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WELCOME! 
 
 Welcome to the Kennedy Children’s Center! 

 
As an employee of this agency, you are part of a 
family of professionals dedicated to the education 
of children with special needs. From our founding 
in 1958, our mission has remained the same: to 
provide education and therapy services that align 
with best practices and are guided by experts in the 
field of early childhood and special education. 
 

It is my responsibility to help explain the laws and regulations that apply 
to our workplace. This Employee Manual shares information about the 
policies and practices that guide how we work together to create a 
positive environment that values each employee.  
 
We believe that a school community is strongest when everyone has a 
voice to make productive suggestions. This manual will explain some of 
the very important policies and benefits which, when understood and put 
into practice, contribute to strengthening our school community.  
 
We look forward to your participation and feedback as we all work 
together to make KCC a leader in the field of early childhood special 
education – and a warm and supportive place to work. 
 
With warmest welcome, 

 
Jeanne Alter, Executive Director  
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Introductory Period 

 
Upon hire, all regular full-time and part-time staff 
members will undergo a ninety (90) day 
Introductory Period, wherein their supervisors will 
determine their ability to perform their jobs 
successfully.  
 

This is also a period in which new employees can get to know both KCC 
and the job, and determine if they want to continue within this line of 
work. Upon satisfactory completion of the introductory period, 
employees enter the "regular" employment classification. 
 
Any concerns about your employee classification should be addressed to 
the Human Resources Department.  
 
Professional Conduct 
 
KCC is committed to fostering a work environment in which all employees 
are treated with respect and dignity. Our Non-Discrimination and Anti-
Harassment Policy (page 49) is designed to ensure that all individuals can 
work in an environment that promotes equal opportunity and prohibits 
discrimination and harassment. KCC does not tolerate discrimination or 
harassment on the basis of race, color, sex, national origin, disability, 
sexual orientation, age, religion, gender identity, familial status, military 
or veteran status, domestic violence victim status, genetic predisposition 
or any other classification protected by federal, state, and/or local laws 
and ordinances.  
 
For further details, please see the section entitled, “Non-Discrimination 
and Anti-Harassment Policy.” 
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Code of Conduct 
 
To function effectively, every organization must develop 
policies and procedures to protect its clients and to ensure 
that employee and agency rights are respected. Our 
organization is no exception. Generally, conduct which 
may be disruptive, unproductive, unethical or illegal will 
not be tolerated. 
 
Violation of our Code of Conduct will lead to disciplinary action, which, 
based on the circumstances of the individual case, could result in 
corrective action up to and including termination.  
 
Examples of conduct which could result in corrective action or 
termination include, but are not limited to: 
• Physical, mental or sexual abuse of a child service recipient, staff 

member or other person associated with KCC; 
• Violation of KCC’s confidentiality policy; 
• Gross insubordination; 
• Possession, buying, selling, or use of illegal substances; 
• Possession of a weapon (e.g., a knife or gun) on the premises; 
• Threatening, assaulting, fighting or displaying physical violence; 
• Theft of personal property or property belonging to KCC; 
• Intentional destruction of property; 
• Bribery or falsifying KCC’s records; 
• Violations of KCC’s Conflict of Interest policy; 
• Offensive behavior or any act that threatens the safety, health or 

well-being of another person; 
• Falsifying information on employment applications or other 

documents; or 
• Drunkenness and/or drinking on the job. 
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Confidentiality 

 
As the result of your employment with KCC, you 
may acquire and have access to confidential or 
proprietary information belonging to the agency 
that is of special and unique importance to KCC 
and the population it serves. This includes such 

matters as KCC’s student and family records, program service data, 
computer system access protocol and codes, financial data and 
projections, and donor accounts. 
 
Staff members who have access to any confidential information in the 
process of performing their jobs are required to maintain the security of 
this confidential information and not disclose or share the information 
with anyone who is not authorized to have such information both during 
and after employment with KCC.  
 
In addition, we ask that employees exercise good judgement and 
prudence when discussing information that is of a sensitive or personal 
nature. Staff members should not discuss students or families outside of 
the school. Conversations with parents that contain personal information 
should happen in a private area, away from other parents, staff members, 
etc.  
 
Nothing contained in this Confidentiality Policy is intended to interfere 
with employee rights under the National Labor relations Act, including 
but not limited to employees’ right to discuss the terms and/or conditions 
of their employment, or other laws protecting lawful job related activities, 
nor would it be interpreted or applied so as to interfere with employee 
rights to self-organize, form, join, or assist labor organizations, to bargain 
collectively through representatives of their choosing, or to engage in 
other concerted activities for the purpose of collective bargaining or 
other mutual aid or protection, or to refrain from engaging in such 
activities. 
 
KCC employees are required to comply with FERPA and HIPAA regulations, 
which dictate responsibilities regarding confidential information. Please 
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see page 61 for information about FERPA and HIPAA at the Kennedy 
Children’s Center.  
 
If you are ever unsure of your obligations under this policy, it is your 
responsibility to consult with your supervisor or the Human Resources 
Department for clarification. 
 
Child Safety 

 
The safety and general welfare of our students must be 
the concern of all staff members. Employees who become 
aware of an unsafe or potentially dangerous situation 
must either take immediate steps to correct the situation 
or report it to their supervisor or other appropriate parties 
without delay. 
 

This especially includes instances of child abuse or neglect by other staff 
members, volunteers, family members, or vendors. Employees are also 
expected to be appropriately vigilant in caring for the children we serve, 
particularly when using program equipment, transporting children from 
one part of a building to another, on the playground, and when on a field 
trip. 
 
KCC provides periodic training on child abuse and neglect to all staff 
members. Included in this training are the mandatory procedures for 
reporting suspected or confirmed instances of child abuse and neglect, to 
which all employees must adhere. 
 
It is a condition of employment at KCC that all staff members complete 
and maintain their Child Abuse and Maltreatment Training (“Mandated 
Reporter”) Certificate. This Certificate must be renewed at least once 
every two years. 
 
KCC maintains a Child Safety Plan, which outlines the roles and 
responsibilities of staff members in the event of an emergency. This plan 
is updated annually and a copy is kept at the security desk at each site. 
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The Child Safety Plan is reviewed annually at staff orientation. Staff are 
able to request a copy of the Plan at any time. 
 
Workplace Safety 

 
KCC staff members are required to observe all posted 
safety rules, adhere to all safety instructions provided by 
supervisors, and use safety equipment when required. 
Each employee is expected to obey safety rules and to 
exercise caution in all work activities. 
 

Employees must report any unsafe conditions to the appropriate 
supervisor. Employees who violate safety standards, who cause 
hazardous or dangerous situations, or who fail to report, or, where 
appropriate, remedy such situations, may be subject to disciplinary 
action, up to and including discharge. 
 
It is your responsibility to be aware of the location of all safety and 
emergency equipment, emergency evacuation directions, and safety 
and/or emergency phone numbers. Any problems with KCC-provided 
safety equipment should also be reported to your supervisor immediately. 
 
KCC provides a comprehensive Workers’ Compensation program. This 
program covers any injury or illness sustained in the course of 
employment that requires medical, surgical or hospital treatment. 
 
Should you sustain a work-related injury, you must immediately notify 
your department supervisor and the Human Resources Department, as 
well as complete an Incident Review Form. Should your injury require the 
attention of a doctor, you must inform the physician that you were 
injured while at work. In the case of an emergency, you should go to the 
nearest hospital emergency room for treatment.  
 
The Human Resources Department will give you specific claim 
information for your own records after it has submitted your claim to the 
New York State Insurance Fund. 
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Dress Code 
 
KCC believes that a neat, clean, and professional 
appearance is important. Your attire should be 
consistent with the type of work you are performing and 
with safety considerations. Good personal grooming and 
hygiene are also essential and should contribute to a 
professional appearance. 
 
When attending outside functions on behalf of KCC, staff members are 
expected to dress in acceptable business attire that reflects the image 
that KCC seeks to project. Please consult with your direct supervisor 
regarding the proper attire for your job and follow the guidelines set by 
the Department in which you work. 
 
The following are generally considered acceptable at KCC: 

•  Jeans 
•  Khakis 
•  Dresses or skirts that fall at or below the knee 
•  Button down shirts 
•  Polo shirts 
•  T-shirts 

 
The following are NOT considered acceptable at KCC: 

•  Flip-flops  
• Plunging necklines 
•  Low-rise pants 
•  Exposed midriffs 
•  See-through or ripped clothing (e.g. ripped jeans) 
•  Shorts/skirts/dresses that fall above the knee 
•  Sleeveless T-shirts (i.e. muscle T-shirts) 
•  Clothing with obscene or provocative words and/or                                            

graphics 
•  Open-back tops or dresses 
•  Skimpy or strappy camisole tops 
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WORK HOURS 
 
The formal work week for KCC commences at 12:01 AM each Saturday 
and ends at midnight on the following Friday. Generally, KCC observes a 
five (5) day work week during daytime hours, which begins on Monday 
and ends on Friday. However, KCC reserves the right to schedule working 
time on Saturdays, Sundays and evenings if required. 
 
Most staff members are hired to work a specific work schedule and 
number of hours each week. While you are generally expected to work 
the number of hours indicated in your job description, KCC does not 
guarantee that you will actually work such hours in any given day or week. 
In addition, circumstances may require your supervisor to schedule your 
hours differently in accordance with the needs of your program or 
department. 
 
Timekeeping 
 
It is essential that all staff members adhere to 
attendance reporting procedures. For employees at KCC, 
this involves utilizing an automated time and attendance 
system. 
 
KCC requires employees to record all hours they work.  If you are a non-
exempt employee, you must swipe in at the start of your work shift and 
swipe out at the end of your shift. You are not allowed to swipe for 
another employee. 

 
When entering the worksite prior to the beginning of your start time, you 
must sign-in with Security. Employees are not permitted to perform any 
work prior to the start of their shift, unless approved by a Supervisor.  If 
an employee performs work prior to the start of his or her shift, please 
contact Human Resources.  If you choose to remain at the worksite after 
the end of your scheduled shift, you must inform a Supervisor. Any work 
done after the end of your scheduled shift must be approved by a 
Supervisor. At the end of your shift you must swipe out, making sure not 
to perform any work after you swipe out. 
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KCC prohibits non-exempt employees from working overtime (i.e., more 
than forty hours in a work week) without prior approval from their 
supervisor. KCC requires non-exempt employees working overtime to 
record all hours they work, even if they have not received prior approval 
from their supervisor. Non-exempt employees working overtime without 
prior supervisor approval may be subject to disciplinary action. 
 
It is the staff member’s responsibility to review his or her time records to 
certify the accuracy of all time recorded. The supervisor will review and 
approve the time record before submitting it for payroll processing. In 
addition, if corrections or modifications are made to the time record, 
both the employee and the supervisor must verify the accuracy of the 
changes. 
 
Your supervisor must approve all time entries for you in any given work 
week. Failure to swipe in and out may result in a delay in processing your 
paycheck.  
 
Abuse of the timekeeping system may lead to disciplinary action up to 
termination. 

 
Time and Attendance 

 
10 MINUTES: KCC has a 10 minute grace period for 
clocking in at the start of your shift.  
 
This is because KCC recognizes that things happen. The 
subway is delayed. There’s a last minute emergency at 
home. Traffic is horrible!  

 
This doesn’t mean that it’s okay to clock in after your start time. 
Supervisors will still address time and attendance patterns that are 
considered unacceptable.  
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5 TIMES: A staff members may be late and/or absent up 
to 5 times in a 30-day period before KCC proceeds with 
progressive discipline. Progressive discipline can be a 
verbal, written, or final warning. In extreme 
circumstances, it can lead to termination.  
 

This doesn’t mean that there aren’t exceptions. Time and attendance 
issues due to FMLA/ADA qualifying reasons may be excused. Please speak 
to a Supervisor or the Human Resources Department so that they can 
work with you in order to find a reasonable solution.  
 

 
4 STEPS: Four is the number of steps, under ordinary 
circumstances, after which a staff member may be 
terminated for time and attendance reasons. Those 
steps are: verbal warning, written warning, final 
warning, then termination.  
 

This is a guideline only. KCC will review all time and attendance issues and 
take appropriate action based on the facts of each case.  
 
Coming to work on time is vital to the safety of our children and the 
operation of our classrooms. When one team member is late, it causes 
coverage problems for the entire school community. 

 
PAYROLL 
 
KCC operates on a bi-weekly payroll schedule, with a fixed schedule of 26 
paydays each year. Staff members will be paid on the Friday following a 
two-week period in which work was performed. Any change in this 
practice due to holiday observance or other KCC closing will be 
announced beforehand. 
 
At the time of hire, all staff members will receive notice of their regular 
rate of pay and basis, overtime rate of pay (if non-exempt), record of 
deductions, regular pay date, and basis for exemption (if exempt). 
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Employees will be expected to acknowledge the notice by signed receipt 
within two weeks of receiving the notice. 
 
Staff members are urged to enroll in “Direct Deposit” and have their 
paycheck directly deposited to the bank of their choice. Direct deposit 
authorization forms can be obtained from the Human Resources 
Department. 
 
For staff members not enrolled in direct deposit, pay checks are normally 
distributed to the employee on payday at the worksite. They can also be 
picked up from the Payroll Department until 2pm on Friday.  
 
Upon written request to the Payroll Department, the pay check may be 
mailed to the employee’s home address on the day before payday; 
however, KCC is not responsible for when actual delivery is made by the 
postal service. 
 
If a regular payday falls when an employee is absent from work, the 
employee’s paycheck will be available upon his or her return, or will be 
mailed by the Payroll Department, upon written request, to the home 
address on file with KCC. 
 
Please review your pay stub when you receive it to make sure it is correct. 
If there is an error in your pay check, please notify the Human Resources 
or Payroll Department immediately. Every effort will be made to remedy 
the discrepancy as soon as possible. 
 
If your pay check is lost or stolen, please notify the Human Resources 
Department immediately. A new pay check will be issued after payment 
has been stopped on the original check. KCC will not be obligated to 
indemnify an employee for any monetary loss suffered as a result of a 
lost or stolen pay check if we are unable to stop payment on the original 
check. 
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Salary Basis Policy 
 
It is KCC’s policy and practice to accurately compensate 
employees and to do so in compliance with all 
applicable state and federal laws. To ensure that you 
are paid properly, you must review your paychecks 
promptly to identify and to report all errors.  
  
REVIEW YOUR PAY STUB. KCC makes every effort to ensure that staff 
members are paid correctly.  Occasionally, however, mistakes can 
happen.  When mistakes do happen and are called to our attention, KCC 
promptly makes any corrections necessary.  Please review your pay stub 
when you receive it to make sure it is correct.  If you believe a mistake 
has occurred, or if you have any questions, please use the reporting 
procedure outlined on page 18.  
 
Deductions from Salary 
 
If you are classified as an exempt salaried employee at the Kennedy 
Children’s Center, you will receive a salary which is intended to 
compensate you for all hours you may work for KCC. This salary will be 
established at the time of hire or when you become classified as an 
exempt employee. 
 
While this salary may be subject to review and modification from time to 
time, such as during salary review times, the salary will be a 
predetermined amount that will not be subject to deductions for 
variations in the quantity or quality of the work that you perform. 
Under federal and state law, your salary is subject to certain deductions. 
For example, absent contrary state law requirements, your salary can be 
reduced for the following reasons: 

 Full day absences for personal reasons; 

 Full day absences for sickness or disability; 

 Full day disciplinary suspensions for infractions of our written 
policies and procedures; 

 Family and Medical Leave absences (either full or partial day 
absences); 
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 To offset amounts received as payment for jury and witness fees 

or military pay; 

 The first or last week of employment in the event you work less 
than a full week; 

 Any full work week in which you do not perform any work. 
 
Your salary may also be reduced for certain types of deductions, such as 
your portion of health, dental or life insurance premiums; state, federal 
or local taxes; social security; voluntary contributions to a 403(B) or 
pension plan; or legally mandated wage garnishment. 
 
In any work week in which you performed any work, your salary will not 
be reduced for any of the following reasons: 

 Partial day absences for personal reasons, sickness or disability;  

 Your absence because your employer has decided to close a 
facility on a scheduled work day; 

 Absences for jury duty, attendance as a witness, or military leave 
in any week in which you have performed any work; 

 Any other deductions prohibited by state or federal law. 
 
Please note: it is not an improper deduction to reduce an employee’s 
accrued vacation, personal or other forms of paid time off (PTO) for full 
or partial day absences for personal reasons, sickness or disability. An 
employee’s unused and accrued PTO will be applied in instances where 
the employee is late to their assigned shift or has left early from their 
assigned shift by 30 minutes or more. 
 
For staff members who are classified as salary non-exempt or hourly, 
salary can be reduced for full or partial day absences where the staff 
member does not possess sufficient unused and accrued PTO to cover 
the absence. 
 
If you have questions about deductions from your pay, please 
immediately contact the Human Resources Department.  If you believe 
you have been subject to any improper deductions or your pay does not 
accurately reflect your hours worked, you should immediately report the 
matter to your supervisor.  If the supervisor is unavailable or if you 
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believe it would be inappropriate to contact that person (or if you have 
not received a prompt and fully acceptable reply), you should 
immediately contact the Human Resources Department, or any other 
supervisor with whom you feel comfortable.   
 
Every report will be fully investigated and corrective action will be taken 
where appropriate, up to and including discharge for any employee(s) 
who violates this policy. KCC will not allow any form of retaliation against 
individuals who report alleged violations of this policy or who cooperate 
in KCC’s investigation of such reports. Retaliation is unacceptable, and 
any form of retaliation in violation of this policy will result in disciplinary 
action, up to and including termination. 
 
PROFESSIONAL DEVELOPMENT 
 
Conference Attendance 
 
Kennedy Children’s Center recognizes that value that conferences can 
provide to professional staff. Administrators may ask a staff member to 
attend a conference based on the needs of the program. Staff members 
may also request permission to attend a conference.  
 
Employees interested in reimbursement for conferences must apply to 
their immediate supervisor for permission. No staff member may attend 
more than three conferences within a 12-month period. Subject matter 
should have immediate relevance to therapists’ caseloads, or to 
teacher/teacher assistant classroom environment and instruction. 
Related Service staff may only attend conferences that offer approved 
Continuing Education Units (CEU), unless an exception is granted by the 
Executive Director or Director of Programs.  
 
If the subject matter is not immediately applicable to an employee’s 
current work at KCC, the employee may elect to use an option day to 
attend the conference. Only one day away from the program will be 
considered. Costs related to conferences that are not immediately 
applicable to an employee’s current work at KCC are not eligible for 
reimbursement. 
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Reimbursement of up to $500 for conference fees are available to all 
employees in good standing and employed by KCC for at least one year. 
If conference fees exceed $500, the employee must secure prior approval 
from the Executive Director.  
 
Reimbursement for travel costs is also available with approval. Allowable 
travel costs include transportation, lodging and sustenance. Out of state 
conferences will be considered pending overall travel costs, with up to 
$2,000 allowable per occurrence (travel and lodging and up to $50 per 
day for food). 
 
Tuition Assistance 

 
Kennedy Children’s Center has various programs that 
are designed to help staff members in their pursuit of 
a degree or certification, as well as their ongoing 
professional development. These programs are 
designed to reward a staff member for obtaining a 

degree or certification, or to help offset the costs of a staff member’s 
ongoing professional development.  
 
Staff who wish to be eligible for KCC sponsored tuition assistance must 
meet the following criteria: 

• An employment record in good standing in regards to time, 
attendance and job performance. 

• Continuous, active employment for at least two years prior to 
application for tuition assistance, in a position that requires 
scheduled work of at least 30 hours per week. 

• Formal enrollment in an associate’s degree, a bachelor’s degree, 
or a graduate degree program at an accredited college or 
university approved by KCC. 

• Registration in a field of study directly related to the mission, 
goals and service programs of the Kennedy Children’s Center. 

 
For further details please speak to the Human Resources Department. 
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Salary Differentials 
 
Eligibility for salary increases based on degree or certification obtainment 
is dependent upon the degree/certification obtained, as well as the 
position of the staff member. All salary increases and tuition assistance 
expenditures must be approved by the Human Resources Department 
and KCC’s Executive Director. 
 
TIME OFF BENEFITS 
 
KCC observes the following holidays: 

• New Year’s Day  
• Dr. Martin Luther King, Jr. Day  
• President’s Day 
• Good Friday 
• Memorial Day  
• Independence Day 
• Labor Day  
• Columbus Day  
• Thanksgiving Day 
• Friday after Thanksgiving  
• Christmas Day 

 
Full-time staff members hired to work twenty-eight 
or more hours per week will be paid for the eleven 
holidays indicated above. Additional paid or unpaid 
days may be given at the discretion of KCC. 
 
Part-time staff members working twenty-one (21) or more hours per 
week will be paid for any of the above holidays which fall on a day on 
which they were scheduled to work. Part-time staff members working 
less than twenty-one (21) hours per week will not receive holiday pay. 
 
Temporary employees are not paid for holidays unless they are 
specifically requested to work on the designated holiday.  
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When a holiday falls on a Saturday, it will be observed on the preceding 
Friday. When a holiday falls on a Sunday, it will be observed on the 
following Monday. 

 
Requests for Time Off 
 

2 WEEKS: Requests must be submitted at least two 
weeks in advance for planned time off (whether for a 
full day or part of a day). This gives KCC time to provide 
coverage during a staff member’s absence.  
 
For unplanned time off (e.g. a family emergency, 

illness), requests should be submitted as soon as reasonably possible.  
 
All notifications must be made to your immediate supervisor or his/her 
designee. Requests for time off, whether planned or unplanned, should 
be submitted on-line through KCC’s electronic time and attendance 
system, Paycom. 
 
If you have not set-up a Paycom profile, or if you have difficulty in 
navigating the system, please contact the Human Resources Department. 
 
It is the responsibility of the staff member to confirm that a request has 
been approved prior to taking time off from work. 
 
Floater Holiday 
 
Full-time staff members hired to work thirty-five (35) hours per week will 
be receive one (1) Floater Holiday per calendar year. With advance 
supervisory approval, this day may be taken any time during the calendar 
year (January through December). If unused, the Floater Holiday will not 
be paid upon termination or resignation. New staff members are not 
eligible for the Floater Holiday until they have completed at least ninety 
(90) days of employment. Staff members may not carry over unused 
Floater Holiday time from one year to the next. 
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Personal Days   
  
KCC grants Personal Days that provide time off, with pay, to allow staff 
members to attend to personal business or unexpected emergencies.  
  
Full-time staff members scheduled to work thirty five (35) hours or more 
per week, except those hired to work at the Preschool, will be granted 
five (5) Personal Days per year on July 1st, which are available for use 
until June 30th.   
  
Part-time staff members scheduled to work twenty one (21) hours or 
more per week, except those hired to work at the Preschool, will receive 
a number of Personal Days prorated in accordance with their work 
schedules.   
 
Personal Days not taken within the school calendar year (July through 
June) in which they are granted are forfeited and do not carry over into 
the next school calendar year. Personal Days may be taken in hourly 
increments to cover individual needs as required. A maximum of three 
(3) Personal Days may be taken consecutively. A maximum of two (2) 
Personal Days may be added to a scheduled vacation. 
 
Staff members who wish to take a Personal Day must secure prior 
approval from their supervisors or, in the case of sudden emergency, 
must notify their supervisors at the beginning of the work day.   
  
At the end of employment, staff members will not receive payment for 
unused Personal Days.    
 
Personal Days for New Hires 
  
Upon successful completion of their Introductory Period, staff members 
hired between July 1st and February 28th will be granted three (3) 
Personal Days to use through June 30th of that calendar year. They will 
then become eligible for the full five (5) Personal Days on the following 
July 1st.  
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Staff hired between March 1st and June 30th will not receive Personal 
Days for that calendar year. They will become eligible for the full five (5) 
Personal Days on the following July 1st.   
 
Vacation Days  

 
Vacation time off with pay is available to eligible 
employees to provide opportunities for rest, relaxation, 
and personal pursuits. Full-time Exempt staff members, 
except for those employed in accordance with a school 
schedule, earn twenty (20) days per year. These are 
accrued at a rate of 1 2/3 days per month.   
 

During your first year of employment with KCC, the number of actual 
vacation days available will be determined by your date of hire (pro-
rated).  
  
Part-time Exempt staff members who work over twenty-one (21) hours 
per week will receive a prorated number of days in accordance with their 
work schedule.   
  
All other full-time staff members earn a total of ten (10) days each year 
during their first three consecutive years of employment, accruing at a 
rate of 5/6 day per month. Starting the July 1st after the completion of 
three years of employment, they will earn fifteen (15) days annually, 
accruing at a rate of 1 ¼ days per month.   After completion of 7 years of 
employment, employees will earn twenty (20) days annually. 
 
When employment begins on or before the 15th of the month, vacation 
credit is given for the entire month. When employment begins after the 
15th of the month, no vacation is credited for that month.  
  
Staff must work at least ninety (90) days before requesting vacation. Staff 
members who wish to use accrued vacation time must submit a request 
through KCC’s time and attendance system to their supervisor for 
approval, at least two weeks in advance of the anticipated vacation. The 
supervisor will review the request within the context of the needs of KCC 
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and the children served. When necessary, staff members may be asked 
to reschedule the vacation. An email will be sent to you indicating if the 
request has been approved or denied.   
  
A maximum of two (2) Personal Days may be added to scheduled vacation 
leave.   
  
Staff members do not accrue vacation during leaves of absence of thirty 
(30) days or more, including disability leave.   
 
Staff members may carry over up to 50% of annual earned vacation to 
December 31st of the following year, for a maximum of 10 days. Any days 
in excess of the 50% will be forfeited. The remainder of the days must be 
used by December 31st of the following year or they will be forfeited.   
  
At the end of employment, staff members who provide a 4-week 
notification of intent to resign will receive payment for the accrued and 
unused vacation days. Employees terminated for gross misconduct as 
defined by New York State Law, or employees who resign their positions 
without providing 4-week’s notification, will not receive payment for 
accrued, unused vacation days.  
 
When a KCC holiday falls during a scheduled vacation, it is not counted as 
a vacation day.    
 
Any employee that becomes ill during a scheduled vacation cannot 
change a vacation day to a sick day.      
  
Vacation may not be taken during the Resignation period without the 
expressed written approval of the Executive Director or his/her designee. 
 
Option Days 
 
Preschool schedule staff members are not eligible for Personal Days. They 
may elect to convert up to five (5) Sick Days to Option Days to attend to 
emergencies or personal matters.   
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To be eligible for Option Days, a staff member must be scheduled to work 
thirty (30) hours or more per week in accordance with the Preschool 
schedule, must not be eligible for Vacation or Personal, and must have 
Sick Days available to convert. Conversion of Sick Days to Option Days 
requires the approval of the staff member’s supervisor and is subject to 
program needs. 

 
Sick Days and the New York City Earned Sick Time  
 

 
 
KCC provides paid sick time to employees who work more than 80 hours 
in New York City in a calendar year. Staff members begin accruing time at 
the start of employment in accordance with the following schedule: 
 
For purposes of this policy, the calendar year is the 12 consecutive month 
period beginning January 1st and ending on December 31st. If an 
employee’s benefits reach his or her maximum, further accrual of sick 
leave benefits will be suspended until the employee has reduced his or 
her balance below the maximum amount.  
  
Employees may begin using accrued time after the 120th calendar day of 
employment.  Sick time may be used in minimum increments of 4 hours.  
  

  



Kennedy Children’s Center Employee Handbook                                         Page 25 of 56 

 
Employees may use accrued sick time for absences due to: 

a) The employee’s mental or physical illness, injury or health 
condition or need for medical diagnosis, care or treatment of a 
mental or physical illness, injury or health condition or need for 
preventative medical care;  

b) The care of the employee’s family member (child, spouse, 
domestic partner, parent, sibling, half-sibling, step-sibling, sibling 
related through adoption, grandchild or grandparent, or the child 
or parent of the employee's spouse or domestic partner) who 
needs medical diagnosis, care or treatment of a mental or 
physical illness, illness, injury or health condition, or who needs 
preventative medical care; or  

c) Closure of the employee’s place of business by order of a public 
official due to a public health emergency or such employee’s 
need to care for a child whose school or childcare provider has 
been closed by order of a public official due to a public health 
emergency. 

  
Employees must provide 7-days’ notice of the need to 
use accrued sick time to their manager if the need is 
foreseeable.  Where the need is not foreseeable, 
employees should provide notice as early as possible.  
 
KCC will require supporting documentation if the employee uses accrued 
sick time for more than 3 consecutive days. For sick time used for reasons 
(a) or (b) above, documentation signed by a licensed health care provider 
indicating the need for the amount of sick time taken will be considered 
reasonable documentation and such documentation need not specify the 
nature of the employee's or the employee's family member's injury, 
illness or condition.  
 
Additionally, KCC may require an employee to provide written 
confirmation that an employee used sick time in accordance with this 
policy.  
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Sick time will be paid at the same rate as the employee earns from his or 
her employment at the time the employee uses such time, but no less 
than the applicable minimum wage.  
  
An employee may carryover accrued, unused sick time under this policy 
to the following calendar year. Accrued but unused paid sick time under 
this policy will not be paid at separation.  
  
Employees have the right to request and use sick time for the reasons set 
forth in (a), (b), and (c) above and may file a complaint for alleged 
violations of this policy with the New York City Department of Consumer 
Affairs. KCC prohibits retaliation or the threat of retaliation against an 
employee for exercising or attempting to exercise any right provided in 
this policy, or interference with any investigation, proceeding or hearing 
related to or arising out of employee’s rights pursuant to this policy and 
applicable law. 
 
Employees with questions regarding this policy can contact the Human 
Resources Department. 

 
Bereavement 
 
KCC will provide up to four (4) paid days off annually for a death in your 
immediate family. Immediate family is defined as spouse or domestic 
partner, parents of same-sex or domestic partner, children, brothers, 
sisters, mother and father in-law, grandparents, grandchildren, step-
siblings, step-children, same-sex partner or any other relative living in the 
staff member’s household.   
  
KCC will provide one paid day off for funeral services for brother and 
sister in-law, aunts, uncles, nieces and nephews.  
  
Funeral leave for the death of anyone other than an immediate family 
member will require prior approval from your immediate supervisor.  
  
Payment for leave may be contingent upon the staff member providing 
proof of death and relationship.   
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Jury Duty 
 
KCC will provide paid time off for any employee who has been called to 
jury duty or is required to appear in court as a witness pursuant to a 
subpoena or court order. In order to qualify for this benefit, employees 
must provide their immediate supervisor with a copy of the jury 
summons or other court order as soon as possible after it is received.   
  
KCC will pay regular base pay for up to ten (10) 
days of jury service or compulsory Court 
attendance in a calendar year. Any money 
received from the court during this period must 
be submitted to KCC, except for travel expenses.   
 
Blood Donation Leave 
 
Employees who work an average of 20 or more hours per week are 
entitled to up to three hours of unpaid leave in any 12-month calendar 
period to donate blood. Employees must give "reasonable notice" of their 
intent to take leave to give blood. 
 
Bone Marrow Leave 
 
Employees who work an average of 20 hours or more each week are 
eligible to receive up to 24 hours of unpaid leave to donate bone marrow. 
 
Voting Leave 
 
In the event a staff member does not have sufficient time outside of 
working hours to vote in a statewide election, the employee may take off 
enough working time to vote. Sufficient time is defined as: four 
consecutive hours either between the opening of the polls and the 
beginning of your working shift, or between the end of your working shift 
and the closing of the polls.  
 
An employee will be allowed a maximum of two (2) hours on Election Day 
without loss of pay for purposes of voting. The employee’s supervisor 
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must be notified at least two (2) days prior to the respective voting day 
that the staff member intends to take such time.   
 
Lactation Breaks 
 
KCC provides break time during the work day to employees who are 
nursing in order to express breast milk. Employees who are nursing may 
take advantage of this break time policy for up to three years after the 
birth of the staff member’s child. In order for KCC to provide to you 
lactation breaks, and a private location for lactation breaks, please inform 
your supervisor or the Human Resources Department of your desire to 
take such breaks. No employee will be subject to discrimination for 
exercising her rights under this policy. 
 
EMERGENCY TIME OFF BENEFITS 
 
Leave Sharing Plan (LSP) 
 
KCC has a Leave Sharing Plan (LSP) which provides a qualified staff 
member up to ten (10) additional Sick days to utilize in the event of an 
emergency. KCC makes the determination if the person qualifies for this 
benefit, and how much time can be utilized by a staff member, on a case-
by-case basis. 
 
For staff members to utilize the LSP benefit: 
• A staff member must first qualify and be approved for Family 

Medical Leave (FML) and/or Short Term Disability (STD) benefits. 
• A staff member must have exhausted, or will be exhausting in the 

foreseeable future, all other paid benefit options, such as KCC paid 
time off benefits (Sick, Vacation, etc.), as well as KCC-sponsored STD 
benefits. 

• A staff member must submit a written request to the Human 
Resources Department in order to utilize the LSP.  The written 
request must contain a certification that either the staff member or 
a member of his or her immediate family is suffering from a serious 
medical condition that will require a prolonged absence from work 
and result in a substantial loss of income because the staff member 
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would have exhausted all of the paid leave available to him or her 
apart from the leave-sharing plan. If the need is foreseeable, the 
request must be submitted at least two (2) weeks in advance. When 
the need is not foreseeable, a staff member must provide notice to 
KCC as soon as practicable under the facts and circumstances of the 
particular case.  

• A staff member can withdraw sick time from the LSP (if funds are 
available) in 1 hour increments. The maximum number of days a 
staff member can withdraw (if available) from the LSP is 10 days, or 
the hourly equivalent thereof. 

• For staff member(s) who receive sick time from the LSP, KCC must 
treat this time as compensation and withhold the appropriate 
income taxes, FICA, and other applicable employment taxes.  

• A staff member can use donated sick leave to supplement state 
sponsored short-term disability and/or Worker’s Compensation 
income benefits. The number of hours to be used cannot exceed 10 
days, or the hourly equivalent thereof. 

• An employee using donated leave will not accrue additional sick or 
vacation leave hours, or receive 403(b) matching employer 
contributions on those hours. Unused donated leave cannot be 
converted into additional pay or donated to another employee. 

 
For staff members to contribute to the LSP: 
• KCC will post requests for staff members to contribute Sick time to 

the LSP plan on an as-needed basis. Requests will not identify the 
staff member(s) in need, the reason(s) for requesting Sick time from 
the LSP, nor any other confidential or identifying information about 
the staff member(s) in need.  

• A staff member who wishes to contribute Sick time to the LSP must 
have first accrued his/her total allotment of Sick time for the current 
year, or the carryover equivalent of his/her total allotment.  

• A staff member must voluntarily submit a written request to the 
Human Resources Department in order to contribute to the LSP.  

• A staff member can contribute his/her available Sick time to the LSP 
in 1 hour increments. The maximum number of days a staff member 
can contribute his/her available Sick time to the LSP is 5 days 
annually, or the hourly equivalent thereof.  
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• Once submitted, a staff member cannot request his/her Sick time 

back from the LSP. A contributing staff member can request to 
withdraw Sick time from the LSP should a qualifying need arise. 

• For tax purposes, a staff member who contributes his/her Sick time 
to the LSP plan is not required to recognize compensation income 
for the value of the surrendered Sick time. Therefore, the 
contributing staff member cannot take a charitable contribution 
deduction. 

 
Family Medical Leave (FMLA) 
 
KCC has a family and medical leave policy that is in compliance with the 
Federal Family and Medical Leave Act (FMLA), which provides for an 
unpaid leave of absence for medical reasons.  
   
Under FMLA leave, a total of up to twelve (12) weeks of unpaid leave of 
absence in a twelve (12) month period is available to eligible employees 
under the following circumstances:   
• the birth of a child and to care for the newborn child within one year 

of birth;  
• the placement with the employee of a child for adoption or foster 

care, and to care for the newly placed child within one year of 
placement;  

• to care for the employee’s spouse, child, or parent who has a serious 
health condition; 

• a serious health condition that makes the employee unable to 
perform the essential functions of his or her job; or 

• any qualifying exigency arising out of the fact that the employee’s 
spouse, son, daughter, or parent is a military member on “covered 
active duty.” A staff member may take up to twenty-six (26) weeks 
of leave during a single twelve (12) month period to care for a 
covered service member with a serious injury or illness if the eligible 
staff member is the service member’s spouse, son, daughter, parent, 
or next of kin (military caregiver leave).  
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Eligible staff members must be employed by KCC for at least twelve (12) 
months and have worked at least 1,250 hours during the prior twelve-
month period in order to be eligible for FMLA leave.   
 
Requests for FMLA leave must generally be made in writing to the Human 
Resources Department at least thirty (30) days prior to the start of the 
intended leave, whenever the leave is foreseeable. The Human Resources 
Department will provide you with information regarding your eligibility, 
other details concerning the administration of FMLA leave, and provider 
certification forms. Once your provider paperwork has been received by 
the Human Resources Department, you will receive a notice in writing 
either approving or disapproving the leave.    
 
Any KCC leave benefits (e.g. Vacation days, Sick days, etc.) will not accrue 
during FMLA leave.  
 
During FMLA leave, you will retain the same medical, dental, and vision 
coverage and must still contribute the same share of health insurance 
premiums as you paid before the leave began.  
 
If your FMLA leave is approved, you will receive information from the 
Human Resources Department outlining the details of your leave. You 
must be in contact with the Human Resources Department prior to your 
return to work date confirming when and if you are coming back to your 
position.  
 
Upon return from FMLA leave, you may be required to provide 
certification from your physician that you are able to return to work and 
perform your job duties. Employees will be restored to their former 
positions with the same rights, benefits, pay, and other terms and 
conditions which existed prior to the leave, or to equivalent positions 
with equivalent rights, benefits, pay, and other terms and conditions of 
employment. 
 
If you are not able to return to work after your designated FMLA leave, 
you may request additional time off in writing to the Human Resources 
Director. Such requests should be accompanied by written provider 
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documentation detailing how much additional leave time you will need 
to take in order to return to work.  
 
If you advise Human Resources that you will not return to work at the 
completion of your FMLA leave, you will remain on leave of absence as 
approved by your physician and continue to remain an employee of KCC. 
You will be removed from KCC’s payroll at the conclusion of your 
approved leave period.   
  
All questions pertaining to any leave of absence should be directed to the 
Human Resources Department.  
 
Short-Term Disability (STD) 
 
KCC provides a short-term disability (STD) benefits plan to eligible 
employees who are unable to work because of a qualifying disability due 
to an injury or illness. Employees in the following employment 
classifications are eligible to participate in the STD plan:  

• Regular full-time staff members  
• Regular part-time staff members  
• Part-time staff members   

  
Eligible staff members may participate in the STD plan subject to all terms 
and conditions of the agreement between KCC and the insurance carrier.   
 
Details of the STD benefits plan – including benefit amounts, when they 
are payable, limitations, restrictions, and other exclusions – are described 
in the Summary Plan Description provided to eligible staff members. 
Contact the Human Resources Department for more information. 
 
Long-Term Disability (LTD) 
 
KCC underwrites the cost of long-term disability coverage for staff 
members working twenty-one (21) hours or more per week. Staff 
members are eligible to participate in the long-term disability plan the 
first of the month after they have completed three (3) months of 
employment. Eligible employees may participate in the LTD plan subject 
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to all terms and conditions of the agreement between KCC and the 
insurance carrier.  
 
Staff members do not accrue vacation or sick days while on long-term 
disability leave.   
  
A staff member returning from a long term disability leave will not be 
eligible to take additional vacation time off for at least thirty (30) days 
following the return date.       
  
Long-term disability benefits become effective after short-term disability 
benefits (26 weeks) have been exhausted. Detailed information regarding 
the long-term disability plan is available from the Human Resources 
Department.   

 
Military Leave 
 
KCC will allow time off work for staff members in the uniformed services 
who take approved leave for the following purposes: 
• Active duty 
• Active duty for training 
• Initial active duty for training 
• Inactive duty training (drills) 
• Full-time National Guard duty 
• Absence from work for an examination to determine an individual’s 

fitness for duty 
• Absence for the purpose of performing funeral honors duty by the 

National Guard or reserve members, and 
• Duty performed by intermittent disaster response personnel for the 

Public Health Service, and approved training to prepare for such 
service. 

 
Staff members shall not receive pay for this leave, except to the extent 
required by applicable law. Staff members may use accrued vacation or 
personal days if they wish to be paid for otherwise unpaid time away from 
work while performing military service. 
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KCC fully adheres to the re-employment rights for veterans as stipulated 
by the laws of the United States through the Uniformed Service 
Employment and Reemployment Rights Act and any other applicable law. 
As required by law, KCC will endeavor to provide the employee with the 
same or similar job position previously held upon return.    
 
Please refer to KCC’s Family Medical Leave policy for more information 
regarding qualifying exigency leave and military caregiver leave. 
   
Further information about KCC’s policies for 
military leaves of absence is available from the 
Human Resource Department. 
 
Personal Leave 
 
Direct service staff members (e.g. teachers, therapists, social workers, 
nurses, teacher assistants) will not be granted personal leaves of absence 
during the dates when the Preschool is in session for any non-emergency 
reason that does not qualify under the Family and Medical Leave Act or 
as a reasonable accommodation in connection with a staff member’s own 
serious medical condition.   
  
If your request for a personal leave of absence is approved, it is important 
that you understand the following:  
• A personal leave of absence of thirty (30) days or less will be granted 

without detriment to pay or position upon return to work.    
• A personal leave of absence in excess of thirty (30) days may require 

KCC to fill the employee’s position. Upon return, KCC will attempt to 
place the staff member in another suitable opening. If no opening 
exists, the staff member’s employment may have to be terminated.   

• A staff member on a personal leave of absence will not accrue 
Vacation or Sick Days during this time. Medical benefits will remain 
in effect provided the staff member continues to pay the employee 
share of monthly premiums to KCC.   

• A staff member is expected to return to work on the workday 
following the last day of the leave of absence. Unless an extension 
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is requested and approved, failure to return as expected will result 
in the staff member’s termination from employment.  

• A staff member returning from an unpaid personal leave of absence 
of one month or more will not be eligible to take additional vacation 
time off for at least thirty (30) days following the return date.   
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EMPLOYEE BENEFITS SUMMARY 
 
KCC has established a variety of employee benefit programs designed to 
assist you and your eligible dependents in meeting the financial burdens 
that can result from illness and disability, to support you in managing the 
stresses of daily life, and to help you plan for retirement. This portion of 
the Employee Manual contains a very general description of the benefits 
to which you may be entitled as an employee of KCC. 
 
Please understand that this general explanation is not intended to, and 
does not, provide you with all the details of these benefits. Therefore, 
this manual does not change or otherwise interpret the terms of the 
official plan documents. Your rights can be determined only by referring 
to the full text of the official plan documents, which are available for 
your examination from the Human Resources Department. To the 
extent that any of the information contained in this manual is 
inconsistent with the official plan documents, the provisions of the 
official documents will govern in all cases. 
 
Please note that nothing contained in the benefit plans described herein 
shall be held or construed to create a promise of employment or future 
benefits, or a binding contract between KCC and its employees, retirees 
or their dependents for benefits or for any other purpose. All employees 
shall remain subject to discharge or discipline to the same extent as if 
these plans had not been put into effect. 
 
As in the past, KCC reserves the right, in its sole and absolute discretion, 
to amend, modify or terminate, in whole or in part, any or all of the 
provisions of the benefit plans described herein, including any health 
benefits that may be extended to retirees and their dependents. Further, 
KCC reserves the exclusive right, power and authority, in its sole and 
absolute discretion, to administer, apply and interpret the benefit plans 
described herein, and to decide all matters arising in connection with the 
operation or administration of such plans. 
 

  



Kennedy Children’s Center Employee Handbook                                         Page 37 of 56 

 
Insurance Benefits 
 
KCC makes health, dental, vision and life insurance available to eligible 
employees and their eligible family members. KCC contributes 
significantly toward the cost of the premiums for the group health 
benefits, with the employee covering the remaining cost. 
 
Please contact the Human Resources Department for more information 
on this benefit. 
 
Life Insurance/AD&D Benefits 
 
Staff members working twenty-one (21) hours a week or more, except 
hourly and temporary staff, are eligible to participate in the Life / 
Accidental Death and Dismemberment insurance plan offered by KCC 
after they have completed three (3) months of employment.  
 
Please contact the Human Resources Department for more information 
on this benefit. 
 
Worker’s Compensation 
 
KCC provides this benefit in accordance with New York State law. It 
consists of medical, rehabilitation and salary replacement assistance in 
the event of an on-the-job injury or illness to eligible employees who 
meet the qualifying requirements in compliance with New York State 
regulations. If you need to seek medical attention for an occupational 
injury or illness, notify the Human Resources Department as soon as 
possible. 
 
All work-related accidents, injuries, and illnesses must be reported 
immediately to both your supervisor and the Human Resources 
Department. “Immediately” means no later than twenty-four (24) 
hours after the illness or injury, no matter how small or insignificant it 
may seem at the time. The failure to promptly report an accident, injury, 
or illness may result in the loss of coverage under Workers’ 
Compensation insurance. 
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KCC pays 100% of the cost of this insurance. Any benefits payable under 
Workers’ Compensation are coordinated with any other disability 
benefits you may receive. 
 
Retirement Savings Plan 
 
The Kennedy Children’s Center participates in a tax-deferred retirement 
plan (403B). Under current federal tax law, a staff member may request 
that KCC allocate a limited portion of his or her salary on a pre-tax basis 
into the annuity plan with the intent of drawing down these funds in 
retirement.  
 
Please contact the Human Resources Department for more information 
about this benefit.  
 
Employee Assistance Program (EAP) 
 
KCC has contracted with an independent employee assistance program 
to provide counseling and assistance to employees and their immediate 
family members who are experiencing personal and family difficulties.  
 
Please contact the Human Resources Department for information on the 
services provided by our EAP and how you can get in touch with their 
professional staff members. All information that you might provide to 
them is held in strict confidence by the EAP and is not shared with KCC. 
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Guest Policy for Employees 
 
KCC strives to maintain a family-friendly 
environment for our employees. We recognize 
that an emergency situation can interrupt child 
care plans, and that you may occasionally need to 
bring a child to work with you. 
 
You must get permission from the Education Director or designee prior 
to bringing a child to school with you. Related Service staff must ensure 
that the Education Director and their Supervisor are aware of the 
situation.  
 
Depending on age, the child may be able to spend the day in a KCC 
classroom. You must ensure that the classroom teacher and teaching 
assistants are prepared and able to accept an additional child in the 
classroom.  
 
While a visiting child is in the presence of KCC students in classrooms or 
therapy room, they must refrain from the use of electronic devices and 
must participate in the classroom in some manner. Participation can 
include playing with the children, helping with activities, working on a 
clerical task designated by the teacher or administrative staff, etc. 
 
All guests need to be signed in at the Education office at the beginning of 
every visit. This is a safety measure that will ensure an accurate count of 
everyone present in the building in case of emergency. 
 
Employee Referral Program 
 
Kennedy Children’s Center is always looking for like-minded people who 
are passionate about early childhood education and are interested in 
working with preschoolers with special needs. Finding the right people 
for positions at KCC is the most important component to providing high 
quality special education to our students. We believe our staff members 
are uniquely qualified to help find talented and passionate new 
employees who will contribute to our mission. 
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The Employee Referral Program applies to applicants for Teacher, 
Teaching Assistant, 1:1 Paraprofessional, and Therapist roles. If a 
successful referral is hired (based on security clearance and acceptance 
of position), and remains an employee in good standing for 6 months, the 
referring staff member will receive a $200 bonus. 
 
For further details concerning the Employee Referral Program, please 
speak to the Human Resources Department. 
 
SEPARATION OF EMPLOYMENT 
 
Resignation and Dismissal 
 
Employment at KCC is on at-will basis unless otherwise stated in a written 
employment agreement signed by the Executive Director. This means 
that employment may be terminated by the staff member or KCC at any 
time, for any reason, or for no reason, and with or without prior notice.  
 
You are requested to submit a notice of resignation in writing to your 
immediate supervisor and the Human Resources Department at least 
four (4) weeks prior to the date you intend your resignation to take effect, 
to assist KCC in planning for your departure. 
 
Disciplinary Action / Termination 
 
KCC will use corrective action measures, up to and including discharge, 
for any lawful reason including, but not limited to, violations of its rules, 
policies and regulations. 
 
Employment is not subject to a contract of employment and is terminable 
on an at-will basis by you or KCC. The agency may consider an employee's 
job performance, prior violation of our work rules, and other relevant 
circumstances in determining whether to counsel, warn, suspend or 
discharge an employee.  
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KCC reserves the right to begin the disciplinary process at any step 
depending on the severity of the infraction and its effect on the 
employees and children of KCC. 
 
All disciplinary action will be reviewed by the Human Resources Director 
in consultation with the Executive Director and/or his/her designee. 
Examples of situations which may result in disciplinary action, up to and 
including termination, may include: 
• Physical, mental or sexual abuse of a child or adult service recipient, 

staff member, or any other person associated with KCC; 
• Negligently or intentionally endangering the welfare of a service 

recipient or staff member; 
• Threatening, assaulting, fighting with, shouting at, intimidating or 

harassing another staff member or anyone else encountered during 
work or on KCC premises; 

• Making false statements or omitting pertinent facts on an 
employment application or in an employment interview; 

• Stealing or deliberately damaging the property of KCC, its reputation, 
its employees, and its clients; 

• Disclosing or selling KCC’s confidential records or confidential 
information on KCC activities, in violation of KCC’s confidentiality 
policy; 

• Unauthorized possession of firearms or explosive materials, or 
carrying concealed weapons at any time on KCC premises;  

• Possession of, use of, or reporting to work under the influence of 
alcohol, narcotics, or other drugs, unless the drug was prescribed for 
the employee by a physician; 

• Altering, falsifying or destroying KCC documents, records or 
computer files; 

• Use of profane or abusive language toward service recipients, fellow 
staff members or supervisors; 

• Insubordination, defined as willful refusal to comply with a lawful 
directive from a supervisor or administrator; 

• Taking unauthorized leave or failing to show up at work for more 
than three (3) consecutive days without notifying a supervisor; 
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Examples of situations which may result in disciplinary action, up to and 
including termination, may include (continued): 
• Making false claims or deliberately misleading promises about KCC 

or the tax deductibility of any contribution, or providing 
unauthorized legal or tax advice to any donor or potential donor; 

• Acceptance of monetary tips or other gratuities from clients or 
visitors; 

• Solicitation for any purpose during work time, or unauthorized 
distribution or posting of written or printed material during working 
time or in work areas. Working time includes the time during which 
any of the staff members involved are actually scheduled to work 
and does not include scheduled rest periods, meal breaks, and other 
specified times when employees are not expected to be working; 

• Failure to meet standards of work performance acceptable to the 
management of KCC; 

• Excessive unexcused absenteeism or tardiness. 
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POLICIES AND PROCEDURES 
 
Non-Discrimination and Anti-Harassment Policy 
 
All staff members must treat one another with courtesy, consideration, 
and professionalism. KCC does not tolerate discrimination against or 
harassment of our staff members by another staff member, supervisor, 
vendor, customer, or any third party. Any form of discrimination or 
harassment on the basis of  race, color, sex, national origin, disability, 
sexual orientation, age, religion, gender identity, familial status, military 
or veteran status, domestic violence victim status, genetic predisposition 
or any other classification protected by federal, state and/or local laws 
and ordinances is a violation of this policy.   
 
Harassment Defined. Harassment as defined in this policy is unwelcome 
verbal, visual or physical conduct creating an intimidating, offensive, or 
hostile work environment that interferes with work performance. 
Harassment can be verbal (including slurs, jokes, insults, epithets, 
gestures or teasing), graphic (including offensive posters, symbols, 
cartoons, drawings, computer displays, or e-mails) or physical conduct 
(including physically threatening another, blocking someone’s way, etc.) 
that denigrates or shows hostility or aversion towards an individual 
because of any protected characteristic. Such conduct violates this policy, 
even if it is not unlawful. Because it is difficult to define unlawful 
harassment, employees are expected to behave at all times in a 
professional and respectful manner. 
 
Sexual Harassment Defined. While it is difficult to define all forms of 
sexual harassment prohibited by this policy, it includes all of the conduct 
described above, as well as other unwelcome conduct, such as 
unwelcome or unsolicited sexual advances, requests for sexual favors, 
conversations regarding sexual activities and other verbal or physical 
conduct of a sexual nature. Sexual and other forms of harassment are 
unlawful.  Even when it does not violate the law, harassing and 
discriminatory conduct violates our policy and is prohibited. 
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Examples of conduct that violates this policy includes: 
• unwelcome sexual advances, flirtations, advances, leering, whistling, 

touching, pinching, assault, blocking normal movement; 
• requests for sexual favors or demands for sexual favors in exchange 

for favorable treatment; 
• obscene or vulgar gestures, posters, or comments; 
• sexual jokes or comments about a person’s body, sexual prowess, or 

sexual deficiencies; 
• propositions, or suggestive or insulting comments of a sexual 

nature; 
• derogatory cartoons, posters, and drawings. 

 
KCC will investigate every complaint and take corrective measures 
against any person who has engaged in conduct in violation of this policy.  
These measures may include, but are not limited to, counseling, 
suspension or immediate termination.  Anyone, regardless of position or 
title, whom KCC determines has engaged in conduct that violates this 
policy will be subject to discipline, up to and including termination.    
 
No Retaliation.  No employee will be subject to, and KCC prohibits, any 
form of discipline or retaliation for reporting perceived violations of this 
policy, pursuing any such claim, or cooperating in any way in the 
investigation of such claims. An employee who brings such a complaint 
to the attention of KCC in good faith will not be adversely affected as a 
result of reporting the harassment.     
 
We cannot remedy claims of harassment, discrimination or retaliation 
unless you bring these claims to the attention of management. Failure to 
report claims of harassment, discrimination and/or retaliation prevents 
us from taking steps to remedy the problem. 
 
Reasonable Accommodation Policy 
 
KCC’s policy is to fully comply with the reasonable accommodation 
requirements of the Americans with Disabilities Act (ADA) and other 
applicable federal, state or local laws.  Under the ADA, KCC must provide 
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reasonable accommodation to otherwise qualified applicants or 
employees with disabilities, unless to do so would cause undue hardship.  
 
KCC is committed to providing reasonable accommodations to ensure 
that qualified individuals with disabilities enjoy equal employment 
opportunities. KCC provides reasonable accommodations in the following 
circumstances: 
• when applicants with disabilities need accommodations to be 

considered for jobs;  
• when employees with disabilities need accommodations to enable 

them to perform the essential functions of jobs or to gain access to 
the workplace; and  

• when employees with disabilities need accommodations to enjoy 
equal benefits and privileges of employment. 

 
Every accommodation request will be reviewed and decisions will be 
made on a case by case basis, considering each employee’s individual 
limitations and accommodation needs. 
 
If there is a need for an accommodation, you must contact your 
supervisor and/or the Human Resources Department to notify them of 
the need for accommodation.  
 
While it is not required to disclose medical information to your supervisor 
or co-workers, medical documentation (or additional medical 
documentation) can be requested by Human Resources in order to 
process an accommodation request. It is your responsibility to obtain 
information from your health care provider in a timely manner. 
Documentation should be provided to the Human Resources Department.  
 
KCC also may initiate the reasonable 
accommodation process whenever it 
reasonably believes that a physical or mental 
impairment may be limiting an employee’s 
ability to perform essential job functions safely 
or successfully. 
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Conflict Of Interest and Related Party Transactions Policy 
 
A high level of trust and commitment is vital to our workplace 
environment.  A conflict of interest arises when the interests of KCC and 
the interests of one of its directors, officers or key employees (non-
bargaining unit) are in direct or indirect competition and/or in violation 
of applicable legal requirements.  
 
Conflicts of interest can prevent an individual from being impartial in 
carrying out his or her job or responsibilities.  Furthermore, they can 
influence the way in which he or she makes decisions on behalf of KCC 
and on behalf of him or herself.  
  
Conflicts of interest occur when, among other situations, a director, 
officer or key employee:  
• Participates in decisions from which he or she can directly or 

indirectly benefit, even if they are of no harm to KCC;  
• Gains a personal benefit from an external company or organization 

conducting business with KCC;  
• Participates in a decision-making process within KCC related to 

another company or organization in which the key employee has 
ties or on which he or she has a substantial influence;  

• Accepts gifts or services from individuals, companies or organization 
conducting business with KCC whose value exceeds gifts or services 
appropriate in a normal business relationship;  

• Uses assets belonging to KCC for personal use, regardless of the 
amount; 

• Uses KCC’s name, trademarks and any other KCC identification for 
commercial purposes or to endorse a product or service;  

• Has professional or personal affiliations that are in competition with 
KCC and could jeopardize the key employee’s job, position or 
relationship with KCC;  

• Biases his or her job position or relationship with KCC in order to 
benefit the needs of an outside company or organization in which 
he or she has a direct or indirect business, whether financial or 
otherwise.  
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This list of conflicts of interest provided is non-exhaustive, and other 
scenarios not described above may also qualify as a conflict of interest.  
 
KCC will not enter into any related party transaction unless the 
transaction is determined by the Board to be fair, reasonable and in KCC’s 
best interest at the time of such determination. For purposes of this 
Policy “related party” means: (i) any trusted or key employee of KCC or 
any affiliate of KCC; (ii) any relation of any trustee or key employee of KCC 
or any affiliate of KCC; or (iii) an entity in which any individual described 
in clause (i) or (ii) of this section has a 35% or greater ownership or 
beneficial interest or, in the case of partnership or professional 
corporation, a direct ownership interest in excess of 5%.  
  
If a conflict of interest should arise, or if one is suspected, or if any 
director, officer or key employee has an interest in a related party 
transaction, take the following course of action: 
• The director, officers or key employee must inform the Corporate 

Compliance Officer, who will in turn disclose such conflict to the 
Board, including disclosure of any material facts;  

• The director, officer or key employee must remove him or herself 
from the situation by discontinuing participation in the actions 
generating the conflict of interest;  

• The director, officer or key employee with the actual or suspected 
conflict of interest may not be present at or participate in the Board 
deliberation or vote on the matter giving rise to such conflict. 

  
The Board will evaluate the conflict of interest and take the necessary 
actions to solve the matter while preventing or minimizing any risks to 
KCC.  The director, officer or key employee with the actual or suspected 
conflict of interest is prohibited from attempting to improperly influence 
the deliberation or voting on the matter giving rise to such conflict. 
 
With respect to any related party transaction involving a charitable 
corporation and in which a related party has a substantial financial 
interest, the Board or an authorized Committee thereof will:  
• Prior to entering into the transaction, consider alternative 

transactions to the extent available;  
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• Approve the transaction by not less than a majority vote of the 

director or committee members present at the meeting; and 
• Contemporaneously document in writing the basis for the Board or 

authorized Committee’s approval, including its consideration of any 
alternative transactions.  

  
The existence and resolution of the conflict and/or related party 
transaction will be documented in KCC’s records, including in the minutes 
of any meeting at which the conflict was discussed or voted upon.  
 
Prior to the initial election of any director, and annually thereafter, such 
director must complete, sign and submit to KCC a written statement 
identifying, to the best of the director’s knowledge, any entity of which 
such director is an officer, director, trustee, member or owner (whether 
as a sole proprietor or a partner), or employee and with which KCC has a 
relationship, and any transaction in which KCC is a participant and in 
which the director might have a conflicting interest. Each director must 
annually resubmit such written statement. KCC will provide a copy of all 
completed statement to the Chair of the Board. 
 
Violations of this policy may lead to disciplinary action, up to and 
including termination of employment. 
 
Whistleblower Policy 
 
KCC is committed to high standards of ethical, moral and legal business 
conduct.  In line with this commitment, and KCC’s commitment to open 
communication, this policy aims to provide an avenue for you to raise 
concerns and reassurance that you will be protected from reprisals or 
victimization for whistleblowing.   
  
This Policy addresses the submission by directors, officers and employees 
of complaints, concerns, and suspected violations with respect to one or 
more of the following matters (together “Misconduct”): 
• Questionable accounting, internal controls, and auditing matters. 
• Illegal or fraudulent conduct or activity. 
• Compliance with legal and regulatory requirements. 
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• A violation or suspected violation of KCC’s policies. 
• A retaliatory act against a director, officer or employee who reports 

a suspected violation of any of the above. 
 
Employees wishing to report a good faith allegation of Misconduct should 
contact the Corporate Compliance Officer. Employees wishing to report 
a violation or suspected violation anonymously may call the Corporate 
Compliance Hotline at (212) 988-9500 ext. 333.  
 
The Corporate Compliance Officer is the individual designated by KCC to 
administer this Policy and to report to the Board.  All individuals filing a 
complaint of Misconduct should be prepared to include as many details 
as possible, in writing, including a description of the questionable activity, 
the names of the individuals involved, the names of possible witnesses, 
dates, times, and any other available details. All complaints will be kept 
confidential to the extent possible, but confidentiality cannot be 
guaranteed.   
 
KCC will investigate all good faith allegations of Misconduct made against 
KCC or against a KCC director, officer or employee. Furthermore, KCC will 
not tolerate any act of intimidation, harassment, discrimination or other 
retaliation, or, in the case of employees, adverse employment 
consequences, against a director, officer or employee who makes such 
an allegation of Misconduct in good faith either internally or to a public 
body, or who refuses to participate in such Misconduct.  
 
Anyone who is found to have intimidated, harassed, discriminated or 
other otherwise retaliated against someone who has reported an 
allegation of Misconduct in good faith shall be subject to discipline by KCC, 
up to and including termination of employment and/or relationship with 
KCC. KCC generally will notify the complainant of the results of any 
investigation and what action, if any, was taken.   
  
Nothing in this policy protects individuals from the consequences of their 
own unethical or unlawful conduct, including submitting false or baseless 
allegations. Individuals who deliberately make false or baseless 



Kennedy Children’s Center Employee Handbook                                         Page 50 of 56 

 
allegations are subject to disciplinary action, up to and including 
termination. 

 
Internal and External Audits 
 
KCC is approved, funded, and regulated by a number of local, state, and 
federal agencies. As such, it must ensure that all professional staff who 
provide or supervise special education programs and services are in 
compliance with the appropriate regulations.  
 
To demonstrate compliance, auditors from various agencies may visit the 
school and request proof. Additionally, internal audits may be conducted 
to ensure compliance. 
 
It is a condition of employment with Kennedy Children’s Center that staff 
members be aware of, and properly maintain, compliance related 
documents, in accordance with New York City Department of Education 
(NYCDOE), New York State Education Department (NYSED) regulations, 
as well as KCC’s policies and procedures. Failure to remain in compliance 
can result in disciplinary action, up to and including termination. 
 
Please see the agency’s Document Retention Policy for more information 
on recordkeeping requirements. If you have any questions about your 
personal documentation requirements, please direct them to your 
Supervisor or the Human Resources Department.  
 
Corporate Compliance 
 
Because the Kennedy Children’s Center provides and bills for certain 
services through Medicaid, we must maintain a Corporate Compliance 
program. Corporate Compliance is a set of internal policies and 
procedures that are designed to prevent and detect violations of 
applicable laws, regulations, rules and ethical standards by employees, 
agents and others.  
 
The goal of the Corporate Compliance plan is to detect fraud, waste and 
abuse in the Medicaid program, while: 
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• Encouraging employees to report potential problems that may 

be detrimental to our clients or the agency; 
• Allowing thorough investigations of alleged misconduct; 
• Conducting prompt and effective internal monitoring and 

auditing to prevent non-compliance; 
• Through early detection and reporting, minimizing the risk to KCC 

and reducing our exposure to civil damages or penalties, criminal 
sanctions or administrative remedies; and 

• Preventing future noncompliance. 
 
“Fraud” means an intentional deception or misrepresentation made with 
the knowledge that the deception could result in an unauthorized benefit 
to the provider or another person. 
 
“Abuse” means provider practices that are inconsistent with sound fiscal, 
business, or medical practices, and result in unnecessary cost to the 
Medicaid program, or in reimbursement for services that are not 
medically necessary or that fail to meet professionally recognized 
standards for health care. It also includes recipient practices that result 
in unnecessary cost to the Medicaid program. 
 
The following is a list of practices that are considered noncompliant with 
the Corporate Compliance Program: 
• Not documenting allowable services; 
• Not supporting provision of planned services; 
• Providing service that is not medically necessary, or failing to provide 

proof of medical necessity; 
• Allowing ineligible/inappropriate providers to provide billed services; 
• Presenting claims for physician services not provided by a physician; 
• Contracting with someone excluded from a federal health care 

program; 
• Implementing unauthorized or expired service/treatment plans; 
• Submitting service/treatment plans that lack specific interventions 

and activities; 
• Billing without required service documentation: 
• Presenting a claim that you know or should know is false; 
• Presenting a claim for services not provided as claimed; 
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• Up-coding (presenting a bill for a more expensive service than that 

which was provided); 
• Violation of anti-kickback legislation; 
• Inducements to referrals or recipients of services. 
 
In addition, the following may result in disciplinary action: 
• Authorization of or participation in actions that violate the Corporate 

Compliance Program and all related policies and procedures; 
• Failure to report a violation by a peer or subordinate; 
• Failure to cooperate in an investigation; 
• Retaliation against an individual for reporting a possible violation or 

participating in an investigation; 
• Failure to act as an honest, reliable and trustworthy service provider;  
• Misuse of Center assets. 

 
The lists above are just some examples of noncompliance behavior. For 
more information or specific questions, please speak to the Corporate 
Compliance Officer. 
All KCC employees have a responsibility to abide by the Corporate 
Compliance Program as appropriate to their role at the agency and report 
violations or suspected violations. If you suspect noncompliance, speak 
to the Corporate Compliance Officer. You can also make a report 
anonymously by calling the Corporate Compliance Hotline at (212) 988-
9500 ext. 333. There is no retaliation for good faith reporting of actual or 
suspected non-compliance. 
 
For more information about Corporate Compliance at KCC please refer to 
the Corporate Compliance Manual or speak to the Corporate Compliance 
Officer.  
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FERPA and HIPAA 
 
Kennedy Children’s Center employees sometimes handle confidential 
information in the course of our work with students and families. This 
confidential information is protected and governed by the Family 
Educational Rights and Privacy Act (FERPA) and the Health Insurance 
Portability and Accountability Act (HIPAA). All staff members have a 
responsibility to understand and follow the guidelines set by FERPA and 
HIPAA. FERPA is more restrictive than HIPAA; therefore, FERPA compliant 
schools are also HIPAA compliant. 
 
HIPAA establishes standards regarding electronic health-care 
transactions and the privacy (confidentiality) of the health information of 
anyone receiving health-related services at KCC. 
 
FERPA protects the privacy of student education records and gives 
parents/legal guardians certain rights regarding their child’s education 
records, such as the right to inspect and review their child’s records and 
request an amendment of those records if they believe there are 
mistakes. With certain exceptions, FERPA allows the parent/legal 
guardian to prevent the school from disclosing any personally identifiable 
information from those records to third parties, unless the parent/legal 
guardian signs a written authorization.  
 
KCC must annually send a notice to the parents/legal guardians of our 
students advising them of their rights under FERPA.  
 
Consent to Disclose: As per FERPA and HIPAA, consent is required from 
the parent/legal guardian for the release of a student’s personally 
identifiable information. KCC uses a standard Consent to Disclose form to 
request authorization. Absent extraordinary circumstances, the release 
of any part of a student’s records to anyone other than a parent/legal 
guardian must be preceded by a discussion with the Director of Quality 
Assurance or the Education Director. KCC must keep a written record of 
access by or disclosure to third parties of every student’s educational 
record or part thereof. 
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There are a few key exceptions for obtaining parental consent before 
disclosing a student’s personally identifiable information:  

 Disclosure pursuant to a valid court order or subpoena;  

 Disclosure to school officials;  

 Disclosure to governmental representatives conducting an audit 
or evaluation of an education program;   

 Disclosure as necessary in an emergency involving the health or 
safety of the student or other affected persons. 

 
Confidentiality of Records: As per FERPA and HIPAA, all student data files 
and information must be protected (i.e. student files are locked or only 
accessible by appropriate personnel). In addition, KCC staff must follow 
strict guidelines regarding the transmission of protected student 
information to approved third parties. These include: 
 

 Fax transmissions: the sender should place the student’s last 
name, first name, date of birth and gender on a numbered line. 
This will allow the receiving staff to provide a response using only 
the number, without any identifying information. The receiver 
should be called ahead of transmission and told to be available 
immediately to receive the fax. The receiving individual will give 
a phone number for a fax machine that is located in a secure 
place, not open to the public.  

 Email transmission is permissible only if the data is encrypted 
and password protected. 

 Telephone: Voice messages containing identifying data may only 
be left on voice mail systems that are password protected. 

 Mailing of diskettes or paper documents should be to the 
specific approved individual.  General addresses, where anyone 
can open the mail, are not appropriate.  

 Hand delivered files should be hand delivered to the specific 
approved individual. 

 All files must be maintained in a secure environment with access 
only to appropriate staff who require access to such information 
to carry out their work responsibilities. Information left 
unattended should be locked or maintained where access would 
be denied to unapproved individuals. 
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If you have any questions or concerns about HIPAA or FERPA, please 
consult the Director of Quality Assurance, the Compliance Officer, or your 
Education Director, or see the HIPAA/FERPA section of the New York 
State Education Department’s Medicaid Handbook:  
http://www.oms.nysed.gov/medicaid/handbook/handbook_6/hipaa_fe
rpa_guidebook_6.pdf 
 

  

http://www.oms.nysed.gov/medicaid/handbook/handbook_6/hipaa_ferpa_guidebook_6.pdf
http://www.oms.nysed.gov/medicaid/handbook/handbook_6/hipaa_ferpa_guidebook_6.pdf
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ELECTRONIC ACKNOWLEDGEMENT OF  

KENNEDY CHILDREN’S CENTER EMPLOYEE MANUAL 
 

KCC is providing staff members the opportunity to provide their signature 
through the Paycom system. To find the Employee Manual in Paycom, log 
into your account, then go to the ‘Documents and Tasks’ section. 
 

 
 
If you are unable to login, or cannot provide an e-signature, please 
contact the Human Resources Department. 

 


