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General Policies and Procedures

Gwynedd Friends is a Quaker Meeting (the Meeting) founded in 1698. Quakers are members of 
the Religious Society of Friends, a faith that emerged as a new Christian denomination in England during a period of religious turmoil in the mid 1600's. It is practiced today, in a variety of forms around the world. George Fox was founder of this movement. To members of this religion, the words "Quaker" and "Friend" mean the same thing. Quakers are an active, involved, faith-based community living in the modern world. Our corporate name is Gwynedd Monthly Meeting of the Religious Society of Friends, hereinafter called “the Meeting.”

Questions: 
Any questions regarding the following policies should be directed to the person responsible for that program or function, and if that is not known, to the Clerk of the Meeting.
EQUAL EMPLOYMENT OPPORTUNITY
It is the policy of the Meeting to provide equal employment opportunities to all individuals. The Meeting does not discriminate in employment opportunities or practices on the basis of race, color, sex, national origin, age, marital status, disability, veteran status, and sexual orientation except where a bona fide occupational qualification applies, in accordance with Title VII of the Civil Rights Act (Title VII), the Pennsylvania Human Relations Act, and other laws relating to protection from discrimination in employment.

The Meeting actively sponsors a job-posting program, and whenever qualified members are available, attempts to fill vacancies from within. As a non-profit religious organization, the Meeting ensures that all personnel decisions, actions, and conditions affecting employees are administered by the principles of equal opportunity.

Disabilities Policy
In compliance with the Americans with Disabilities Act as Amended and the Pennsylvania Human Relations Act, the Meeting does not discriminate based on a known or perceived disability, as defined by applicable law, and, if necessary, will make reasonable accommodations to enable the employee to perform the essential functions of his or her position. All future construction and renovation of facilities will be in accordance with applicable barrier-free federal and state regulations and the Americans with Disabilities Act Accessibility Guidelines, to the extent applicable.

The person responsible for each program or function shall initiate an interactive dialogue with employees and prospective employees with known disabilities to identify reasonable accommodations that do not create an undue hardship. Reasonable accommodations are determined by the particular circumstances of each situation but may include reasonable modifications to facilities, equipment and work procedures, auxiliary aides, services and permanent reassignment to vacant positions. Employees who are reassigned to a different position shall receive the salary of their new position. The Act does not require the Meeting to offer permanent “light duty,” or eliminate essential functions or provide personal use items such as eyeglasses, hearing aids, wheelchairs, etc. To be eligible for accommodations, individuals must be able to perform the essential functions of their position with or without the reasonable accommodation and meet other requirements set forth in the applicable laws. The appropriate committee shall make all decisions with respect to reasonable accommodations. All employee medical information shall be maintained in a secure file separate from the employee’s personnel file. 

Reporting Discrimination
Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of the clerk of the Meeting or the applicable committee. In the event that you believe that you have been the victim of discrimination, it is your responsibility to report the event to the clerk of the Meeting. Employees can raise concerns and make reports without fear of reprisal. More importantly, it is a violation of Meeting policy for any person to suffer or be threatened with reprisal or retaliation of any kind in response to any statement reporting on or complaining of alleged discrimination. 

It is the responsibility of both the Meeting and each employee to assure implementation of this policy. We expect the cooperation of all of our employees in fostering equal opportunity at the Meeting. Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment. 

Gwynedd Meeting Child Safety Policy
Each Youth Program has a person in charge. These persons are responsible for providing their program’s employees with the Gwynedd Child Safety Policy, along with the training needed to comply with its policies and practices effectively. For more information, see the person to whom you report, or review this document in the orange three-ring binder in the Meeting Library.

Immigration Law Compliance
The Meeting is committed to employing those who are authorized to work in the United States, and does not unlawfully discriminate on the basis of citizenship or national origin. Employees may raise questions or complaints about immigration law compliance without fear of reprisal.

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility. Former employees who are rehired must also complete the form if they have not completed an I-9 with the Meeting within the past three years, or if their previous I-9 is no longer retained or valid.

Immigration Compliance: H-1 Visa and Green Card Provisions

Employees requiring sponsorship must complete one full year of service with the Meeting in order to be eligible to start the green card process. Exceptions will be made for employees with less than three years remaining on the H-1B visa; the employee will then be eligible to apply after a minimum of three months in the position. Employees must also be in valid H-1B or TN status in order to begin the process. Employees must also remain in good standing and not be the subject of any employment related warnings. The Meeting reserves the right to stop the process at any time.

EMPLOYMENT FUNDAMENTALS

Outside Employment

Employees may hold outside jobs as long as they meet the performance standards of their job with the Meeting. All employees will be judged by the same performance standards and will be subject to the Meeting's scheduling demands, regardless of any existing outside work requirements.

If the Meeting determines that an employee's outside work interferes with performance or the ability to meet the requirements of the Meeting as they are modified from time to time, the employee may be asked to terminate or modify the outside employment if he or she wishes to remain with the Meeting.

Categories of Employment

It is the intent of the Meeting to clarify the definitions of employment classifications so those employees understand their employment status. These classifications do not guarantee employment for any specified period of time or the entitlement to any benefits.

Each employee is designated as either NONEXEMPT or EXEMPT from federal and state wage and hour laws. NONEXEMPT employees are entitled to overtime pay under the specific provisions of federal and state laws. EXEMPT employees are excluded from specific provisions of federal and state wage and hour laws.

In addition to the NONEXEMPT/EXEMPT classifications, each employee is considered full-time, part-time, or temporary as outlined below.

It is the express policy of the Meeting to prohibit deductions from pay that are not consistent with state or federal law. If any employee believes that an improper deduction has been made from his or her paycheck, please contact the Treasurer of the Meeting.

NONEXEMPT FULL-TIME and PART-TIME employees are paid by the hour. Full-time Nonexempt employees are scheduled to work a 40.0-hour week, however each person’s schedule is subject to the needs and resources of the Meeting. Part-time Nonexempt employees are scheduled as needed. The Meeting does not guarantee a minimum number of hours for full-time or part-time Nonexempt employees. Nonexempt employees are not entitled to paid time off (“PTO”), such as sick time, holiday pay, or vacations. The Meeting also does not provide benefits such as healthcare related or retirement related benefits to its employees. Nonexempt employees may not work over 40 hours per week without authorization from his or her supervisor or manager.

EXEMPT employees are paid on a salary basis and are expected to perform the obligations of his or her position without regard to the time he or she is actually required to be at the Meeting.

TEMPORARY employees are those who are hired as interim replacements, to temporarily supplement the work force, to assist in the completion of specific projects or to perform tasks as needed by the Meeting. Employment assignments in this category are of a limited duration. Temporary employees are Nonexempt and may be either full-time or part-time. Nonexempt temporary employees are paid on an hourly basis and exempt temporary employees are paid on a salary basis. Temporary employees are not entitled to PTO. The Meeting does not provide benefits such as healthcare related or retirement related benefits to its employees. 

Unemployment

The Meeting is a non-profit religious organization exempt from unemployment laws and separated employees, regardless of the reason for separation, are not entitled to unemployment compensation. 
Disclaimer

This Handbook is designed to acquaint you with the Meeting, and provide you with information about working conditions, and some of the policies affecting your employment. You should read, understand, and comply with all provisions of the Handbook. It describes many of your basic responsibilities as an employee and outlines the programs developed by the Meeting to benefit employees 
Please remember that this Handbook is for information only. It is not and should not be construed as a contract of employment, either real or implied, between the Meeting and any employee or contractor.

No employee handbook can anticipate every circumstance or question about policy. As the Meeting continues to evolve, the need to change this Handbook may arise, and the Meeting reserves the rights to revise, supplement, or remove any policies or portion of the Handbook from time to time as it deems appropriate, in its sole and absolute discretion.

The employment relationship between the Meeting Corporation and you is “at-will” which means you may quit your job or be terminated by the Meeting at any time with or without cause or notice. If at any time during your employment with the Meeting, a clerk, committee, member, supervisor, manager or someone else makes an oral or written statement that is inconsistent with any policy contained in this Handbook, the Handbook policy shall govern. Furthermore, no verbal communication by any Meeting representative is in any way intended to create a contract of employment.

The Meeting intends to make this Handbook a useful reference tool by endeavoring to provide updated pages reflecting changes where feasible.

EMPLOYMENT POLICIES

Attendance Policy:

All employees are expected to be at work and ready to assume their duties at the beginning of their scheduled workday. Lateness and absence will be excused in accordance with the appropriate time off or disabilities laws, policies, emergencies, or prior approval. All absences must be reported to the person responsible for that program.
Early Closing and Delayed Opening Policy:

If a State of Emergency is declared, the Meeting will be closed until the declaration is lifted. Employees will not be required to ‘call out’ and Nonexempt employees will be paid for his or her regularly scheduled workday for up to three days. However, personnel at the Meeting at the time of the declaration may be required to assist in the emergency.

Dress Code Policy:

Dress, grooming, and personal cleanliness standards contribute to the atmosphere and pleasantness of the work place.

During business hours or when representing the Meeting, employees are expected to present a clean, neat, and tasteful appearance. Employees will dress and be groomed according to the requirements of their position and accepted social standards. 

No Smoking Policy:

In accordance with state law, the Meeting has adopted a smoke-free policy for all buildings. Meeting facilities shall be smoke-free and no employee or visitor will be permitted to smoke anywhere in Meeting buildings. Employees are permitted to smoke only outside Meeting buildings.

Prohibition on Distracted Driving

Driving while on Meeting business or activities requires that entrusted drivers strictly adhere to the rules and laws of the road. In addition, drivers may not engage in any activity which would distract or impair his or her driving attention including holding a mobile phone, electronic device, texting, using other functions of a mobile phone or “smartphone,” such as the Internet, email, or other applications. 

EQUIPMENT USAGE POLICIES

Telephone Usage Policy:
Meeting telephones are for official business and employees may make limited personals calls of an important nature. Charges for all other personal calls must be reimbursed to the Meeting. The use of hand-held cell phones while driving Meeting vehicles or while driving on Meeting business or excursions is prohibited. See policy prohibiting distracted driving.

Email and Voice Mail Policy:
The Meeting reserves the right to monitor, obtain, review and disclose all email, voice mail and Internet messages, internet and computer use for compliance with the Meeting’s policies. By using the Meetings email, voice mail and the Internet, each user agrees that the Meeting has unrestricted access and the right to disclose all information communicated or stored on the computer, email, voice mail and the Internet for any security, health, employment or other legitimate reasons. Legitimate reasons also include systems maintenance, message routing, retrieval of information, trouble-shooting hardware and software problems, preventing system misuse, protecting confidential or proprietary information, insuring compliance with software license policies, and complying with legal and regulatory requests for information.

Email is a communication tool and users are obliged to utilize this tool in a responsible, effective, and lawful manner. Although by its nature, email seems to be less formal than other written communication, the same rules apply. Therefore, it is important that users are aware of the legal risks of email: 

If you send or forward emails with any harassing, discriminatory, libelous, defamatory, offensive, racist, or obscene remarks, you may be held liable and/or subject to discipline. 

If you unlawfully forward confidential information, you may be held liable and/or subject to discipline.

If you unlawfully forward or copy messages without permission, you may be held liable for copyright infringement and/or subject to discipline.

If you send an attachment that contains a virus, you may be held liable.

Gambling or engaging in any other activity in violation of local, state, and federal laws can result in legal liability and/or be subject to discipline.

System Monitoring

There should be no expectation of privacy in anything that is created, stored, sent, or received on the Meeting’s computer system. Email and Internet use can be monitored without prior notification as the Meeting deems necessary.

By following the guidelines in this policy, the email user can minimize the legal and employment risks involved in the use of email. If any user disregards the rules set out in the Email Policy, that person should be reported to the person responsible for that program.
If the Meeting believes that an employee is not adhering to the guidelines set out in this policy, the Meeting reserves the right to take disciplinary action, including termination.

Email Requirements

The following rules are to be strictly adhered to:

Do not send email messages using another person’s email account.

Do not disguise or attempt to disguise your identity when sending.

Do not copy another user’s message or attachment without permission of the originator.

Do not send an email message to anyone without a legitimate reason for that contact.

Do not open, respond to, or forward any unsolicited email messages; such as advertising, spam, scams, phishing, hoaxes (virus warnings, injured children, etc.), pyramid schemes, chain letters, hate mail, political advocacy, religious propaganda, etc.

It is strictly prohibited to send or forward emails containing harassing, discriminatory, libelous, defamatory, offensive, racist, obscene remarks or otherwise in violation of the Meeting policies or the law. If you receive an email of this nature, you must promptly notify your Supervisor.

Internet Policy

Access to the Internet is provided to advance the mission, capabilities, offerings, and productivity of the Meeting. It is to be utilized by the Meetings employees to conduct research and communicate with others. Employees are expected to use it for Meeting purposes. Access is a privilege, not a right. 

The following guidelines and rules are to be strictly adhered to:

Do not send anonymous messages or use unapproved aliases.

Employees using the Internet shall comply with the Meeting policy regarding harassment.

Under no circumstances are pornographic or potentially harassing materials to be viewed, accessed, downloaded, sent or received using Meeting equipment or facilities at any time. The Meeting will monitor its computing and communications systems periodically to assess the effectiveness of its Anti-Harassment policy.

Employees are not to install their personal copies of software or data on any Meeting equipment.

As stated, the Meeting can monitor the use of the Internet, our network, and computer systems. Any data on Meeting facilities or its premises may be viewed at any time. Employees have no ownership or privacy expectations in such data. All work created using Meeting equipment or facilities belongs to the Meeting. Violation of this Meeting policy may lead to discipline, up to and including discharge.

ANTI-HARASSMENT POLICIES

The Meeting is committed to maintaining a work environment in which all individuals are treated with respect and dignity and which promotes equal opportunities and prohibits discriminatory practices, including all harassment of a person because of his or her sex, race, religion, creed, national origin, age, ancestry, affect ional or sexual orientation, transgender orientation, disability, or marital status. Accordingly, the Meeting has issued the following Policies and Procedures for the Prevention and Control of Harassment (the policy) prohibiting sexual and other forms of unlawful harassment. This policy shall apply and be distributed to all current and future employees, and is posted in a prominent location accessible to all employees. All individuals are required to be familiar with and act in accordance with all provisions of this policy. The Meeting will monitor use of this policy periodically to assess its effectiveness.

Prohibition of Harassment: Harassment is a form of discrimination and is a violation of Title VII of the Civil Rights Act of 1964, as amended, and the guidelines of the Equal Employment Opportunity Commission as well as the Pennsylvania Human Relations Act and other regulations and ordinances. The Meeting absolutely prohibits harassment in any form in the workplace. This includes other work-related settings, trips, training seminars, and business related social events. This policy also extends to all communications that occur on the Meeting’s email and Internet systems. Harassment, including sexual harassment, is prohibited.

For purposes of this policy, the term sexual harassment refers to any sexual advances, requests for sexual favors, and other verbal, visual or physical conduct of a sexual nature when:

(1) submission to such conduct is made either explicitly or implicitly a term or condition of an individuals employment; or

(2) submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such individual; or

(3) such conduct has the purpose or effect of unreasonably interfering with an individuals work performance; or

(4) such conduct has the purpose or effect of creating an intimidating, hostile, or offensive work environment.

Examples of Prohibited Conduct: This policy pertains, but is not limited to, the following examples of conduct which is prohibited:

(1) threatening adverse employment actions if sexual favors are not granted;

(2) promising preferential treatment in return for sexual favors;

(3) persistent or repeated unwanted and unnecessary physical contact of a sexual nature;

(4) offensive remarks, including obscene jokes, and sexual teasing remarks or questions;

(5) the display in the workplace of sexually suggestive objects or pictures;

(6) persistent or repeated unwelcome sexually suggestive gestures, or pressure for dates;

(7) unwanted sexual advances;

(8) physical assault of a sexual nature;

(9) epithets based on sex, race, religion, creed, national origin, age, ancestry, affectional or sexual orientation, handicap, or marital status; and

(10) written or graphic material that denigrates or shows aversion toward an individual or group because of one or more of the above characteristics, and that is placed on walls, bulletin boards, or elsewhere on the Meeting’s premises, intranet, electronic message boards, or circulated in the workplace on paper or electronically. 

It is also unlawful to retaliate against anyone who has complained in good faith about harassment or discrimination, whether that concern relates to harassment of or discrimination against the individual raising the concern or against another individual.

Procedures for Reporting Harassment Complaints: While the Meeting encourages individuals who believe they are being harassed to firmly and promptly notify the offender that his or her behavior is unwelcome, the Meeting recognizes that power and status disparities between an alleged harasser and a target may make such a confrontation difficult. If an individual does not wish to pursue such informal, direct communication with the offender, or if such communications are either ineffective or impossible, the following steps must be followed in reporting a harassment complaint.

Reporting of Incident: Any individual who feels that they have been the subjected to harassment has the obligation to notify the Meeting of such harassment, regardless of who the alleged harasser may be. Any employee who believes that he or she has been subjected to a harassing environment must report such complaint to the person responsible for that program. If the employee believes it would be inappropriate to contact that person, the employee may contact the Clerk of the Meeting. Any non-employee who becomes aware of possible sexual or other unlawful harassment should promptly advise the person responsible for that program or the Clerk of the Meeting, as appropriate.

A complaint of harassment may be made initially either orally or in writing, but any complaint made orally must be reduced to writing before an investigation can be initiated. The person receiving the complaint should ensure that the complaint is promptly reduced to writing and signed by the complainant. Signature or cooperation of the purported victim or victims of harassment shall not prevent an investigation from commencing promptly.

Policy Against Retaliation: It is the policy of the Meeting that no one will be retaliated against for making a complaint of harassment in good faith. Retaliation is a serious violation of this policy and should be reported immediately, pursuant to the complaint procedures outlined above. Any individual found to have retaliated against an individual for reporting sexual harassment, or against anyone participating in the investigation of a complaint, will be subject to appropriate disciplinary procedures as described below.

Procedures for Investigating a Claim

Confidentiality: Any allegation of harassment brought pursuant to the complaint procedures described above will be promptly investigated. The Meeting will attempt to maintain confidentiality throughout the investigatory process to the extent practical and appropriate under the circumstances. Unfortunately, no guarantees of confidentiality can be made.

Investigation of Complaint: The Meeting will promptly investigate all reports of harassment and take appropriate action within a reasonable time. No one who is personally involved in the alleged harassment shall conduct the investigation. The investigation will include an interview with the alleged victim, the person making the initial report (if not the alleged victim), and the accused. Any person who may have information regarding the alleged sexual harassment should also be interviewed, and relevant documents shall be located and reviewed. The investigator shall thoroughly investigate the matter, keeping both the alleged victim and the accused informed as to the status of the investigation.

Interim Remedies: If the complainant alleges that the harassment is ongoing, the investigator may adopt interim remedies such as temporary suspension with pay, temporary reassignment, adjustment of work schedule, re-educating personnel about the policy against harassment, counseling for the complainant, or other actions as appropriate. Such interim remedies shall not represent a determination as to the guilt or innocence of the alleged harasser, but merely temporary measures pending the result of the investigation.

Resolving the Complaint
Report: The investigator shall prepare a written report within a reasonable time following commencement of the investigation. The report shall identify all witnesses and other sources of information and discuss the substance of the testimony and other evidence received from each source. The report shall also include a finding that (a) sexual or other harassment occurred; or (b) sexual or other harassment did not occur or (c) there is inconclusive evidence as to whether sexual or other harassment occurred. The direct victim, and the individual who made the original complaint if not the direct victim, shall both be notified of the report finding. 

Discipline and Sanctions: Disciplinary action will be taken against any individual found to have engaged in harassment. Appropriate sanctions will be determined by the Meeting. The extent of sanctions may depend in part upon the length and conditions of employment of the individual and the nature of the offense. In addressing incidents of harassment, the response may include, but is not limited to: reprimanding the offender, re-educating him/her about sexual and/or other types of harassment, preparing a written record of the offense, referral to counseling, withholding of a promotion, reassignment or transfer, temporary suspension without pay, demotion, and termination of employment. 

Maintaining a Written Record of the Complaint: The Meeting will maintain a written record of each complaint of harassment, including how it was investigated and resolved. Written records will be maintained for 2 years from the date of the resolution unless circumstances dictate that the file should be kept for a longer or shorter period of time. Written records shall be maintained in a confidential manner to the extent practical and appropriate in the Meeting’s office.

Conclusion: This policy was developed to ensure the ability of all individuals employed by the Meeting to work in an environment free from sexual and other types of harassment. This policy will be disseminated to all individuals presently working and will be provided to all new individuals upon their arrival. All individuals will be required to review the policy and procedures and sign an Acknowledgment of Receipt and Review of Harassment Policy. The Meeting will conduct informational and training sessions concerning the policy, to ensure that all individuals understand the policy.

This policy is not intended as a contractual obligation. The Meeting reserves the right to amend the policy from time to time as needed.

Acknowledgment of Receipt and Review of Harassment Policy

I, ____________________________, certify that I have read the 

Meeting’s Policies and Procedures for the Prevention and Control of Harassment (the policy), that I have been given a copy of this policy, and that I understand its Provisions. I agree to abide by the terms of this policy at all times.

I recognize that the Meeting prohibits sexual and other types of harassment in the workplace, that violations of the policy will be appropriately sanctioned, and that such sanctions may include termination. I also recognize that if I believe that I have been the subject of harassment, or am aware of other employees that have, I will notify an appropriate male or female clerk of the Meeting of such harassment, pursuant to the provided procedures for making complaints of harassment. Such clerks might include the Clerk of Religious Education Committee, Clerk of Care and Counsel Committee, or Clerk or Assistant Clerk of Meeting.

____________________________

Signature

____________________________

Printed Name of Employee

____________________________

Title or Position

____________________________

Date

Preschool and Kindergarten

Policies and Procedures

Introduction

The following are the policies and procedures for the Preschool and Kindergarten. All preceding policies of the Meeting, not inconsistent with the following, also apply to the Preschool and Kindergarten.

General Information

Gwynedd Friends Preschool and Kindergarten are Quaker schools devoted to the education of each child in the tradition of Quaker testimonies and values. The aim of Gwynedd Friends Preschool and Kindergarten is to nurture the physical, emotional, intellectual, social, and spiritual growth of each child. In small, carefully supervised groups, the preschool child can develop a sense of his own identity, a respect for others' feelings and a growing awareness of the wider world. Children learn mutual respect and trust by acknowledging the intrinsic worth of every person. We believe in offering the kinds of experiences each child needs for individual growth and development. Our teachers are selected on the basis of their warmth and understanding, as well as their professional training and experience. A close association among teachers, children, and parents assures a continuing learning process. Parental involvement is encouraged.

Authority

All staff will be responsible to the Director of the Preschool and Kindergarten.

EMPLOYMENT PRACTICES

Salaries

Preschool and Kindergarten salaries are paid on a 9 or 12-month basis. Checks will be issued twice a month, on the 15th and 30th. All salaries are direct deposited. Pay vouchers will be in employee mailboxes or mailed to the employee.

Benefits

Each staff member is entitled to sick and/or personal days determined by the number of sessions per week the employee works. The numbers of days are as follows:

Work 5 mornings - 8 sick/personal days

Work 4 mornings - 6 sick/personal days

Work 3 mornings - 5 sick/personal days

Work 2 mornings - 3 sick/personal days

Children of staff may be entitled to partial or full scholarships as determined by a number of factors including financial need.

Substitutes

Employees will seek approval from the Director when it is known in advance that a substitute is needed. Employees will be granted last minute personal days only if a substitute can be found.

Employees will make arrangements with the Director when a substitute is needed for illness or emergencies. If an employee is not feeling well the night before school, the employee will call the Director and the classroom assistant so that a substitute can be put on standby. Teachers and assistants should not be absent on the same day.

Hours Of Attendance

Each staff member is expected to work from 15 minutes prior to student arrival to 15 minutes after student departure time. In addition, a staff meeting will be held once a month outside of school hours except when school is out of session. Notice will be provided via email.

Health Examination

After an offer of employment has been made, the prospective employee must obtain a pre-employment health form from the Director to be filled out by a physician following a complete health exam.

State Child Abuse History Clearance and State Criminal History Request
Prior to employment, all new employment candidates must obtain and provide copies of the PA Child Abuse History Clearance and the PA State Police Criminal History Report. Forms are available from the Director and are also available online. Gwynedd Preschool/Kindergarten will cover the cost.

Federal Criminal History Report
All new employment candidates must obtain and provide a Federal Criminal History Report. Gwynedd Preschool/Kindergarten will cover the cost. 
Job Description

Each member of the staff will receive a job description, which will be applicable to the position for which the staff member is employed. This job description must be signed and returned to the Preschool Office. There will be a ninety-day probationary period for new employees.

Termination

Employees are requested to give thirty (30) days notice in writing prior to resigning a position.

The following actions, in addition to any other actions deemed by the Director and/or the Preschool Committee to be inappropriate, are forbidden and will be grounds for immediate dismissal:

· Being under the influence of alcohol or non-prescription drugs during school hours

· Children in employee’s charge left unsupervised

· Physical, emotional, or sexual abuse of a child

· Inappropriate or offensive behavior toward children, parents, or any other person

· Theft or dishonesty

This is not an exhaustive list of grounds for immediate termination, and it remains at the discretion of the Director and/or the Preschool Committee to determine whether immediate dismissal is necessary. Furthermore, as stated previously in this Handbook, all employees are employed at will, and therefore may be subject to termination on a non-immediate basis at the discretion of the Director and/or Preschool Committee.

Performance Evaluation

The director will provide a performance review once a year with each staff member. Before Christmas, the Director will report to the Preschool Committee regarding competence of each staff member. By May 1 of each school year, the Director will make a recommendation to the Preschool Committee with reference to staff for the next school year. The Director reserves the right not to renew teacher contracts based upon the performance evaluation and/or failure to complete required training.

Professional Development

Teachers are required to attend educational programs twice per school year. Support staff are offered the same opportunities and are strongly urged but are not required to attend.

PARENT-TEACHER RELATIONSHIPS

Home Visits

Staff may provide home visits prior to the start of each school year. This is a decision made between families and teachers.

Parent Orientation Session

There is an orientation session for the parents of all students in September. Additionally, there is an orientation in May for the families of incoming kindergarten students.

GENERAL RESPONSIBILITIES

All teachers and employees will:
· Be sure classrooms are clean and organized
· Speak privately with parents at all times and not in front of others, such as: parents, other teachers, or children. The assistant teacher should direct all parent questions to the teacher
· Be familiar with all school policies and procedures so that there will be few misunderstandings
· Listen carefully to concerns. Be positive and supportive. Initiate and follow up communications when appropriate. Always return parent phone calls. Keep conversations with other staff members concerning children and parents positive. All discussions about parents and/or children should be held in a private and discreet manner
Documentation
The kindergarten teacher is responsible for recording each child’s progress in regular report cards and any necessary interim documentation.

Parent Visitations

Parents of enrolled children are welcome to visit at any time, preferably giving the classroom teacher advance notice. Other visitors must schedule such appointments ahead of time with the Director. Formal documentation is needed when a parent requests that a child not be seen or picked up by a non-custodial parent or family member.

Parent-Teacher Conferences

Parent-Teacher Conferences are held annually or as needed.

RELATIONS WITH CHILDREN

Supervision

All employees must ensure that no child is left unattended indoors or outdoors at any time.

Disciplinary Practices

Children are to be treated with dignity and respect, and discipline should reflect the Quaker values upon which the school is based.
Referrals

An employee who suspects that a child requires professional intervention must promptly advise the Director.

HEALTH AND SAFETY

Training

The staff has training in CPR and First Aid in alternating years, i.e. one year CPR certifications, the next year, First Aid.

Accident Guidelines and Reporting

In the event of an accident during school hours the employee supervising at that time will obtain any needed information from witnesses, fill out an ACCIDENT REPORT form, and submit it to the Director on the same day as the accident. Accident forms are available in the file cabinet in the Director’s office. All employees must immediately inform the Director of any serious injury, especially to the child’s head or face. The Director will inform the child’s parents.

Extended Absences

If a student is absent more than three times, the teacher will call the home and let the Director know if anything serious has occurred. The teacher will let the Director know if a student is going to be out of school for an extended period.

Release Of Children

No child will be released to anyone other than a parent or an adult specifically authorized by the parent before dismissal time. This authorization should be stated in writing. Regular car pools should be on record with the Director and with the teacher.

Emergency Evacuations

In the event of fire and other emergencies requiring the evacuation of the buildings, the fire alarm will sound and the following procedures will be followed:

· The children will be instructed to immediately follow the teacher to the door and outside to a designated area
· The assistant teacher picks up the roll book, emergency cards, turns out the light and follows the class, giving the teacher the roll book

· The teacher immediately checks the roll to make sure all children have evacuated the building. A head count must be taken to double check for accuracy

· Any visitors will exit the building with the children

· The Director is responsible for checking that all classrooms and bathrooms are evacuated

The Director will signal that it is safe to return to the classroom. In the event that it is not safe to return to the building, an alternate location for housing the children will be determined and parents will be contacted to pick up their children from that location.

Hygiene Practices
All teachers and aides should use disposable gloves in situations when contact with urine, stool, or blood is possible. Contact with any body fluids should be followed by careful hand washing with disinfectant soap.

Hand washing before snack time is required for staff and children.

Field Trips

Permission slips are required every time the children leave the Preschool and Kindergarten grounds. Teachers must be sure that there is enough adult supervision. Teachers must/should have alternate coverage ready in case someone is sick or unable to be there. Teachers are to assign children to specific adults to be sure everyone is well supervised.

Each child must be provided with a nametag. It should include their name, school, and school address for safety reasons. Safety rules must be made clear and children should be prepared for what they may see or hear on the trip. Each child should have a chance to use the bathroom before leaving on the trip.

Emergency cards must be with the class while off the school grounds.

FACILITIES

Classroom

The employee will:
· Not use masking tape on carpeting or tile floors
· Close all windows and lower blinds before leaving the classroom at the end of the day
· Store any classroom items that should not be disturbed either in the closet or in the office
· Fill out and submit all repair orders to the Director
Playground & Recreation Room

· All staff must follow the playground rules while school is in session
· Staff must refer to Daily Schedule for playground/recreation room set up and storage. It is the employee’s responsibility to get this job done. If an employee is unable to complete this task, the employee must secure a replacement
· Employees must follow the daily playground/recreation schedules so that all classes have their allotted time
· All toys must be put away before dismissal
· Employees must inform the Director if equipment is in need of repair
Supplies

· Employees must inform the Director when supplies are running low or if something special is needed
Peace Camp
Policies and Procedures

Introduction

The Peace Camp at Gwynedd Friends evolved from a community effort to develop a summer camp experience for elementary school aged children. The Camp’s emphasis is on peacemaking, conflict resolution, self-expression, leadership, teamwork, reflection, stewardship of the earth and respect for all people and the world around us.

General Information

The Peace Camp at Gwynedd Friends, also called the Peace Camp or Camp, seeks to provide children with the tools they need to understand conflict, express emotions, communicate openly and honestly, understand different perspectives, celebrate differences, form creative solutions, and cooperate - all while having fun! These skills are designed to empower children to foster peace within themselves, peaceful situations at home, at school with other students, and in the larger context of the world.

Considering the needs of working families, the Peace Camp is scheduled at a time in August when many regional camps are not operating and school has not yet begun. We try to keep costs low, and we offer scholarships in order to reach the widest cross section of our community.

The Camp is staffed by experienced educators and has a high teacher-to-child ratio. We also employ qualified college students as Counselors and have a Counselor-In-Training program for high school youth. 

The goal of the Peace Camp is to provide a day-camp experience in keeping with Friends’ values and educational practices. To accomplish this we are committed to activities that encourage:

· Development of peacemaking and communication skills in fun, interactive activities
· Strengthening of constructive leadership skills
· Care of nature and community
· Creativity
· Reflection
· Group support (becoming a caring group member)
Authority
Counselors and Counselors-in-Training (CITs) report to the Teachers. Teachers report to the Head of Camp, who is the Director or the Head Teacher. The Head of Camp reports to the Peace Camp Committee.

EMPLOYMENT PRACTICES

The Peace Camp provides employees with training to familiarize them with Gwynedd Meeting's Child Safety Policy.

State Child Abuse History, State and Federal Criminal Histories

Prior to employment all new employees must obtain and provide copies of the Pennsylvania Child Abuse History Clearance and the Pennsylvania State Police Criminal History Report. Directions for getting these online are given in the Child Safety Policy manual on page 31. The Federal Criminal History Report must also be presented. Procedure for getting this is explained on pages 32-34. Peace Camp will cover the costs of all three reports.

Time Commitments Before and After Peace Camp

Before the start of the summer camp sessions, the Head of Camp and Teaching Staff will work on curriculum ideas. They will produce a schedule for the first week, including activities, classes, and visiting specialists. This schedule will serve as a structural outline for the following week or weeks, subject to adaptation by the Staff, as necessary. 

An Orientation Program before Peace Camp will be scheduled and conducted by the Head of Camp for all Staff including Counselors-in-Training. This will be at a mutually convenient time and will take two or more hours. After Camp is over, Staff is asked to evaluate the Camp experience, writing what went well, what did not, and suggestions for future Peace Camps.

Each Monday, Counselors who are responsible for a Camp group are expected to submit plans identifying the activities they intend for their group during unscheduled periods. Plans should also include a list of any materials or other special arrangements needed for the activity.

Camper Attendance and Pick Up

Peace Camp begins at 9 a.m. and ends at 3 p.m. Monday-Friday. Parents are to send a note to the Head of Camp for Extended Day, doctor’s appointments, and special arrangements. If a child will be arriving early (between 8:30 a.m. and 9 a.m.), or late, or will be absent, or picked up by an adult other than the designated adult(s), the parent is to contact the Head of Camp directly by phone. 

Staff Attendance at Camp

It is expected that Staff members be at Camp at 8:30 a.m. unless they are ill. Notice should be given to the Head of Camp personally and as early as possible, but not later than 6:45 a.m. Staff should be prepared to leave detailed, specific instructions for the person who covers. In some situations, Staff may be asked to cover activities for another Staff member who is absent. Departure time is 3:30 p.m. Staff needing to miss Camp or leave early due to personal business must arrange this with the Head of Camp at least one week in advance. Staff needing to miss Camp for more than a day or two must also leave a plan of activities for the period of time they will be absent. If you leave the Campus during Camp hours, please inform another Staff member and the Head of Camp. Staff must leave directions for the Staff member covering, as well as contact information in case of emergency.

All full-time Staff members are expected to share in incidental duties such as lunch supervision, playground duty, and before/after Camp duties. Other reasonable duties might be requested as appropriate. Salary includes participation in Camp set-up before the first session, clean up and storage of materials on Friday afternoons, and closeout at the end of the Camp. All rooms will be inspected at the end of Camp.

Extended Day

The Extended Day Program is available to all children attending the Peace Camp. It is open from 3:00 p.m. to 5:00 p.m., and costs $15 per day, or $60 for the week.

Staff working in the extended day program receive additional pay. Staff may leave at 5 p.m. or after the departure of all Campers and clean up of all Camp areas, including the playground. Doors and windows must be closed and locked, and lights, fans, and air-conditioners turned off.

Lunch and Snacks

Parents are to send their child or children to Camp with a healthy lunch, including a beverage. They are not to send candy, gum or soda, or food that requires heating. A cold pack should be included if needed. The Camp provides snacks at appropriate times. Staff must be aware of special instructions given by parents as to Campers' food sensitivities or allergies. If the Camp is peanut-free, the Staff's lunches must also abide by the distributed guidelines.

Maintenance Requests

Care of Rooms 

Note: Peace Camp Committee to check with Preschool on resources & storage.

Other community members also use the rooms used for Camp. In many cases, materials are left out during the summer. Do not use these materials unless the Head of Camp tells you that it is allowed. If you have a question about whether materials are available for use, ask the Head of Camp.

Campers must be helped to accept responsibility for the care, cleanliness, and order of their rooms. Though maintenance people will supplement our efforts, Staff members are responsible for the general tidiness, cleanliness, and good order of their areas of the Camp. These standards need to be met on a daily basis. All exits should be clear. Floors should not be cluttered. Projects should go home with the children. Rooms must be left clean and neat. We encourage the children's participation in these endeavors.

The kitchen must be kept clean at all times.

Smoking

Smoking is not permitted in the buildings or on the grounds of Gwynedd Friends Meeting out of concern for the health and safety of Campers and Staff. This policy protects all from the health risks of second-hand smoke, and protects the physical plant from the danger of fire. It also removes the educational drawbacks connected with having Camper role models smoking at Camp.

Telephone Calls

Outgoing

The office phone is reserved for Camp business. The Staff is asked to limit personal calls to those that are absolutely necessary. Cell phone use guidelines will be given at orientation. 

Incoming

Our Staff is very busy and we do not wish to interrupt Camp with phone calls any more than necessary. Please try not to have people call you during Camp sessions. 

Messages for Staff

The Head of Camp will attempt to reach Staff when an important call comes in from a parent.

Any last-minute changes in transportation plans for a Camper will be given directly to the Staff.

Outgoing Notes/Messages

The Head of Camp should be consulted about any written communication from Staff regarding Campers or special events.

Camper Attendance Reports

One Staff member has the responsibility to make sure that all parents sign by the name of their children (or those they are transporting) after drop off, and sign that they have picked the children up at the end of the Camp day. The list of children using the Extended Day Program must be checked for accuracy each day so that charges for that program can be made correctly. Please give all parent notes for Extended Day, doctor appointments, and special arrangements to the Head of Camp, along with the sign-in and sign-out sheets. All Staff should be aware of attendance in all classes, and report immediately any unexplained absences. 

HEALTH AND SAFETY

The health and safety of the children is our highest priority. Maintaining a healthy and safe environment takes precedence over any activity. As children are under our care for the entire day, supervision must be maintained at all times.

Medications

Campers are not to take or carry any type of medication (over the counter or prescription) without the knowledge of the Head of Camp. All medications must be checked in with the Head of Camp, who must be informed of all medications to be taken during the day. The Camp may dispense no medication of its own without direct parental approval. 

Injuries

In the event of a slight injury or illness of someone at Camp, the individual is to notify the appropriate person (Head of Camp, Teacher, Counselor or person on duty on the playground). First Aid materials are kept in the First Aid boxes. Staff is responsible for First Aid. 

Serious Injuries

In the event of a more serious injury to someone at Camp, the parent/guardian will be notified of the injury, and of the permission and instruction received for taking appropriate action. If the parent cannot be contacted, the child's Peace Camp Medical Form has signed permission from the parent for the child to receive emergency medical treatment. The form also has medical insurance information. The signed form should accompany the child if taken to a doctor or hospital.

General Safety Practices  (Please also refer to Gwynedd Meeting's Child Safety Policy)
Levels of Isolation
· Avoid having a single adult accompany a child separate from a group activity.
· Make clear to children and adults the rooms that are “off limits.”
· Whenever possible, children should be sent to the bathroom in pairs.
· Telephone should be easily accessible and its location made known to adults and youth.
· It is our goal that no fewer than two adults will be present at any activity.
· Every effort should be made to maintain ratios of adult Staff (21 or older) to Campers at the level of 1:10.
Playground Rules

Note: Indoor and Outdoor rules and boundaries are to be set by agreement with Staff and Support Committee Members. The rules below are examples that may be adapted by agreement.
· Children may throw or toss only balls and Frisbees.
· Touch football games are not allowed. Tackling is not allowed.
· No sticks or stones may be picked up at any time.
· Children may only go down, not up, the slides.
· No foul or inappropriate language or fighting will be tolerated.
· No bullying or harassment will be tolerated.
· No one may climb on the trees, stone walls, or fences. Do not hang or pull on branches.
· Balls may be used at recess time. The last person using them after recess must return balls to the shed.
· Children may not lift other children.
· Tricycles belong to Preschool and are not for Peace Camp use, except with permission.
· Respect the property of others and respect nature.
· Each child must ask the Counselor-on-duty for permission to enter the building to use the bathroom or the water fountain. Accompaniment guidelines apply.
Problem Solving

Staff should stand in a visible spot on the playground. The Staff's attention should be addressed 
to the children and not to discussion with other adults. When a dispute occurs on the playground, every effort should be made to have the participants talk with one another in the hope that each individual will understand what went wrong. Sometimes it is necessary to sit Campers down for 
a short period until they are calm enough to discuss the matter. The Staff should be an active facilitator in settling disputes. The Staff member/s on duty should deal with all playground problems. If there is an "innocent" fight between children, it is better to have a quick talk at 
the time it happens than to let it hang over to later in the day. The Staff member may send 
a messenger to request help.

Behavior Policy

Our aim is to have a meaningful Camp experience for all participants and accommodate the needs of all Campers. However, if problem behavior is seen, we will first address the behavior and clearly state our expectations with the Camper. If the behavior continues, contact will be made with parents/guardians to inform them of the situation. Should the behavior interfere with the emotional or physical safety of the Peace Camp community, the Peace Camp at Gwynedd Friends reserves the right to dismiss the camper from the remainder of camp with no refund being given. Parents have been informed of this policy in the Parent Handbook.

In the event of inappropriate behavior during Peace Camp, the following hierarchy of intervention should be followed (with modification allowed to fit each situation, Staff member and Camper).

1. Behavior will be identified, request made to not repeat it.

2. Appropriate consequence given for behavior (e.g. removal from group, sitting out of a "fun" or "free" activity).

3. Camper is informed that parents will be notified if misbehavior continues.

4. Call to parents to inform them of issues.

5. Parents are asked not to bring their child to Camp any longer.

While we certainly want to discuss problems with children as they occur to help them learn about how and why they happen, such discussions must be kept brief and focused to keep such events from becoming a source of attention. Development of behavioral contracts can be helpful. Keep in mind that consequences are part of a contract.

Code of Conduct for Peace Camp Workers
· Build a Friendly Community

· Create a safe place to grow and learn
· Have fun
· Look for the best in each person
When planning an activity consider these three rules: 

· Is it kind?
· Is it safe?
· Does it build community?
Know where and how to get help at all times:

· Know the communication chain and circles of influence
· Know the location of the phone
· Have quick access to emergency contact info
· Know where the First Aid Kit is located, and that it is stocked
· Know each youth’s specific health needs and concerns
· Be aware of any youth’s physical limitations
Discipline Considerations

Set clear limits with children:

· Such as: “We expect this…”, and “This will not be tolerated…”
· Be clear, fair, and consistent
· Establish a specific consequence for action
· Enforce limits if unacceptable behavior is shown
Understand your position as a responsible role model
· Demonstrate respect for each other as well as the other youth
· Speak with people face to face
· Don’t yell across the room to enforce limits
· No put-downs or name-calling
· Preserve each person’s privacy
Take Care of Self:
· Preserve private space.
· Get help from co-workers when you feel stressed, angry, or concerned.
· Ask for Help - Campers go to CITs, CITs go to Counselors, Counselors go to Teachers, and Teachers go to Head of Camp. Head of Camp can speak with Peace Camp Committee.
· Always keep Head of Camp aware of issues and problems.
· Challenge yourself to participate and contribute to camp meetings and give feedback.
· Be aware of the power of your authority and size over a younger person.

EMERGENCY PROCEDURES: FIRE, ETC.

There is an emergency button in the Meeting Office desk drawer that alerts the Lower Gwynedd police directly. The police will immediately call the Meeting Office telephone number to speak with someone about the nature of the emergency. Be ready to answer the Office telephone.

In the event of emergency, proceed calmly with your group to the 1857 School House and await further instructions from the Head of Camp. The Head of Camp will bring the sign-in attendance sheet (or Extended Day list after 3:00 pm), plus all Medical Forms and emergency contact information.

Procedure for Crisis Communication

The Peace Camp has adopted a Crisis Communication Procedure to deal with the possibility that a crisis might strike the Camp. This procedure details the flow of information and the duties of various Staff members in the event of a crisis. The Crisis Communication Team consists of the Head of Camp and the Staff Support persons from the Peace Camp Committee.

If an emergency prompts the news media to contact anyone on or off campus for explanation, comment, or interview, please DO NOT comment, but instead refer them to:

· First: Director of Peace Camp Bradley Merkl-Gump 215-380-4659
· Then: Staff Support Liaison from Peace Camp Comm. or Laura Taylor 610-613-0588
· Then: Peace Camp Committee Clerk, Janet Henderson 215-859-8572
Contact Data

Director of Peace Camp Bradley Merkl-Gump 215-380-4659
Peace Camp Committee Clerk, Janet Henderson 215-859-8572

Gwynedd Meeting Office 215-699-3055 

The Peace Camp at Gwynedd Friends

1101 DeKalb Pike (Route 202 & Sumneytown Pike)

Gwynedd, PA 19454

gwyneddpeacecamp@yahoo.com

www.gwyneddmeeting.org/PeaceCamp.html
Youth Program

Policies and Procedures

Introduction

The Youth Program includes the children’s First Day School program, including youth trips, service projects and special events. The coordinator is expected to recruite volunteers from the Gwynedd community to teach all First Day School classes and provide direct guidance and materials and supplies to these teachers according to curriculum needs.

Responsibility and Authority

Responsibility for planning intergenerational events is shared by the Youth Program Coordinator and the Religious Education Committee. They are also to communicate with families and teachers about the Youth Program and events at Gwynedd.
The Religious Education Committee is kept informed by the the Youth Program Coordinator on all matters relating to the Gwynedd Youth Program, and together they give an annual report to the Meeting at the June Meeting for Business.

· The Youth Program Coordinator reports to the Religious Education Committee
· The FDS Teachers report to the Youth Program Coordinator
· An oversight committee, consisting of two members of the Religious Education Committee and one member of Worship and Ministry, will meet in June of each year to review and discuss the work of the Youth Program Coordinator
EMPLOYMENT PRACTICES

Salaries

The Youth Program Coordinator is an Exempt position that receives a fixed rate of pay per week. The Meeting pays the Coordinator position for 14 hours per week. Time is flexible throughout year as duties and activities require. More time may be called for during the school months, which is offset by the reduced time required during the summer.
Payment is bi-monthly on 15th and 30th of each month
Hours of Attendance

The Youth Program Coordinator is expected to be in attendance during regular First Day School hours (10:30 AM – 12 noon) and as needed before and after First Day School for committee meetings and follow-up with teachers and parents
· Greater hours of attendance are required for youth and intergenerational activities, and for projects (i.e. Evening with Friends, Pizza and a Movie Night, Family Night, etc.) 

· Much of the Youth Program Coordinator’s work is done off-site, during evenings, and often from his/her home
· The Youth Program Coordinator is expected to attend meetings of the Religious Education Committee 
Child Safety Policy Requirements

· The Youth Program Coordinator must submit the required clearances outlined in the Gwynedd Child Safety Policy & Practices for a Paid Youth Program Worker (see Child Safety Policies & Practices, Qualifications & Screening, pg. 4-5) 

· The Youth Program Coordinator is expected to understand and implement Gwynedd’s Child Safety Policy & Practices, including training FDS teachers. (See Child Safety Policies & Practices, Appendices, Code of Conduct for Youth Program Workers, pgs. 16-20)
Duties of the Youth Program Coordinator:

· Plan, review, and oversee the Children’s First Day School (FDS) program, including youth trips, service projects, and special events
· Attend monthly Religious Education Committee (RE) meetings and all provide information needed to keep members informed on all matters relating to Gwynedd Youth Program
· Provide direct guidance, materials, and supplies to FDS teachers according to curriculum needs. This includes maintaining an environment that is conducive to the needs of volunteer FDS teachers
· Evaluate curriculum guidelines with RE annually at the end of each First Day school year
· Support and assist with other Meeting initiatives that may involve Gwynedd Youth (i.e. Peace & Social Action’s doll-making for Haiti)
· Aid the RE in planning intergenerational events and oversee coordination. Secret Friends is an example an intergenerational project
· Schedule and attend FDS teachers’ meetings
· Maintain a list of FDS teachers and youth who regularly attend First Day school
· Purchase and distribute gifts or books for students entering particular grades
· Coordinate the September Welcome Back Breakfast with RE members and FDS teachers, the Christmas Program, and the End-of-Year Closing Presentations
· Post announcements of FDS and youth events on the bulletin board and Gwynedd website, and in Gwynedd newsletter, direct email communication to parents, and handouts
· Provide opportunities for Gwynedd to participate in FDS programming by knowing the community and enlisting the talents needed to enhance student experiences, and also by inviting and welcoming suggestions from committees and members
· Make available information about and encourage participation in Quarterly and Yearly Meeting events that are appropriate for FDS teachers, youth, and families
· Whenever Quarterly Meeting is held at Gwynedd, coordinate with youth and teachers to provide appropriate events and activities
· Understand and implement Gwynedd’s Child Safety Policy & Practices, including any training required for FDS teachers
· Submit receipts to reimburse Youth Program and teacher expenses
· Send a Welcome Letter to all FDS families prior to the opening of FDS in August, and provide welcome materials to new families throughout the year
· Maintain an archive of FDS lesson plans, resources, and materials used in class binders and maintain and update class bins so that they contain up-to-date and useful materials
· Present an annual report to the June Meeting for Business, including specifics about the FDS Youth Program (number of children, teachers, etc.), curriculum covered, special events, and goals for the coming year
Child Care

Policies and Procedures

Introduction

Child Care is provided for children of ages ranging from infant to 12 years. On Sundays from September through mid-June, the hours of Child Care are from 9:30 am to 12:00 pm. On Sundays from mid-June through August, Child Care is provided from 9:30 until 10:45 am.

There are two Child Care providers from 9:30 am until 10:45 am.

General Information

Parents are encouraged to take their children into Meeting for Worship by 9:30 am. The Child Care Providers attend Meeting for Worship as well. When appropriate, generally around 9:50 am, the Child Care Providers lead the children from Meeting for Worship to the playground outside. Meanwhile, the parents of the children remain in the building. When the weather is inclement, 
the children play indoors.

The number of children under Child Care each Sunday varies from 3 to 14.

Authority

· The Child Care Providers report to the Clerk of the Religious Education Committee
EMPLOYMENT PRACTICES

Applicants for the Child Care Provider position must be at least 18 years of age. Both a Pennsylvania State Criminal History Record check and a Pennsylvania Child Abuse History Clearance, as well as a Federal Criminal History Report, will be required for employment. Gwynedd Meeting will pay any necessary fees. Child Care Provider employment is contingent on the satisfactory results of those background checks.

Duties of the Child Care Providers:
· Attend Meeting for Worship at 9:30 am. At approximately 9:50 am, escort children from Meeting for Worship to the outside playground or inside classroom
· Supervise play activities during Meeting for Worship hour
· Supervise children under age 5 during the First Day school program
· Help the Preschool Teacher when there are no children to care for during the First Day School Program
· Report injuries or mishaps to the Religious Education overseer and the parent
· Learn names of children and parents
· Attend Annual Safety Instruction
· Wear name tag
Office Management

Policies and Procedures

Office management staff

Gwynedd Monthly Meeting employs an Office Manager to manage many of the administrative responsibilities associated with the life of the Meeting. The Office Manager supports the officers and standing committees of the Meeting, and is a critical link for the flow of information within the Meeting.

The Office Manager and Accountant share the computer located in the office at Gwynedd Meeting. Office hours of the two positions are coordinated to avoid a conflict for access to the computer. The Office Manager can do work at home on a limited basis. Gwynedd Meeting does not provide a computer for working at home.
General Information

The Office Manager is directed by an oversight committee. The committee consists of the Treasurer, and representatives of Care and Counsel Committee, Property Committee and Stewardship Committee. The Office Manager can be contacted at the Meeting’s email address (gwyneddfriends@verizon.net), or using the Meeting’s telephone number (215) 699-3055. Individuals can go to the Office Manager with questions. However, a request for a task or duty to be performed should be directed to the Oversight Committee in order to ensure that the assignment falls within the Office Manager’s responsibilities as outlined in the position description.

It is expected that the responsibilities of the position will be performed during posted office hours. If the Office Manager is a member or attender, personal time should be respected when he or she is at the Meetinghouse during non-office hours.

Data Maintenance

Membership Records

· The Meeting database maintains demographic records of members, attenders, and visitors of the Meeting. The information maintained for each individual or household is: name/s, address, telephone number/s and email address/es
· Information changes should be given to the Office Manager either as an email or a written note. All such communications should be signed in case a question arises and there is a need to contact the individual
· The Office Manager manages and maintains the database. The database information is shared, upon request, with the Stewardship and Care and Counsel committees
Committee Membership
· A current list of officers, members of standing committees, subcommittees, and ad-hoc committees is maintained by the Office Manager
· Nominating Committee provides updates and changes of officers and committee membership to the Office Manager
Directory and Email Lists
· The directory of Meeting members and attenders is updated and distributed semi-annually by the Office Manager
· Changes to members’ and attenders’ directory information should be given to the Office Manager. Changes are incorporated in the next version of the directory
· The Office Manager maintains two email lists: one for distribution of the Newsletter, which includes those who are not members or attenders of the Meeting. The second list contains all of the recorded email addresses of members and attenders, for distribution of the Directory and periodic emails from the office
· The primary method of distributing the Meeting Directory is email. A small quantity of paper copies of the Directory is available
CALENDAR AND SCHEDULING USE OF THE BUILDING

Calendar
· The Office Manager manages the calendar for Meeting activities and use of the Meetinghouse
· A concise calendar of events is maintained on the computer. A weekly printed schedule is posted in the East Room
· Committees and ongoing established activities of the Meeting use the building on a pre-arranged basis. This is coordinated with the Office Manager and automatically added to the calendar each month. Changes to arranged times and activities should be worked out with the Office Manager to avoid conflicts over the use of space
· All requests or changes to the calendar should be given to the Office Manager in writing via a note or email. The Office Manager confirms availability and adds the event to the calendar
· A large white-board calendar is maintained in the office for a general sense of the activities taking place within the buildings in a two-month period

Scheduling Use of the Building
· The Meeting’s buildings are available for Meeting-related activities
· Organizations and individuals wishing to use the Meeting’s buildings or grounds should contact the Office Manager. Policies and procedures for use of the Meetinghouse, as established by the Property Committee, must be followed
· The rental schedule for individuals and organizations outside the Meeting using the property is maintained by the Office Manager
· The Office Manager and Property Committee coordinate the use of the building, such as unlocking and locking the doors, turning on the heat, etc.
Newsletter
· The monthly newsletter is created by the Newsletter Editor and the Office Manager
· The deadline for getting information to the Editor for inclusion in the next edition is the twenty-third of the month
· A draft of the newsletter is sent to the Office Manager by the 25th of the month for insertion of additional information and editing
· The Office Manager inserts the following information in the newsletter: 

· Monthly calendar

· Changes in contact information

· Meeting for Business minutes from the previous month

· On occasion, articles or information arriving too late for inclusion by the Editor

· The Office Manager manages distribution of the newsletter. It is emailed to the distribution list of those who choose to receive it by email, hand-delivered to some Foulkeways residents, and mailed to the remainder. The preferable method of delivery is via email
· Notification to subscribe or unsubscribe to the newsletter should be given to the Office Manager in writing
Bulletin Boards, Pamphlets, AND Literature

Bulletin Boards
· There are bulletin boards mounted on the wall in the classroom corridor of the Meetinghouse. The bulletin boards are organized according to broad subject areas
· The Office Manager maintains and manages the content of the bulletin boards on the first floor of the building
· Any information to be displayed on the bulletin boards should be given to the Office Manager for posting
Pamphlets and Literature
· Pamphlets and literature are available in various places in the Meetinghouse, and maintained by the Office Manager
· The Worship and Ministry manages the selection of the pamphlets. The Office Manager replenishes pamphlets as needed
· Copies of Faith and Practice are available for individuals who desire to have one. The Office Manager manages reordering when needed

Document Storage

· Electronic files of certain documents are maintained for reference and historical records. These include:
· Newsletter

· Meeting Directory

· Plan of Organization

· Monthly Meeting for Business minutes and associated reports

· The minutes from Meeting for Business are printed on acid free paper, stored in the filing cabinet and archived at Swarthmore College every three years. The Office Manager arranges for permanent storage of minutes. The contact at Swarthmore College can be reached at friends@swarthmore.edu
· A copy of the current year Meeting for Business minutes are available in the library
Meetinghouse and Supplies

· The Office Manager serves as a liaison for the Meeting by answering and responding to telephone calls and email messages, and by assisting individuals who come to the Meetinghouse during times when general Meeting activities are not occurring
· The Property Committee is responsible for routinely checking the security of the building, draining valves during the winter months, and checking for cleanliness of the building. The Office Manager assists in these activities

· Office supplies, including stationery, janitorial supplies, and bathroom supplies are maintained and monitored by the Office Manager
· The Office Manager maintains the office computer, printer, and software applications; and keeps anti-virus software up to date. 

Accounting

Policies and Procedures

ACCOUNTING STAFF

Gwynedd Monthly Meeting employs an Accountant to perform accounting and bookkeeping functions for the Meeting. The scope of the duties includes management of the funds held by the incorporated Meeting, and the on-going financial activity of the Avalon at Hilltop property and Brown Cottage.

The Office Manager and Accountant share the computer located in the office at Gwynedd Meeting. Office hours of the two positions are coordinated to conflicting needs for access to the computer. The Accountant can do work at home on a limited basis. Gwynedd Meeting does not provide a computer for working at home.

It is expected that the duties of the position will be performed during posted office hours. If the Office Manager is a member or attender, personal time should be respected when he or she is at the Meetinghouse during non-office hours.

Authority
The Accountant position reports to the Treasurer of Gwynedd Meeting. The Assistant Treasurer provides supervision if the Treasurer is not available. Committees should funnel requests for required Financial information through the Treasurer to manage the Accountant’s work flow. The Treasurer and Accountant can be contacted via a secured email address at (gwyneddtreasurer@verizon.net) ensuring confidentiality. If the Accountant is a member or attender, personal time should be respected when he or she is at the Meetinghouse during non-office hours.

To maintain separation of duties, the Accountant does not have the authorization to sign checks. Officers of the Meeting who are authorized check signers are: Clerk, Assistant Clerk, Treasurer, and Assistant Treasurer. The Treasurer and Assistant Treasurer have the authority to initiate ACH transactions with the Meeting’s bank that holds the general operating accounts. The Accountant has the authority to represent Gwynedd Meeting with the bank and taxing authorities to handle issues and problems that may arise in the day to day operation of the Meeting.

CASH RECEIPTS

· Cash and checks are given to the Meeting for various reasons, such as contributions, purchase of fund-raising sale items, workshop/event fees, use of the Meetinghouse, etc. For maximum security, cash and checks should be dropped in the lockbox mounted on the wall outside the Meeting office. Cash and checks can also be put in the Treasurer’s or Accountant’s mailbox. Contributions are also left in the contribution box in the east room of the Meetinghouse.

· All cash receipts are recorded in QuickBooks and deposited in the bank. Deposits should be made weekly

· Direct payment is available to members and attenders who want to make contributions via an ACH transaction from their bank account. Individuals should complete an Authorization Form (see forms) and put it in the lock box located outside the Meeting Office. The Treasurer and Assistant Treasurer are the only individuals authorized to initiate these transaction on behalf of the Meeting. The ACH Report should be e-mailed to the Accountant for appropriate entry into QuickBooks

· Any payments made to Gwynedd Meeting through PayPal are transferred into the operating account and appropriately accounted for in QuickBooks

· Donations of stock should be handled through the Meeting’s broker, Oppenheimer & Co, in Doylestown PA. See forms for instructions for donating stock to the Meeting

· Donated stock will be sold immediately following the time of the donation, unless severe or unusual economic or market conditions would warrant holding it until conditions improve. The net sale value is recorded in QuickBooks

· Until the time of deposit, cash and checks should be stored in the lockbox for safe-keeping

· Deductible contributions are given to the Meeting with no goods or services being given in return. An annual acknowledgment of deductible contributions is mailed by January 31 of the year following the contributions

CASH DISBURSEMENTS
· Checks are disbursed every two weeks, or as needed

· Invoices for goods or services should be reviewed and approved by the appropriate person or committee for payment

· Utility bills and fixed on-going routine bills (such as trash collection) do not require approval for payment. If set up, these can be paid as an ACH to the vendor

· Reimbursement requests from individuals for expenses incurred on behalf of the Meeting should be submitted using the Payment Request Form. The form should be signed by an individual authorized to approve the expenditure. Supporting documentation or receipts should be attached to the form

· All cash disbursements are entered in QuickBooks

· Attach payment voucher to the invoice or documentation and file the paperwork

· Checks require one signature. Any authorized officer can sign checks

· Any wiring of funds must be handled by the Treasurer or Assistant Treasurer

· Unincorporated vendors are required to fill out and submit IRS Form W-9 (see forms). IRS Forms 1099 are filed as required by IRS regulations

PAYROLL
· Employees of the Meeting are required to fill out and sign IRS Form W-4 prior to receiving the first pay

· Gwynedd Meeting pays employees the 15th and 30th of every month. If payday occurs on a Saturday or Sunday, employees are paid on Friday

· It is preferable that employees sign up for direct deposit of their pay, although this is not required

· Gwynedd Meeting uses a payroll service to generate paychecks. The payroll service computes the tax liability for all taxing authorities and provides all appropriate documentation

· The Accountant computes the Meeting’s and Preschool’s payroll liabilities and transfers the funds from the operating account and the Preschool account into the payroll account to cover the gross pay and employer payroll taxes

· Payroll transactions are recorded in QuickBooks

· Payroll taxes are paid according to taxing authority requirements

· Payroll tax returns are filed quarterly with each taxing authority

· W-2s are prepared by the payroll service and distributed by the Meeting to its employees by January 31. Year-end payroll tax returns are filed as required.
GENERAL LEDGER
· Financial transactions are entered in QuickBooks accounting software

· There are two QuickBooks “companies” used to capture financial transactions: Avalon House at Hilltop and Gwynedd Monthly Meeting

· Transactions not entered in QuickBooks as cash receipts, or cash disbursements, are entered via the general journal. Adjustments are also made using the general journal

· Operating budgets are entered into QuickBooks

· Bank accounts are reconciled monthly

· The Meeting’s fiscal year is October 1 through September 30

REPORTS
· Financial reports comparing actual to budget, or actual to actual are prepared for the Treasurer on a monthly basis or as needed

· Financial analysis and other reports are prepared as requested or needed

· A quarterly report of the Meeting’s financial position is prepared by the Accountant and presented by the Treasurer to Meeting for Worship with a Concern for Business in January, April, and July

· An annual report is prepared for year-end September 30 and presented by the Treasurer to Meeting for Worship with a Concern for Business in October

FORMS
· Automatic Withdrawal Authorization Agreement
· Instructions – Donating Stock to Gwynedd Monthly Meeting
· Stock Power Form
· Payment/Check Request Form
· IRS Form W-9: Request for Taxpayer Identification Number and Certification
· IRS Form W-4: Employee’s Withholding Allowance Certificate

