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WRC Nursery School 

Employee Policy Handbook 
 

INTRODUCTION 
The Wyckoff Reformed Church Nursery School (WRC Nursery School) was founded in 1973 by 
The Wyckoff Reformed Church as a service to its members and to the surrounding communities. 
The professional and personal qualities of our teaching staff are an integral part of our endeavor 
to offer our students a happy and rewarding preschool experience. We are committed to providing 
children with a rewarding Christian educational program designed to develop spiritual, cognitive, 
physical, social and emotional growth.   
 
POLICY  
These policies recognize that the staff of the WRC Nursery School is an integral part of our 
Church Family, and it is our hope that written policies will help us to work together harmoniously 
and with genuine trust as we all go about doing God’s work.  
  
PRACTICE    
The policies and procedures within the Employee Handbook of the WRC Nursery School are 
written as helpful guidelines for the school’s administration of personnel matters.  As such, they 
must not be construed as a contract of employment with any employee. 
 
These guidelines may be varied, modified, amended or eliminated by the Nursery School 
Committee at any time without prior notice.  
  
APPLICABILITY  
For employees covered by an approved employment contract, any provisions contained in the 
contract supersede the policy provisions.  
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EQUAL EMPLOYMENT OPPORTUNITY 

 
 
POLICY  
The Wyckoff Reformed Church Nursery School provides Equal Employment Opportunities to all 
persons in all job classifications on the basis of job-related qualifications and ability to perform a 
job without regard to race, color, national origin, sex, sexual orientation, gender identity, age, 
disability, pregnancy, veteran status, marital status, political affiliation or belief, and religion 
(except when, after due consideration, religious affiliation is judged a bona fide occupational 
qualification).  
  
PRACTICE  
All employees and job applicants are guaranteed equality of employment opportunity.  Essentially, 
this means that the employer will not discriminate against any worker or applicant on the basis of 
race, color, national origin, sex, gender identity, age, disability, pregnancy, veteran status, marital 
status, political affiliation or belief or religion. As indicated in the Policy statement, religion, in some 
instances, may be judged an occupational qualification.  
  
All recruitment, selection, placement, training and layoff decisions made by the Nursery School 
Committee, or the Director, will be based solely on the job-related qualifications and abilities of 
candidates. In some cases, seniority may be treated as a factor to be considered in the selection 
process.   
  
All other personnel policies and practices of the nursery school, including compensation, benefits, 
discipline and training programs, as well as social and recreational activities, will be administered 
and conducted without discrimination.  
  
APPLICABILITY  
The policy applies to all employees and all applicants for employment.  
  
PROCEDURE  
The church seeks to provide each employee with a work environment that is free of unlawful 
discrimination or harassment.  Employees who have EEO-related questions, problems or 
complaints regarding suspected harassment, discrimination and /or retaliation may communicate 
their concerns to the Director or to the Nursery School Committee (Refer to RESOLUTION OF 
EMPLOYEE CONCERNS). 
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EMPLOYMENT STATUS 

 
POLICY  
An individual’s employment status with the church, as defined below, will be communicated clearly 
to the individual at the time of employment and whenever the status subsequently changes.   
  
PRACTICE  
Regular Part-Time:  
All employees of the WRC Nursery School are part-time employees working less than 30 hours 
per week on a continuing basis.  They are not eligible for benefits (except as noted in BENEFITS) 
and are paid on per session basis.  
  
Temporary Part-Time: 
These employees are hired for a specified period on a part-time basis. They are not eligible for 
benefits and are paid on a per session basis.  
  
Probationary: 
All new employees must complete a 90-day probationary period, during which a determination is 
made as to whether or not they should be retained.  During this period, employment may be 
terminated at any time for any reason without notice and without pay.   
 
At the end of the probationary period, the employee’s supervisor will conduct a performance 
evaluation to determine whether or not the individual’s ability, attendance, punctuality and attitude 
indicate that he/she should be retained as an employee. 
 
Contracted employees may be placed on probation for poor performance, excessive absence, 
excessive tardiness, violating any policy, unethical behavior or illegal behavior.  
  
Employees on probation are not paid for any days absent, other than vacation or holidays for 
which they are eligible.  
  
APPLICABILITY   
The application and duration of probationary periods for other employees is at the discretion of the 
Director and the Nursery School Committee (the employee may request review of the situation 
through the provisions of the RESOLUTIONS OF EMPLOYEE CONCERNS policy).  Prior to the 
end of the probationary period, the Director will conduct a performance evaluation to determine 
whether or not the individual’s ability, attendance, punctuality and attitude indicate that he/she 
should be retained as an employee. 
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POSITION DESCRIPTIONS 

 
POLICY  
A position description is maintained for every position on the nursery school staff.  
  
PRACTICE  
The Director, in conjunction with the Nursery School Committee, develops the position description.  
  
APPLICABILITY  
The position description serves as a basis for selection of the employee, and for performance 
reviews.  
  
PROCEDURE  
The position description will be thoroughly reviewed with any new employee at the time of 
employment and it will be reviewed again at the end of the probationary period. It will also be 
reviewed and updated at the Performance Review and whenever a significant change in 
responsibilities or assignment occurs.  
 
All position descriptions should be dated as written and revised.    
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THE EMPLOYMENT PROCESS 

  
POLICY  
The Equal Employment Opportunity policy of the nursery school is followed in evaluating 
applicants, selecting candidates and offering employment.   
  
Current employees are encouraged to apply for open positions and receive first                
consideration, if qualified.  
  
PRACTICE  
A written position description must be in place before a search to fill the position begins. (See 
Policy No. 4, POSITION DESCRIPTIONS).   
  
Applicants will be interviewed by the Director and may also be interviewed by other staff or 
committee members selected by the Director.  
 
The Director will report all changes in personnel to the Personnel Committee of the Wyckoff 
Reformed Church. 
 
As a condition of employment, the nursery school will require and pay for a background check, 
finger printing. 
 
A physical exam, including a Mantoux test will also be required as a condition of employment. 
 
APPLICABILITY  
A policy applies with respect to all applicants for all positions in the nursery school.  
  
Applicants may have their own New Jersey State licensed physician submit written evidence of 
the physical examination.  
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HOURS OF WORK 

 
POLICY  
The WRC Nursery School does not have a seniority system for promoting employees or 
scheduling work hours.  All employees will receive a contract each year stating salary, job title, 
and confirming hours or number of sessions assigned.      
 
PRACTICE  
Morning class sessions run from 9:00am to 12:00pm.  All teaching staff (teachers and assistants) 
should arrive by 8:45 am and may leave once all responsibilities are completed.   
 
Afternoon sessions run from 12:00pm to 3:00pm.  Afternoon teaching staff should arrive by 
11:45am and may leave once all responsibilities are completed.   
 
Staff members working a full day will have a lunch break from 12:00pm– 12:00pm. 
 
The Director is expected to be present on days that school is in session, unless attending a 
professional meeting approved by the WRC Nursery School Committee.  The Director’s office 
hours are Monday – Friday, 8:45am – 3:00pm.   
 
Employees are expected to be at work on time, both at the beginning of the workday and after 
their lunch periods.   
  
APPLICABILITY  
The Director is authorized to adjust the start and end times, within reason, to meet work 
schedules. However, such adjustments must be announced well in advance and applied 
uniformly.  
  
Tardiness considered excessive, in the judgment of the Director, can result in probation or even 
dismissal.  
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COMPENSATION 

 
 
 
Regular part-time employees who work approved hours beyond their normal hours in a week will 
be compensated at their base hourly rate for the additional hours worked.   
 
Temporary Part-Time employees who are not regular employees of WRC Nursery School are paid 
for sessions worked only.  
 
Pay Periods:  
Employees are paid twice monthly, on the fifteenth and last days of the month. If either of these 
days falls on a Saturday, Sunday or holiday, payment will be made on the preceding working day.  
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BENEFITS 

 
POLICY  
No pensions, insurance coverage or other employee benefits are provided for part-time or 
temporary part-time employees of WRC Nursery School.  
 
The nursery school is in compliance with the benefit programs required by law.  
  
PRACTICE  
Group Insurance:  
Part-time and temporary part-time employees are not eligible. 
 
403(b) Retirement Plans:  
The church makes available retirement investment plans into which nursery school staff may 
invest a percentage of their salaries/wages on a pre-tax basis.  
  
Social Security:  
The employee’s share of Social Security tax is deducted from wages, as is required by law.    
  
Disability Benefits:  
Part-time and temporary part-time employees are not eligible for short-term disability benefits.  
 
Workers Compensation Insurance:  
All employees are covered under this law.  
 
Unemployment Insurance, State Disability and Family Leave Act: 
At this time no employees are covered under this law.  
  
Employees are required to sign a statement that specifies that they understand they are not 
covered.   
 
APPLICABILITY  
Changes in coverage provision will be communicated promptly to those affected.   
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PERFORMANCE REVIEWS  

POLICY  
The nursery school assures all employees are knowledgeable of their performance and are 
supported in achieving success through the administration of periodic performance appraisals.  
 
PRACTICE  
The Director carries out supervision of faculty through daily classroom visits, as well as one 
written observation per year.  The primary purpose of supervision and evaluation is to provide a 
framework for professional development and goals for future improvement.  The formal 
Performance Review process is also intended to accomplish the following:  
 

1. Maintain or improve job satisfaction and morale by letting each employee know that the 
Director is interested in the employee’s job progress and personal development.  
  

2. Assure considered opinion of an employee’s performance, rather than relying upon snap 
judgment.  

 
3. Assist in planning staff placements that will best utilize each employee’s capabilities.  

  
4. Assist in determining and recording special talents, skills and capabilities that might not 

otherwise be noticed or recognized.  
  

5. Provide an opportunity for each employee to discuss job problems and interests with the 
Director. 

 
6. Provide an opportunity for each employee to contribute to a Professional Improvement Plan 

including goals for the upcoming year as well as plans further staff development.  
 

PROCEDURE  
The annual performance review will be completed by the end of each employee’s contracted 
period.  The period for review is from September 1 to June 30.  The annual performance review is 
coordinated by the Director.  Input will be included from consulting retired teachers who have 
observed the employee in the classroom, employee self-evaluations as well as teacher input 
forms completed by parents.  
 
The in-person review is conducted by the Director and at least one member of the Nursery School 
Board.  The review focuses on the content of the appropriate evaluation form and other input 
outlined above.  The discussion will recognize achievement, but will center on improvement.  Any 
goals will be agreed jointly for attainability.  If an employee’s performance is deemed to be 
unacceptable, termination is always an option.  
 
Although reviews are conducted annually, new employees have an initial review three months 
after their employment date, to determine whether or not they are successfully fulfilling their job  
description.  The purpose of the three-month review is to suggest improvements the employee 
can make to improve performance.  If performance is unacceptable after 3 months, the employee 
may be terminated.  

 
 
 
 



Revised 8/2019 10 

PERFORMANCE REVIEWS (cont.) 
 

The Director is responsible for summarizing the results of the review meeting in writing. The 
annual review summary should specify goals and action steps agreed upon, note any changes in 
position responsibilities, and clearly indicate expectations when improvement is needed.  
  
Copies of the review should be given to the employee and then filed in the employee’s personnel 
folder.  Reviews are sent to the Personnel Committee Chair for review and final signatures. 
  
Employees who disagree with their appraisals may put their objections in writing and ask the 
Director to invoke the resolution process. (Refer to RESOLUTIONS OF EMPLOYEE 
CONCERNS.)  
 
APPLICABILITY  
All regular employees are included in the Performance Review process.   
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RESOLUTION OF EMPLOYEE CONCERNS 

 
POLICY  
It is the Wyckoff Reformed Church nursery school’s intention to treat all employees in a manner 
consistent with our Christian faith. Accordingly, an employee may seek resolution of a concern or 
perceived problem through a process of escalation to higher authority.  
  
PRACTICE  
Whenever possible, the employee should first seek resolution of the concern through discussion 
with the Director.  If the employee wishes to, he/she may discuss the issue with the Nursery 
School Committee Chair. 
  
If discussion with the Director does not resolve the problem, the employee may request a meeting 
with the Minister.  
  
The Minister may refer the matter, if necessary, to the Chair of the Nursery School Board or the 
chair of the Personnel Committee.  
  
If still unresolved, the Board Chair or the Chair of the Personnel Committee, after consultation with 
the Minister, may refer the matter to the Consistory.  
  
At each step of the referral process the matter should be addressed as soon as possible and in as 
a confidential manner as possible, but no later than 60 days after receiving the appeal.  
  
On matters brought before the Consistory, its judgment will be final.  
  
APPLICABILITY  
All employees may avail themselves of this process.  
  
The Nursery School Board believes that it is important for all employees to know that there is a 
way to handle such matters that is appropriate and acceptable and with fair resolution. 
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SCHOOL CLOSINGS 

 
POLICY  
The nursery school observes school closings according to the Wyckoff Public School calendar 
with a few exceptions.  
  
PRACTICE  
The following Wyckoff Public School closings are observed:  

• Labor Day  
• School Conference Schedule 
• NJEA Convention 
• Thanksgiving Day  
• Day after Thanksgiving  
• New Year’s Day  
• Presidents Day (when part of February Break) 
• Good Friday  
• Memorial Day  

 
The following Wyckoff Public School closings are NOT observed:  

• Rosh Hashanah 
• Yom Kippur 

 
The following church closings are observed (not a part of the WPS calendar): 

• Columbus Day 
• Martin Luther King Day 

 
APPLICABILITY  
All part time employees receive regular pay for the above school closings.   
 
Part time teachers in charge of a classroom also receive pay for days not in session during winter 
break, February break and April break. 
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SICK LEAVE 

  
POLICY 
Employees are expected to make every reasonable effort to report to work as scheduled.  
  
PRACTICE  
It is recognized that, during the course of a year, an employee occasionally may be unable to 
come to work because of illness. Such absences are closely monitored for frequency, duration 
and patterns. The attendance record is a very important part of an employee’s performance 
evaluation.   
 
Five days sick leave with pay will be granted to all employees for personal illness or injury during 
any one contracted period.  
  
Additional paid sick days are at the discretion of the Director. 
 
No unused days will be carried over or reimbursed at the end of the contracted period. 
 
PROCEDURE 
A sick employee, or, in their stead, a family member, must notify the Director within 60 minutes of 
starting time.  
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OTHER ABSENSES 
 
POLICY  
Absences from work that are authorized in advance due to special circumstances are considered 
excused absences.  
  
PRACTICE  
Jury / Witness Duty: 
The nursery school encourages employees to perform their civic duty.  Employees called for jury 
duty or subpoenaed to give testimony as a witness in a court of law, will be granted time off and 
receive their regular salary (if not on employer probation) during the performance of such duty.  
During their jury term, employees are expected to be at work on those days on which they are not 
required to report for duty.  
  
Professional Development:  
Employees are entitled to attend a maximum of two staff development workshops offered during 
their regularly scheduled teaching time per year. Professional development plans must be 
discussed with and approved by the Director. More professional days may be approved by the 
Director. 
  
Extended Leaves of Absence:  
An extended leave, with or without pay, may be granted by the Nursery School Committee, upon 
the recommendation of the Director.  
  
Examples of extended leaves are military service or leaves to meet family responsibilities.   
 
For military leaves, Federal and State law governs the returning employee’s status. For other 
leaves, resumption of the position held at the date leave commences cannot be guaranteed, nor 
can the nursery school promise that a position will be available upon return.  
  
Other Leaves of Absence:  
Employees may be allowed to take time off with or without pay, at the discretion of the Director 
and the Nursery School Committee. Such leaves may be as short as 1/2 day, or as long as 4 
weeks, depending on the circumstances.  
  
The Director must approve leaves of more than three days and up to four weeks. If the leave is 
with pay, the Nursery School Committee Chair should also endorse it.  
  
Examples of such leave include time off for bereavement or sudden family emergency.  
  
Personal Days:  
One personal day with pay will be granted to all employees.  
 
APPLICABILITY  
All employees may apply for leaves of absence.  Time off without pay will not be granted unless 
the employee has used all vacation time.  
  
The Director must approve all absences before they begin.  
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HEALTH AND WELFARE 

 
POLICY  
Employees are expected to make every reasonable effort to conduct themselves in a manner that 
ensures the welfare of all church members, employees, nursery school families and visitors.  
 
PRACTICE  
Drugs and Alcohol: 
For the welfare of all smoking is not permitted in the WRC Education building or on the premises.  
  
Alcohol and Illegal drug use also are not permitted in the WRC Education building or on the 
premises.   
 
A special exception may be made for non-school related events where no students are present 
and prior authorization from the consistory is made. 
  
Civility and Confidentiality: 
All employees are required to treat each other and our families with dignity and respect.  The use 
of words that could be construed as harassing, degrading, or offensive are prohibited. All 
employees must also respect the confidentiality and privacy of other employees and of families 
enrolled in our program.  
 
Please also keep in mind as an employee of the WRC Nursery School your conduct in public and 
on social media directly reflects upon the success and reputation of the school.   
 
Questions about what is appropriate and what is not, may be discussed with the Director. 
 
Dress: 
All employees must dress professionally for their position and must be clean, neat in appearance 
and free of any distractions that may impair health and safety in the workplace.  Employees with 
questions may contact the Director. 
 
 APPLICABILITY  
 Violations of this policy will result in appropriate disciplinary action which may include termination.  
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ACCEPTABLE USE 
POLICY  
The Wyckoff Reformed Church Nursery School recognizes that use of the Internet and e-mail is 
necessary in the workplace, and employees are encouraged to use the Internet and e-mail 
systems responsibly, as unacceptable use can place the Wyckoff Reformed Church and others at 
risk.  
 
PRACTICE 
All technology provided by The Wyckoff Reformed Church Nursery School including computer 
systems, communication networks, company-related work records and other information stored 
electronically, is the property of the nursery school and not the employee. In general, use of the 
company's technology systems and electronic communications should be job-related and not for 
personal convenience. The nursery school reserves the right to examine, monitor and regulate e-
mail and other electronic communications, directories, files and all other content, including Internet 
use, transmitted by or stored in its technology systems, whether onsite or offsite. 
 
Nursery School employees are expected to use technology responsibly and productively as 
necessary for their jobs. Internet access and e-mail use is for job-related activities; however, 
minimal personal use is acceptable. 
 
Employees may not use the nursery school's Internet, e-mail or other electronic communications 
to transmit, retrieve or store any communications or other content of a defamatory, discriminatory, 
harassing or pornographic nature. No messages with derogatory or inflammatory remarks about 
an individual's race, age, disability, religion, national origin, physical attributes or sexual 
preference may be transmitted. Harassment of any kind is prohibited. 
 
Employees are prohibited from downloading software or other program files or online services 
from the Internet without prior approval from the Director. 
 
APPLICABILITY 
Violations of this policy will result in appropriate disciplinary action which may include termination.  
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TERMINATIONS 

 
POLICY  
Employment may be terminated at any time at the discretion of either the employee or the nursery 
school.   
 
PRACTICE  
Voluntary Terminations:  
For voluntary terminations, two weeks’ notice is preferred.  If less than 2 weeks’ notice is given, 
deductions may be taken from final salary payment. 
 
Involuntary Terminations:  
Moderate problems with employee performance, such as patterns of attendance or behavior, are 
inappropriate.  These types of concerns may be substantially improved by the Director’s coaching 
or counseling and will result in a written warning placed in the employee’s file.  However, these, or 
other matters affecting the employee’s effectiveness as a staff member, are not always subject to 
guidance, direction or correction. In that event, termination, either immediate or after counseling 
and warning, may be a necessary conclusion.  
  
A decision to terminate an employee is made by the Director in consultation with the Nursery 
School Board and the Minister.  
 
PROCEDURE  
The following procedures should alleviate misunderstandings about expectations and intentions. 
 
In most cases, deficiencies in performance will be conveyed to the employee at a regular 
performance review or in special conference.  
  
The employee will be asked to participate in developing a plan of correction. A note to this effect, 
signed by the employee, will be entered in the employee’s Personnel File.  
  
If the plan of correction is not followed by the employee in a timely and cooperative manner, 
termination is the likely outcome.  
  
A decision to terminate an employee is made by the Director in consultation with the Minister. 
 
In special cases, including, but not limited to, a serious breach of a reasonable standard of 
performance or serious misconduct, dismissal may be necessary without previous counseling or 
warning.  (Note:  The nursery school reserves the right to determine what constitutes “serious 
misconduct.”) 
 
 
 
 


