of persons under their care.  The staff, volunteers, and others on the premises shall not have 
been convicted of child abuse and/or any crime involving physical harm to another person nor be a 
perpetrator of substantiated child abuse.  Per Head Start Performance Standards and licensing WACs, no 
employee or volunteer may have unsupervised access to children without clearing the DEL Portable 
Background Check process.    
 
H.   Drug Free Workplace and Testing Policy 
EPIC maintains and supports a drug free work environment.  EPIC regards the misuse of drugs or alcohol 
by employees to be an undesirable practice that results in poor health and unacceptable work 
performance.  Employees using any drugs in an improper or illegal manner create an increased risk to the 
safety of themselves, the clients and fellow employees.  Employees actively engaged in the illegal use, 
sale or possession, and/or distribution of drugs on or off the employer's premises, will be subject to 
disciplinary action up to and including discharge.  The Federal Drug Free Workplace Act requires any 
employee, funded through a federal grant, must report any conviction of a violation of a drug statute for 
an incident that occurred at the workplace within five (5) days of the conviction. Failure of an employee 
to report this type of conviction to EPIC may result in disciplinary action up to and including dismissal.  
EPIC is required to report all such convictions to the U.S. Department of Health & Human Services 
within ten (10) days.  Violation of the Drug and Alcohol Testing policy will result in disciplinary action, 
which may include discharge.   
 
The applicable substance abuse testing procedures will be initiated if one of the following events occurs:   

 (1) Pre-employment:  Ongoing employment is contingent upon passing drug & alcohol test.  
 (2)   When an employee is involved in an on the job injury, requiring medical attention. 
 (3)   Random screening for Bus Drivers. 
 (4) Reasonable cause: Supervisory personnel conclude through objective observation, 

investigation and evaluation that an employee may be under the influence or impaired by 
the use of alcohol, drugs and/or controlled substances. 

EPIC establishes a drug awareness education program to inform employees and supervisors about the 
dangers of drug abuse in the workplace.  This program is presented to all employees and supervisors at 
pre-service or in-service every year. 
 
I.   Sexual Harassment 
EPIC will not tolerate any instance of sexual harassment of its staff members, volunteers, clients, and 
others involved in EPIC activities.   
 
Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, sexually 
motivated physical contact, or other verbal or physical conduct or communication of a sexual nature 
between two or more individuals.  For the purpose of this definition, sexual harassment may include 
conduct or communication that involves adult to child, child to adult, child to child, adult to adult, male to 
female, male to male, and female to female.   

Reporting:  If you believe you are being harassed and/or sexually harassed, take action immediately 
by: 

 (1)    Identifying the offensive behavior to the harasser and request that it be stopped; or 
(2)   Discussing your concern immediately with the supervisor, manager, or your Human 

Resources Department.  
See EPIC’s Sexual Harassment Policy HR-310 for more information   
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J. Violence in the Workplace 
It is EPIC’s strong intention to have a safe and respectful environment for all employees, children, 
volunteers and patrons.    
 
As part of this policy, EPIC is committed to a work environment free from discrimination, harassment, 
and intimidation and/or bullying.  Discrimination, harassment, intimidation or bullying means any 
intentional written, verbal or physical act including, but not limited to, one shown to be motivated by 
race, color, national origin, ancestry, gender, sexual orientation, age, ethnicity, language, religious 
beliefs, politics, physical and mental handicap or disability, economic and social conditions, or actual 
or potential marital or parental status, or other distinguishing characteristics, when the intentional 
written, verbal, or physical act: 
 
 Physically or emotionally is harmful or damages student and/or staff property;  
 Has the effect of substantially interfering with the educational process; 
 Is so severe, persistent, or pervasive that it creates an intimidating or threatening work 

environment; and/or 
 Has the effect of substantially disrupting the orderly operation of EPIC. 

 
Discrimination, harassment, intimidation, or bullying can take many forms including, but not limited 
to: slurs, rumors, jokes, innuendos, demeaning comments, drawings, cartoons, pranks, gestures, 
physical attacks, threats, or other written, oral or physical actions.  
 
Also prohibited is cyber bullying which is accomplished through electronic means; this encompasses 
any of the already prohibited actions, such as discrimination, harassment, intimidation, and/or bullying.  
Cyber bullying is online social aggression.  Cyber bullying is being cruel to others by sending or 
posting harmful material or engaging in other forms of social aggression using the Internet or other 
digital technologies.   
 
We expect employees to display common courtesy to one another.  In times of conflict, employees 
must control their emotions and demonstrate appropriate and professional behavior in the workplace.  
Employees who are having difficulty in managing stress or anger in the workplace should seek 
assistance from their supervisor or EPIC's Employee Assistance Program (EAP). We also ask 
employees who greet families, clients, or members of the community on the phone or in person to be 
aware of the importance of a cordial, respectful, positive attitude.  Treating other people with respect 
and a commitment to courteous service is essential. 
 
For safety reasons, employees are prohibited from bringing firearms, weapons, alcohol or chemicals 
(mace & pepper spray) on EPIC property or property where EPIC programs are being offered.  
 
EPIC is committed to a safe environment for all employees, children, volunteers and patrons.  
Violation of the rules identified below may result in disciplinary action.  In some cases, the action may 
result in either verbal or written warnings, followed by suspension and discharge if repeated.  In serious 
cases or cases where an employee has previously violated the same or other rules or is not performing 
at an acceptable level, the employee may be subject to immediate discharge.  It is necessary to point out 
that the types of misconduct identified below are merely examples of conduct that may lead to 
disciplinary action. 

1. Actual or threatened verbal or physical violence towards another employee, child or youth in 
our care, parent or volunteer. Displaying behavior that could endanger oneself or a fellow 
employee, or EPIC property.  This can include: verbal or physical threats, excessive arguing, 
swearing, use of profanity, or threat of sabotage of EPIC property. 

2. Possessing or bringing firearms, weapons, alcohol, illegal drugs, or chemicals (mace or 
pepper spray) on or to EPIC property. 
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This procedure is a component of EPIC’s responsibility to create and maintain a safe, civil, respectful 
and inclusive learning community and is to be implemented in conjunction with comprehensive 
training for staff and volunteers. This procedure is to be implemented EPIC-wide in conjunction with 
comprehensive safety plans that include assessment, prevention, intervention, crisis response, record 
keeping, training and evaluation.  Employees in particular are expected to support the dignity and 
safety of all members of the EPIC community.   
See EPIC’s Workplace Violence Policy HR-309 for more information 
 
 
 

K. EMPLOYEE STANDARDS OF CONDUCT 
As caregivers to our communities’ most vulnerable population, we hold ourselves and our staff to a 
higher standard when it comes to keeping children safe.  We are committed to providing and maintaining 
safe, healthy, responsive and nurturing learning environments for all children.  As Employees of EPIC: 
 

• We will create and maintain safe, healthy, responsive and nurturing settings for children.  We will 
foster children’s social, emotional, intellectual and physical development by respecting their 
dignity and contributions.  
 

• We will not maltreat, mistreat or endanger the health, safety or well-being of children.       
 

• We will use positive guidance methods, never using corporal punishment, emotional or physical 
abuse, humiliation, rejection, terrorization, extended ignoring, isolation or corruption.     
 

• We will not use verbal language demeaning to children or any form of verbal abuse, including 
yelling, shouting, name calling, or shaming.  We will not use profane, sarcastic language, rude 
jokes or humor, threats or derogatory remarks about the child or the child’s family.   

 
• We will not use food as punishment or reward, deny basic needs, or relate to children in any 

manner which could be viewed as cruel, unusual, hazardous, frightening, or humiliating.     
 
• We will always provide adult supervision to children, never leaving them alone. 

 
• We will report any observed or suspected instances where this code of conduct may have been 

violated – whether by the employee, a coworker, a volunteer, a contractor, a consultant or a 
manager, or any other concern about the treatment of children, to a supervisor, or another 
manager, at the earliest possible opportunity.   
 

• We will respect and promote the unique identity of each child and family. 
 

• We will refrain from practices that discriminate on the basis of gender, race, ethnicity, culture, 
religion, disability or beliefs of parents, guardians or coworkers.   

 
• We will maintain confidentiality concerning children, families and staff.  I will disclose 

confidential information only with proper approval.  We will share information within our 
program only on a need-to-know basis. 

 
• We will respect children’s and families’ right to privacy.  I will refrain from intrusion into family 

life.  In cases where family members are in conflict, I shall share our information about the child 
openly, to help all parties involved make informed decisions.  I will be a resource and support to 
parents.  I will remain impartial and not takes sides. 

 
• We will strive for work behaviors and attitudes that support productive, professional standards of 

work, supporting the highest quality of services to children and families and a culture of safety. 
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This is not an all-inclusive list, but merely an outline of the code of conduct expectations.  Employees who 
are found to be in violation of the Code of Conduct will be subject to disciplinary action up to and including 
termination.  See EPIC Standards of Conduct Policy HR-401 
 
L.   EMPLOYEE WORK RULES 
Violation of the rules identified below may call for some form of disciplinary action.  In some cases, the 
action may result in either verbal or written warnings, followed by suspension and discharge if repeated.  
In serious cases or cases where an employee has previously violated the same or other rules or is not 
performing at an acceptable level, the employee may be subject to immediate discharge.  It is necessary to 
point out that the types of misconduct identified below are merely examples of conduct that may lead to 
disciplinary action. 
 

1. Falsification of any work forms, records, or reports, including time sheets, application forms, 
purchase orders, mileage, or other work related documents. 

2. Actual or threatened verbal or physical violence towards another employee, children or youth in 
our care, parent or volunteer. Displaying behavior that could endanger oneself or a fellow 
employee, or EPIC property.  This can include verbal or physical threats, excessive arguing, 
swearing, use of profanity, or threat of sabotage of EPIC property. 

3. Possessing or bringing firearms, weapons, alcohol, illegal drugs, or chemicals (mace or pepper 
spray) on or to EPIC property or violating EPIC’s Workplace Violence Policy. 

4. Insubordination, refusing to follow a supervisor's directions or other disrespectful conduct to a 
supervisor, or an unacceptable job performance. 

5. Unauthorized possession or removal of EPIC's or employee's property, records or other 
materials. 

6. Recording time on another employee's time sheet, or requesting another individual to record on 
one's time sheet. 

7. Destroying or willfully damaging EPIC's or employee's property, records or other materials. 
8. Violating safety or health rules or practices or engaging in conduct that creates a safety or health 

hazard. 
9. Any act which discriminates against another employee or client because of race, color, national 

origin, sex, religion, creed, marital or veteran status, age, presence of physical, mental or 
sensory disability. 

10. Sleeping while on duty. 
11. Leaving EPIC work site without approval prior to the end of a scheduled work shift. 
12. Sexual harassment or other unlawful harassment of another employee. 
13. Frequent or excessive tardiness or absence from work or employee’s work area. Abuse of break 

and lunch periods. 
14. Smoking in nonsmoking areas or during work hours, not lunch or break time periods. 
15. Abusive or vulgar language or profanity while at work.  
16. Engaging in malicious gossip at the workplace or during work hours. 
17. Release of confidential information. 
18. Failure to report a case of child abuse and neglect. 
19. Inappropriate behavior towards children including, but not limited to: screaming in anger, 

neglect, inflicting physical or emotional pain, criticism of a child’s person or family by 
ridiculing, blaming, teasing, insulting, name-calling, threatening, or using frightening or 
humiliating punishment as outlined in the Standards of Conduct.  Failure to report any 
instance of violation of the Standards of Conduct.  

20. Work attire and personal appearance that is not appropriate for position. 
21. Violating EPIC's policies on child abuse and neglect or child discipline and behavior 

management. 
22. Dishonesty or theft from EPIC or other employees and failure to report theft or concealment of 

theft. 
23. Discrimination against co-workers. 
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24. Possession, consumption, sale, or being under the influence of alcohol or a controlled substance 
at work or on work premises (except the use of medications as prescribed by a physician). 

25. Failing to report to EPIC within (5) days any convictions under any criminal drug statute for a 
violation occurring in the work place. 

26. Using personal cell phones and pagers during work hours is not allowed.  You may use these 
during your break or lunch. 

27. Engaging in behavior/conduct not in keeping with the standards of performance established by 
EPIC.  Conduct unbecoming an employee of EPIC. (At work or outside of work) 

28. Acceptance of rewards, favors or gifts in exchange for EPIC related work 
29. Demonstrate suitability for employment in a licensed facility, (during work and outside of work) 

per WAC 388-73-030 "Staff and other persons on the premises shall be a person of good 
character. Staff and other persons having access to a person under care have the understanding, 
ability, physical health, emotional stability, and personality suited to meet the physical, mental, 
emotional and social needs of the person under care." 

30. Possession of sexually explicit materials, videos, magazines, posters, etc. in the workplace is 
prohibited. 

31. Employees own children/youth may not be cared for in EPIC programs, unless officially enrolled. 
32. Leaving a child unsupervised. 
33. Violating EPIC’s Electronic Communications policy. (See below) 

 
 
M. EMPLOYEE SAFETY RESPONSIBILITIES 
At EPIC, the safety of children, families and staff is our utmost priority.  We are collectively committed to 
characterizing a culture of safety within our centers, classrooms, playgrounds, buses and anywhere that 
children may be present  Employees will have certain basic responsibilities in addition to those job-related 
tasks to which they are assigned in order to ensure a safe working environment for all EPIC employees.  
The following denotes these responsibilities:  
 
As an employee of EPIC, I am responsible to: 
1. SEE SOMETHING, SAY SOMETHING.  This means that any observed or suspected endangerment 

to the health and safety of the children, their families, or our staff must be reported to a manager at the 
earliest possible opportunity.   

2. Observe all company safety and health rules and apply the principles of accident prevention & embody 
a culture of safety in my day-to-day duties. 

3. Observe all work rules & abide by the Standards of Conduct as outlined in the employee handbook. 
4. Report any job-related injury, illness or property damage to my supervisor and seek treatment promptly. 
5. I will be required to submit to a drug screen (urinanalysis) for either:  

a. an on-the-job injury that requires medical attention or 
b. for reasonable cause. 
c. Department of Transportation requires Bus Drivers submit to pre-employment random and post-

accident urinalysis and or breathalyzer.  If I refuse to submit to the required drug screen I will be 
dismissed. 

6. Report any hazardous conditions (unsafe equipment, floors, materials) and unsafe acts to my supervisor 
promptly. 

7. Observe all hazard warning and no smoking laws. 
8. Keep aisles, walkways and working areas clear of slipping/tripping hazards. 
9. Know the location of fire/safety exits and evacuation procedures. 
10.  Keep all emergency equipment such as fire extinguishers, fire alarms, fire hoses, exit door, and 

stairways 
 clear of obstacles. 

11. Not to report to work under the influence of alcoholic beverages or drugs and not consume them while 
on 
 company premises. 

12. Refrain from fighting, gossiping, horseplay or distracting my fellow workers. 
13. Remain in my own work area unless I am instructed otherwise. 
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14. Operate only the equipment for which I am authorized and properly trained.  Observe safe operating 
      procedures for this equipment. 
15. Follow proper lifting procedures at all times. 
17. Be alert to see that all guards and other protective devices are in their proper places prior to operating 

equipment.  
18. Not wear frayed, torn, or loose clothing, jewelry, or long unrestrained hair near moving machinery or 

other sources of entanglement, or around electrical equipment.   
19. Actively support and participate in the Agency's efforts to provide a culture of safety. 
 

The signature below documents that the employee has read and accepts the Employee Responsibility 
Agreement for maintaining a safe and healthful work environment. 
 
 

 In addition, Safety Meetings are to be held monthly at all main sites.   
See Staff Safety Meeting Policy HR-702 and Employee Responsibilities Policy HR-203  for more 
information.   
 
 
N.   CHILD ABUSE AND NEGLECT 
EPIC employees are mandated to report all suspected instances of neglect, abuse, cruelty to children, and 
“failure to supervise”, by their parents, custodians, guardians, EPIC staff, or any other person.  Any staff 
member who knowingly fails to report or falsifies any incidents involving child abuse or neglect by a 
caretaker or staff person shall be guilty of a gross misdemeanor.  Any EPIC staff member that reports 
suspected abuse or neglect in good faith shall be immune from civil or criminal liability.   
 
Employees are required to IMMEDIATELY report any instance of suspected neglect, abuse, cruelty, 
and/or “failure to supervise” to their supervisor, or Executive Directorof An employee is required to 
report a CA/N incident at once.  Training is provided at time of hire and annually thereafter.   
 
Any EPIC staff member, paid or volunteer, who fails to report a Child Abuse and Neglect (CA/N) 
incident, and/or fails to report in a timely manner, may be subject to disciplinary action up to and 
including dismissal.   
See EPIC Child Abuse & Neglect Policy HR-602 and Incident Reporting HR-105 for more information on 
Training is provided at time of hire and during program Pre-Service. 
 
O.   ACCIDENT/ INJURY REPORTING  
Should an accident/injury occur to you or a child in your care, you are required to report the incident to 
your supervisor immediately.  An Accident/Injury Report should be filled out immediately (for staff and 
child accidents) noting all the details.  If you, the employee, has an accident or is injured, immediately 
inform your supervisor – regardless of whether you feel medical attention is necessary.  EPIC Policy is to 
refer staff to be evaluated.   
 
It is EPIC’s policy that anyone witnessing or observing an accident or safety hazard in any facility where 
EPIC programs are in operation shall report it either verbally or in writing to their supervisor.  An 
accident is:  any happening which is not consistent with routine activities.  It may be an injury or a 
situation which is not consistent with routine activities (tripping, falling, bumping, any unintended 
physical contact).  A report MUST be made for EVERY accident that occurs whether or not it results in a 
visible injury.  It may involve a client (child or parent/guardian), visitor, or an employee; it could be 
property damage or missing items.   
See EPIC Incident Reporting Policy HR-105 for more information.   
 
 
 
 
 



 20 

 
 
 V. Types of Leave 

 
Employees who request time away from work (paid or unpaid) will need to complete a Leave Request or 
a Family Medical Leave Request.  Whenever possible, form needs to be submitted 2 weeks in advance. 
Regular full-time and regular part-time employees must complete the probationary period in 
order to be eligible to use leave.  
 
A.   Sick Leave 
Regular full-time and regular part-time employees will accrue sick leave at the rate of one (1) 
working day per month of employment.  A day corresponds to employee’s regular hours of work 
and pay.  Temporary hires and substitutes will earn 1 hour for every 40 hours worked.   
Accumulated days above thirty-six (36) days may be cashed out annually, in February, at twenty-
five percent (25%) of the sick leave value. 
 
An employee may use sick leave for:  

• Absences due to issues with his or her own mental or physical health, as well as those 
of his or her family; 

• When the employee’s place of business has been closed by order of a public affair for 
any health-related reason, or when an employee’s child school or place of care has 
been closed for such reason: and  

• Absences that qualify for leave under Washington’s Domestic Violence Leave Act.  
 
Retaliation against you for using paid sick leave for authorized purposes, or for the exercise of 
any rights under the Minimum Wage Act (chapter 49.46 RCW), is prohibited.  
 
The Employer may require a physician’s statement or other medical statements to verify or 
authorize the use of sick leave in excess of three (3) days or more or if it is prearranged in excess 
of three (3) days.  
 
Paid Family Medical Leave 
EPIC will comply with Washington State Paid Family Medical Leave (PFML) in accordance 
with State and Federal laws. 
 
Use of Sick Leave for Personal Use 
For employees who are scheduled to work nine (9) months or more per year, up to a maximum 
of four (4) days of sick leave, per calendar year, may be used for personal use.  
 
 Accrued or unused sick leave and/or personal choice days will NOT be paid-out at end of season, 
upon separation, or upon termination of employment. 
 
B.   Annual Leave 
All 9 to 12-month (year round) employees are eligible to earn annual leave. Each nine (9) month 
employee shall earn annual leave according to the following schedule (corresponding to the 
number of hours worked per day). Temporary hires and substitutes are not eligible to accrue 
annual leave.   
 
Annual Leave can be taken when earned. Usage of Annual Leave must be requested in advance 
and pre-approved by the supervisor. Any request over five (5) days must be approved by the 
Human Resources department.  A maximum of ten (10) days of Annual Leave may be carried 
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over into the following calendar year.  Unused Accrued Annual Leave is paid out to the 
employee upon separation from employment. 
 
Region X and ECEAP employees who are working in the Migrant Seasonal Head Start Summer 
Program will continue to accrue their regular annual leave which will be rolled over into the 
following Region X/ECEAP program year, and will be available for the employee’s use during 
the Region X/ECEAP program year at the Region X/ECEAP rate of pay.    
 
Employees who work only in the MSHS program Session 1 shall receive annual leave pay at a 
minimum of $725.00.   
 
Employees who work only in the MSHS program Session 2 shall receive annual leave pay at a 
minimum of $525.00.   

 
Eligibility Criteria for Wave 1 and 2 annual leave pay: 
a.   Employees must complete the Migrant/Seasonal Head Start program. 
b.   Employees must have satisfactory performance as documented on the 

performance evaluation. 
c.   Employees working the 7-month program must not miss more than 2 days per                 

month= to 14 days. 
 Employees working the 5-month program must not miss more than 2 days per 

month= 10days.  Any approval FMLA, PFMLA or medical approved absences 
will not be used to calculate the absences.  

d.   Employees who accrue Annual Leave are not eligible for the one-time payment. 
e.   Employees who are enrolled in EPIC’s Retirement Plan are not eligible for the 

one-time payment. 
f.   Temporary hires and substitutes are not eligible for the one-time payment. 
g.  Two (2) T-shirts will be provided to Migrant Employees annually. New hires will 

receive a third (3) EPIC T-Shirt after successfully completing their probationary 
period.  T-shirts will be mandatory for all migrant head start staff to use while 
employed in the migrant program. 

 *Employees in need of washing their EPIC t-shirts while at work, please connect with 
your CM.   

 
RX/ECEAP employees who are working in the MSHS program are ineligible for the One Time 
Payment.   
 
C.   Family and Medical Leave  
FMLA requires covered employers to provide up to 12 weeks of unpaid job protected leave to "eligible" 
employees for certain family and medical reasons.  Employees are eligible if they worked for a covered 
employer for at least one year, and for 1,250 hours over the previous 12 months. 
 
Family Medical Leave will be administered in accordance with State and Federal laws.  Family 
Medical Leave will be administered on a calendar year basis.  Employees requesting Family 
Medical Leave will be required to use any accrued sick leave during the periods of Family 
Medical Leave.   
 
Reasons for Requesting Family/Medical Leave:  Unpaid leave must be granted for any of the following 
reasons: 

• To care for the employee's child after birth, or placement for adoption or foster care 
• To care for the employee's spouse, son, daughter, or parent who has a serious health condition, or 
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• For a serious health condition that makes the employee unable to perform the employee's job. 
 
To determine if you are eligible for Family Medical Leave, contact the Human Resources office. 
 
D.   Leave of Absence 
Employee may request leaves of absence without pay.  Supervisors may process leave requests for five 
(5) days or less. For leave of absence longer than five (5) days, forward completed leave request form to 
Human Resources for approval.  All requests for leave without pay must be in writing and contain, at a 
minimum, the following information: 

a) the date the leave is requested 
b) the date and time the leave is to begin 
c) the date and time the leave is to end 
d) the reason for the leave 
e) the signature of the employee requesting the leave. 

 
All requests for leave without pay must be submitted to the immediate supervisor a minimum of ten (10) 
working days prior to the date the request of leave is to begin.  A leave without pay may be granted at 
the discretion of the agency, but only after all qualifying paid leave has been used. 
 
E.   Bereavement Leave 
Employees will be granted paid time off for bereavement leave as follows: 
 
(a) Five (5) days of paid bereavement leave per occurrence for members of their immediate family.  

Immediate family is defined as:  the employee’s spouse, parents, siblings, children, grandparents, 
grandchildren, immediate in-laws, and step-members. 
 

(b) Three (3) days of paid bereavement leave per occurrence for relatives listed:  aunts, uncles, 
nieces, nephews, and first cousins. 
 
 

(c) Two (2) additional days of paid bereavement leave may be granted if travel is required 
beyond a five hundred (500) mile radius of the employee’s job site at a maximum of one 
per occurrence per year. 

 
(d) One (1) day of paid bereavement leave for the death of a client in the teaching staff member’s 

direct care and classroom. 
 

(e) For any bereavement leave, employees will be required to submit written proof for the 
use of bereavement leave.   

 
F. Military Leave 
Time off for military leave is without pay.  Notice of and approval for such leave must be in writing and 
provided in advance of such leave. 
 
G.   Jury Duty 
Jury duty service and subpoenaed witnesses will be paid at the regular rate of pay for up to two 
(2) weeks, ten (10) working days, of jury service.  Jury duty pay and witness fees, with the 
exception of mileage reimbursement, will be transferred to the Agency.  If released from court 
before your work time is up, you must return to your work site and report in. Court appearances 
for personal matters are without pay.  Copy of summons or subpoena must be attached to time 
sheet.   
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Employee Handbook Receipt 
 
 
 
You have just been provided an orientation which includes the review of the Employee 
Handbook as revised 02.13.2020.  This Handbook has valuable information about our agency 
policies and work rules. It is your responsibility to read, understand and follow the rules outlined 
in the handbook.  If you have questions regarding anything covered, or not covered in this 
handbook, please contact your supervisor.  The Human Resources department is always available 
to provide additional information and clarification.  
 
Please sign the statement below and return it to Human Resources.  Thank you and welcome to 
EPIC!   
 
 

 
 

 
I acknowledge that I have received an overview and a copy of the EPIC Employee handbook.  I 
understand that it is my responsibility to read, understand and follow the policies and work rules, 
as stated in the handbook.  If I have questions, I will speak with my supervisor or the Human 
Resources office.   
 
 
 

   
Printed Name         Signature 
 
 
 

   
Date          Site 
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