EARLY LEARNING
) EARLY EXECUTIVE COMMITTEE
LEARNING MEETING AGENDA

COAL|T|ON 7:30 A.M, Friday, April 8, 2016
102 Sunset Lane, Shalimar, Florida 32579

The Agenda will be flexible to accommodate discussions and schedules.

1. Call to Order, INtrOQUCHIONS ........coveviivieieeieeeeeee et Beth Brant

2o BB e owons snmsnamisaiisrariinemssns ibsmsnessessesssmessis sessopsoam A oeRSY3 54 RSS2 i e et Beth Brant

3. Items Requiring Vote
a. Minutes of February 26, 2016.............cooovvveviiieieeeeeeeeeeeeeeeeeeeeseeee oo, Beth Brant
b.  Authorization ThreSholds.........c..cceueiuiueiuiioieeiiecieeieeceeeee e e, Renea Black
c. Paid Time Off Policy (Amendment 4/8/16)...........ccooveereeeeeeeeeeeeeeeeeseeeeeeeese, Renea Black
d. 2016 Holiday SChedule...........cccovrriuiuriiriierieceeieieeeteeeeeee e s, Renea Black
€. SUIPIUS HIVEIIIOTY wicuucurersorsssvemmmsansssasssmmesansssioorsssusasmsnosss isssasisbonsissssammsnsrssssasasssssntoands Renea Black
f.  Early Childhood Education Student Scholarships - Spring 2016 ...........cocvvevnnnn.... Renea Black
g. Selection and Approval of Organization Chart...............oevveeeeeeeecereeeecereresererern, Renea Black

i. Proposed Revised Pay Grades — Option A & Option B
ii. Job Classifications — Exempt vs. Non-Exempt
iii. Proposed Revised Organizational Chart — Option A & Option B
1. Supporting Documentation

4. INFOIMATION ...vitieitetete et e Renea Black

Southern Earth Sciences, Inc. Air Quality Sampling Report

Provider Payments — Direct Deposit

Audit and Monitoring Reports

Spectrum IT Network Managed Services Service Level Agreement 220
Payroll and Timekeeping Services

ELC-OW Shirts

5. Announcements, Public Comment

6. DISIISSAL ...ttt ettt e e, Beth Brant
.5 Hours Allotted, or As Needed

WEDNESDAY, MAY 11, 2016 - 8:15 A.M.
COALITION BOARD MEETING

SERVICE DELIVERY MEETING within 15 minutes +/- end of Coalition Board Meeting
Location is CareerSource Center, 409 NE Racetrack Road, Fort Walton Beach, FL 32547

FRIDAY, MAY 27,2016 -- 7:30 A.M.

EXECUTIVE COMMITTEE MEETING
Location is 102 Sunset Lane, Shalimar, FL 32579

Early Learning Coalition of Okaloosa and Walton Counties
107 Tupelo Avenue, SE, Fort Walton Beach, FL. 32548, Office = (850) 833-3627, Fax = (850) 833-3632
WEBSITE: www.elc-ow.org
The mission of The Coalition is to promote a collaborative school readiness and early childhood service system,
to deliver an integration of cognitive, social/emotional and physical development experiences
that increase children's opportunities for success.
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Required Approvals for Expenditures

Approved by:

Date: February26;2046April 8, 2016

Expenditnre Typé

Business Commitments and
Authorizations

e (Capital asset
purchases (items
$1k> with useful life
of 2+ years

e Out-of-town
Travel/Conference
Fees/Travel Advance

e Goods & Services

e Grant proposals
e Contracts

Personnel
New Hires

e Temporary
employees or
contract labor
personnel

e Salary action,
transfer, promotion,
termination

e Job Descriptions
(new or changes)

Executive Committee

Ambunt/Desighatio'nr

Any

Any

- <$31k

2513k
Any

Any<$35k

 Any>$35k

Executive Director

' Director
- All other staff

<S12k

%21k

Executive Director

' Director
Staff below Director

Executive Director

Director

Ahfhority by Position

- Executive Director

Executive Director

- Directors/Executive Director

Executive Director

'~ Executive Director

Executive Director

- Executive Director with
- Board of Directors or
- Executive Committee

- approval

~ Board of Directors and/or

Executive Committee

" Executive Director
. Executive Director AND
' Director

Director

" Executive Director

Board of Directors/Executive
Committee

' Executive Director

Executive Director AND
Director

Board of Directors/Executive
Committee

Executive Director

1|Page



e Leave of Absence

e Performance
Appraisals

OTHER COSTS
e Timesheet approval
e Expense Reports
e Severance pay

OTHER MATTERS
e Disposal of capital
assets (excludes real
property)

e Write-off of Accounts
Receivable

Staff below Director
Executive Director
Staff below Executive
Director

Executive Director
Director

Staff below Director

Any
Any
Any

NBV<$13k

NBV >$13k
<$13k

2513k

Executive Director AND
Director

Board of Directors/Executive
Committee

Executive Director

Board of Directors/Executive
Committee

Executive Director

Director (with review by
Executive Director)

Supervisor or Director
Director or Executive Director
Board of Directors/Executive

Committee

Executive Director

Board of Directors/Executive
Committee

Executive Director

Board of Directors/Executive
Committee

2|Page



Section 3. c.




PAID TIME OFF (Amendment 4/8/16) .

Purpose

Paid time off (PTO) provides all full- and part-time staff members with paid time away from work that can be used
for employees to enjoy rest and relaxation for their physical and mental well-being, for personal iliness or illness of
members of their immediate family, and the flexibility required to attend to personal matters.

Immediate family is defined as: the employee’s spouse, parent, grandparent, child, grandchild, sibling, or the
employee’s spouse’s parent, grandparent, child, grandchild, or sibling.

PTO must be scheduled in advance and have prior supervisory approval, except in the case of illness or emergency.
The PTO policy takes the place of sick leave, personal time, and vacation.

Scope

This policy applies to all agency employees who are eligible for PTO based on accruals. Eligible employees begin
accrual of PTO on the date of hire, however, PTO may not be used until the 90 day introductory period has been
successfully completed. Part time employees who work 25 hours or more per week will earn prorated PTO based

on hours worked.

Accrual (FT) (based on Hours Accrued Per FY *Anniversary Date Hours Accrued Per Pay

years of employment) Carryover Limit Period

Date of hire to less than 3 130 hours 80 hours 5 hours
years

3 years to less than 6 156 hours 80 hours 6 hours
years

6 years to less than 12 182 hours 80 hours 7 hours
years

12+ years 208 hours 80 hours 8 hours

Scheduled Paid Time Off

PTO should be scheduled as early as possible in advance, and must have supervisory approval. The use of PTO that
is not scheduled and approved five days before the scheduled start time, will be considered an unscheduled PTO
{UPTO) incident. UPTO may result in disciplinary action, as described below. Time off taken in excess of the
amount earned will be leave without pay (LWOP). LWOP must have prior approval from the Executive Director,
except in the case of illness or emergency. PTO should be taken in hourly or full day increments. Each supervisor
will determine the method of notification of their direct reports. This method must follow and be in support of

guidelines established in the “Absenteeism and Tardiness” policy.




Extended Leave

If an iliness causes a staff member to be absent in excess of three consecutive days a doctor’s written release is
required before the staff member may return to work. This release should be submitted to the HR department or

Executive Director immediately upon return to work.

Unscheduled Paid Time Off

PTO that is not scheduled and approved at least 5 days in advance of the employee’s scheduled start time is
considered to be an unscheduled PTO (UPTO) incident. Consecutive days are counted as a single incident.
Employees returning to work after three consecutive days of UPTO will be required to provide a doctor’s written
release to return to work. Abuse of unscheduled PTO is grounds for dismissal.

Introductory Period Absences

Any employee who incurs five absences during the initial 90-day introductory period will be terminated. In the
event of absences resulting from extenuating circumstances, the Executive Director will have the option to
override this policy. If, the Executive Director chooses not to terminate an employee, the introductory period may
be extended as necessary to give a fair opportunity to demonstrate the ability to perform the job. If an employee’s
introductory period is extended, the employee will be notified.

Termination

Upon termination of employment, employees will be paid for a maximum of 80 hours (or two weeks) of unused
PTO that has been earned through the last full pay period. It is expected that a terminating employee will work
the entire time designated by his or her notice. PTO cannot be used to extend the termination date.

Any employee will be paid for unused PTO (maximum of 80 hours) if laid off or terminated from the agency. In
case of death, payment for unused PTO shall be made to the employee’s beneficiary named on the employee’s life

insurance, the employee’s estate, or as provided by law.

The above policy has been added to the Employee Handbook effective ***. By signing this document | am
acknowledging that | have been made aware of and understand the content of this policy.

Employee Signature Date






2016

CURRENT HOLIDAY CALENDAR Includes January 1, 2017

EARLY LEARNING COALITION OF OKALOOSA & WALTON COUNTIES

MAY JUNE
M T W T F S S M T W - F S
2 3 4 5 6 7 1 2 3 4
9 10 11 12 13 14 5 6 7 8 9 10 11
15 16 17 18 19 20 21 12 13 14 15 16 17 18
22 23 24 25 26 27 28 19 20 21 22 23 24 25
29 30 31 26 27 28 29 30
JULy AUGUST
S M T W T S S M T W T F S
2 1 2 3 4 5 6
3 4 5 6 7/ 9 7 8 9 10 11 12 13
10 11 12 13 14 15 16 14 15 16 17 18 19 20
17 18 19 20 21 22 23 21 22 23 24 25 26 27
24 25 26 27 28 29 30 28 29 30 31
31
SEPTEMBER OCTOBER
S M T W T F S S M il W T F S
1 2 3 1
4 5 6 7 8 9 10 3 4 5 6 7 8
11 12 13 14 15 16 17 10 13 12 13 14 15
18 19 20 21 22 23 24 16 17 18 19 20 21 22
25 26 27 28 29 30 23 24 25 26 27 28 29
30 31
NOVEMBER DECEMBER
S M W T S S M T W T S
2 3 5 1 3
6 Z 9 10 11 12 4 5 6 7 8 10
13 14 15 16 17 18 19 11 12 13 14 15 16 17
20 24, 22 23 24 25, 26 18 19 20 21 22 23 24
27 28 29 30 25 26 27 28 29 30 31

Current holidays






