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Welcome from the Pastor 

Welcome to Trinity!  We are blessed to have you as a part of our working family.  As an 

employee of Trinity Lutheran Academy you have also joined a family of Christian individuals 

focused on serving God and others through your special gifts.  We praise God for that!  We 

praise God for you! 

Of course we would love to have you be a part of our worshipping family as well.  If you do not 

already have a church home where the gospel of Jesus is faithfully proclaimed, we would love 

to have you consider us as your church home.  Come and worship with us and see how God is 

using Trinity and her people together in Jesus Christ. 

Please also know that I am always available to you personally for anything you need.  Do not 

hesitate to call on me.  I am happy to help. 

In Christ, 

 

Pastor David Heller 

Trinity Lutheran Church 
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SECTION 1:  GENERAL 

Welcome 

Welcome to Trinity Lutheran Academy!  We consider you to be a gift from God and look 

forward to working with you as a member of our team.  Your gifts and talents, which you bring 

to your position, are most appreciated.  We are committed to working together with you in 

service to our Lord through this ministry. 

Our mission is "To proclaim the gospel of Jesus boldly, to praise God fully and to serve others 

joyfully through worship, community outreach and education.”  That means that all we do is to 

the glory of God and the benefit of others – especially the littlest among us!  This also means 

that we strive for excellence in everything we do, because it has eternal consequences. 

We pride ourselves on hiring and retaining individuals who have a strong ethic of service and 

contribute to the growth and success of our organization.  We hope that you will take pride in 

being a member of our team. 

This handbook is designed to familiarize you with Trinity Lutheran Academy, providing you with 

information about working conditions, employee expectations, and some of the policies 

affecting your employment.  If you have questions or concerns about any of the material within 

this handbook, we urge you to discuss them with the Academy Principal. 

After reviewing this handbook, please sign the Acknowledgment form included at the back, 

confirming that you have received and understand the contents.  In addition, all staff members 

must familiarize themselves with, understand, and comply with Bright from the Start:  Georgia 

Department of Early Care and Learning’s rules and regulations for child care learning centers.  A 

copy of the rules can be obtained from the Academy Principal or online. 

No handbook can anticipate every situation or question about all of our policies and terms of 

employment.  Trinity Lutheran Academy reserves the right to add new policies and to change or 

cancel existing policies at any time.  We will endeavor to notify you of any changes to this 

handbook as they occur. 

This handbook supersedes all previous handbooks and management memos that may have 

been issued on the subjects covered. 

Welcome to Trinity Lutheran Academy.  We hope that your experience here will be challenging, 

enjoyable, and fulfilling. 



Trinity Lutheran Academy Philosophy 

Proverbs 22:6 Train up a child in the way he should go; even when he is old he will not depart 

from it. 

The purpose of Trinity Lutheran Academy is to nurture children’s spiritual, physical, social, 

emotional and cognitive growth through a planned sequence of age appropriate learning, faith 

building, play and interactive activities.  It is well established that children learn best through 

active learning and play, especially at an early age.  The church and school strive to reach out to 

families through worship, education, witness, service and fellowship. 

Mission Statement 

To proclaim the gospel of Jesus boldly, to praise God fully and to serve others joyfully through 

worship, community outreach and education. 

Governing Board 

Trinity Lutheran Academy is overseen by a Board of Governors. The board consists of Trinity 
Lutheran Church members, who are voted in by the congregation, to serve a two year term.  
Trinity Lutheran Church members and Trinity Lutheran Academy staff and parents are welcome 
to attend these open meetings held at 6:30 pm on the first Monday of each month.   

 

SECTION 2:  EMPLOYMENT 

Equal Employment Opportunity Policy 

Trinity Lutheran Academy is an equal opportunity employer and it is our policy that employees 

and applicants will not be subjected to unlawful discrimination or harassment based on race, 

color, religion, sex, age, national origin, veteran’s status, marital status, physical or mental 

disability, or any other basis prohibited by applicable state, federal or local laws. 

Accordingly, Trinity Lutheran Academy will hire, train, and promote individuals in accordance 

with this Equal Employment Opportunity Policy; make decisions according to the principle of 

equal opportunity by imposing only bona fide occupational qualification requirements for 

employment opportunities; and administer all personnel practices and programs (including, but 



not limited to, compensation, benefits, transfers and training) in accordance with this Equal 

Employment Opportunity Policy. 

Americans with Disabilities Act 

Trinity Lutheran Academy is committed to complying with all applicable provisions of the 

Americans with Disabilities Act (ADA) and offers equal employment opportunities for qualified 

individuals who may have a physical or mental disability, but can still perform the essential 

functions of the job. 

Consistent with this policy of nondiscrimination, Trinity Lutheran Academy will provide 

reasonable accommodations to a qualified individual with a disability, as defined by the ADA, 

who has made Trinity Lutheran Academy aware of his or her disability, provided that such 

accommodation does not constitute an undue hardship on Trinity Lutheran Academy. 

Immigration Reform and Control Act of 1986 

The Academy is committed to full compliance with the federal immigration laws and will not 

knowingly hire or continue to employ anyone who does not have the legal right to work in the 

United States. 

As an ongoing condition of employment, you will be required to provide documentation 

verifying your identity and legal authority to work in the United States which includes the 

completion of Form I-9, Employment Eligibility Verification. 

Employment of Minors 

The Academy’s minimum age for employment is 18.  The hours of employment and working 

conditions strictly follow the regulations set forth by Federal and State Laws. 

Anti-Harassment and Non-Discrimination 

Trinity Lutheran Academy wants to provide all employees a work environment that is free from 

harassment and discrimination.  Therefore, it shall be Trinity Lutheran Academy’s policy to 

prohibit discrimination or harassment of employees based on race, religion, color, gender, age, 

national origin, citizenship, disability, marital status, sexual orientation, pregnancy or any other 

basis protected by state, federal or local laws. 

Trinity Lutheran Academy expects that all relationships among persons in the workplace will be 

business-like and free of bias, prejudice and harassment.  Sexual harassment typically is serious 

offensive conduct directed towards an individual because of his/her gender and is unwelcome 



by the individual.  Sexual harassment does not refer to casual conversation or compliments of a 

socially acceptable nature. 

Federal law defines sexual harassment as unwanted sexual advances, requests for sexual favors 

or visual, verbal or physical conduct of a sexual nature when: 

(1) submission to such conduct is made a term or condition of employment, or 

(2) submission to or rejection of such conduct is used as basis for employment decisions; or 

(3) such conduct interferes with an individual’s work performance; or 

(4) such conduct creates an intimidating, hostile or offensive work environment. 

The following list provides some examples of conduct that could be viewed as sexual 

harassment.  This list does not cover every type of behavior that could constitute sexual 

harassment.  It is meant to provide employees with some idea of the type of conduct that is 

prohibited under this policy. 

 Sex oriented verbal “kidding,” “teasing,” or jokes 

 Foul or obscene language or gestures 

 Physical contact such as patting, pinching, or brushing against another’s body 

 Pressuring someone to go on a date 

 Comments about an individual’s sexual activity, deficiencies, or prowess 

 Displaying sexually suggestive objects, pictures, or cartoons 

 Unwelcome leering, whistling, body gestures, suggestive or insulting comments 

 Inquiries into one’s sexual experience and discussion of one’s sexual activities 

Communication of any harassing material by e-mail, voice mail, organization bulletin boards or 

otherwise is a violation of Trinity Lutheran Academy’s policy against harassment. 

Reporting Harassment 

Trinity Lutheran Academy encourages employees to report any problems they experience or 

observe concerning harassment, including sexual harassment, discrimination or retaliation.  

Employees should report harassment before it becomes severe or pervasive. 

 Any employee who believes that he or she has been subjected to objectionable conduct 

prohibited by this policy is encouraged (but not required) to let the offending person 

know immediately and firmly that the behavior is offensive. 

 Any employee who believes that he or she has been subjected to objectionable conduct 

prohibited by this policy must report it to the Principal or the Board of Governors. 

 Every reported incident of unlawful harassment or discrimination will be investigated. 



 Individuals reporting complaints or providing information in good faith in connection 

with an investigation will not be retaliated against for their participation in this 

procedure. 

Investigation 

Trinity Lutheran Academy will promptly undertake an investigation of all complaints of 

harassment, discrimination or retaliation.  The investigation will include a private interview with 

the person filing the complaint, and with witnesses if applicable.  The person alleged to have 

engaged in harassment will also be interviewed.  Confidentiality will be maintained throughout 

the investigatory process to the extent consistent with an adequate investigation and 

appropriate corrective action. 

Responsive Action 

Employees found to have engaged in conduct in violation of this policy will be subject to 

disciplinary action, up to and including termination of employment. 

No employee will be disciplined or otherwise retaliated against for filing a complaint or 

participating in the investigation of a bona fide complaint.  However an individual who brings a 

false or frivolous complaint is subject to discipline up to and including termination. 

Ethics Policy 

Ethics are integral to the successful achievement of our mission at Trinity Lutheran Academy.  

Employees are expected to comply with this policy and to hold to the highest ethical standards.  

By understanding this policy, employees will recognize the situations and activities that must be 

strictly avoided and those that require disclosure or prior approval.  Employees must treat all 

co-workers, parents, children and volunteers with honesty, integrity, and fairness in all regards. 

Confidential Information 

Rules pertaining to the use and disclosure of confidential information are listed below: 

 Information entrusted to employees must be treated as confidential and privileged, and 

must not be disclosed to anyone, either inside or outside Trinity Lutheran Academy, 

who does not have a legitimate need for the information. 

 Confidential financial information about Trinity Lutheran Academy must not be 

disclosed to outsiders. 

 Using confidential information for personal gain is strictly prohibited. 



‘Confidential information” is defined to mean confidential information of Trinity Lutheran 

Academy, including, but not limited to, Trinity Lutheran Academy existing and contemplated 

services; procedures of pricing, selling and marketing services; confidential and proprietary 

information related to current, former, and prospective families; confidential and proprietary 

information related to vendors, and suppliers; trade secrets and proprietary information; 

treatments, applications, procedures, and testing methods; marketing, business and financial 

plans; proprietary literature and publications; and other confidential and proprietary 

information of Trinity Lutheran Academy, all of which are unavailable or not known to the 

general public or to individuals or entities working in the same or similar industry. 

In addition, due to the sensitive nature of information that you will know while working with 

young children, it is imperative that you keep sensitive information confidential.  Protect the 

interests of each child and family by keeping confidentiality.  Every staff member is responsible 

for strictly guarding the privacy of records, financial, medical and any other information 

concerning the children, parents and staff of Trinity Lutheran Academy.  Staff members may not 

use this information for personal advantage or reveal it to anyone outside this ministry.  

Employees found to be engaging in this activity will be disciplined up to and including 

termination. 

Also strive to be supportive of Academy efforts by avoiding negative or malicious discussions 

about Academy issues.  Together we can achieve great early care and education.  Stay positive 

and focus on the early childhood needs of the children in your care. 

Conflicts of Interest 

Employees must manage their personal financial and business affairs to avoid conflicts of 

interest or the appearance of a conflict of interest.  A conflict of interest arises when an 

employee’s personal interest in a transaction, or an obligation she/he owes to someone else, 

comes into conflict with the employee’s obligation to Trinity Lutheran Academy or its clients. 

If an employee is confronted with a conflict of interest, she/he must disclose the conflict to 

her/his principal, describe the facts giving rise to the conflict, and excuse her/himself from any 

deliberation or decision with respect to the transaction. 

Employees must not accept anything of value from clients, suppliers, or others in return for any 

business, service, or confidential information of Trinity Lutheran Academy. 

 

 



Substance-free Workplace 

The drug-free Workplace Act of 1988 requires Trinity Lutheran Academy, as a federal contractor 

and grant recipient, to certify that it will provide a drug-free workplace.  As a result the 

following is prohibited: 

 Reporting to work under the influence of alcohol or illegal drugs or substances, including 

the illegal use of prescription drugs; 

 The illegal use, sale, manufacture, distribution or possession of drugs while on 

organization business or premises and while operating vehicles on organization 

business; 

 The use, sale, possession, transfer or purchase of alcoholic beverages on organization 

premises or while performing organization business; and  

 Working under the influence of prescription or nonprescription drugs that could impair 

judgment or motor functions and potentially place persons or property in jeopardy. 

Trinity Lutheran Academy will not condone criminal activity on its property, or on property 

under its direct control, and will take appropriate action up to and including terminating an 

employee or requiring him or her to participate in a drug abuse assistance or rehabilitation 

program. 

As a condition of employment, employees must abide by the terms of this policy and must 

notify Trinity Lutheran Academy of any criminal drug statue conviction for a violation occurring 

in the workplace. 

Trinity Lutheran Academy has the right to conduct a search of all organizational owned 

property (desks, cabinets, etc) and employee property on the facilities, such as handbags and 

briefcases, if there is reasonable suspicion to believe that a violation of the substance abuse 

control policy has occurred.  Trinity Lutheran Academy may, but is not required to, obtain the 

employee’s consent when property belonging to or used by an employee is to be searched. 

Confidential, Proprietary and Other Nonpublic Information 

The protection of confidential information and proprietary inventions is vital to the interest and 

the success of Trinity Lutheran Academy.  Such confidential information includes but is not 

limited to the following: 

 Donor Names/Information 

 Employee data 

 Financial information 



 Research and development initiatives 

 Pending projects and proposals 

The disclosure of Trinity Lutheran Academy’s confidential, proprietary or other nonpublic 

information, whether intentional or unintentional, will be subject to disciplinary action (up to 

and including possible discharge), even if he or she does not actually benefit from the disclosed 

information. 

Employment Classification 

All employees are classified as either “exempt” or “non-exempt” from overtime compensation 

according to the overtime provisions of state and federal laws.  Non-exempt employees are 

entitled to overtime pay.  Exempt employees are not. 

In addition, employees will be classified as the following: 

 Regular Full-time:  Any employee who is normally scheduled to work 38-40 hours a 

week and more than five months a year. 

 Regular Part-time:  Any employee who is normally scheduled to works 30.25-37.75 

hours a week and more than five months a year. 

 Regular Half-time:  Any employee who works 20.25-30 hours a week and more than five 

months a year. 

 Part-time/Substitute:  Any employee who works 20 hours or less a week. 

At-will Employment 

Employment with Trinity Lutheran Academy is at-will, meaning that either you or Trinity 

Lutheran Academy may terminate the employment relationship at any time with or without a 

reason or notice.  Statements or promises, information in the Employee Handbook or in any 

other publications cannot modify this at-will employment relationship.  Only a written and 

signed contract by the Principal or the Board of Governors can change an individual’s at-will 

employment status. 

Staff Qualifications 

All staff must meet the requirements of the job for which they are hired.  This includes the 

ability to lift approximately 40-50 lbs.  All lead teachers must have a minimum of a two year 

degree in early childhood, child development or its equivalent.  Staff must have an up-to-date 

knowledge of child development and how young children learn.  They must be able to relate to 

children and accept each one as a unique child of God.  They must be willing to adapt to 



change.  Staff must be capable of managing a group of young children, work well with other 

staff members and communicate with the parents. 

All staff members must be able to pass a Georgia Bureau of Investigation criminal records 

check, which shall be completed before employment.  Staff may be asked to submit to drug 

testing at the employer’s discretion.  Your position at Trinity Lutheran Academy and the way 

you perform your duties play an important role in the success of the ministry.  All staff 

members are expected at all times to greet visitors, parents and other staff members with 

courtesy and respect. 

Immunization Requirements/Proof of Immunization 

All employees will be required to have a TB skin test every 12 months while employed at TLA. 

Employees will be required to show proof of current TDaP (tetanus, diptheria, and pertussis) 

and MMR vaccination. Immunizations can be obtained at the Clarke County Health Department 

at cost to the employee. 

Orientation 

All new employees are oriented to Trinity Lutheran Academy policies and procedures.  Such an 

orientation should begin on the first day of employment and continue throughout his/her first 

30 days.  Each staff member will be assigned a mentor to make sure that all policies and 

procedures are explained and demonstrated. The 90 day review will evaluate an employee’s 

performance of all expectations explained during orientation.  Any staff member may ask the 

mentor or administration for further explanation or clarification of policies or procedures at 

anytime.  It is each staff member’s responsibility to uphold Academy expectations at all times. 

Training and Enrichment 

All staff members employed at Trinity Lutheran Academy are required to meet the training 

guidelines set forth by Bright From the Start, the Georgia Department of Early Care and 

Learning.  In addition to required annual training, staff members are required to complete CPR 

(which includes Infant/Child/Adult), First Aid, and Fire Safety Training.  Training requirements 

are a condition of employment, and failure to adhere to the guidelines could be cause for 

termination.  It is the employee’s responsibility to track any needed training, and to obtain such 

training.  Training may require participation in evening and/or Saturday classes.  Staff will not 

receive reimbursement for their time to participate in these training classes.  However, upon 

approval, Trinity Lutheran Academy may pay the cost of training classes.  Such payment will be 

based on the following criteria: 



 The staff must receive approval in advance of any training class. 

 If Trinity Lutheran Academy administration is able to secure training for the staff for a 

certain class (example, Fire Safety) at a set price, Trinity Lutheran Academy will not pay 

for additional amount of a higher priced class. 

 Availability of paid training is contingent on the Trinity Lutheran Academy annual budget 

guidelines, and is not guaranteed. 

 If Trinity Lutheran Academy has paid for a training class in advance on behalf of a staff 

member, and the staff member does not attend, the staff member will be required to 

reimburse Trinity Lutheran Academy for the full amount of the training. 

 

 

Probationary Period 

All new staff must complete a 90 day probationary period.  Either the employee or the 

employer may end the employment relationship at will at any time during or after this period, 

with or without cause or advance notice. 

The Introductory Probationary Period is intended to give new employees the opportunity to 

demonstrate their ability to achieve a level of performance acceptable to Trinity Lutheran 

Academy and to determine whether the new position meets their expectations.  Similarly, 

Trinity Lutheran Academy uses this period to evaluate the employee’s capabilities, work habits, 

and overall suitability for the job.  An evaluation will be done at the end of the probationary 

period, and will be the basis for determining if the staff member’s performance is satisfactory 

for being retained as a permanent staff member.  However, the completion of the Probationary 

Period does not represent a guarantee of continued employment, as employment is always at-

will. 

Permanent staff members may be put on probation at anytime during employment if 

warranted through disciplinary action.  While on Probationary Period (introductory or 

disciplinary), employees will not receive holiday pay, inclement weather pay, or accrue paid 

time off. 

Upon promotion of position (example:  assistant to lead) or promotion to full-time, an 

employee is required to complete an additional 30 day probation.  During this time, employees 

will not receive holiday pay, inclement weather pay, or accrue paid time off.  Health benefit 



eligibility is determined by the initial hire date/introductory probationary period and is not 

affected by a second probationary period. 

Personal Data Changes 

To help keep record and benefits program information accurate, please notify Trinity Lutheran 

Academy of any changes to your personal information, such as:  mailing address, marital status, 

dependents, emergency contacts, and other possible relevant information. 

Open Communication 

Employees should share their concerns, provide input, seek information, and resolve work-

related issues by professionally discussing them with their supervisors.  The simplest, quickest 

and most satisfactory solution is often reached at this level. 

If discussion with the employee’s supervisor is not able to resolve the matter, the concern then 

may be presented to the next level of administration or the Board of Governors. 

Performance Evaluation 

Supervisors and employees are encouraged to discuss job performance and goals informally, as 

needed.  A formal written performance evaluation will be conducted at the end of an 

employee’s probationary period.  Additional formal performance reviews are conducted 

annually to provide both supervisors and employees the opportunity to review job tasks, 

recognize strengths, identify and correct weaknesses, and discuss positive approaches to 

achieving goals. 

Evaluations will be based on many facets of the job description including but not limited to:  job 

performance in relation to the employee’s job description; attendance/punctuality; attitude 

with staff, parents and children; ability to work with others; flexibility; and appearance.  At the 

time of the annual evaluation, employees will complete a self evaluation, which shall include 

goals for the upcoming year.  The principal will discuss the evaluation results with the employee 

and review last year’s goals if applicable.  Any pertinent documentation regarding the 

evaluation will be done on the evaluation form, including employee and director signature and 

comments. 

 

 



Resignation 

Resignation is a voluntary act initiated by the employee to terminate employment.  While the 

law does not require advance notice, Trinity Lutheran Academy requests at least 2 weeks 

written resignation notice from all employees. 

 

Section 3:  Schedules, Compensation, and 

Absences 

Work Schedules 

Trinity Lutheran Academy retains the right to vary work schedules according to its needs.  

Staffing needs and operational demands may necessitate amendments in start and end times, 

as well as variations in the total hours that may be scheduled each day and week. 

Your supervisor will inform you of your expected work schedule and when/if amendments are 

needed. 

Staffing for Low Attendance 

Due to the nature of being in a ratio driven business TLA does not guarantee hours, schedules, 

or room assignments.  Staff may be asked to work a reduced number of hours, depending on 

the number of children attending the Academy at any given time.  Employees will only be paid 

for time worked. 

Signing In and Out 

All staff members are required to sign in and out each day according to the following 

guidelines: 

 Sign in when reporting to work at the beginning of your scheduled shift. 

 Sign out if you are taking a break longer than 15 minutes. 

 Sign in when returning to work after a scheduled break longer than 15 minutes. 

 Sign out when your scheduled shift has ended and you are leaving for the day. 

A staff member should take care of personal issues (putting away lunch, bathroom, etc.) and be 

ready to sign in and report to classroom at the beginning of his or her shift.  Staff members 



should not sign in or out for any other employee or knowingly allow someone else to sign in or 

out for them.  Doing so could result in immediate termination. 

If a staff member has child(ren) of their own attending TLA, they must first get their child(ren) 

settled in their room before signing in for scheduled working hours.  Upon ending their shift an 

employee must first sign out and then go pick up their child(ren). 

Staff members may not sign in or begin work early or sign out or work late unless the Principal 

has approved this extra time in advance.  If an employee wishes to make up hours in any given 

week due to absences or tardiness, he/she must get permission from the Principal before doing 

so.  Violations of this policy may result in disciplinary action, up to and including possible 

termination. 

Work schedules are planned by the Principal and cannot be changed without prior approval of 

the Principal. 

 

Breaks/Lunch for Hourly Staff 

Trinity Lutheran Academy does not have a defined break policy in which operations stop for a 

specified period of time.  It is recognized, however, that occasional pauses for rest are 

beneficial.  Therefore, it is suggested that the time and occasion of such breaks be at the 

discretion of the supervisor and that the taking of short breaks is not against Trinity Lutheran 

Academy regulations. 

All hourly employees who work more than 6 or more consecutive hours will have at least a 30-

minute unpaid lunch or eating period.  Working through break/lunch period must be authorized 

by a supervisor and an employee must be paid for all hours worked. 

Work Week and Payroll 

Trinity Lutheran Academy’s normal business hours are Monday – Friday, 6 AM – 6 PM.  The pay 

period consists of 10 working days including holidays.  Pay checks are distributed every other 

Friday.  Direct deposit is available for all staff.  In the event of regularly scheduled payday falls 

on a holiday, employees will receive pay on the business day prior. 

There is a one-week delay in the payment of wages after they are earned.  Therefore, 

employees are paid for the prior two work weeks.  No salary advances are permitted. 

 



Wages/Merit Increases 

Your wage is based on your job responsibilities, education and experience level.  These 

responsibilities are listed in a formal job description, which is retained in your file.  Hourly 

wages are competitive with those paid in our community.  A staff member’s hourly rate is 

personal and confidential information not to be discussed by the staff member with other staff.  

Violation of this policy may subject the staff member to immediate dismissal. 

Once you have successfully completed your probationary period, you will receive a review to 

discuss your strengths and areas of improvement.  Thereafter, annual reviews will be 

scheduled.  Merit increases are awarded in amounts that are in accordance with the current 

pay scale policy.  Employees will be informed of any increase in writing previous of effective 

payday.  Pay increases will be awarded at the Principal’s discretion based on employee’s job 

duties, performance reviews, and current budget.  The Principal has final authority to increase 

staff salary in accordance with job performance and the pay scale approved by the Board of 

Governors.  If a staff member is already working at maximum pay rate for their education and 

experience level, a pay increase will not be given.  Any wage increase that may occur as a result 

of additional training, annual increase, or change in job duties will be effective the next full pay 

period. 

Payroll Deductions 

Trinity Lutheran Academy is required by law to deduct from your paycheck, federal, state and 

local withholding taxes, social security taxes and any court-ordered withholding such as 

garnishments or child support payments.  These amounts, which are designated on your 

paycheck stub, are forwarded directly to the appropriate entity. 

Trinity Lutheran Academy will also make other deductions that have been authorized by you, 

such as your elected insurances and other benefits. 

Garnishment 

Garnishments are court ordered repayments of financial obligations by an individual.  When so 

ordered, your employer must deduct the amount from your pay and remit it to the designated 

entity. 

Overtime 

When operating requirements or other work plan needs cannot be met during regular working 

hours, employees will be given the opportunity to volunteer for overtime work assignments.  



However, in instances where an insufficient number of employees volunteer, a supervisor may 

require employees to work overtime.  All overtime work must receive the supervisor’s prior 

authorization. 

Exempt employees are not eligible for overtime.  Overtime compensation is paid to all non-

exempt employees in accordance with prevailing federal and state laws.  Overtime pay is based 

on actual hours worked.  Time off on sick leave, vacation leave, or any leave of absence will not 

be considered hours worked for purposes of performing overtime calculations. 

Working overtime without prior authorization from your supervisor may result in disciplinary 

action up to and including termination. 

Expense Reimbursement 

Employees must maintain accurate documentation of any business-related expenses incurred 

on behalf of Trinity Lutheran Academy that need to be reimbursed.  Receipts and detailed 

explanations of expenses must accompany all reimbursement requests. 

Errors in Pay 

If you become aware of an error in your pay or deductions, bring it to the attention of your 

supervisor so that it can be corrected as soon as possible. 

Absences 

Regular attendance from all employees is expected.  Working through your scheduled 

departure time is expected of all TLA staff, unless otherwise directed by their supervisor.  Staff 

members should not “sign in” prior to their scheduled shift time, and should “sign out” 

immediately at the conclusion of their scheduled shift time, unless notified otherwise by their 

supervisor.  Overtime is not permitted unless authorized in advance by the Principal. 

A consistent pattern of absence or tardiness, whether excused or unexcused, may lead to 

disciplinary action, which may include an extended probationary period, up to and including 

termination.  An employee who fails to call in or report to work may be considered to have 

abandoned his or her job and may be terminated. 

Staff (full time, part time and substitutes) is expected to procure their own coverage for their 

entire shift using either the When I Work App or the Employee Directory, to contact staff 

personally. Staff is expected to notify the Assistant Director of their replacement in order to 

obtain approval. We are required to maintain student to teacher ratios in all of our classrooms 

and if your shift has not been covered by the time it begins then, you are required to report to 



work until the Assistant Director or Principal have found a replacement. All time-off requests 

must be approved by administration even if you have already procured a substitute for your 

shift. When administration is unable to maintain ratios, you will be required to work your 

assigned shift unless a doctor’s note for an excused absence is submitted.  

If an employee has PTO, it will be used to cover scheduled payroll hours.  If an employee is out 

for more than two consecutive days, a doctor’s note is required upon return to work. 

A scheduled absence must be requested at least 5 working days in advance.  Employees will 

request time of using the “When I Work” program. It shall be understood that putting in a 

request does not guarantee time off.  When requesting extended time off (3 or more days) due 

to vacations etc., the employee needs to notify the Principal at least two weeks in advance.  In 

the event of conflicting requests, the Principal will decide the vacation schedule based on first 

come/first serve.  The availability of substitutes and attendance of children enrolled will also 

play a factor in the decision.  Please note:  the center is open 52 weeks a year and all staff are 

expected to work their scheduled shifts year round.  

Work/Training Days 

All employees are required to attend 3-4 paid work/training days throughout the year.  The 

center will be closed to children on these days.  Refer to the Trinity Lutheran Academy school 

calendar for scheduled work days. 

Emergency Conditions 

Emergency conditions such as severe weather, power outages, or fire can disrupt operations 

and interfere with work schedules, as well as endanger employees.  These extreme 

circumstances may require the closing of the work facility.  Inclement weather closings will 

follow the decision of Clarke County School system. If Clarke County has heating or other 

problems that do not affect TLA, we will be open as scheduled. 

In the event of an emergency or severe weather your supervisor will notify you of any schedule 

changes or closures.  Employees who come in late, leave early, or are absent because of an 

emergency or severe weather situation must notify their supervisor immediately.  Please check 

with your supervisor to learn more about these policies for your specific job responsibilities. 

 

 



Section 4:  Benefits 

Salaried Employees 

 Benefits will be defined in a contract per individual salaried employee, taking into 

consideration position and years of experience. 

Regular Full Time Employees 

 Optional Concordia Health Plan 

 Retirement and Disability Plan 

 Holiday pay 

 Inclement weather pay 

 Paid time off 

 Discounted rates for child care 

Regular Part Time Employees 

 Retirement and Disability Plan 

 Discounted rates for child care 

 

Regular Half Time Employees 

 Retirement and Disability Plan 

 Discounted rates for child care 

Part Time/Substitute Employees 

 Discounted rates for child care 

Holidays 

Holiday pay is available for Regular Full Time Employees who work 38-40 hours per week and 

have completed their 90 day probationary period.  On days when TLA is closed due to Federal 

Holiday or Religious Holiday closings, 38-40 hour per week employees will be compensated 

based on their scheduled hours per week.  You must have approved leave for the day before 



and the day after the specific holiday to qualify for holiday pay.  If a recognized holiday falls 

during an eligible employee’s paid absence (e.g. vacation, sick leave), holiday pay will be 

provided instead of the paid time off benefit that would otherwise have applied.  If a 

recognized holiday falls during an eligible employee’s unpaid absence (e.g. unpaid leave of 

absence) no holiday pay will be provided. 

Holidays TLA will be closed: 

 New Year’s Day 

 Martin Luther King Day 

 Good Friday 

 Memorial Day 

 Independence Day 

 Labor Day 

 Thanksgiving Day and the day after 

 Christmas Eve Day 

 Christmas Day and the day after 

 

Inclement Weather 

Inclement Weather Pay is available for Regular Full Time Employees who work 38-40 hours per 

week and have completed their 90 day probationary period.  On days when TLA is closed due to 

Inclement Weather/Emergencies (Weather, physical plant issues, etc.) 38-40 hour per week 

employees will be compensated based on their scheduled hours per week.  You must work or 

have approved leave for the day before and the day after the inclement weather/emergency to 

qualify for inclement weather pay.  If the inclement weather/emergency falls during an eligible 

employee’s paid absence (e.g. vacation, sick leave), inclement weather pay will be provided 

instead of the paid time off benefit that would otherwise have applied.   

Insurance/Retirement Plans 

Concordia Health Plan:  Regular Full Time employees are eligible to enroll in the Concordia 

Health Plan after the 90 day probationary period.  There is a partial cost for health insurance.  

Please check with the Principal for information. 

Retirement and Disability Plan:  Regular Full Time, Regular Part Time, and Regular Half time 

employees are enrolled in a Retirement and Disability Plan after the 90 day probationary 

period.  TLA will pay the full premium. 



Child Care for Staff’s Dependent Children 

Discounted Rates for child care are available for employee’s legally dependent children only, 

provided there is space available in the needed classroom, at the Principal’s discretion. 

Employees may not teach within a class their own child is enrolled. 

 Regular full time employees will receive a 15% discount off full time enrollment for each 

child. 

 A special drop in rate of $3 an hour is available for all employees on a limited basis.  The 

drop in rate of $3 is only available for up to 40 hours within a calendar month with 

approval of the Principal. 

 Employees will receive 50% off the cost of registration fees for full time enrollment. 

 There will be a $25 registration fee applied for children attending on an as needed drop 

in basis. 

 Late payment fees will be applied to past due balances, and child care will be suspended 

and/or terminated for failure to pay. 

 If any account has 1 returned payment of any form, It will be placed on cash/money 

order only basis.  After a 12 month period, the Principal may review the account and 

decide if other forms of payment will be acceptable. 

 Employees may not receive multiple discounts (church member/employee). 

 

Worker’s Compensation Insurance 

Trinity Lutheran Academy provides a comprehensive workers’ compensation insurance 

program to our employees.  The workers’ compensation program covers injuries or illnesses 

sustained in the course of employment that require medical, surgical, or hospital treatment. 

If you are injured or think you have been injured while working, no matter how slightly, you 

must report the injury immediately to your supervisor to protect your eligibility for 

compensation and alert Trinity Lutheran Academy to any potential workplace hazards. 

Worker’s compensation is intended to cover only work-related injuries and illnesses.  Because 

of this, neither Trinity Lutheran Academy, nor the insurance carrier will be liable for the 

payment of workers’ compensation benefits for injuries that might occur during employees’ 

voluntary participation in off-duty recreational, social, athletic or community-based activities 

sponsored by Trinity Lutheran Academy. 



Leave Provisions 

Leave of Absence:  Leaves of absence are not automatically available however they will be 

addressed on an individual basis between the full-time staff member and the Principal, after 

one (1) year of service.  Employees working over 20 scheduled hours a week and for more than 

5 months a year may qualify for disability pay during maternity leave.  (Please refer to your 

handbook from the benefit program and information.)  TLA will attempt to return an employee 

to their original position after returning from an approved leave of absence depending on the 

needs of the Academy. 

Compassionate Leave:  A “compassionate” leave of three (3) days with pay will be granted to 

any full-time staff member upon the death of an immediate family member (parents, children, 

spouse or siblings).  Please notify your supervisor as soon as possible if you need compassionate 

leave. 

Jury Duty/Court Duty:  It is the policy of TLA to provide just reimbursement for those staff 

members who are called for jury duty.  The staff member should notify the center directors as 

soon as a jury summons is received.  The Academy Principal will adjust scheduling to assure the 

employee’s time off to serve on jury duty.  Both full and part time staff members will be 

reimbursed the difference between the pay received from jury duty and the salary from their 

regular day’s scheduled hours.  If the staff member is released from jury duty early on any day, 

they may report back to the Academy.  If the Academy Principal deems it necessary they may 

assign the staff member an alternate schedule for that day.  The staff member would then be 

paid for their regular day’s salary and allowed to keep their check from that day’s jury duty. 

Military Leave:  Trinity Lutheran Academy will grant military leave of absence in accordance 

with the Uniformed Services Employment and Re-employment Rights Act (USERRA) of 1994. 

Voting:  Trinity Lutheran Academy encourages employees to fulfill their civic responsibilities by 

participating in elections.  Generally, employees are able to find time to vote either before or 

after their regular work schedule.  Flexibility in the work hours will be allowed to accommodate 

your right to vote.  Notify your supervisor prior to Election Day, if you require any such 

accommodation. 

Paid Time Off 

Regular Full Time employees who work 38-40 hours and have successfully completed their 

probationary period, can obtain paid time off from work. 



During the first year of employment, a total of 3 paid days will be available.  At the first 

anniversary date, a total of 5 paid days will be available for the upcoming year.  At their second 

anniversary date, a total of 8 paid days will be available for the upcoming year.  At both the 

third and fourth anniversary dates, a total of 10 paid days will be available each year.  For fifth 

and subsequent anniversary dates, a total of 15 paid days will be available each year. 

Paid time off can be taken only in increments of half days and full days.  If an employee has 

unused paid time off at the end of each year (at anniversary date), a maximum of 8 hours paid 

time off will be rolled over to the upcoming year.  Upon termination of employment or 

resignation, employees who have unused paid time off will not receive pay for unused time.  If 

an employee wishes to have accrued paid time off roll over to accommodate a special 

circumstance (such as a vacation) they may request that the Principal honor this request in 

writing 30 days prior to their anniversary date and every effort will be made to accommodate 

this request. 

 

 

Loss of Benefits 

Regular Full Time employees can lose the benefits of paid time off, holiday pay and pay for 

inclement weather if they are placed on probation due to excessive absences, tardiness, or 

other disciplinary issues. 

 

 

Section 5:  Employee Conduct 

Child Care Rules and Regulations 

All employees are expected to follow all rules and regulations set forth by Bright From the Start, 

the Georgia Department of Early Care and Learning.  It is the employee’s responsibility to 

become familiar with these rules.  A copy of the Rules and Regulations can be found on Bright 

from the Start’s webpage.  The Principal and/or Associate Director can help you access this. 



Computer Use 

Trinity Lutheran Academy’s computer, telecommunication resources and other organizational 

equipment by a person who is not properly authorized is not permitted.  All employees have 

the responsibility to use their assigned computer and telecommunication resources in an 

efficient, effective, ethical, and lawful manner. 

Employees may not install software onto their individual computers or the network without 

management authorization to do so.  Any duplication of copyrighted software, except for 

backup and archival purposes, is a violation of organizational policy and federal law.  Trinity 

Lutheran Academy may delete unlicensed software without notice. 

Electronic Communication 

All communications transmitted by, received from, or stored in Trinity Lutheran Academy’s 

computer systems are considered to be the property of Trinity Lutheran Academy.  The 

following apply to use of Trinity Lutheran Academy’s computer and telecommunication 

resources and services: 

 Employees must comply with all software licenses, copyrights, and all other state and 

federal laws governing intellectual property. 

 Employees should not alter or copy files belonging to others without first obtaining 

permission from the owner of the file. 

 No personal right of privacy exists in any file contained within or transmitted by Trinity 

Lutheran Academy’s computers.  Trinity Lutheran Academy reserves the right to 

monitor the operation of these systems, to access all records within them, and to retain 

or dispose of those records as it deems necessary. 

 Electronic communication (e-mail, voice mail, internet, etc) should not be used in any 

way that is disruptive, offensive to others, harmful to morale, fraudulent, harassing, 

embarrassing, indecent, profane, obscene, intimidating or unlawful.  Specifically 

prohibited are sexually explicit materials, ethnic or racial slurs, or anything that may be 

construed as disparaging of others based on race, national origin, gender, age, disability, 

sexual orientation, or religious or political beliefs.  This also applies to downloading, 

displaying or storing of such materials in Trinity Lutheran Academy’s computers. 

 The computer and telecommunication resources and services of Trinity Lutheran 

Academy may not be used for the transmission or storage of commercial or personal 

advertisements, solicitations, promotions, destructive programs (viruses and self-

replicating code), religious, or political material. 



 Employees are responsible for safeguarding their passwords for the system.  Individual 

passwords should not be printed, stored online, or given to others.  Employees are 

responsible for all transactions made using their passwords. 

Social Networking 

At all times, employees and volunteers of Trinity Lutheran Academy must use utmost care in 

social networking so that TLA will not be negatively impacted in any way.  Social Networks are 

defined as Face Book, Twitter, the various chat rooms, e-mail, blogs, phone texting or any 

similar type web sites and programs. 

In the workplace, social networking can have a negative impact in:  loss of worker productivity; 

oversight of the safety of our school students; posting messages which reflect negatively on 

TLA; messages creating dissention among employees or volunteers; and /or the perception that 

employees or volunteers are acting on behalf of TLA, which may have legal implications. 

Some examples of social networking misuse are:  Disclosure of confidential information of the 

church, school, congregation members or the names of employees, parents, students, or 

volunteers; using the Trinity Lutheran Church and Trinity Lutheran Academy name with 

inappropriate content; statements that could adversely affect the interests or reputation of 

Trinity Lutheran Church and Trinity Lutheran Academy; defamatory, harassing, or disparaging 

language about a fellow employee or any individual or entity with which Trinity Lutheran 

Church and Trinity Lutheran Academy has a relationship; and or any content that would 

constitute a violation of state or federal law or any Trinity Lutheran Church and Trinity Lutheran 

Academy, rules, standards of conduct, or any other employee or volunteer requirements. 

Participation in Face Book or other social networking sites, where communication may take 

place between staff and parents of students in our Academy, is discouraged.  If parents, or staff, 

choose to be “friends” with one another on such sites, TLA policy is that such communication 

must not include any discussion about students or families or events that have occurred at 

school.  TLA maintains legitimate communication with parents and students about Academy 

events and reminders.  No photographs of school property or students may be posted. 

It is strongly suggested that employees and volunteers have separate and distinct personal and 

professional social media accounts.  This will help protect employees, volunteers and TLA by 

separating personal and professional communications.  Remember, even with separate 

accounts, inappropriate information can be spread by copying and/or forwarding materials or 

posting information on the site “wall”.  Therefore, post only communications that would be 

appropriate for the whole world to read. 



Periodically, the administrator, BOG or Pastor may access social networking accounts to ensure 

professionalism is maintained.  Remember; when in doubt don’t write it.  This is a zero-

tolerance policy.  Infraction of this policy will result in a written warning or immediate 

termination of employment. 

Music 

All music played throughout the academy must be age appropriate for young children and it 

must have a purpose.  Individual teachers in each classroom may choose to play various types 

of music during the course of the day.  Types of music that may be approved are:  Christian, 

classical, children’s, etc.  No secular music other than classical or children’s will be allowed.  

Music activities that will be offered are to be noted on the lesson plan. 

Outside Employment 

Trinity Lutheran Academy expects that all of its employees will be professionally committed to 

their position and responsibilities.  Trinity Lutheran Academy also supports employees who 

wish to engage in outside employment or community related activities, as long as such efforts 

do not create a conflict of interest or interfere with the regular and punctual fulfillment of their 

work with Trinity Lutheran Academy.  Employees who have questions regarding possible 

conflicts of interest should seek advice from their supervisor. 

Personal Appearance 

Employees have a direct impact on the image of Trinity Lutheran Academy and should appear 
neat, clean, and dressed appropriately for the work being performed.  
Clothing must be appropriate to engage children in all types of activities throughout the day. 
Torn, dirty, or excessively worn clothing will not be permitted. Additionally, clothing which 
smells like smoke will not be permitted. 
Pants must be well fitting (no low cut, tight, or baggy pants), and free of holes or lavish 
accessories. No sweat pants or exercise clothing. Modest length skirts are acceptable. Shorts 
are permitted in the summer months provided that the length of the shorts comes within three 
inches of your knee or to the end of your fingertips. 
Shoes must be neat and in good repair at all times. Tennis shoes or flats are best. Since you are 
expected to engage the children in activities on the playground, the shoes should be 
appropriate for the situation. Flip flops that look like beach wear are not permitted, but dressier 
sandals are permitted.  
Jewelry should be conservative. Long chain necklaces or pendants should not be worn as they 
can present a safety hazard to small children. Earrings should also be small, conservative, and 
secure, to prevent children from grabbing and pulling loose. Other piercings will not be allowed 
(tongue, nose, lips, eye brows, etc.) TLA reserves the right to request the covering of body art. 



Makeup should be conservative. Perfume should not be used, as some young children can be 
sensitive to the smell. 
Nails should be clean and kept short enough that they do not scratch or leave marks on a child's  
skin.  
 

Staff Meals/Drinks 

When the academy is serving family style meals, staff members are expected to participate by 

eating with the class during mealtime in order to model appropriate behavior, nutritional 

choices and manners.  You are expected to only eat academy food that is offered to all children 

in your care while in the presence of children.  If you bring food from home or order out, please 

consume such food on your break away from the children.  Staff may eat breakfast, lunch, 

and/or snack along with the children during their working hours; however, drinks will not be 

provided to the staff.  No staff is authorized to drink milk or juice purchased by TLA for the 

children.  Always avoid drinking hot beverages around the children to avoid possible burns.  Any 

beverages must be consumed from a closed container and kept away from the children. Keep 

respect for all of the children at the forefront of decisions regarding food. 

 

Trinity Lutheran Academy Curriculum 

Lead teachers in each classroom will be responsible for following the guidelines of “One in 

Christ.”  The curriculum will be based on accepted theories of child development.  The 

curriculum will meet the individual needs of every child.  The physical environment will be safe, 

healthy, and contain a variety of toys and materials that are both stimulating and 

developmentally appropriate for each age group.  Children will select activities and materials 

that interest them, while the teacher will strive to keep the classroom inviting and interesting 

by changing out materials and equipment routinely.  Each lead teacher should complete weekly 

lesson plans and submit these to the academy Principal for approval and/or changes one week 

in advance.  Lesson plans will be based on a thematic unit utilizing materials and events to 

promote the theme.  Prescheduled Bible Lessons are to be included with lesson plans. 

Mandated Reporter 

Any individual working in childcare is considered a “mandatory reporter” suspected incidents of 

child abuse, neglect or deprivation shall be reported to the local County Department of Family 

and Children Services in accordance with state law. 



Child Discipline Policy 

Children will receive consistent care during the major portion of their day from a primary staff 

member.  All children will be supervised (by sight and sound) at all times.  A child shall not be 

subjected to unusual, severe or physical punishment inflicted upon the body in any manner.  A 

child shall not be subjected to loud, profane or abusive language, threats or derogatory remarks 

about him/her or their family.  Additionally, a child shall not be subjected to extended isolation 

from the rest of the group.  If a child is isolated, he/she shall always be within eye contact of 

the staff member.  Food (lunch or snacks) shall never be withheld for any reason.  Any staff 

member who chooses to violate this policy will be terminated immediately. 

All children will be treated with Christian love and respect.  When discipline is needed each 

teacher will begin by getting on the child’s level and having a conversation asking the child to 

acknowledge their own actions, acknowledge the feelings of others, and take steps to 

empathize with others.  The teacher will then provide examples of acceptable choices and 

guide the student in creating a plan for the future.  The teacher will then provide a hug and 

encourage the child to complete steps of restoration (hug a friend, ask if they’re okay, etc.) 

 

Phone Usage 

Cell phone usage (texting, voicemail, or calls) is not permitted in the building.  The use of a 

personal cell phone alarm is permitted to remind a staff member of events such as medication 

administration, picking up a child from Trinity’s half day program, or other special 

circumstances per the Principal’s directions.  Please direct all emergency calls be made to the 

Academy phone number and the administration will see that you are contacted immediately.  

Personal phone calls cannot be made or received while on the clock.  Messages will be taken for 

any employee receiving personal phone calls.  These messages will be passed on to the 

employee.  Employees may return personal calls via cell phone on their lunch break in a 

discreet location such as the kitchen or staff lounge area.  No long distance calls may be made 

on the TLA business line. 

Personal Belongings 

All staff and personnel are responsible for ensuring the wellbeing of the children in our care and 

consistently must take measures to ensure that accidents are prevented.  Due to this 

obligation, any items hazardous to children must not enter the classroom.  Purses, jackets, and 

personal items may be stored in the classroom or kitchen area out of reach of children.  



Employees must not bring any medication (over the counter or prescription) OR hazardous 

items into the classroom area.  If an employee must keep an emergency medication at the 

academy or must take a dose of medication during their assigned shift it must be checked in at 

the Principal’s office and will be stored in a locked medication box out of reach of children. 

Political Activity 

You can participate in political activities away from the workplace as long as it does not conflict 

with your work performance and you make it clear in your interactions that you are acting as a 

private citizen, not representing Trinity Lutheran Academy. 

Smoking Policy 

TLA enforces a non-smoking environment and nowhere on the premises shall smoking be 

permitted. 

 

 

Health and Safety Policies 

It is the responsibility of each staff member to do everything possible to safeguard other staff 

and children from accidents.  A staff member who is aware of a hazardous condition or unsafe 

practice must report it immediately to the academy’s administration. 

Health and Hygiene:  All staff members must be familiar with the health and hygiene 

requirements as mandated by state law including adherence to the hand washing policy as 

posted above each sink.  Staff with diaper changing responsibilities will not be simultaneously 

assigned to kitchen food preparation. 

Personal Safety:  Use a common sense approach to safety; be alert to the children around you 

and what you are doing.  Be careful when walking around areas where children are playing with 

toys to avoid tripping.  Use proper lifting procedures.  Children should always be lifted by 

placing both of your hands around the child’s torso, never by the arms and from a squat rather 

than bending from the waist.  For older toddlers, step stools must be used to assist in getting 

them on the changing table.  Step ladders must be used for any climbing – do not use furniture. 

Be aware of wet surfaces while outdoors that may be slippery from dew or rain.  Bring towels 

out with you to wipe down slippery areas.  If a child has been injured, make sure to first put on 

disposable gloves (which are available in each classroom and both sides of the playground). 



Child Safety:  Provide adequate supervision at all times while maintaining child/staff ratios.  

Watch young children who are just learning to run.  They sometimes get going too fast and can 

fall.  After rain/dew, wipe down wet areas with a towel so children do not slip and fall.  Make 

sure to dump out any standing water immediately.  Conduct safety checks of the classroom and 

playground.  Staff members are not allowed to sit on the playground.  Help children follow 

classroom and playground rules.  Make sure all medications are properly checked in.  Check 

allergy sheets in each room you are assigned to.  If you do not recognize a person picking up a 

child, check the person’s ID against the authorized for pickup list for the child.  If you need 

assistance, call an administrator. 

Accidents/Injuries:  All accidents occurring to staff or children must be accurately described by 

a written accident report giving information as to time, date and cause of accident and 

treatment required if any.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Fire and Weather Evacuation Plans:  Employees must familiarize themselves with the proper 

procedures for fire and weather emergency evacuations.  Routine drills are conducted, and 

employees are responsible to ensure classroom participation in such drills. 

Condition GREEN—children may play outdoors and be comfortable. 

  Condition YELLOW—use caution and closely observe the children for signs of 

being too hot or cold while outdoors.  Classes will go out for shorter 

increments (no longer than 15 minutes) so they may rest inside and hydrate 

more often. 

Condition RED—most children should not play outdoors due to the health 

risk.  

When a wind advisory is issued for our area from the National Weather 

Service 

When the Heat Index (how hot it feels to the body when the air temperature 

and relative humidity are combined) is 98 degrees Fahrenheit or at the 

Administrator’s discretion.  

During thunderstorms.   

  

Trinity Weather Advisory Actions  



Closing Due to Inclement Weather:  During periods of inclement winter weather, Trinity 
Lutheran Academy follows a set procedure for announcing operational changes.  

By policy, TLA makes one of three announcements: TLA is open and operating on a regular 
schedule; TLA is closed; or TLA will delay opening until a specific time. 

An email message through the TLA list serve is the primary means to distribute such 
announcements.  
The announcement also is posted to: 
TLA website (trinitylutheranacademy.com) 
On the parent’s app (ParentsConnectApp.com) 
Twitter (@TLA226)  
Facebook (www.facebook.com/TrinityLutheranAcademyAthens) 
 
In Athens, inclement winter weather often develops overnight.  In such cases and depending on 
conditions, attempts are made to post announcements by 12:00 a.m. the day preceding the 
projected forecast.  If the inclement weather develops during morning rush hour or during 
daytime on a school day, the same notification procedures listed above are followed. 

When weather conditions are such that closings occur two or more days in succession, the 
procedure is followed each day, with an announcement being made each day by 12:00 a.m. In 
that conditions can change unexpectedly overnight, an announcement usually will not be made 
for the next day until 6:00 am in the most extreme weather circumstances. 

When Trinity Lutheran Academy officially is closed, it is closed for everyone: staff and students.  

 
Unknown/Threatening Person on Premises:  In the event a stranger is found on the premises, 

an administrator should be notified immediately.  If the stranger is not authorized to be on the 

grounds and refuses to leave, then 911 will be called.  The building will be put on immediate 

lockdown. 

Biting Policy 

Biting is, unfortunately, not unexpected when toddlers are in group care. It is always upsetting 

when children are bitten in our care, and we recognize how upsetting it is for parents. Biting is a 

natural developmental stage that many children go through. It is usually a temporary condition 

that is most common between thirteen and twenty-four months of age. The safety of the 

children at TLA is our primary concern.  

This biting policy addresses the actions that will be taken if a biting incident occurs. Toddlers 

bite for a variety of reasons, most not related to behavior problems, therefore, the focus is not 

on punishment for biting, but on effective techniques that address the reason for the biting. A 

child might be teething or overly tired and frustrated. He or she might be experimenting or 



trying to get the teachers’ attention or the attention of his peers. Toddlers have developing 

verbal skills and are impulsive without a lot of self-control. Sometimes biting occurs for no 

apparent reason. The children will be encouraged to "use their words" if they become angry or 

frustrated. Teachers will do this by modeling what the children should say. 

The following steps will be taken if a biting incident occurs at TLA:  

• The biting will be interrupted with a firm "No…we don't bite people!"  

• The bitten child will be comforted.  

• The biter will be removed from the situation.  

• The wound of the bitten child shall be cleansed with soap and water and ice applied if the 
child is willing.  

• The caregiver will work with the child who bit to learn other behavior.  

• The parents of both children will receive written notification of the biting incident. 

• The names of the children involved will be kept confidential. This is to avoid labeling of the 
children which makes it more difficult to work quickly and positively toward stopping the biting.  

We wish we could guarantee that biting will never happen at TLA, but we know there is no such 

guarantee. We will deal appropriately with biting so that it will end as quickly as possible. We 

will support your children whether they bite or are bitten. We want the best for all the children 

in our care. Periodically, we will send home a letter about biting. This letter is to inform you of 

how we manage biting occurrences in our classrooms and to provide you with ideas to use 

when encountering this issue outside of our care.   

Medication Policy 

All medications (staff/children) are stored either in a locked storage container or refrigerator.  

Medications should never be left in the child’s cubby or with the child to administer on their 

own.  All children’s medication will need to be brought to the attention of the Academy 

Principal and/or a Team Lead immediately.  Parents must fill out a Medicine Authorization 

form.  Specific instructions are found within the Family Handbook. 

Staff Discipline Procedures 

If a staff member fails to follow TLA’s policies regarding job performance or the policies stated 

in this handbook, he/she is subject to disciplinary action, including termination of employment.  

For other than major infractions resulting in immediate discharge, discipline will be handled by 

one of the following methods: 



 Verbal warnings:  the staff member may be verbally counseled about the problem with 

the intent of clearing up any misunderstanding and establishing behavior expected in 

the future.  This verbal warning will be documented by the academy Principal, noting 

that the discussion took place, the date and the subject. 

 Written warnings/conference:  This consists of a written statement to the staff member, 

in an effort to advise employee of performance or conduct that is not acceptable.  The 

staff member will be asked to sign the memo indicating that he/she has seen the memo.  

If the staff member does not agree with the content, he/she may so indicate. 

 Suspension:  Depending on the nature of the offense the principal may choose to 

implement an unpaid suspension along with a written warning.  Suspensions can last 

from 1-5 days and are the last (optional) disciplinary measure prior to termination.  

 Termination/Discharge:  When lesser forms of discipline have not corrected a staff 

member’s conduct, or when an occurrence is serious enough to so warrant, the staff 

member may be terminated.  If a staff member has accumulated 3 or more warning 

notices that are not related, they may also be terminated due to poor work habits. 

 

 

Gross Misconduct 

Some offenses are so serious that they can result in termination without previous warnings.  

The following examples are listed for the guidance of all.  This list is not intended to be a 

comprehensive list of all prohibited activity.  The following actions may result in immediate 

termination: 

 Neglect or physical abuse of a child 

 Withholding of food, nap or other comfort from a child 

 Yelling or the use of harsh tones of voice 

 Failure to report to work three consecutive workdays without proper notification 

 Falsification of academy records (i.e. employment application, time clock, and your 

records) 

 Conviction of a felony for any offense committed while employed by the academy 

 Leaving a child unattended (inside or outside) 

 Allowing a child to leave the academy with an unauthorized person 

 Sleeping while supervising children 

 Excessive or habitual absenteeism or tardiness from work 



 Insubordination that shows gross disrespect such as threatening, cursing, or yelling at 

administrators 

Termination 

The employment relationship between TLA and its staff (excluding contracted workers) is of an 

at-will nature.  This means that the staff member is hired for an indefinite period of time.  Thus, 

the staff member is free to leave at any time he or she believes it is in his/her best interest.  

Similarly, TLA may terminate the employment relationship whenever it deems appropriate. 

Resignation 

Resignation is initiated by the staff member.  A two-week written notice of a staff member’s 

intent to leave employment is required.  Written notice should include the last day of work, 

address where the staff member can be reached in the future, and be signed and dated by the 

staff member.  After an employee has given their two-week notice and their job performance, 

attitude or actions towards other staff becomes a negative issue; they will be released from 

their job immediately. 

 

Discharge 

Discharge is an immediate termination from employment initiated by the center Principal.  

Normally it is for a serious or flagrant offense involving willful misconduct that violates 

standards outlined in this handbook or in the Rules and Regulations set forth by Bright From the 

Start, the Georgia Department of Early Care and Learning.  It is each individual’s responsibility 

to obtain and review a copy of these regulations. 

 

 

Grievance Procedure 

Should any difference of opinion regarding work situations arise between a staff member and 

the academy’s Principal; the following procedure will be followed in an effort to arrive at a 

conclusion that is satisfactory to both the staff member and the academy.  The staff member is 

to first bring the matter to the attention of the Principal.  If the grievance is not resolved within 



a reasonable amount of time, the Principal is to be notified by the staff member that a letter 

will be written to the Chairman of the Board of Governors.  Upon reviewing all relevant 

information, the Chairman will then determine whether the actions precipitating the grievance 

were appropriate. 

Statement of Faith 
What we believe and teach 
 

• There is one true God who has revealed himself in three persons; the Father (who created and 
sustains the world), the Son (Jesus Christ who lived as a human being, suffered, died and rose from the 
dead), and the Holy Spirit (who works faith in our hearts and directs and empowers us to live a Godly 
life.) 
 
• The Bible is God’s inspired, inerrant Word. It’s the only source of knowledge about God and his love 
for us in Jesus Christ. The Bible is God’s truth and God’s power. It’s the source of what we believe, teach, 
and live. 
 
• All human beings are sinful and have fallen short of God’s expectations. We are powerless to change 
our sinful condition and to please God. As such, we don’t deserve, nor can we earn, God’s love and 
mercy. Instead we deserve God’s punishment for our sin. 
 
• God, in love for all people, sent his son Jesus Christ into the world. Jesus lived, suffered, died on a 
cross, and rose from the dead in order to pay the penalty to forgive our sins, overcome the power of 
death, and to win for us the gift of eternal life. 
 
• God gives the forgiveness of sins that Jesus earned to all who put their faith and trust in Him. God, the 
Holy Spirit, works this faith and trust in our hearts through His Word (The Bible), Baptism, and Holy 
Communion. 
 
• The Bible (God’s Word), Baptism, and Holy Communion are ways in which God gives people His grace 
(Grace = God’s Undeserved Love or God’s Riches At Christ’s Expense) 
 
• Salvation is a free gift from God. No matter how hard we try we cannot do enough to earn God’s 
forgiveness or a place in heaven. It’s a free gift we receive only through faith in Jesus Christ. 
• The Church is the Body of Christ on earth. The Church is a community of believers in Jesus Christ who 
seek to worship Him, serve Him by serving others, and share the good news of his love with those who 
do not know Him as their Savior.   

 

 

 



ACKNOWLEDGEMENT AND RELEASE FORM 

(Employee’s Copy) – to Remain in Handbook 
 

I understand that I am an at-will employee, and I therefore understand that my employment 

may be terminated at any time, with or without prior notice, and with or without cause or 

reason by Trinity Lutheran Academy.  Likewise, I understand that I am free to resign at any 

time, for any reason.  No employee, agent, or representative of Trinity Lutheran Academy other 

than its executive officer has authority to enter into any agreement guaranteeing employment 

for any specified period of time, or to make any representations, promises or agreements 

contrary to the foregoing.  I further understand that any such agreement authorized by 

executive officers shall not be enforceable unless it is in writing and signed by both an executive 

officer and myself. 

No employee handbook can anticipate every circumstance or question about policies.  As 

Trinity Lutheran Academy changes, the need may arise to change policies described in this 

handbook.  Trinity Lutheran Academy reserves the right to revise, supplement, or rescind any 

policies or portions of the handbook from time to time as it deems appropriate in its sole and 

absolute discretion.  As soon as practical, Trinity Lutheran Academy will notify all team 

members of such changes.  This Handbook supersedes any previous Employee Handbook. 

Your signature below indicates that you have read and understood this statement and have 

received a copy of the Employee Handbook.  Your signature further acknowledges and agrees 

that you will read and familiarize yourself with its contents and follow the policies and rules 

indicated. 

 

 

 

________________________________________ 

Employee Printed Name 

 

________________________________________         ______________________________ 

Employee Signature      Date 



ACKNOWLEDGEMENT AND RELEASE FORM 

I understand that I am an at-will employee, and I therefore understand that my employment 

may be terminated at any time, with or without prior notice, and with or without cause or 

reason by Trinity Lutheran Academy.  Likewise, I understand that I am free to resign at any 

time, for any reason.  No employee, agent, or representative of Trinity Lutheran Academy other 

than its executive officer has authority to enter into any agreement guaranteeing employment 

for any specified period of time, or to make any representations, promises or agreements 

contrary to the foregoing.  I further understand that any such agreement authorized by 

executive officers shall not be enforceable unless it is in writing and signed by both an executive 

officer and myself. 

No employee handbook can anticipate every circumstance or question about policies.  As 

Trinity Lutheran Academy changes, the need may arise to change policies described in this 

handbook.  Trinity Lutheran Academy reserves the right to revise, supplement, or rescind any 

policies or portions of the handbook from time to time as it deems appropriate in its sole and 

absolute discretion.  As soon as practical, Trinity Lutheran Academy will notify all team 

members of such changes.  This Handbook supersedes any previous Employee Handbook. 

Your signature below indicates that you have read and understood this statement and have 

received a copy of the Employee Handbook.  Your signature further acknowledges and agrees 

that you will read and familiarize yourself with its contents and follow the policies and rules 

indicated. 

 

Please date, print and sign your name and forward this form to your supervisor. 

 

 

 

________________________________________ 

Employee Printed Name 

 

________________________________________         ______________________________ 

Employee Signature      Date 


