  NEST            

LETTER OF EMPLOYMENT AGREEMENT

	DATE
	


	NAME
	

	POSITION
	


Center Hours: 6:30 a.m. to 6:00 p.m. 
Salary: _______________ per hour 


Salary Scale Placement: _________________________ 
This Employment Agreement is not a contract of employment for any specific term. Employment may be terminated at will, with or without cause. 
Benefits: 
A. 10 PTO days (Sick, Vacation, etc.) beginning January 1, 2017
B. 10 Paid Holidays effective immediately
Employment: There will be a 90-day probationary period for all new employees and past employees in a new position. 
Pay Periods: Pay day is every two weeks on Friday. Pay periods continue every two weeks that pay is earned until the end of the year, December 31.
Absenteeism/Tardiness: Paid Time Off may not be used for tardiness or unscheduled/unapproved absences. Absent/Tardy time will be subtracted from employee schedule. Excessive absenteeism or tardiness may result in disciplinary action including termination.

Salary Increases: As set forth in the salary scale. Experience, educational background, educational certifications, staff development hours, performance, and seniority will be considered in making placement and advancements on schedule. Some staff may be subject to a salary cap. 
Termination of Employment: It is requested that employees give at least one month notice if they plan to terminate their employment. 
Staff Development Training: Twenty (20) Nest in-service hours (or equivalent, director approval required) per school year will be required of each employee. If employee has a current teaching certificate on file, these hours will be waived with the director’s approval. In addition, CPR and first aide certification are required of all employees. Each employee will be required to attend one staff development / planning session per month. 
Stipulations: The employee agrees to abide by all policies and procedures outlined in the following center documents: Job Description, Staff Handbook, Licensing Handbook and Head Start Performance Standards. 
I accept the above position with the Nest Child Care and Parent Institute. 
_________________________________________________ 

_____________________ 
Employee Signature 






Date 
_________________________________________________ 

_____________________
 
Director’s Signature






Date 
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