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POLICY
UCAN Head Start believes in being a family friendly organization for their staff members while maintaining confidentiality for clients and a professional work atmosphere. 

PROCEDURE
· Head Start staff member’s children will not typically accompany them to work. 

· Staff member’s children who want to volunteer their time to UCAN Head Start will meet with the UCAN volunteer coordinator and be treated as a typical volunteer. 

· In the cases of a nursing infant, arrangements will be made with the Human Resources Dept. 

· If a staff member needs to have their child accompany them to work for a short period due to unusual circumstances this will be cleared through his/her supervisor ahead of time. Before approving the supervisor will check with Leadership. In these cases the child will not be in an office area where they will see or overhear confidential information and the staff member/parent will notify other staff members that the child is present. 

· Meetings and trainings are not appropriate times for children to accompany their parents to work. 

· UCAN Head Start will designate one day a year for staff members to bring one of their children to work with them. This will coincide with the national Bring Your Child to Work day on the 4th Thur. in April. On this day if the child is under 14 another responsible adult must accompany the child so that the staff member’s attention will be focused on their job role and responsibilities. The adult will be treated as a onetime community volunteer in regards to confidentiality. As stated above the child will not be in an office area where they can see or overhear confidential information and other staff members will be made aware of the child’s presence. 
Meets UCAN Personnel Policies


