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This Month’s Focus: Protecting your childcare business with clear attendance, discipline, termination, and grievance policies.
Clear, reasonable employee policies are essential for every childcare business. Without them, unwanted attendance issues, workplace disruption, and inconsistent discipline can create unnecessary stress, financial risk, and operational challenges. This month, I’m sharing sample policy language I created for my own company so you can adapt it for your center.
If you have questions about customizing these policies for your business, this is a great topic to bring to our monthly coaching call.
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· Why attendance expectations matter
· How a point system can support accountability
· Common reasons for disciplinary action
· Steps to take before termination
· How to handle staff grievances professionally
Featured Policy: Attendance Expectations

Anointed Childcare Academy understands that emergencies happen. Staff are encouraged to use earned paid time off wisely. When an employee calls off with no paid time off available, they will receive one point. Tardiness will result in a half point. Employees who deplete paid time off, arrive late, or call off unexpectedly may reduce their eligibility for raises or promotions and may be placed on the point system, which can lead to suspension after three points and termination after four points. A no call/no show for a scheduled shift is considered job abandonment and may result in termination.

If an employee will be late or unable to work, they must contact the Director at least one hour before their scheduled shift so coverage can be arranged. Employees should not rely on voicemail. Texting is acceptable, but if there is no response within the hour, the employee must continue calling until they speak directly with the Director.
Policy Spotlight: Discipline and Termination

The following behaviors may lead to disciplinary action or termination. Review this list carefully and customize it to reflect your own center’s expectations, procedures, and applicable employment requirements.

Examples of policy violations include:
· Cell phone usage anywhere in the building while supervising children
· Excessive Tardiness
· Insubordination
· Excessive Call offs
· Disrespect for others (coworkers, customers, children)
· Failure to follow policies and procedures
· Theft or Stealing 
· Abuse or Aggressiveness of Others
· Harassment of customers or co-workers

Progressive discipline may include three stages before termination:
· Counseling and Retraining
· Written Warning/and or Suspension
· Termination

Employees who leave before completing the 90-day probationary period may be subject to reimbursement for company-paid training hours, paid training expenses, and uniforms provided by the company. Any required reimbursement may be deducted from the employee’s final paycheck, consistent with company policy and applicable law.

Workplace Communication: Grievance Procedures

If an employee believes they have been treated unfairly by another team member, they are encouraged to submit a grievance form to the Director. A clear grievance process helps staff feel heard while giving leadership a consistent path for resolving concerns.

· The Director will mediate a peer meeting with all staff involved and attempt to come to a solution.

· If the problem cannot be resolved or continues, then a meeting will be scheduled with the Owner, and a decision will be made without further discussion.



Owner’s Reminder
Strong policies protect your business, support your leadership team, and create a more consistent workplace for employees. Before using any sample policy, remove the sample company name, insert your own business name, and review the language to make sure it fits your center’s procedures. Bring your questions to our next coaching call so we can discuss how to apply these policies with confidence.
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