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RECEIPT & ACKNOWLEDGMENT OF STAFF HANDBOOK 
 
 
I have this day received a copy of the First Environments Early Learning Center (“First 
Environments”) Staff Handbook.  I understand that this Handbook replaces any and all prior 
handbooks, policies, and practices of First Environments.  I understand that the policies and 
procedures contained in this Handbook may be added to, deleted, or changed by First 
Environments at any time.  I understand that neither this Handbook nor any other written or 
verbal communications by a management representative is intended to, in any way, create a 
contract of employment.  I also understand that First Environments abides by employment at-
will, which permits First Environments or the employee to terminate the employment 
relationship at any time, for any lawful reason.  I understand that First Environments will not 
modify its policy of employment-at-will in any case.  
 
I also understand that this Handbook has within it policies aimed at combating sexual and other 
forms of unlawful discrimination and harassment.  I agree to abide by those policies, and to use 
the outlined complaint procedures if I witness or believe myself the victim of unlawful 
harassment.  
 
If I have questions regarding the content or interpretation of this Handbook, I will bring them to 
the attention of any member of management or the Executive Director.  
 
 
  
NAME  ________________________________________________ 
                                 (Please print)  
 
DATE  ________________________________________________ 
 
EMPLOYEE  
SIGNATURE ________________________________________________ 
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	AT-WILL EMPLOYMENT
	Employment with First Environments is strictly at-will, which means that employees are free to leave First Environments’ service at any time and that any employee can be terminated at any time with or without notice and with or without stated cause or...
	2.1.2 Accommodation of Disabilities and Other Medical Conditions
	2.1.3 Sexual and Other Unlawful Harassment
	Sexual Harassment
	Other Unlawful Harassment
	Prohibitions
	Reports and Investigations
	Corrective and/or Disciplinary Action
	Protection Against Retaliation


	First Environments makes every effort to determine if any employee has a prior conviction or other record of criminal activity that would call into question his or her suitability to care for children.  Thus, First Environments conducts a criminal rec...
	First Environments’ is responsible for submitting the required request forms and authorization and release documents to complete the First Environments’ check and provide them to the appropriate state and federal agency to complete the required record...
	All applicants must be at least 18 years old, have completed high school or the equivalent, and must be literate.
	Regular attendance is essential to each classroom and to the success of the Center.  It is your responsibility to maintain a satisfactory attendance record.  You should be in your classroom and ready to begin work at your scheduled time.  If you are u...
	If you leave your assigned position during working hours, you must obtain prior approval from the Center. Frequent or repeated incidents of absenteeism, tardiness, failure to report to assigned classroom/location or return from break as scheduled, or ...
	First Environments has an open door policy with respect to employee questions and complaints and wants to assure our employees that their complaints will be considered fairly, in a timely manner, and without reprisal.  You are encouraged to discuss ma...
	We would like to address all employee complaints informally, and employees and supervisors are expected to make every effort to resolve any problems as they arise.  However, in the event you have a complaint that you do not feel comfortable taking to ...
	2.1.15 Drug and Alcohol Policy
	It is important to First Environments, our children, parents, visitors, and fellow employees that the Center’s work environment is free from the use of prohibited drugs and alcohol.  It is for this reason that First Environments has adopted this drug ...
	This policy provides information about prohibited conduct involving drugs and alcohol, the administration of the Center’s substance abuse testing, the consequences of a policy violation, and other important information.  This policy applies to all app...
	No part of this policy is intended to affect the Center’s right to manage its workplace or to discipline its employees, nor is it intended to alter the at-will status of employment with First Environments.  The Center also reserves the right to turn o...
	Prohibited Conduct
	First Environments prohibits the use, sale, dispensing, or possession of illegal drugs, narcotics, and alcoholic beverages on company property or during working hours regardless of whether on company property or not.  This includes all legal or prescr...
	Drug and Alcohol Testing
	If First Environments has a reasonable suspicion that an employee has used prohibited drugs or alcohol in violation of this policy or is under the influence of prohibited drugs or alcohol at the workplace, the employee may be required to submit a urin...
	The decision to test an employee should be based on specific and contemporaneous observations concerning the appearance, behavior, or body odor of the employee, or performance indicators of probable prohibited drug use and/or alcohol misuse.  This may...
	Notice and Consent
	Prior to drug or alcohol testing conducted under this policy, the individual will be required to sign a written consent form, which will authorize the test to be performed and the urine sample or other sample or specimen to be collected, and will auth...
	An employee who refuses to sign the consent form or to submit to a drug or alcohol test, or who tampers with or attempts to adulterate a test, will be subject to disciplinary action, up to and including termination of employment.
	Notification of Results
	You must comply with the NC Controlled Substances Examination Act which requires that an employee who tests positive be allowed to have a retest of the same sample.  This law also requires that you use a certified lab and notify the applicant/employee...
	An individual who undergoes a drug or alcohol test conducted pursuant to this policy will be notified in writing by First Environments of the results of any such test if the results are confirmed positive, in which case he or she will be advised what ...
	Consequences of Violations
	Any employee who refuses to submit to a drug or alcohol test, has a confirmed positive result in any drug or alcohol test, or otherwise violates this policy or any other policy of First Environments relating to drugs or alcohol, will be subject to dis...
	2.1.16 Job Descriptions
	All Center job positions will have a general job description on file.  You will receive a copy of your job description during the hiring process and orientation period.  You should familiarize yourself with the requirements of your position and the pe...
	All teaching staff must have, or complete, the NCECC or its equivalent. All teaching staff must begin work or be enrolled towards a NCECC or its equivalent within six months hire.
	2.14 Weapons and Violence Prevention
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