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Policies for Staff of Lighthouse Baptist Daycare 

Pay Day is every two weeks on Thursday. 

 

All employees are hired on a 90 day probation period. 

 

I. Vacation, sick and Holiday Pay 

Part time employees, those who are hired to work less than 35 hours a week are not entitled to holiday, 

vacation or sick pay or insurance benefits.  Employees who are hired to work 35 hours or more a week, year 

round, are considered full time and are entitled to holiday, vacation pay, sick pay and insurance benefits. 

Holiday pay will begin 90 days after hire date. 

Lighthouse Baptist Daycare observes the following holidays: 

New Year’s Day 

Easter Friday 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Day and the day following 

Christmas Eve Day 

Christmas Day 

When these days fall on a weekend, the previous Friday or following Monday will be observed. 

 

Each full-time employee is entitled to 5 sick days per year starting after the 90 day probation period from 

the date of hire.  These days will not accumulate from year to year. 

Part time employees will not be paid for sick days or holidays.  Part time employees are expected to take no 

more than 5 sick or personal days during any given 6 month period.  Any part time employee who exceeds 5 

days off in a 6 month period will be considered for immediate termination. 

Vacation time is earned according to the following schedule. 

• After 1 year of full time employment an employee is entitled to 10 days of vacation time per year. 

• After 5 years of full time employment an employee is entitled to 15 days of vacation time per year. 

• Vacation times should be scheduled for summer or other holiday times when the center is low on enrollment 

and regular teaching is not taking place, such as Christmas break, Thanksgiving break..etc… 

• Vacation time is forfeited upon resignation or termination 

 

 



 

2 Employee benefits and pay increases  

I. Employees who are eligible for insurance may partake of that benefit the first month after they 

are hired. 

II. Pay increases are based on merit.  Evaluations will be done at the time determined by the 

director.  Pay raises will be based upon a positive evaluation.  However, a satisfactory evaluation 

will not necessarily result in a pay increase as wages are dependent on many factors beyond the 

control of the employer such as the health of the economy, charitable contributions and 

enrollment. 

III. Pay for work time only:  If we close for snow or any other reason we are do not charge the 

parents for that day and we therefore do not pay the employee for work not worked on that day 

unless an employee has and would like to use vacation time to cover it. 

IV. Bereavement pay is offered for FULL TIME EMPLOYEES who suffer a loss in their 

immediate family.  The immediate family is a defined group of relations, used in rules or 

laws to determine which members of a person's family are affected by those rules. It includes 

a person's parents, spouses, siblings and children. We will pay up to 3 days of bereavement 

pay for full time employees. (added on 9/1/2014) 

V. As a ministry of the church Lighthouse Baptist Daycare employees are not eligible to collect 

unemployment benefits upon departure from employment.  “The law exempts certain 

services if they are performed for public or non-profit institutions exempt under 

Section 501(c)(3) of the Internal Revenue Code” 

3. Behavior  

I. As an employee of Lighthouse Baptist Church, you will be expected to join membership with 

Lighthouse Baptist Church and faithfully attend and promote ALL the services as well as support 

the church financially and with prayer. 

II. There is NO cell phone use allowed in the Daycare center unless it is in the context and necessity 

of your fulfilling your duties as an employee. 

III. Uniform tops are available for those who prefer not to wear their own tops.  (nice clothes have a 

tendency to get spit up on)  If an employee decides not to wear a uniform shirt they must wear a 

MODEST top that is not too low or too tight and has no worldly designs or logos. 

IV. Skirts must come to the bottom of the knee when sitting or standing. 

 

 

In regards to the wearing of skirts and modest tops 

“Though you personally may not have the same convictions concerning your attire, we ask that you show 

deference to ours while serving as employees of Lighthouse Baptist Daycare” 

“Employees are required to uphold dress code requirements at all programs, conferences, seminars and 

whenever they are on the property.” 

 

http://en.wikipedia.org/wiki/Family


 

4. Interactions 

I. At Lighthouse Baptist Daycare we believe the director should be the primary point of contact 

between center and parent.  We believe it is better to handle matters in person and in a positive 

way.  Even a negative situation can be handled in a positive way and hard feelings can be 

avoided if handled correctly. 

II. Do not send any notes home to parents unless approved by the director.  This is for anything, 

even as small as needing extra supplies or wanting something different than they are sending.  

Sometimes it is how we say it, not what we say and the director will monitor how things are 

communicated to parents. 

III. Any problems with a student need to be taken directly to the director who will determine if it 

needs to go to the parent. 

IV. Teachers are not to speak to parents about problems with their child or any other child in the 

center unless authorized to do so by the director. 

V. At no time should a staff member approach another staff member about problems with their 

child.  Speaking to a staff member about discipline matters with their child would be no 

different than us calling parents at work and interrupting their work day to tell them about their 

child.  We wouldn’t do it to them and we shouldn’t do it to each other. 

VI. We need to be very careful what and how we say things to one another. 

VII. We need to be very careful what and how we say things to parents. 

VIII. The playground is one of the most dangerous places for a daycare center and can become a 

place to talk and become distracted causing more chance of injury or accident.  If you are talking 

to one another in a small group then the children are not being watched as carefully as they 

could be.   

When more than one group is on the playground teachers are to be on opposite sides of the 

playgrounds monitoring all areas where children are playing. All communication on the 

playground should be positive.  Never should the playground become a place to vent 

frustrations or talk negatively.   

 

 

 

 

 

 

 

 

 

 

 

 

 



 

5. Loyalty to the ministry 

I. Being employed at Lighthouse Baptist Daycare means that you are employed by Lighthouse 

Baptist Church and therefore should remain loyal to all the ministries of the church. 

II. As a person who draws a paycheck from this church it should be your desire, to see that the 

ministry is a success. 

III. At no time should you express any negative attitude or conversation about any ministry of the 

church and this includes the academy. 

IV. It should be our desire that when students leave our pre-school they attend our academy.  To 

work towards that means is an obligation; to work against that means is disloyal. 

V. Remember we are one Ministry.  We work hand in hand with the academy, the Sunday school 

departments and the nurseries of the church.  We will not distinguish between us when it comes 

to the care and upkeep and promotion of these ministries.   

VI. As a person who draws a paycheck from this church it should be your desire to uphold the 

standards and beliefs of this church and see that they are reflected in your life and testimony. 

VII. As an employee of Lighthouse Baptist Church it is vital that you maintain a testimony in the 

world.  This includes but is not limited to your entertainments and online activities. 

VIII. We reserve the right to periodically check your social networking sites to see that you are 

maintaining a testimony that is equal to the standards and beliefs of this ministry. 

IX. Any employee found to be supporting, posting or engaging in activity that is contrary to the 

beliefs of Lighthouse Baptist Church, whether on or off line, will be subject to immediate 

termination. 

 

 

 

 

 

 

 



 

EMPLOYEE HANDBOOK ACKNOWLEDGEMENT FORM 

 

The employee handbook describes important information about the 

company, and I understand that I should consult my immediate supervisor 

regarding any questions not answered in the handbook.  

Since the information, policies, and benefits described here are necessarily 

subject to change, I acknowledge that revisions to the handbook may 

occur. All such changes will be communicated through official notices, and 

I understand that the revised information may supersede, modify, or 

eliminate existing policies. I acknowledge that this handbook is not a 

contract of employment.  

 

I have received the handbook, and I understand that it is my responsibility 

to read and comply with the policies contained in this handbook and any 

revisions made to it. 

 

_________________________    ___________     ___________________ 

 EMPLOYEE’S SIGNATURE   DATE   EMPLOYEE’S NAME 


