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Organizational Information
Program History: The Bentonville Schools Parents As Teachers program was established in 1994.  It began through a
grant from the Winthrop Rockefeller Foundation and over the years has been funded by a United Way grant, Child
Enrichment Services and currently by the Arkansas Better Chance and Maternal, Infant, and Early Childhood Home
Visiting Program grants.  It has continued to operate under the umbrella of Child Enrichment Services along with Building
Bridges and Adventure Club. The PAT Supervisor reports to the Child Enrichment Director. Additional staff are added to
the current PAT program based on grant funding availability and community needs are considered in trying to determine
what population of our community is being underserved.  We assess the diverse culture of our community as well as the
current waiting list and seek input from the PAT Advisory Committee. In addition to program grants, staff and supervisors
continue to seek out funding on an ongoing basis through community resources.

Vision: All children in the Bentonville school district will grow and develop to reach their full potential.  The work of
Parent Educators will lay a foundation for future success in school.

Mission: To provide education, support and resources to families to help them be their child’s first and best teacher so
they can provide developmentally appropriate activities during the early years of a child’s life.

Purpose and Goals: The PAT program provides families with the four components of the PAT model, 12 months a year.
PAT staff provides home visiting services primarily to families in the Bentonville School District and Benton County.  PAT
Parent Educators work with families to provide parent education so they can be their child’s first and best teacher and
provide their child with developmentally appropriate learning activities. Parent Educators also provide developmental,
hearing and vision screenings in order to promote early intervention and refer families for needed services if applicable.
Parent Educators also provide monthly Group Connections and provide referrals to community resources to assist
families in breaking barriers to overcome risk factors in order to reach their goals. The goals of PAT are to increase parent
knowledge of early childhood development and improve parenting practices, provide early detection of developmental
delays and health issues, prevent child abuse and neglect and increase children’s school readiness and school success.

Handbook Interpretation: This handbook is a supplement to the Bentonville Schools Personnel Handbook
(https://go.boarddocs.com/ar/bentonville/Board.nsf/Public) and is intended to provide employees with a general understanding
of the Child Enrichment Services policies and procedures for the PAT program. The policies in this handbook supersede
and replace all prior published and unpublished policies. This handbook cannot anticipate every situation or answer
every question about employment. Child Enrichment Services must demonstrate flexibility in the administration of
policies and procedures when such action is deemed necessary. This handbook is therefore subject to change at the
discretion of the Director of Early Childhood.  We hope the contents of these pages will help you in your position.
Knowledge of the policies and practices of the PAT program is very important to your work. Please acquaint yourself with
this handbook and keep it handy for reference. Should you have any additional questions, please ask your immediate
supervisor.  As the ideals and practices in this handbook are upheld and continued, we will work together with one
interest: CONTINUOUS QUALITY IMPROVEMENT.

Our Values:
TEAMWORK - Everyone doing their part by putting the greater good of the whole above personal recognition or gain.
We are all part of one team. We recognize the vital importance of working successfully with others and are committed to
being a trusted partner with all who join us in pursuing our vision. The team members support the self-esteem of others
and take pride in others’ successes. Team members hold themselves accountable for their performance. As individual
team members improve and grow, we all improve and grow.

TRUST/TRUSTWORTHINESS - To rely on the character, ability, inner strength, and the trust of the organization and its
people. To deserve trust, you must be trustworthy. Shared values and expectations are essential for developing trust.
Our leadership team will take the lead in creating an environment, which dissolves traditional barriers between work
groups and promotes communication and cooperation, leading the systems thinking. This will diminish fear and mistrust
among members of our organization.

RESPECT FOR PEOPLE - All people have value and should be treated with dignity, compassion, and respect. Employees
want to be proud of their work. Leadership’s responsibility is to cultivate an environment that fosters pride and leads to
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personal and organizational growth. The first step is to empower the employees to improve work processes. We will lean
toward improving performance rather than evaluating performance. And we will encourage the employees to join
leadership in focusing on long term versus short term goals. We will invest in the future by investing in people through a
vigorous program of education, training, and encouraging self-improvement. We know that our greatest resources are
our employees. We also understand that learning is a lifelong process. In addition, we will respect ALL of our families, no
matter the culture, socioeconomic level, lifestyle, etc.  All families deserve our best efforts.

COMMITMENT TO OUR PARENTS - A pledge of excellence in service and partnering with our families. Parents are their
child’s most influential teacher and working as a team, we all achieve success. This is the reality born of good intent,
excellent skills, an understanding of our family’s needs, and a commitment to continuously improve on the part of all
employees. We understand that the early years are critical for brain development and using up to date research can help
us to better support our families.  We must listen to our parents’ evaluation of how we are meeting their needs as an
opportunity to improve our services to them, rather than viewing their comments as complaints. Generosity and caring
are the nutrients that help us grow. Self-serving activities only detract from our growth.

LOYALTY - Faithful to the organization and its people.   We show commitment to our Purpose, Vision, Values, and to our
parents by displaying a caring attitude and an interest in all those with whom we come in contact. In order to enlist our
parents’ partnership with our organization, we pledge to pursue open communication allowing continuous feedback and
to treat our parents in accordance with our values. We seek a long-term relationship with each other.

Staff Qualities:
● A sincere and caring attitude toward families and children. Patience and concern for their wellbeing is a must.
● A dedicated and loyal attitude for your work and your fellow staff members.
● The ability to handle any situation calmly and sensibly and the willingness to help others when the need arises.
● Pride in your workspace, exemplified by keeping your work area clean, tidy, and attractive at all times.

There are many rewards in working with families and children, which include sharing their sense of wonder, curiosity,
warmth, and spontaneity.  By teaching the parent, Parent Educators are helping them to help their children grow
intellectually, physically, and emotionally which can be a very rewarding and satisfying experience.

Organizational Structure
Advisory Committee: An affiliate specific advisory committee meets at least every 6 months, typically in October and
April of each year.  The committee provides support and guidance for the program but does not have governing
responsibilities. The committee members consist of the Parent Educators and supervisors along with representatives of
partner agencies such as Bentonville High School’s Building Bridges program who serves teen parents.  In addition,
district representatives, current and former PAT parents, a school board member and community members make up the
committee. At each committee meeting, data such as a spreadsheet summary of the affiliate performance report and
parent feedback surveys regarding program services are shared.

Basic Staffing Information: Number of parent educators: 3 full time, Number of supervisors: 2 part-time

Chain of Command and Organizational Chart: Parent Educators report directly to the PAT Team Leader who reports to
the PAT Program Coordinator who reports to the Child Enrichment Director.

Equal Employment Opportunity: Bentonville Schools does not discriminate in its policies and programs on the basis of
race, color, creed, religion, age, sex, handicap, national origin, or ancestry. Inquiries concerning the application of Title IX
or Title VI, may be referred to the Equity Coordinator; 500 Tiger Blvd. Bentonville, AR 72712. 479-254-5000.

Eligibility, Intake and Enrollment
Policy: Bentonville Schools PAT program is dedicated to serving eligible families in the Bentonville area.  Recruiting and
enrolling families in a timely and coordinated manner is a key first step to engaging families in services.  In addition to
promptly responding to inquiries/referrals and completing the first visit, Bentonville Schools PAT proactively helps
ineligible and waitlisted families connect to needed resources.
Procedures:
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Target Population Served by the Affiliate: Any family who lives in the Bentonville area and meets the grant’s eligibility
requirements may enroll in the PAT program pending space available.

Duration of Services: All Parent Educators serve children who are birth-age 5 but priority enrollment is given to children
who are under the age of 2 to ensure a minimum three years of continuous service may be provided prior to the child
entering kindergarten.  MIECHV funded Parent Educators may enroll prenatal children. The affiliate operates year round.

Eligibility Criteria and Process for Determining Eligibility: Bentonville Schools uses the ABC grant and MIECHV grant
guidelines to determine eligibility.

ABC Grant: The Arkansas Division of Early Childhood is committed to serving at risk families.  The Arkansas Better
Chance Program serves children birth through age 5 years (prior to kindergarten entry) from families with gross
income not exceeding 200% of the Federal Poverty Level, or with other risk factors.  To be eligible, children shall reside
within the boundaries of an Arkansas school district. Programs may accept children outside of their local area if they
have exhausted local recruiting efforts and have unfilled ABC slots. Eligible children for the ABC program shall have at
least one of the following characteristics:
-Family with gross income not exceeding 200% of FPL
-Parents without a high school diploma or GED

-Has a demonstrable developmental delay as identified
through screening

-Parent is under 18 years of age at child’s birth -Eligible for services under IDEA
-Low birth weight (below 5 pounds, 9 ounces) -Income eligible for Title I programs
-Foster child -Limited English Proficiency
-Immediate family member has a history of
substance abuse/addiction

-Parent has history of abuse of neglect or is a victim of
abuse or neglect

-A parent activated for overseas active duty -Parent is/has been incarcerated
-In custody of or living with a family member other
than the parent

-Immediate family member (mother, father, sister, brother)
arrested for or convicted of drug related offenses

MIECHV Grant: The state of Arkansas has committed to serve at risk families using the funding received from the
MIECHV grant.  If a family meets one of the criteria listed below, they are considered at risk for the purpose of the
MIECHV funding.

● Income Eligibility: 250% poverty or less, Title 1 eligible
● Child Characteristics: low birth weight, developmental delay, IDEA, chronic illness or medical need
● Family Characteristics:  suspected child abuse/neglect, court appointed guardians/foster care,

transient/homeless, death in the family, parent military duty overseas
● Parent/Caregiver Characteristics: under 18, single, low educational attainment, limited English proficiency,

disability, chronic illness, substance abuse history and/or arrest, abuse or neglect history, mental health issues,
parent incarcerated.  Staff do not need to calculate poverty level and can consider a family as eligible if the
family already receives ARKids First, Medicaid, Food Stamps (SNAP), ABC Head Start, Transitional Employment
Assistance (TEA), Women, Infants and Children (WIC), Housing Assistance, and Free and Reduced school lunches.

● Other Grant Requirements: There are several forms that are required by the MIECHV funder which include but
are not limited to: Recruitment Log, Family Contact/Attempted Contact Log, Home Visit Record, Group Session
Record, Referral Log, Dismissal Form, Family & Child Assessment Checklist and an Activity Report. Some but not
all of these forms may replace a PAT National form if they are similar in nature.

Recruiting Plan: Each PAT affiliate promotes its services in the community, recruits and serves eligible families and
facilitates families’ ongoing participation in services. Recruitment and retention efforts are integral for the success of any
Parents as Teachers affiliate.  Recruitment settings include: hospitals/health clinics/doctors’ offices, organizations
providing diagnostic and early intervention services, social services organizations, schools, mental health agencies, other
early childhood programs, community resources such as libraries and job training centers, and faith based organizations.
Local resources include but are not limited to: DHS, Helping Hands, Community Care Clinic, Building Bridges Early
Childhood Center, Bentonville Public Library, etc. Recruitment methods and strategies include: print materials such as
the PAT Flier to be delivered to recruitment settings listed above, personal contact by Parent Educators to DHS caseworks
and staff in agencies listed above, informal meetings, district website, Twitter and Facebook Page, ask Building Bridges to
include it in its monthly newsletter, email blast sent out to early childhood staff through the Early Childhood Initiatives
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Center, signage (lawn signs), family recruitment events such as a Free Screening Clinic to screen for vision and hearing,
and hosting booths at family oriented events such as the Adventure Club Community Carnival or a district Health and
Safety Fair.

Several general principles for recruitment:
1. Organize before you recruit.
2. Maintain high quality services so you can be confident you are providing a valuable service.
3. Make every contact with Parents as Teachers well worth the parents’ time.
4. Do not minimize the impact of word-of-mouth. Satisfied parents are valuable partners for marketing your affiliate
in the community.  Current Parent Educators can provide flyers with the business card of the new Parent Educator to
families to give out to potential participants.
5. Give participants ownership. Current Parent Educators can involve families and utilize their ideas to recruit
families.
6. Utilize relationship-based recruitment. For example, arrange with agencies to spend time in their waiting room
playing with the young children and parents who are there. Take toys, books, and brochures. Some families will need
time to develop sufficient trust, particularly if there have been prior negative experiences with agencies or
programs. Thus, it can be beneficial to establish a presence and rapport with some families before actively recruiting
them for Parents as Teachers.

Intake Process Steps: Within 2 business days after a family has been referred to or contacts the program, the parent
educator contacts the parent and provides an overview of the program.  If the family decides to participate and once it is
determined that they meet the enrollment criteria and space is available, then the parent educator enters the family
into the Penelope data management system via Intake Wizard and emails the supervisor to assign the family in

Penelope. This gives parent’s confidence that the program will do what it promises. Assignment of families to Parent
Educators will take into consideration several key factors, including but not limited to:

● Parent Educators’ availability and caseload size
● The family’s primary language
● Parent Educators’ background and experience with particular family characteristics
Once it has been determined that the family meets the enrollment criteria as outlined by the funding source, the
enrollment process begins. Parent Educators will follow through with contacting families within 2 business days to
set up a time to meet with families to complete the recruitment/enrollment process.  Depending on availability,
services begin within 3 weeks of initial request. The enrollment process includes providing families with written
information about the program and discussing mutual expectations for participation in services (see “Contents of
the Enrollment Packet”).  The Parent Educator will review the parent handbook and every item in the packet.  They
will invite parent(s) to share any questions or concerns about the participation agreement or any of the other packet
items. They will inform the parent to let them know that if they do change their mind about this agreement or the
program, they can always let the Parent Educator know.

Maintenance of a Waiting List: As PAT staff are made aware of families who want services and meet grant eligibility
requirements; they will add them to a shared waiting list. If and when all parent educators have full caseloads, the
parent educator will inform the family that services cannot be provided right away and will ask if they wish to go on a
waitlist.  If the family declines, they will be provided comprehensive information about other resources in the
community, including specific information on how to access them.  If the family agrees to be placed on the waiting list,
the parent educator enters the family into the Penelope data management system via the Intake Wizard and places them
on the waitlist.  For those families as well as families that do not qualify for the program, they will provide them with
appropriate community resources based on their expressed needs.  In addition, families that qualify will receive a
calendar of Group Connections and be invited to attend.

Resource Connections for Families that Must Be Placed on the Waiting List or Do Not Meet Eligibility Requirements:
The parent educator asks waitlisted families about immediate needs.  If they have immediate needs they are willing to
share at that point, the parent educator will provide the family with comprehensive information about resources in the
community that can assist with those needs, including specific information about how to access them.  Waitlisted
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families are also invited to group connections.  Once a parent educator has an opening, they schedule the first personal
visit within two business days.

Required Outreach for Non-Responsive Families: At times, families are non-responsive and cannot be reached by
phone.  If the Parent Educator has exhausted all efforts to reach the family (even going to their home) and they have
missed their scheduled home visit with no contact for 30 consecutive days, the Parent Educator has no recourse but to
disenroll the family from the PAT program.  In extreme circumstances, more time may be allowed.  However, due to

attendance determining grant revenue, only minimal additional time will be given. Waitlisted families who are
non-responsive will be on hold and the parent educator will move to the next family on the waitlist. All attempts to
contact families on this list are recorded in the Penelope Notes tab.

Expected Timeframe for 1st Foundational Visit: The initial family contact is via phone conversation and an appointment
is set for the first visit which is expected to take place within 1 week of the parent educator contacting the family to
schedule the visit.  At that time, an enrollment packet is reviewed with the family.  In addition, the ABC parent educator
must get a copy of the child’s birth certificate, social security card, current physical, current immunization record (or
waiver from the Department of Health) and documentation of eligibility (ABC forms, Tax Returns, etc.).

Consent for Services/Enrollment: The family has the right to receive services from a highly qualified parent educator
who is well trained and follows all the PAT national guidelines to implement the curriculum and other PAT services as it is
intended to maintain the fidelity of the program.  Families will receive an enrollment packet, which includes a Family
Participation Agreement to review and sign (consent for services form). When received, the parent educator checks the
“Consent Received” box in the Parents’ Individual Profiles in Penelope.  Consent for services is reviewed with the family
and re-signed annually.

Contents of Enrollment Packet:
● PAT Parent Handbook
● Parent handout, “Welcome to PAT”
● Family Participation Agreement/Parent-School Partnership signature page that includes the acknowledgement of

receipt of Parent Handbook, Kindergarten Readiness Indicator Checklist (if applicable), affiliate’s services,
expectation for participation by the family, record keeping, data collection activities, use of data, etc.

● Kindergarten Readiness Indicator Checklist (for children ages 3-5)
● Calendar of Group Connections or GAP (Growing As Parents) meetings, if meetings are established
● Home Visit Planning Guide Example so family knows what to expect from a home visit
● PAT Parent Handout, “Your Child’s Screening”
ABC
● ABC Enrollment Application (annually)
● ABC Well Child Screening Form completed by physician before enrollment and every 2 years
● EPSDT Form completed by parent upon enrollment and every 2 years
● Child Eligibility Verification Form (update every 2 years)
● Income Eligibility Worksheet or ABC Eligibility Waiver Request Form (update every 2 years)
● Dual Service Verification Form (if applicable – update every 2 years)
MIECHV
● PAT Family Intake Record (updated annually)
● PAT Health Record (completed within 90 days of enrollment, referred according to Benchmark Checklist; updated

annually)
First and Second Personal Visit: The first visit should be scheduled to take place no more than 1 week after the initial
request for services, unless the family is on a waiting list.  Foundational Visit 1, which is the first planned visit, will be
utilized.  It covers getting to know each other and introducing the program’s services to the family.  The enrollment
packet will be reviewed with the family and they will complete and sign applicable forms.  The Parent Educators should
administer the developmental assessment (Ages & Stages).  The second planned visit is Foundational Visit 2 and is
related to development and screening.  The results of the developmental screenings will be discussed and a
Parent/Teacher Conference is held to review the results and should be documented on a child-screening summary in
Penelope.  The P/T Conference must be held within 14 days of the ASQ being scored. The Family Map should be
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administered at this time (can be started on the first visit depending on the family) as well as vision and hearing
screenings. The initial screenings/assessments must be completed within 45 days of enrollment.  The ASQ/ASQ-SE is
administered every 6 months after the initial screening – all followed by a P/T Conference to review. The MIECHV
Benchmark Checklist should be completed following the Family Map Assessment and the ASQ/ASQ-SE assessment. All
benchmark areas have a timeline for referral or education that is provided to families and must be documented on the
Benchmark Checklist and in ETO.

Subsequent Visits: Beginning in the second month of enrollment in the program, staff will follow the prescribed PAT
Foundational Personal Visit Plans.  Month 2 will include Foundational Visit 3 and 4.  These visits will include
developmental topics such as health, medical homes, health records, etc.  During the third month of enrollment, FV5 &
FV6 will include brain development and family cultures and perspectives.  This is when Parent Educators should work
with families to set goals (at least one goal set within 90 days of enrollment).  The PAT Parent Handout, “Begin with the
End in Mind”, should be completed with the family, and the Goal Tracking Sheet should be started and maintained in the
Penelope database.  The fourth month, which is FV7 & FV8, includes family supports and planning as partners.
Beginning the 5th month, Parent Educators will use the PAT Planning Guide and communicate with the family to
determine the visit topics based on the family’s individual needs.

Parent Educator Responsibility for Services Provided to Families
Policy: Bentonville Schools PAT program is committed to providing high quality services to families that include the four
components of the PAT model: personal visits, group connections, screening and resource network, accompanied by
family-centered assessment and goal setting.

Adult Screening: The affiliate uses the Parental Stress Scale (PSS).  This is a survey designed to determine a parent's
stress level. Parent educators will use the results to help parents develop strategies to deal with what stresses them.

Family Centered Assessment: All families must have a family-centered assessment completed. Parent Educators must
complete and document the Family Map prior to 30 days of enrollment (usually around the Foundational Visit 2) and
repeat it every 6 months thereafter.  MIECHV funded Parent Educators submit the Family Map online, ABC funded
Parent Educators complete a paper form and place it in the family’s file.  When administering the Family Map,
professional communication is key.  Initially, Parent Educators may not have had the opportunity to build a relationship
with the family when the first assessment is completed, therefore it is crucial that Parent Educators are culturally
responsive to the family’s needs and nonjudgmental when administering the assessment and assisting the family with
goal setting. All PAT staff must be trained on the Family Map assessment tool prior to administering it. Family centered
assessments can be an additional agenda item for a staff meeting to support Parent Educators.

Family Goal Setting & Progress Review: Family centered assessments are a springboard for goal setting.  Also used
can be the child screening results and family interests.  Only when the Parent Educator gets to know and understand
the family and understand their strengths, resources and needs can they facilitate goal setting. Parent Educators must
also help families see their strengths and protective factors so they can build upon them. Family members are asked
about support they need and personal interests for growth. Parent Educators and families work together to develop
and document 1 or more goals within 90 days of enrollment. Goals must address at least one of the following areas:
parenting, child development or family well-being. The parent educator helps the parents to form a goal statement
that is measurable and has a clear timeframe.  Each goal is recorded using the Goals Record in Penelope, including a
goal statement, steps and resources needed to accomplish the goal.  Staff will use the PAT Parent Handout, “Begin with
the End in Mind”, to create and document a plan to accomplish the family’s goals.  Once goals are determined, an
action plan is developed and the Parent Educator will refer the family to the appropriate resources as well as provide
handouts for additional information that might be helpful to the family.  Progress toward their goals is reviewed
monthly at the home visit and the goals and action plan and Goals Record is updated whenever the status of the goal
changes.  It is documented with a date and progress note in the Goals Record within Penelope.  As goals are achieved,
new goals are developed. Additional resource referrals may assist the family to move closer toward the completion of
their goals.  Goals are documented on a Goal Record and referrals are documented on the Resources Connection
Record. These forms are maintained in the Penelope database.
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Personal Visits: Parent Educators use the foundational visit plans and planning guide from the curriculum to design
and deliver personal visits to families. Personal visits take place in the home unless the family prefers virtual visits.
Virtual home visits can be provided either through interactive video conference or through tele-communication and
can be counted as a home visit. The PVR must be documented completely and the visit must contain all components of
a typical home visit. Enrolled families or children (depending on how the grant enrolls) receive at least 24 personal
visits annually.  Parent educators encourage all caregivers in the family to participate in home visits. One strategy
would be to schedule the home visit during a time both caregivers will be home.  Another strategy might be to provide
educational information stressing the importance of being involved in their child’s education from an early age. Parent
educators also use strategies to promote consistent participation in visits: clearly explaining during the first visit the
benefit of frequent visits, offering visits that are at a convenient time for the family, bringing incentives or donated
items, etc. Personal visits last approximately 45-60 minutes.  When visiting families with multiple enrolled children,
60-90 minutes is the required time frame.  The parent educator sends a text 1 business day before the visit letting the
family know that she is looking forward to seeing the family at that date/time. If the parent educator has to cancel or
reschedule, she must provide the family with at least 24 hours’ notice. Parents are also expected to give 24 hours’
notice if they cancel.  If the family cancels or is not home when the parent educator arrives, the parent educator will
follow-up with the family within 1 business day to find a date/time to reschedule.  The parent educator is expected to
reschedule the visit at the earliest time that works for the family and parent educator. Personal visits are documented
within 3 working days after the visit, using a Personal Visit Record. Parent Educators will utilize the Personal Visit
Planning Guide to ensure each personal visit consistently addresses all three areas of emphasis with each family to
include parent-child interaction, development centered parenting and family well-being.  In addition to this, Parent
Educators will address parent issues that are of an immediate concern and provide resource referrals as needed.
Parent Educators shall use the online Parent Educator Resources, Tool Kit and Parent Handouts from the PAT
Curriculum to share research-based information with families.  Parent Educators promote that they are partners in this

educational journey for both the parent and child.  Working together, they can accomplish much for the betterment of
the family and child’s future success in school.  The Parent Educator is a facilitator of activities as they teach the parent
how to provide developmentally appropriate activities for their child. The Parent Educator will encourage the parent to
continue the activities throughout the month and will reflect with the family on the child’s progress with the activity at
the next home visit.  After the initial prescribed personal visits, subsequent visits should be personalized to meet the
needs and interests of the family. In addition, staff will take into account the family’s culture, language and learning
styles. Parent Educators will discuss with the family the results of any screenings and talk with them about their
observations and the child’s emerging development. Prior to a personal visit, the Parent Educator shall contact the
family to confirm the appointment as well as see if the parent has any immediate concerns.  In addition, the Parent
Educator will disclose the activity they had previously agreed upon that they will be doing and see if the family might
have any of the materials needed for the activity available.  In doing this, the parent and child will be able to continue
using the materials long after the home visit has ended, gaining skills through repeated practice of the activity.  At
check-in, the Parent Educator will ask if they want to discuss anything else. A PAT Foundational Visit Plan or the PAT
Personal Visit Planning Guide is fully completed in Penelope before each visit. Once a visit is completed, it must be
documented using the Personal Visit Record in Penelope within 3 working days. Monthly, the Parent Educator will
provide a children’s book for the family to keep in order to build a home library.  This will also encourage families to
read to their children and can be supported with PAT handouts related to literacy and brain research.

Group Connections: PAT staff will deliver at least 12 Group Connections across the program year to PAT families either
enrolled or being recruited.  In addition, PAT staff will provide Group Connections during the school year to the teen
parents at Bentonville High School. Group Connections are offered both during the day and evening to provide
convenient times for families served as well as at varying locations based on the format of the meeting. Topics are
chosen for the Group Connections based on the family’s interest from a survey given prior to the beginning of the
school year, by talking with families in personal visits, by attendance data from prior group meetings, trends and needs
identified through Penelope reports and ideas from parent educators and supervisors.  Group Connections shall
address all three areas of emphasis at least once during the year and focus on all ages of children served. Formats
include family activity, ongoing group, presentation, community event and parent café’. A calendar is developed and
distributed to families so they can plan ahead to attend. They are also texted reminders prior to the meeting and
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receive a personal invitation from the parent educator at the home visit. Each family must attend at least one Group
Connection per year. Staff shall maintain a spreadsheet of family attendance for quick reference and encourage those
that have not attended. Cultural backgrounds are considered, for example in determining the meeting times of
evening meetings.  Some families have transportation issues and would only be able to attend in the evening due to
the spouse not driving or they will only attend as a family.  Another consideration may be food choices that are served.
The PAT Group Connection Planning Guide in Penelope is used to document the planning of the group and the Group
Connection Record records what actually took place.  The parent educator facilitating the group connection completes
the planning portion at least 2 weeks prior to the group connection date and the record portion within 3 business days
after the group connection. The supervisor records who attended in Penelope. At the beginning of each group
connection in order to create a friendly atmosphere, families are welcomed into the meeting space and are asked to
sign in.  They will be directed to serve themselves and their children the meal that is provided.  Before the main topic
is discussed, an icebreaker may provide the families with opportunities to get to know each other and build social
connections.  Next, staff will provide an overview of what the meeting is about by introducing the topic prior to the
main speaker.  Overview information should provide the families with a purpose for listening and how they can
increase their parenting knowledge from the information that will be shared by the speaker.  Also, the Parent Educator
will relate it to the parent’s role in their child’s development. At the end of each monthly meeting, families will
complete a Group Connection Feedback form. Parent information can be expanded on the topic by providing PAT
parent handouts or linking the topic to a community resource.

Childcare at Group Connections: If there is a need to provide supervision for children at a monthly meeting, the
following procedures should be followed to ensure the safety of the children.  Children are to be engaged in
appropriately planned activities and staff may not be engaged in independent activities that do not include children
such as use of a computer or cell phone. Children shall never be allowed to enter space that is not designated for
PAT use.  Notate any children who leave the group (i.e., those who go back to their parents in the main area). When
children use the restroom facilities, they may not need direct supervision.
Classroom Usage by PAT for any borrowed space: Prior to entering the room, staff should note anything that could
be damaged and anything that is not picked up or put away.

● Staff should actively supervise children.
● Staff should report any damage immediately.
● Staff should always use appropriate volume and tone of voice.
● Prior to entering the room, children should be reminded of the expectations for the classroom usage.
● Treat the classroom with respect and make sure the classroom is kept neat/orderly.
● Pick up/put away anything they get out.

Please adhere to specific classroom teacher requests. Staff are also required to turn off lights and shut the door of
the classroom when leaving. Staff are responsible for cleaning up after the group. The areas used should be left in
better condition than prior to use.
Cancellation of PAT Events: PAT personal visits or Group Connections are subject to change due to inclement
weather, illness or other unforeseen complication.  If possible, advance notice should be provided to families.
Parent Educators will not provide in-person home visits or in-person Group Connections on inclement weather
days. Personal visits and/or Group Connections canceled due to inclement weather will have to be rescheduled in
order to meet grant requirements.  If needed, parent educators should consult their supervisors for assistance in
determining how to reschedule these events.

Child Screening, Rescreening and Referral: Parent educators engage in development monitoring through the PAT
Milestones by Age, formal ASQ-3 and ASQ SE2 screenings and PAT Child Health Record. A milestone is a marker or
significant point in development.  Charting development over time is an additional way to be alerted to concerns in a
child’s individual progress.  The parent handout “Your Child” provides milestone information and should be given to
the families upon enrollment. Parent Educators will monitor and record children’s achievement or developmental
milestones, using a PAT Milestones form.  Version 1 presents the milestones by age and is referred to as the Milestones
by Age.  Version 2 presents the milestones by developmental areas and is referred to as the Milestones by School
Readiness Domain.  This should be reviewed and updated at each visit, and used as a tool for obtaining and using data
on children’s developmental progress for continuous quality improvement and reports to funders and other
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stakeholders. Parent educators review the milestones before each visit to help inform and plan the visits.  Following a
visit, the parent educators update the PAT Milestones in Penelope with emerging and achieved milestones for each
enrolled child. Parent educators use the Milestones to track the child’s development over time and identify potential
red flags. Parent educators follow up on potential red flags with their supervisor and the family in a timely manner. A
complete screening (developmental, social-emotional, health, hearing and vision) is done for the first time within
30-45 days of enrollment (based on grant requirements) for children enrolled prenatally or at birth. The mother’s
pregnancy, labor and delivery information is recorded on the child’s initial health record. This is usually completed
during the first two foundational visits.  In the enrollment packet, families will receive the PAT parent handout, “Your
Child’s Screening”, explaining the purpose of the screenings, along with what they can expect during and following the
screening of their child.  Developmental domains that require screening include language, intellectual,
social-emotional & motor development. The MIECHV funded program will conduct the Ages & Stages developmental
and Social Emotional Questionnaires every 6 months at the child’s birthday and half birthday.   The ABC funded
program will conduct the Ages & Stages developmental and Social Emotional Questionnaires every 6 months after the
first screening.  Hearing and vision screenings are conducted every 2 years, if not completed by medical personnel.
Vision screening is conducted using the PlusOptix Vision Machine and hearing screening is conducted with an OAE
machine, which uses Otoacoustic Emissions testing.  Parent Educators must complete the health record with the family
within 90 days of enrollment. Many items on the enrollment record can be transferred to the health record.  ABC staff
must require parents to submit a health record (physical/well-child check) completed by a licensed professional upon
enrollment. Throughout the year, health information such as well-child visits, immunizations, emergency room visits,
etc. is added to that year’s Child Health Record in Penelope. A new Child Health Record is done annually for each
enrolled child, within 30 days of the date the prior Child Health Record was completed.  As a result, a complete child
screening (developmental, social-emotional, health, hearing and vision) is completed annually. At a Parent/Teacher
Conference, all screenings will be reviewed verbally with families and parents will receive a Screening Summary that
has been completed in Penelope.  The Parent/Teacher Conference must be completed with the family within 14
calendar days of the developmental screening being scored.  The ASQ’s and Child Health Record are structured so that
parents are very involved in responding to the questions and engaging in the activities during a personal visit.  The
Child Health Record, including health, hearing and vision related questions as well as the functional vision
screening-also relies on the parents’ involvement and knowledge of their child. Developmental screening results are
recorded on the screening instruments and entered into the DS-ASQ3 and DS-ASQ-SE2 records in Penelope within 3
work days of completion. In addition, three date fields must be entered to indicate that the Child Health Record has
been completed: date health review completed, date hearing review completed, and date vision review completed.
The health, hearing and vision information should be entered within 3 work days after the parent educator has
discussed the corresponding items with the parents.  A complete screening requires entering the scores/information
and corresponding dates for the ASQ-3, ASQ-SE, health review, hearing review and vision review into Penelope.
Screening administration, understanding of results, and communicating results to parents are addressed in staff
meetings and individual supervision. Rescreening: Parent educators follow the PAT guidelines and use the ASQ
screening tools to help determine when to provide additional activities or resources to address areas of possible
concern, when to rescreen and when to refer.  Referral:  If the child’s scores on the ASQ fall within the black area, the
family is referred. The parent educator will suggest appropriate activities from the ASQ-3 Learning Activities resource
book, or PAT curriculum to promote development in that area.  The Parent Educator will discuss the screening with
their Supervisor.  The child must be referred within 7 days of assessment to First Connections for children under the
age of 3, or to the Northwest Arkansas Education Service Cooperative for children aged 3 or over. Referral is also made
if requested by the parent.  All screenings will be added to the family’s file as well as any referrals based on the
screening results and/or recommendations for further assessment. A supervisor will review these when file reviews
are completed.  When further assessment is needed, Parent Educators will work with families to overcome concerns
and barriers so the assessment can be completed.  The parent educator works with the family to complete the referral
form.  Parent educators request to be invited to the individual Family Services Plan (IFSP) or Individualized Education
Program (IEP) meetings.  Parent Educators will follow up on the progress at the next personal visit to ensure there has
been follow through on further assessment. A Permission to Exchange Information form must be signed by the parent

specifically noting who the Parent Educator has permission to share information with, and a parent may be required to
sign the referral form, if applicable.  If the health, vision or hearing screenings require additional follow-up, the parent
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is advised and encouraged to schedule an appointment with their pediatrician for further assessment and
recommendations.

Resource Connection and Follow-Up: Parent Educators connect families to community resources that help them reach
their goals and address their needs. Parent Educators will maintain a Community Resource Binder with copies of an
up-to-date resource directory and flyers from local agencies.  These resources include medical care, mental health
care, social services and educational services.  The 211 Arkansas Community Resource Directory can be found at
www.211arkansas.org. HARK is another resource that will act as a hub to connect families to multiple other resources
in the community. From the family-centered assessment, in casual conversation or by what they view in the home,
Parent Educators are made aware of specific family needs. At that time, they can refer to their Community Resource
Binder to provide families with information that is appropriate for their particular need as well as to Arkansas 211.
Not only can staff give information about the community resources, they can provide contact information and driving
directions.  They can also explain what to expect when they arrive at the agency to reduce any anxiety the family may
have.  At subsequent home visits Parent Educators will touch base with families to see if additional resources are
needed or if the resources they were referred to were beneficial.  The suggested resources, family feedback and
follow-up will be documented in the Penelope database under Resource Connections.  Parent Educators will have
families sign the PAT Permission to Exchange form prior to contact with other resources and providers.  Parent
Educators will communicate with other organizations serving the family in order to coordinate services and optimally
support the family. For example, if a child is receiving services from a physical therapist, the Parent Educator and the
therapist can communicate and determine how to best meet the needs of the child.  They may determine that it is
best for both of them to work on the same specific skills to provide a better outcome for the child.  Also, when
connecting families with resources, Parent Educators must consider the family’s culture and home language.  Staff
should familiarize themselves with any resources that may specifically accommodate a particular culture.  Some
resources may have an interpreter available to assist the family if needed. It is expected that each family is provided
with at least one resource connection within the first 90 days.  Resource connections should continue to be offered as
needed.  Each active connection should have a progress note at least monthly.

Community Collaboration Plan: Children grow up in the context of a community.  The Bentonville Schools Parents as
Teachers (PAT) program acknowledges this and seeks to engage with our own local resources to support the ideals of
teamwork, connectedness, partnership and collaboration within our community.  Program participants’ benefit from a
wealth of resources made available through collaborations building on partners who have a vested interest in the
success of a shared outcome: healthy and stronger families have brighter futures.  Each year, the Parents as Teachers
program will provide various opportunities for community partners to share their services, knowledge and expertise
with our clients through monthly group connections and teen parent meetings.  These partners include school
personnel such as teachers, financial aid counselors and social workers, the Department of Human Services, the
Northwest Arkansas Community College Career Pathways and GED program, the Single Parent Scholarship of Benton
County program, among others.  In addition, we agree to support our partners through the referral process, to
strengthen, not duplicate, services.  We have a unique opportunity to provide families with what is oftentimes their
first contact with organizations and services within the local community.  Through these connections and partnerships,
we can help foster supportive relationships, and strengthen our community as a whole.  These partnerships include,
but are not limited to, the Benton County Health Department, Community Clinic, Ozark Guidance, high quality child
care providers, the Northwest Arkansas Educational Services Cooperative and Arkansas First Connections to name a
few.  Parents as Teachers will enter into memorandums of agreement with other agencies that will be mutually
beneficial but more importantly will benefit the families in our community that we serve.

Memorandums of Understanding:  The PAT program strives to partner with other agencies in the community in that it
would be mutually beneficial.  As agencies are noted that could be beneficial to the PAT program, an MOU/MOA is
completed and the agency contacted to develop a partnership.  What each agency can provide for the other is
outlined in the MOU/MOA agreement and signed by representatives of both agencies. Parent Educators will post a list
of MOU/MOA agencies and track the number of contacts made during the year.
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Family Engagement, Transition Planning and Exit
Policy:  Families benefit most from PAT services when they are actively engaged with the program.  It is recognized that
high stress environments can make active and consistent engagement in services more challenging.  The Bentonville
Schools PAT program is dedicated to actively facilitating families’ ongoing participation and input into services, along
with a smooth transition out of the program when services are complete.  In addition, the Bentonville Schools PAT
program strives to re-engage families that have lost contact and welcomes families back into the program.

Family Relations: Good communication is vital for a successful program.  Communication with parents should remain
professional at all times.  While on the clock, refrain from discussing things that do not pertain to your role as a Parent
Educator.  Staff is not authorized to assume personal responsibility for a child while clocked in for the program and are
discouraged from babysitting after hours with children in the PAT program.  Family involvement activities are planned
throughout the year and parents are encouraged to participate.  We strive to implement procedures to achieve
consistency between home and the PAT program.

Procedures:
Consent for Services: On the first visit, the parent educator reviews the Participation Agreement/Consent for Services
with the family, discussing the participation expectations and encouraging the parent to ask any questions they may
have about the consent.  The parent educator emphasizes that this is a collaborative, voluntary program where
participation is expected from all parties and explains how missed visits are handled.  In order to best serve the family,
the parent educator asks and discusses with the family during the first visit why they are choosing to participate and
what they hope to get out of services.  Parent educators document their response and submit it to the Program
Coordinator during reflective supervision. Also reviewed is the parents’ option to discontinue services at any time. The
parent is encouraged to share concerns with the parent educator but is made aware they can also contact the parent
educator’s supervisor if that feels more comfortable. Both the parent and parent educator sign and date the
Participation Agreement annually.

Missed Visits: To prevent missed visits, the next visit date is established with the family at the prior visit and a text or
phone call reminder is made 24 hours before the visit.  If a visit is missed, the parent educator contacts the family to
schedule a follow up visit within 24 hours.  If 2 consecutive visits are missed and the parent educator is unable to get
in touch with the family, the parent educator will contact the alternative contact the parents provided during intake or
enrollment. A weekly contact will be made for 30 days to a family that has missed consecutive visits.  All contact
attempts will be documented on the Verification of Services form.  If there is no response after the final attempted
contact, the family will be sent a letter letting them know of the multiple attempts to contact them and to contact the
supervisor if they would be interested in resuming services. This letter is placed in the family file binder.  The date of
the last visit is entered into the Exit field on the Family Information Record and on the Child Information Record in
Penelope.

Ongoing Engagement Strategies: At the close of each visit, parent educators evaluate and look ahead with parents by
asking, “How do you think our time together went today?” and “Which part of our visit will be most valuable?” Parent
educators regularly engage parents in planning for subsequent visits.  Throughout the year at staff meetings, parent
educators discuss with their supervisor the parent feedback from group connections and Parent Satisfaction Surveys
(annually) to consider how services could be strengthened or adjusted to further meet the family’s needs and
interests.

Staff Turnover: In the case of a parent educator’s planned departure, every effort will be made to have the new
parent educator and departing parent educator meet together with the family at a personal visit or group connection.
If this is not possible, the supervisor will contact the family to explain how they will continue to receive services.  If a
parent educator leaves without transition time or must take an extended leave, the parent educator’s families will be
assigned to a supervisor who will provide the home visits until the parent educator returns or a new parent educator
can be hired, attend PAT National training and have new staff training.  It is our goal to provide a smooth transition for
families in the event this happens.

Placing a Family on Hold: The Penelope data system allows for a hold period, which is a status that a family can be
assigned due to a pre-planned absence from services.  The hold period must be planned in advance, for a time period
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of no more than 6 months and approved by the supervisor and the grant funder.  Families may not be placed on hold
due to absence or unavailability of a parent educator to provide services (e.g. due to extended leave, absence,
termination, or resignation).  Once approved, a start date for the hold period is entered in the Family Information
Record in Penelope.  Once the family resumes services, the parent educator enters an end date for the hold period.  If
for some reason, the family does not resume services as planned, they are exited from the program. Examples of
situations in which the family is placed on hold in Penelope are when a family is dealing with a serious medical
condition and cannot participate in visits for a period of time or when a family is traveling for a few months.  Placing a
family on hold does not negate the due date for their scheduled assessments.

Family Transition Planning: The program uses the PAT Transition Record in Penelope for planning and discussing the
family’s exit from services, involving all enrolled family members. The transition plan should be started at least 3
months prior to the family’s exit date and added to until the family leaves.  However, if the parent educators do not
know about a family’s exit 3 months in advance, the transition plan should be started when the parent educator learns
of the family’s exit.  With written permission, the parent educator may contact community resources in order to
support the family following their exit from PAT.  Within 30 days of an exit or transition from the program, the family
file must be completed.  As children age out of the PAT program and become age eligible for kindergarten, they will
graduate from the PAT program. At this time, the Parent Educator will review with the family the Bentonville Schools
website and assist them with open enrollment for kindergarten in order to connect the family with the school and get
their child registered for kindergarten. With parental Permission to Exchange Information, the Parent Educator will
share information with the child’s kindergarten teacher in relation to developmental assessments and milestones as
well as outcomes and goals achieved by providing the classroom teacher with an exit summary report.  There will also
be communication with the special education department or school nurse depending on the needs of the child and
any therapies the child may be receiving, etc.

Family Exit from the Program: Exit from the program may be planned or unplanned.  Within 30 days of a family’s exit,
the date and reason for exit must be documented on the Family and Child Information Record in Penelope, incomplete
information must be addressed and the service file, group connection files, and case file closed.  Included in the family
file will be exit date, reason for exit and child’s age at the time of exit, a summary of contacts and services offered and
received and resource recommendations and referrals.  In addition, the most recent screenings administered and
concerns, status of child development in all domains at the time of exit, immunizations (ABC families), outcomes and
goals achieved as well as a transition plan will be added.  This will be kept for a minimum of 3 years.  The Family
Service File and Exit Summary in Penelope serves as both a contact history/service summary and the exit record.

Data Collection and Documentation of Services
Policy: Data collection and documentation of services are fundamental for driving responsive, quality service delivery
and demonstrating outcomes for families.  The Bentonville Schools PAT program maintains comprehensive and up to
date documentation of family information, service delivery, and additional evaluation data.

Record-Keeping: Penelope is the data management system and records are kept indefinitely.  There are multiple
sources of record keeping that are required.  Each family’s file or database record shall include enrollment
information, completed child health information, signed consent forms and participation agreement, completed
assessments and results, goal setting, timelines, action steps and date goals are achieved, completed personal visits
as well as visits not completed due to no-shows or cancellations, group connections attended, completed child
screenings and any follow-up, resource connections received and outcome, contact/service history, exit/transition
information and any other documentation that is collected as dictated by PAT National or the grant funder.  In
addition to the family’s file, staff will complete online databases as required by their grant funders.  ABC staff will
update COPA within one week of the home visit.  MIECHV staff will update ETO within one week of the home visit.  In
addition, all staff will schedule, plan and document home visits and other information using the PAT Penelope
software.  Planning forms for group connections must be completed prior to the event, and all applicable forms
updated afterwards should be submitted to the supervisor within one week.  Paper records are kept for a minimum
of 3 years and except for the current year are stored at the school district warehouse. Family File Contents:  Both
funding sources for the PAT Program (ABC and MIECHV) require that Family Files are maintained and continuously
updated in order to organize family information and documentation.  Contents include title for each form/report,
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initial time frame for completion and timeframe for completion following initial, who completes the form and where
it is stored. Group Connections File Contents: For all items, title of each form or report, initial timeframe for
completion and timeframe for completion following initial, who completes the form and where it is stored.

See Appendix A for Record Keeping Requirements.

File Reviews:  In addition, the Service Alert Report in Penelope will be used to monitor that information is being
entered and services are being delivered as expected.  The supervisor also uses the Family Demographics Report to
ensure that family information has been gathered and entered as expected.  Any issues identified by the review of
these reports are followed up on with the parent educator.  The supervisor also reviews the quality of the
documentation for personal visits, family-centered assessments and screenings in at least 5 family files for each
parent educator quarterly using the PAT Family File Review Tool. Feedback is provided to the parent educator in the
following individual reflective supervision session.  Additional monitoring and file reviews are completed for new
parent educators during their first year.  The supervisor enters the date that the file review was completed in
Penelope as an indirect event and keeps completed file reviews for 12 months in the parent educator’s supervision
file.

Family Feedback: Families have the opportunity to provide program feedback at every home visit, at the end of each
group connection and annually through the Parent Satisfaction Survey.  They complete these on paper or online and
they are returned to the supervisor who enters them via the PAT ebiz portal. We value the input of our families and
use it as a source for improvement.  The supervisor can access the summary report and share with staff during a staff
meeting.  The staff discuss the results and identify areas for continuous quality improvement or adjustment to services
offered to meet family needs.

Continuous Quality Improvement: Bentonville Schools engages in both ongoing quality assurance and continuous
quality improvement (CQI). Quality assurance is carried out using the QA Blueprint in Penelope and includes but is not
limited to: Monitoring the timeliness, amount and frequency of services that families are receiving, observing parent
educators deliver personal visits and group connections, reviewing family files, monitoring the implementation of
supervision, staff meetings, core-competency assessments and performance reviews, and reviewing data, family
feedback and policies/procedures.  The supervisor follows up on information and data from quality assurance activities
both at the individual level with parent educators and at the program level.  At the program level, follow up may
include but is not limited to staff skill building, clarification of processes and refinement of policies/procedures.
Bentonville Schools PAT uses data and information from program operations, service delivery, quality assurance, and
evaluation to identify areas for CQI.  The CQI team is made up of the affiliate’s Parent Educators and supervisors and
the goal of CQI is to continually look for ways to increase the quality of the PAT program that will result in desired
outcomes for PAT families. To assess outcomes of individual families, the Family Map will be used. In addition, the
Child Enrichment Services will look for ways to increase efficiency and effectiveness of the Parent Educators and PAT
program.  At least annually, the affiliate gathers and summarizes feedback from families about the services they’ve
received, using the results for program improvement. Input from the advisory committee members and families that
receive services is gathered and used in PDSA cycles.  The PDSA (Plan-Do-Study-Act Cycle) worksheet is used to guide
and document CQI work.  Quarterly, at a staff meeting, the current CQI Plan will be reviewed for progress and updated
as needed.  The current CQI plan is to continue working to increase parent participation at group connections.

Evaluation and Reporting: The affiliate annually reports data on service delivery and program implementation
through the APR; affiliates use data in an ongoing way for purposes of continuous quality improvement.

Orientation and Training for New Staff
Policy: Initial orientation and continued training provide a strong foundation for the work of parent educators. The
Bentonville Schools PAT program develops the skill and knowledge base of new parent educators through coaching
throughout the first year.
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Procedures:
Required training before delivering services to families: All newly hired parent educators must complete Foundational
and Model Implementation (FMI) Training before delivering services to families. The supervisor enters the date the
parent educator completed the FMI training as an indirect event in Penelope (MIT Completion date).

Orientation and PAT Training Requirements: New Parent Educators will receive ongoing orientation and training during
the first year of employment. There will be a 30 and 60-day review, 6-month review and annual review.  A new hire
orientation will take place on the first day of employment and will include but is not limited to all topics addressed in this
personnel handbook. Parent Educators will be provided a workspace with technology and will be assigned an email
address. They will create a profile on the PAT website so they can be added to the affiliate. Staff will receive a district
photo ID and business cards.  New staff will meet with a mentor Parent Educator to discuss a home visit schedule so the
new Parent Educator can observe and begin learning the process of a home visit from beginning to end.  An ample
amount of time over the next few weeks will be gaining knowledge about the PAT program through the PAT National
website and shadowing their mentor Parent Educator conducting home visits and group connections. Through an
ongoing program of training and development, staff will grow professionally. All Parent Educators who deliver Parents as
Teachers services to families are required to attend the Foundational and Model Implementation Trainings before
delivering the Parents as Teachers curriculum.  Additional training may include Foundational 2.  Once certified, each
Parent Educator will attend competency based professional development and renew their certification with the PAT
national office annually. New supervisors will attend at least the Model Implementation Training. Parent Educators are
also required to attend any training that is mandated by grant funders. A mentor Parent Educator will provide direction
as new staff follow the written Recruitment Plan to begin recruiting families for the program.  Within the first 6 months
of employment and again before the end of the first year, the new Parent Educator will be observed in at least 1 home
visit, 1 group connection and completing 1 screening and will be provided feedback after each.

The section on safety procedures in this manual must be reviewed and discussed in detail with all new parent educators
before visits are observed or conducted. The supervisor reviews the affiliate plan and most recent Affiliate Performance
Report with each new hire before the parent educator attends FMI training.  New hires also attend PAT’s New Employee
Orientation.  In addition, the supervisor reviews and discusses the Bentonville Schools PAT program policies and
procedures in detail with the new parent educator.  These activities may take place or begin before the parent educator
attends FMI.  Review of the policies and procedures is completed within the first quarter of employment. Following FMI
training, the supervisor provides an in-depth introduction to the PAT Penelope data system, reviews the parent
educator’s understanding of each of the PAT Penelope Data System Guided Learning Modules, and guides the parent
educator as he/she begins entering live data into the Penelope system. Completion of orientation tasks and activities are
recorded on the orientation checklist kept in the individual supervision file maintained by the supervisor.

Additional Coaching and Training: The supervisor provides more frequent supervision during the new parent educator’s
first 6 months of employment, using the Foundational Reflective Supervision Plans from the PAT Reflective Supervision
Toolkit. Specifically, weekly, individual reflective supervision is provided during this time. Each session is booked as a
Reflective Supervision informal series event with the respective parent educator and documented using the Reflective
Supervision Plan document in Penelope.  Following FMI training, the parent educator practices completing functional
vision screening.  In addition, the following trainings are completed within 60 days of FMI Training: Approach to
family-centered assessment, Parental Stress Scale (PSS), Intimate Partner Violence (MIECHV grant requirement), ASQ-3
and ASQ-SE2 and PAT Penelope Data System Guided Learning Modules. Parent educators enter the date they complete
each training as an indirect event in Penelope (PD/Training). Additional monitoring and file reviews are completed for
new parent educators during their first year (at least 2 files monthly for the second six months).

Shadowing: Within the first 6 months, the newly hired parent educator shadows a more experienced parent educator
(including the supervisor) on personal visits. In total, 4 visits are shadowed with 2 of these visits including screening. The
new parent educator also attends the group connections during this time to observe and assist as appropriate.
Shadowing can occur prior to FMI training. The parent educator enters the dates she shadowed in Penelope as an
indirect event (Mentor Observation).

Observations: New parent educators are observed by the supervisor delivering a personal visit, screening and group
connection within 6 months of FMI training and again at 1 year, using the PAT Personal Visit and PAT Group Connection
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Observation Tools. Verbal feedback may be given directly following the visit if possible. In addition, written and verbal
feedback is provided at the following supervision session. To document these observations, the supervisor enters each
observation as an indirect event (PV, GC, or SC Observation) and then also enters the date feedback is provided as
another session event in Penelope.  In addition, the completed Observation Tools are maintained in the individual’s
supervision file.

Supervision and Professional Development
Policy: Reflective supervision and professional development are integral to developing and retaining high quality staff,
preventing burnout, and reaching outcomes set for the affiliate and for families. Parent educators and supervisors
carrying a caseload participate in regular reflective supervision and obtain ongoing professional development.
Supervisor to parent educator ratio: 1:5 however, Bentonville Schools ratio is 1:1.5.

Procedures:
Reflective Supervision- Reflective processes promote decision-making skills and enhance feelings of confidence.  This
allows the Parent Educator and supervisor to solve problems and create awareness.  Meetings are scheduled weekly or
bi-weekly at a designated time, depending on the Parent Educator’s schedule. Parent Educators must plan for these
reflective supervision meetings and avoid scheduling home visits that may interfere.  If there is an extenuating
circumstance, Parent Educators must consult their supervisor to schedule another time to meet.  The affiliate supervisor
provides individual reflective supervision to parent educators once a week for at least 30 minutes each time.  If a session
must be canceled, every effort is made to reschedule it for the same week. General content covered included but is not
limited to:

● Review of caseload numbers, including discussion of strategies for families that are not attending visits
consistently

● Individual family struggles, challenges, and celebrations
● Questions/guidance regarding the Foundational curricula, e.g. regarding activities, resources materials,

etc.
● Ethical concerns and role/boundaries as a parent educator
● Building skills as a parent educator
● Caring for one’s own well-being and preventing burn-out
● Use of the data systems

Each individual supervision session is recorded in Penelope by the affiliate supervisor, using a Reflective
Supervision informal series event with the respective parent educator and a Reflective Supervision Foundational
Plan or the Reflective Supervision Planning Guide and Record.

Staffing: The supervisor leads affiliate staff meetings twice monthly for a minimum of one hour each with all
parent educators. Staff must plan for these meetings to avoid scheduling conflicts. If there is an extenuating
circumstance, parent educators must consult their supervisor to schedule another time for the staff meeting
that works for everyone’s schedule. Over the course of a program year, staff meetings address:

● Administrative issues and upcoming group connections
● Sharing of data system reports for review and discussion of implementation and outcomes
● Case discussion, highlighting celebrations and challenges from the parent educators
● Sharing of ideas among parent educators and updating community resource information
● Skill/team building and follow-up from previous staff meetings

Staff meetings are documented in Penelope by the supervisor using a staff meeting indirect event and the staff
meeting notes document to record a summary of what was discussed.  Staff in attendance are recorded.

Observations of 2nd year + parent educators: Each parent educator in their 2nd year or beyond is observed
delivering a personal visit each semester of the program year, using the PAT Personal Visit Observation Tool.
Verbal feedback may be given directly following the visit if possible. In addition, written and verbal feedback is
provided at the following supervision session. The date of the observation and the date that feedback is given
are recorded as separate indirect events in Penelope and the completed Personal Visit Observation Tool is kept
in the supervision file. Observation of services and related feedback are designed to provide insight to strengths
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and areas for improvement.  As well as to help ensure qualified and competent staff.  The Program Coordinator
maintains documentation of all observations and evaluations.  Parent Educators are observed and/or evaluated
in three ways:

● Personal Visits: Parent Educators are observed twice a year (fall and spring) conducting a personal visit.  The
observation is completed by a supervisor using the PAT Personal Visit Observation Tool.  Feedback regarding
personal visits will be discussed confidentially with the Parent Educator.

● Annual Evaluation: Staff will complete a self-evaluation and job performance is assessed annually utilizing the
Bentonville Schools classified staff evaluation form.  The employee’s immediate supervisor, Program Coordinator
and the Director of Early Childhood, will give input.  Annual evaluations are discussed confidentially with the
Parent Educator.

● Group Connections:  Quarterly, group connections are observed by a PAT Supervisor and assessed utilizing the
Group Connections Observation Tool.  Group Connection observations are usually discussed as a group with
information shared openly.

Observation of Group Connections: The supervisor observes a minimum of four group connections per year
using the PAT Group Connection Observation Tool (in addition to any group connection observation of a new
parent educator).  The supervisor observes a representative sample of group connections offered, considering
the format of the group, the location and the facilitator(s).  The supervisor reviews the planning documentation
prior to the group, then observes the group and takes notes.  The supervisor does not participate in or facilitate
the group she is observing. Within three business days, the supervisor meets with the facilitator(s) of the group
to give verbal and written feedback.  The date of the observation and the date that feedback is given are
recorded as separate indirect events in Penelope.  The completed PAT Group Connection Observation Tool is
kept in the supervision file.

Annual Performance Reviews and Ongoing Professional Development: During the annual performance review,
the parent educator and supervisor discuss the core-competencies self-assessment and a professional
development plan for the coming year. In addition, the Parent as Teachers Annual Performance Review is
completed, discussed and signed-off on by the parent educator and supervisor. Both the affiliate supervisor and
parent educator identify and share information about professional development opportunities.  When the
parent educators have gone to a training, they discuss what they have learned at the next staff meeting.  Each
parent educator enters the date and duration of the professional development they attend in Penelope using the
Prof Dev/Training indirect event, within 3 business days. The affiliate supervisor monitors parent educator
participation in professional development, checking in during supervision at least quarterly regarding
completion of professional development. Ongoing professional development enhances Parent Educators’
knowledge and increases their competence in delivering services to families. The supervisor works with Parent
Educators to help them develop a professional growth plan using the Parents as Teachers core competencies as a
framework.  At 30 days of employment and annually, staff utilize the PAT Core Competencies Assessment Tool to
complete a self-assessment to assist them in developing short/long term goals. The supervisor and Parent
Educator use this assessment, along with review of progress on their previous year’s goals and observation of
service delivery, to develop written professional development goals. Specific training or professional growth
opportunities can be identified to meet these goals. Professional development should relate to the five Parents
as Teachers core competency areas: Family Support and Parenting Education; Child and Family Development;
Human Diversity within Family Systems; Health, Safety and Nutrition; and Relationships between Families and
Communities. Parent Educators will obtain a minimum of 30 hours of professional development annually.
Training required by the grant funder, PAT National or assigned by the supervisor are mandatory.  Any employee
not acquiring the required 30 hours per school year by the end of June will risk continued employment with the
program.  A Training Verification Form must be completed for any training that is attended outside of CCES/PAT
and must be signed, dated and marked with the time released by the trainer.  All staff attending the same
training will sign the same form. These forms will not be used for conferences with multiple sessions throughout
the day.  Training certificates must be turned in with the Training Verification Form no later than the following
Monday.  One person attending the training should be designated to be responsible for turning in the form and
certificates for all who attended.
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Professional Development Procedure for Out of District Trainings: For professional development that staff
attend outside the Bentonville area, staff are paid travel time at a set rate determined from the quickest route
on MapQuest (listed on Travel Rate Reimbursement Form). In addition to this, staff are paid for the amount of
time spent attending the training. Staff are not paid for meal breaks.  They are also not paid for arriving early or
for staying late once the training is over.  For conferences, in addition to being paid for approved travel time,
staff will be paid from the time of the first session they attend until the end of the last session they attend each
day. Travel time may be included in that time if it does not equal 8 hours per day, so that the staff member will
receive the same amount of work hours as they typically would. Lunch will be deducted unless it is listed on the
schedule as training and training credit is received.  Staff members who provide an approved conference
presentation will receive credit for that time. In order to attend out of district training, an online Out of District
Travel Request form must be submitted to and approved by the Director of Early Childhood. Upon receiving
approval, the employee will complete a Training Request Form and online Purchase Order request for
reimbursement.  Staff must enter a Professional Development day online in Frontline prior to the training, only if
staff are attending a conference/meeting where they will be out of the district all day and will not be able to
clock in/out. Upon return, a Travel Reimbursement Form with the certificate/agenda must be provided with the
training hours attended and the Program Coordinator must send an email to the Frontline manager so time can
be adjusted to reflect accurately. Staff may not work more than 40 hours per week. In the event that attending
PD will put staff over 40 hours, it is the staff’s responsibility to discuss it with their supervisor to determine when
excess time will be cut. It must be cut the week the training occurs. Staff will follow the district policy for meal
and mileage reimbursement. Staff will be paid $40 per day, for in-state meal reimbursement. If a meal is
provided, that portion of the meal reimbursement will be deducted.  If a staff member has to leave Bentonville
before 7:00 am to arrive at the training on time, they will be reimbursed for breakfast and if staff are scheduled
to arrive back in Bentonville after 6:00 pm, staff will be reimbursed for dinner. For trips outside of the
Bentonville area, if more than 1 staff will be attending, a district vehicle will be reserved. Individual staff who
choose to register for individual training outside the Bentonville area will be responsible for their own mileage
and other expenses unless approved by the Director of Early Childhood.

Parent Educator Safety
Policy: Maintaining staff safety is of paramount importance to the Bentonville Schools PAT program.  To this end,
supervisors and parent educators must be well informed about and utilize strategies designed to promote staff safety.
Procedures: Parent educators should listen to their instincts about their sense of safety and involve their supervisor to
help address any concerns.  This may include but is not limited to being accompanied on a visit and if necessary,
relocating visits to the office.

Training on Parent Educator Safety: Strategies and issues regarding staff safety are regularly discussed in staff
meetings. At least annually, a staff meeting will be dedicated to training on safety-focused topics selected with input
from staff.  Initial topics may include personal safety, self-defense and de-escalation techniques. As with all
professional development, parent educators record their participation in safety training in the Penelope data system.

Sharing of Schedules and Communication While in the Field: Parent educators are expected to maintain an
up-to-date calendar in Penelope, which is visible to the supervisor and should adjust their schedule as changes arise.
All parent educators (and supervisors) are reimbursed for the use of their personal cell phone.  If contacted by the
supervisor or another parent educator, the parent educator is expected to respond as soon as possible, but no later
than the end of the day. If the parent educator has a late night visit or a visit in an area with safety concerns, the
parent educator contacts the supervisor before the visit and confirms the time and location of the visit, and then
contacts the supervisor before leaving the visit.  In case of an emergency, the parent educator contacts the proper
authorities and then calls the affiliate supervisor directly after.  Also Parent Educators should ensure that family files
and/or database records include updated family addresses.

Outdoor Safety and Travel: Parent educators are expected to have a vehicle in good working condition with sufficient
fuel at all times and should get clear directions for where they are going and map out the safest, most direct route
ahead of time.  Purses, iPads and laptops should be left in the trunk of the car or locked in the office. The parent
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educator parks as close to the home as possible and keeps the car locked.  It is important that parent educators are
organized ahead of time so that when they arrive they are not spending time getting things together.  Parent educators
should be vigilant about their surroundings, paying attention to possible risks in their environment. If necessary,
parent educators ask the parent to escort them in and out of the home.  A parent educator should not enter a home if
there is yelling, screaming, breaking glass, etc. coming from within.  If this is the case, once in a safe location, she
should call the police and supervisor. Parent educators need to be aware of all exits from the home and the fastest
route to their car. Parent Educators should follow all laws related to safe travel.

Safety During Personal Visits: Parent educators should not wear or bring valuables on a visit, should wear comfortable
clothing and shoes that allow them to move easily, and wear Bentonville School District ID badge.  Visits should take
place in common areas of the home, such as the living room or kitchen.  The parent educator should sit facing a door,
and if possible, in a hard-backed chair for easy exit.  If a parent educator feels unsafe around a family pet, she will ask if
the pet can stay in another room.  If the parent is unwilling to do so and the parent educator feels endangered by the
animal, she will leave the visit. If a parent, guardian or caregiver in the home is agitated or aggressive, the parent
educator may attempt to de-escalate the situation if she feels comfortable doing so and is not in immediate danger.  If
the educator is not able to de-escalate or does not feel safe in attempting to do so, she leaves immediately as calmly
as possible, and contacts the police and then affiliate supervisor to determine if a hotline call should be made.  As
soon as possible following this incident, the parent educator contacts the family to check on their safety.  If a parent
educator observes what appears to be illegal activity in the home such as the sale or manufacturing of drugs or a
significant safety concern such as a gun that the parent declines to lock up, she leaves the home as quickly and calmly
as possible. The parent educator then immediately contacts the supervisor and determines the authorities that need
to be contacted (such as the police and/or child abuse/neglect hotline).  As a reminder, if for some reason the
supervisor cannot be reached, parent educators should ensure that they fulfill their mandated reporter responsibilities
whenever it applies to a situation.

Child Abuse and Neglect Reporting: Staff are mandated reporters for child abuse and must report suspected child
abuse or neglect.  Staff should document any concerns on the appropriate form. In the event staff determine a call to
the hotline is necessary, they must complete the child maltreatment form for documentation and make the call the
same day of the suspicion. (Form should be placed in the family file.) The Child Abuse Hotline number is
1-800-482-5964. A supervisor must be notified after the report is made. The supervisor can provide support and
direction to the Parent Educator as needed. Confidentiality should be maintained to protect everyone involved and
only necessary parties should be informed.  Staff should be aware of constant bruises or marks on a child as well as be
aware of what children say. Staff should not question children regarding suspected abuse. There is a criminal penalty
for violation of this report law. Once the threat of abuse is eliminated from the home, continuation of services may
resume.

Domestic Violence: The term “domestic violence” and related terms such as “intimate partner violence,” are often
defined in different ways.  It is a pattern of controlling behavior used to gain and maintain power.  Parent Educators
want to strengthen families and encourage healthy relationships. All MIECHV families will receive domestic violence
screening through the Intimate Partner Violence (IPV) screening tool as required within 6 months of enrollment.  If the
screening tool indicates abuse, is self-reported or abuse is suspected, the Parent Educator should talk with the parent
about it (only if the perpetrator is not present or in the home) and if applicable discuss safety planning, how referrals
will be made and intervention materials provided through PAT handouts (handouts should not be left out for
perpetrator to find).  The parent’s options may be to stay, file charges, seek protective orders or leave and the Parent
Educator will support whichever is chosen. The purpose of the screening is to educate survivors and inform the
parents so they will have the tools to make the best decision for themselves and their children while maintaining their
current safety as well as the safety of the Parent Educator.  Parent Educators will stress to the parent the importance of
confidentiality.  The Parent Educator will document and gather information, then consult with their immediate
supervisor during reflective supervision so support can be provided to the Parent Educator and to ensure the proper
steps are taken which may vary depending on the situation.  The goal is to protect the child, parent and Parent
Educator.  Partner agencies where a referral may be given is the NWA Women’s Shelter (479-246-9999), Havenwood
(479-273-1060) or the Children’s Advocacy Center of Benton County (479-621-0385), for example.  Once a residence
has been established, PAT services can continue.  In addition, Parent Educators have been trained in TIPS for Great
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Kids, which stands for “Teaching Important Parenting Skills”.  Parent Educators can refer to the Toolkit and share a TIPS
card to provide additional parent education on the topic.

Parental Substance Abuse: Substance abuse and substance dependence are both mental health classifications and
should only be diagnosed and treated by a qualified clinician.  Parent Educators conduct a family-centered assessment
(Family Map) every 6 months.  If parental substance abuse is indicated by the assessment tool, is self-reported or
abuse is suspected, the Parent Educator should talk with the primary caregiver and help them reflect on parenting
behaviors and goals that will keep their child healthy and safe.  If appropriate, offer information on medical or
counseling resources.  Applicable community resources that can offer services by a qualified professional such as
Decision Point (479-271-6163) may be shared as well as intervention materials provided through PAT handouts.  The
Parent Educator will document and gather information, then consult with their immediate supervisor for reflective
supervision so support can be provided to the Parent Educator and to ensure the proper steps are taken which may be
vary depending on the situation especially if they question whether they should contact the DHS Child Maltreatment
Hotline or report it to the police.  The goal is to protect the child, parent and Parent Educator.  Parent Educators can
refer to the Toolkit and share a TIPS card to provide additional parent education on the topic.  The Parent Educator will
have ongoing follow-up with the family.

Parental Mental Health:  Mental health is the foundation for thinking, communication, learning, resilience and
self-esteem. Mental health is also key to relationships, personal and emotional well-being and contributing to the
community or society.  Parental mental health can and does impact children’s development.  Parent Educators can
reassure parents that mental illness is nothing to be ashamed about.  Because PAT serves families with infants or
young children, it is especially important for Parent Educators to understand postpartum depression and how it could
develop into more severe conditions.  Staff should keep the lines of communication open and encourage parents
struggling with this or other mental health concerns to talk about their feelings and to seek help if the situation does
not improve.  If depression or other mental health concern is indicated on the family assessment tool, is self-reported

or depression is suspected, the Parent Educator should talk with the parent about it.  The Parent Educator can offer
information on medical or counseling resources.  Applicable community resources that can offer services by a qualified
professional, such as Ozark Guidance (479-750-2020), may be shared and intervention materials may be provided
through PAT handouts.  In addition, a memorandum of understanding has been signed by Community Clinic NWA
(1-855-438-2280) which is a healthcare ministry of St. Francis House NWA and has a licensed mental health
professional contracted to work with families in need of services.  The Parent Educator will consult with their
immediate supervisor so support can be provided and to ensure the proper steps are taken.   Procedures may vary
depending on the situation, especially if there is a question whether Parent Educators should contact the DHS Child
Maltreatment Hotline.  The goal is to protect the child.  Parent Educators can refer to the Toolkit and share a TIPS card
to provide additional parent education on the topic. Parent Educators will have ongoing follow-up with the family.

Communicable Diseases/Sanitation Precautions: Parent educators wash their hands or use hand sanitizer before and
after each visit to help prevent bringing germs into the family’s and their own homes.  It is recommended that parent
educators carry with them a plastic tablecloth to use on the floor when doing an activity that needs floor space.  In
addition, antibacterial wipes can be used if needed.  Staff should ensure all toys and equipment are sanitized at the
conclusion of the visit once staff return to their office before those materials are stored for the next home visit.
Dealing with illness: Staff will check in with families prior to a home visit as a reminder of the visit as well as to see if
the family has any concerns that need to be addressed so that parent resources can be printed to take.  In addition,
staff can see if the family has any of the materials needed for the home visit so after the visit, the family will still have
the activity to utilize.  At the time of this call, staff should also ask about the health of family members to see if anyone
is sick.  The home visit may be rescheduled in order to allow the sick family member time to recuperate as well as not
to expose the home visitor to the illness. Parent educators will follow ADH & PAT guidelines related to health.

The Bentonville Schools supports the safety of all Parent Educators as well as the families and children served.
Supervisors have the important role of ensuring that all Parent Educators know the program’s policies regarding safety
and have an opportunity to recognize and reflect on uncomfortable situations in their work with families during their
reflective supervision time with staff.  In any situation, it is best to trust one’s instincts, stay alert, and avoid
unnecessary risks. Parent Educators who feel unsafe need to listen to and address these feelings. Supervisors want

22



staff to be comfortable to discuss uncomfortable situations so they can support the safety and self-care of the Parent
Educators. Maintaining staff safety by attending health and safety training.  Parent Educators and supervisors must be
well informed and utilize strategies to promote staff safety.  Annually, at the beginning of a new school year, the Family

Handbook, Personnel Handbook, PE Job Description and all health and safety procedures will be reviewed with all
Parent Educators at the July staff meeting and updated as needed. Staff will sign a statement acknowledging they have
reviewed and agree to abide by all policies and procedures stated in the Family Handbook, Personnel Handbook and
Job Description annually.

Client Rights and Confidentiality
Policy: Respect for families’ rights and confidentiality are central to the relationship with the family.  The    Bentonville
Schools PAT program obtains families’ consent for services, maintains confidentiality in accordance with the legal
requirements, and keeps family records secure.  Families have a right to have a well-trained and competent Parent
Educator who is professional and maintains boundaries. They will work to strengthen the family unit and will maintain
confidentiality. They will provide well-planned personal home visits and group connections to meet the needs of the
families served and will refer them to community resources as needed or requested.  All family records will be
maintained in a locked file cabinet in order to protect the confidentiality of PAT families. Only information that has a
signed release (Permission to Exchange Information form) by the parent will be forwarded to other parties. Families may
have access to their records at any time and those records will be maintained for a minimum of 3 years after services
have ended.

Procedures:
Consent for Services: It is critical that families understand the services being offered, expectations for their
participation, and how information about the family and the services provided to them will be documented and used.
Therefore, the PAT Participation Agreement/Consent for Services must be reviewed, discussed, and signed by the
parents/guardians and parent educator by the end of the first visit.  This means that the parent educator talks through
each item on the family agreement with the parents, invites the parents to share any questions or concerns, and tells
the parents that they can change their mind at any time.  Consent should be obtained from each enrolled parent.
However, as long as consent is obtained from at least one parent, services can be provided.  If a new caregiver begins
to regularly participate in visits, the parent educator can obtain informed consent via the same process.  This step
should be taken for any new caregiver whose information will be entered on a Parent/Guardian Information Record or
anyone who participates in a family-centered assessment.  The “Consent Received” box in each enrolled parent’s
Individual Profile in Penelope must be checked once the consent is assigned.  In addition, Consent is re-obtained from
the family annually on a new form and families receive a new Family Handbook.  It is also signed by the parent
educator and filed in the Family File binder.

Confidentiality:  It is important that we ensure family privacy in relation to information verbally shared and written
documentation.  For this reason, family files shall be kept in a locked file cabinet. It is appropriate to share pertinent
family information for the purpose of supervision or case consultation in an effort to better serve families otherwise
your personal visits are private and will remain confidential. It is a legal requirement that written permission to
exchange information be given by the parent prior to consultation with another agency.

Security and Maintenance of Family Records: Family records are maintained online via the Penelope Data
Management System.  Penelope is a highly secure, HIPAA compliant data management system.  Signed consents,
permission to release information, and other paper items are maintained in the Family File binder in a locked file.
Prior to shredding, any paper record with personally identifiable information, including printed reports, should be kept
in a locked cabinet or case when not in use or in the possession of the parent educator or supervisor.  As outlined in
the Consent, parents or legal guardians have access to their family file.  To access, they must make the request in
writing to the program supervisor.  The parent is informed to allow up to three business days for access and sign a
statement that they were provided with their records.  Paper printouts of the records within Penelope are provided.

Exchange of Information: Initiating exchange of information-Before communication and exchange of information
occurs with a community provider or organization, written permission to exchange information is obtained from the
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parent, using the PAT Permission to Exchange Information form.  Each permission to exchange information is for a
specific agency or organization.  The permission outlines the specific information that will be shared and with whom.
The permission also states the time period for which it is valid and is signed by the parent. Receiving a request for
exchange of information-Before a program responds to a request to release information, it must receive a written,
signed, current permission to exchange information and inform the parent that this request has been received.  A copy
of the signed request to release information is placed in the Family File binder.  A parent is notified that a request for
exchange of information has been received before the parent educator responds to it.

Case Consultation within the Organization: Case consultation occurs during individual, reflective supervision, staff
meetings and consultation with the Bentonville School District Masters level social workers who serve as mental health
consultants.  Case consultation takes place in a setting with sufficient privacy so that it is not overheard.  Only initials
or first names are used during case consultation and the minimum amount of information necessary to facilitate the
consultation is shared. At a scheduled supervised reflection with staff, individual cases may be discussed.  This allows
the Parent Educator to reflect on the case and a supervisor can provide support.

Personal Visit Privacy Measures: If people other than the parent/guardians or caregivers are in the home during the
visit and the parent does not wish for them to participate, the parent educator does her best to maximize the privacy
of the visit.

Legal Requirements to Disclose Information:  During the consent process, the following is discussed and provided in
writing to the parents/guardians:

● With whom individual information provided by the family and information about services provided the
family may be shared.

● Conditions under which the affiliate would release identifiable information outside of the program without
written permission, namely in order to protect the parent or others from serious harm or if a court order
requiring the release of information must be complied with.  The affiliate will act in accordance with the
legal recommendations.

Accommodation for Disabilities: The Bentonville Schools PAT program complies with the Americans with Disabilities
Act (ADA) and its associated regulations.  In addition, Bentonville Schools PAT program strives to facilitate the
participation of all eligible families and makes every effort for additional accommodations as necessary. Any family
who meets the enrollment criteria are accepted into the PAT program provided space is available.  Communication is
key in making appropriate accommodations to meet the needs of families with disabilities.  The Parent Educator will
work with the family as needed.

Participant Grievances:  A participant can file a grievance using the PAT program Grievance Form.  Families who have
concerns should first speak directly to the Parent Educator to give them an opportunity to address those concerns and
resolve them as quickly as possible.  Oftentimes, a misperception may cause a concern.  After the family has tried to
resolve the concern with the Parent Educator and no resolution has been found, families should be referred to the
Parent Educator’s immediate supervisor.  The PAT program wants to provide a quality home visiting program and seeks
to meet the satisfaction of all families enrolled. The Grievance Form can be turned into a parent educator or
supervisor.  The supervisor will review the grievance within two workdays with the Director.  A written response to the
grievance will be drafted and reviewed by all parties mentioned.  Once fully reviewed, the parent will be provided with
a written response via email, if the parent uses email. The response will be provided within 30 days of the initial
submission.  The written grievance and response will be maintained in the program files.

Staffing and Personnel
Policy: The Bentonville Schools PAT program strives to maintain a skilled and capable workforce.
Employment and personnel practices facilitate an equitable and supportive work environment.
Maximum Caseload: 20 families for MIECHV grant, 27 children for ABC grant

Caseload Size: Caseload size affects the quality of service delivery.  Staff must have good time management skills in
order to manage service delivery along with all the other responsibilities of a Parent Educator. These responsibilities
include personal visits, planning, travel, record keeping, group connections, screenings, linking families to community
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resources, etc.  Additional responsibilities are recruitment and retention, which include making up home visits as well
as supervision, staff meetings and professional development.  In some cases, caseloads will be determined by grant
requirements. The ABC grant requires the Parent Educator to have 27 children enrolled.  The MIECHV grant requires the
Parent Educator to have 20 families enrolled.  Caseloads are reviewed monthly at staff meetings or when there is a
change in circumstances. Parent Educators in their first year cannot provide more than 48 personal visits per month and
Parent Educators in their 2nd year or beyond cannot provide more than 60 personal visits per month. The optimal
number of visits is 50 per month, which allows 2.5 hours on average to plan/prepare, travel, deliver the visit and
complete the personal visit record, leaving time for the other responsibilities of a Parent Educator.

Employee Records:  All employees have a personnel file at the CES office and Bentonville Schools’ central office.  This
file includes but is not limited to:

● Application for employment & at least 3 reference checks
● Annual acknowledgement forms for: Personnel Handbook, Family Handbook and Job Description
● Background checks for criminal record (every 5 years) and child abuse (every 2 years)
● Results: FBI fingerprint record check and Raptor System
● Record of previous 6 years of employment information
● Training verification, including CPR/First Aid
● Copy of Driver’s License and Social Security Card & Verification of highest level of education completed
● Any other forms required by the school district or funding source & Evaluations

All HR employee forms are now housed in Frontline Central and all Payroll employee forms are housed in Etrieve
Central. Instructions for accessing HR Employee Forms can be found on the District website under the
Departments Tab, the Human Resources Link, then Employee Forms Link. To access your payroll forms, look on
your desktop for a folder titled General Staff Network Application.  Open the folder and click on Etrieve. Log in
with your district username and password.  This is where you will find all of your payroll forms and documents.

Job Description: Each staff member will be given a Job Description upon hire and an updated Job Description annually.

Probationary Period:  New PAT staff members are on a probationary status for the first 90 days. During this
probationary period, attendance and performance are monitored. If, at any time during this period, performance does
not meet standards, the Director of Early Childhood and PAT Supervisors will coach the employee to improve in these
areas. If attendance and/or performance continues to be below acceptable standards, a recommendation for
disciplinary action up to and including recommendation for termination may be made to HR. After 90 days, an
employee may be transferred from probationary to permanent status, which entitles them to sick and personal leave.

Staff Conflict of Interest: No employee shall accept any outside employment that would interfere with professional
responsibilities or create a conflict of interest.

Staff Dissention:  Child Enrichment Services has zero tolerance for gossip. Gossip involves the creation and repetition of
rumors regarding an individual who is not present to offer his or her perspective on the discussion. Generally, gossip
has little or no basis in fact and is sometimes intended to convey a negative image of an individual. We are committed
to creating and maintaining a climate of trust and candor that will enable staff to speak and act in the best interest of
children, families, colleagues and the Parents As Teachers program.  Employees causing dissension amongst staff
through gossip or any other means will be subject to disciplinary action, up to and including termination. Parent
Educators can share an abundance of uplifting and productive dynamics; gossip undermines these capacities. If
someone attempts to share information with you regarding another employee, try one of these gossip-stoppers:

● I am not comfortable talking about a person who is not here.
● I need to focus on my work right now and I promised not to gossip.
● Would you be willing to talk with X about your concern with her?
● I’ll go with you so you can share your concern with X.
● Let’s not go there. Remember, our program does not tolerate gossip.
● Since I can’t help you with that problem, please don’t talk to me about it again.

If this does not work, visit with your immediate supervisor and let them know about the issues you are having so that
they may address it. 
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Staff Dispute Resolution: If misunderstandings or conflicts arise, it is important that such matters be resolved before
serious problems develop.  Our expectation is that staff work together in a professional manner to resolve
disagreements.  Try to use the following steps to resolve a staff dispute:

1. Do not discuss the issue with any other co-workers.  Address the issue directly with the co-worker involved.
2. If privacy is needed, request to speak with the coworker in another office (such discussions are inappropriate in

front of other staff).
3. Share your concern in a calm manner.
4. Use “I” statements versus “you”.  Example, “I’m concerned that I may have upset you.”
5. Listen with intent to understand the other person and to resolve the issue at hand.
6. Do not make the situation personal.  Keep the conversation and your mindset professional.
7. Agree to disagree.  At times, co-workers may not see eye to eye.  Have an appreciation for another person’s point

of view.
8. If you cannot resolve the issue, please refer to the Complaint Resolution Procedure.

Employee Complaints and Grievances:  Child Enrichment Services recognizes the need for close cooperation between
staff and immediate supervisors and provides staff the opportunity to informally voice a complaint through an open
door policy.  Each complaint is directed to the immediate supervisor and follows the chain of command in an attempt to
work out the problem and seek a solution that will satisfy all parties involved at the lowest possible administrative level
and in a clear and timely manner for both parties.  However, employees shall have the right to present grievances
formally as well and in doing so shall be assured freedom from restraint, interference, discrimination, and reprisal in the
preparation and processing of such formal written grievances. The employee has the right to be represented by a
person of his or her choosing, but not by a member of the party’s immediate family, at any level of the procedure.
Employees may follow procedures outlined in Code SAE – Complaint and Grievances Procedure. If the employee’s
immediate supervisor determines that the employee’s concern does not constitute a grievance, the employee may
appeal that determination. The process used will be the same as for a grievance. (Legal Ref: Arkansas Code Annotated §
6-17-208, 6-17-210)

Retaliation: Child Enrichment Services prohibits staff from taking negative action against any employee for reporting a
possible deviation from the policies outlined in this handbook, the Bentonville Schools employee handbook or for
cooperating in an investigation. Any employee who retaliates against another employee for reporting a possible
deviation from this policy or for cooperating in an investigation will be subject to disciplinary action, up to and including
recommendation for termination.

Reasons for Disciplinary Action and/or Recommendation for Termination: It is necessary for district employees to
exhibit certain standards of conduct. Failure to do so will result in the administrative team and/or Executive Director of
Human Resources using the following levels to determine the appropriate consequence:

Level 1:  Verbal Warning and/or Coaching Form
Level 2:  Counseling Statement/Personnel Document
Level 3:  District Verbal Warning
Level 4:  District Written Warning
Level 5:  Recommendation for Termination

The level of consequence will be based on the number and/or severity of incidents. Level 1 is intended to assist staff
and provide an opportunity to learn and make corrections. Reasons for disciplinary action and/or recommended
termination or suspension of employment include, but are not limited to:

● Failure to meet pre-employment requirements, including failure to provide accurate proof of education, failure to
pass a FBI, state criminal record background check or child maltreatment record check.  Providing false or
incomplete information on employment applications or other program forms.

● Falsely reporting sickness and/or time worked.
● Abuse (physical, sexual, or emotional) or neglect of a child.
● Neglect of duty or inefficiency. Failure to fulfill job description.
● Being under the influence or in the possession of illegal drugs or alcohol during working hours.
● Conviction of a felony.
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● Engaging in activities that create a public scandal or damages the reputation of the Parents as Teachers program or
Bentonville Schools.

● Possession of firearms of any type or anything considered a weapon on school premises.
● Use of the PAT office phone to make personal long distance phone calls or personal use of office or cell phone to

the point that it interferes with ability to complete work in a timely manner.
● Insubordination—refusing to accept a job assignment or refusing to submit work by a deadline.
● Exposure of children to profane language whether verbally or via another source such as the radio, computer, cell

phone, etc.
● Having knowledge of infractions of program policy and not reporting violations to the immediate supervisor,

Program Coordinator or Director of Early Childhood.
● Misappropriation, mismanagement, or theft of money/property from Parents as Teachers, Bentonville Schools,

other employees, or parents.  Also, theft of donations.
● Intentional damage to property or unauthorized use of program property.
● Failure to consistently clock in/out on Frontline and stay within 40 hours per week.
● Failure to report to work or to notify supervisor of absence in advance by the required time. Failure to consistently

enter time off into Frontline or call ESS at 1-800-641-0140.
● Absence that is considered a No Call/No Show.
● Continued tardiness or absenteeism. Using Leave without Pay due to having used all sick, non-contract and/or

personal days.
● Conduct intended to disrupt or create dissention among staff members.
● Violation of smoking policy.
● Any other conduct which, in the opinion of the PAT Supervisors or Director of Early Childhood, fails to promote the

best interest of the Parents as Teachers program and the families it serves.
Employees are valued and everything possible will be done to ensure their success. The Director of Early Childhood will
recommend discharge to the Executive Director of Human Resources any employee who does not fulfill the duties and
obligations of their position. This is to ensure that all staff are competent and qualified.

Anti-Nepotism or Relationship Policy:  Members of an employee’s immediate family and their romantic partners will
be considered for employment at the District based on their qualifications. Immediate family and romantic relationship
partners may not be hired, assigned, transferred or promoted, however, if the employment, assignment or new position
would:

1. Create a supervisor/subordinate relationship with a family member or romantic relationship partner;

2. Have the potential for creating an adverse impact on work performance;

3. Create either an actual conflict of interest or the appearance of a conflict of interest.

For the purpose of this policy, immediate family includes spouse, parent, child, sibling, in-law, aunt, uncle, niece,
grandparent, grandchild, and members of the household.  Romantic relationship means a consensual relationship
between individuals of a romantic or intimate nature. Romantic relationship partner means one of the individuals in a
romantic relationship. Employees who become immediate family members or establish a romantic relationship may
continue employment as long as it does not involve 1, 2, or 3, above. If one of these conditions could occur, one of the
employees must first disclose the potential of the relationship to the Executive Director Human Resources and request
a transfer for one of the individuals involved. Provided that the disclosure is made by one of the employees prior to an
allegation or investigation of a potential violation of this policy, the District will make reasonable efforts to find a
suitable position within the District to which one of the employees may transfer. If an accommodation of this nature is
not feasible in the District’s sole discretion or otherwise fails, the employees will be permitted to determine which of
them will resign. If the employees cannot make a decision, the District will decide in its sole discretion who will remain
employed. If a transfer is permitted, the transferred employee will receive the wages, hours and a schedule that are
appropriate for the new position. (Code: P.1.8., Date Issued: 06-3-85, Date Revised: 05-20-91, Review Date: 01-22-08)

Telephone:  The office phone is for program related business, not for personal use.  Numerous personal phone calls will
not be permitted whether it is with the office phone or a personal cell phone. Personal calls received on personal cell
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phones should be kept to a minimum and not interfere with staff’s ability to complete job requirements. If staff would
like to make a personal call, it should be during a 15-minute break or while off of the clock. Friends and relatives of staff
should be asked not to call during working hours unless there is an emergency. Parent Educators will carry a cell phone
in the event of an emergency and for PAT business while on the clock.  Parent Educators will be reimbursed at a rate of
$15 monthly. Persons calling the office phone for PAT business will be asked to leave a message if the requested Parent
Educator is not available. The person answering the phone is to be courteous and polite. Staff should ask for the name
and telephone number of the person calling and email it to the appropriate Parent Educator and supervisors, if
applicable, so that calls may be returned in a timely manner.  In addition, please be aware that using a cell phone while
operating a motor vehicle inside a school zone, as well as texting and driving, are violations of state law.

Computer Usage: District computers, networks, and internet access are provided to support the educational mission of
the program. They are to be used primarily for school-related purposes. Incidental personal use of school computers
must not interfere with the employee’s job performance, must not violate any of the rules contained in this policy and
must not damage the school’s hardware, software or computer communications system. The Systems Administrator will
review files and communications to maintain system integrity and to ensure that staff members are using the system
responsibly. Employees should not expect a right to privacy with regard to data stored on district servers. Employees
using District issued laptops off site must comply with the laptop user agreement. The following behaviors are not
permitted on district networks:
1. Sharing confidential information on students or employees is permitted only in accordance with Federal guidelines.
2. Harassing, insulting or attacking others, sending or displaying offensive messages or pictures and using obscene

language.
3. Assisting a campaign for election of any person to any office or for the promotion of, or opposition to any ballot

proposition.
4. Engaging in practices that threaten the network (e.g., loading files that may introduce a virus, loading non-district

approved software; failure to safeguard your password, and leaving a logged on computer unattended).
5. Violating copyright laws.
6.   Unauthorized use of others’ passwords.
7.   Trespassing in others' folders, documents, or files.
8.   Intentionally wasting limited resources (e.g., district storage space, employee time, etc.).
9.   Use of district computers for advertising or solicitation purposes.
10. Employing the network for personal gain.
11. Representing personal views as those of the school district. Employees are reminded that any email sent from a

school computer contains the address identification of the school district. This is analogous to an employee using
school letterhead.

12. Accessing, uploading, downloading or distributing pornographic, obscene or sexually explicit materials is strictly
forbidden. The Director of Technology will report inappropriate behaviors to the Executive Director of Human
Resources who will take appropriate disciplinary action.

Violations may result in loss of access to the network, progressive disciplinary action or possible recommendation for
termination. When applicable, law enforcement agencies may be involved (Code: P.1.35.1B, Date Issued: 05/18/12).
Upon hire, staff will sign a District Access to Networked Information Resources form signifying their agreement to abide
by school policies regulating computer and network usage in Bentonville Schools. Technology purchased by Bentonville
Schools or through grants is the property of Bentonville Schools and will only be issued to staff members upon approval
of the technology department.  All users must adhere to the Bentonville Schools Acceptable Use Policy. Network
accounts and technology devices are to be used only by the authorized user of the account. Usernames and passwords
are confidential and shall not be shared. Bentonville Schools provides technology for staff use including computer
hardware, computer programs, printers, storage devices, electronic mail, and the internet. Staff must use appropriate
behavior and abide by all policies, practices, procedures, regulations, and guidelines when using district technology.
Unauthorized use of personal technology utilizing district resources is prohibited. To the extent practical, internet filters
shall be used to block or filter internet, or other forms of electronic communications and access to inappropriate
information. District staff are expected to utilize technology for appropriate educational experiences and work
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purposes. Users should not expect that files stored on district servers are private. Network administrators may review
email, file folders, and communication to maintain system integrity.

Social Media: We understand that social media can be a fun and rewarding way to share your life and opinions with
family, friends and coworkers around the world. However, use of social media also presents certain risks and carries
with it certain responsibilities. To assist you in making responsible decisions about your use of social media, we have
established the following guidelines for appropriate use of social media. In the rapidly expanding world of electronic
communication, social media can mean many things. Social media includes all means of communicating or posting
information or content of any sort on the internet as well as any other form of electronic communication. Ultimately,
you are solely responsible for what you post online or send electronically. Before creating online content, keep in mind
that any of your conduct that adversely affects your job performance, the performance of fellow employees or
otherwise adversely affects the program’s families will not be tolerated and may subject you to disciplinary action up to
and including recommendation for termination.  This may include but is not limited to inappropriate postings that may
include discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct. Staff
should be mindful of the information they post. Online behavior should reflect the same standards as those used for
face-to-face communications. Deleted information may be stored and retrieved indefinitely. Information marked
“private” rarely is, and may be forwarded easily. Ideas should be shared in a respectful manner. View online content,
including social media, as an extension of the PAT program. If it is not appropriate for the program, it is not appropriate
online. Within social media, staff members should adhere to the following: Respect employee privacy rights and laws.
Do not violate co-workers’ privacy or comment on confidential family matters by posting private information in social
media.  Ensure that content reflects and is consistent with the work you do for the district. Identify yourself as a school
employee, and do not post comments anonymously or try to hide your role. Staff should fact-check information for
accuracy before posting or sending it to another person.  Be respectful. Always be fair and courteous to fellow
employees and program families. Also, keep in mind that you are more likely to resolve work-related complaints by
speaking directly with your co-workers or by utilizing our open door policy than by posting complaints to a social media
outlet. Nevertheless, if you decide to post complaints or criticism, avoid using statements, photographs, video or audio
that reasonably could be viewed as malicious, obscene, threatening or intimidating or that might constitute harassment
or bullying. Examples of such conduct might include offensive posts meant to intentionally harm someone's reputation
or posts that could contribute to a hostile work environment on the basis of race, sex, disability, religion or any other
status protected by law or school policy. Make sure you are always honest and accurate when posting information or
news, and if you make a mistake, correct it quickly. Be open about any previous posts you have altered. Remember that
the internet archives almost everything; therefore, even deleted postings can be searched. Never post any information
or rumors that you know to be false about the program, fellow employees or program families. Post only appropriate
and respectful content. Express only your personal opinions. Never represent yourself as a spokesperson for Bentonville
Schools. If you do publish a blog or post online related to the work you do or subjects associated with Bentonville
Schools, make it clear that you are not speaking on behalf of Bentonville Schools. It is best to include a disclaimer such
as “The postings on this site are my own and do not necessarily reflect the views of Bentonville Schools.”  Refrain from
using social media while on work time or on equipment provided by the program.  Do not use your Bentonville Schools
Gmail address to register on social networks, blogs or other online tools utilized for personal use.

News Media: Employees should not speak to the media on PAT’s or the school district’s behalf without first contacting
the Director of Early Childhood or Director of Communications/PR.

Purses/Personal Belongings:  Purses and/or personal backpacks should not be taken into the home environment so as
not to be left where they are accessible to children.  Personal items contained in a purse or backpack may be a hazard
to children.  The district is not responsible for any lost or stolen personal items.  If personal items are not on your
person, they should be locked up in a secure area.

Regulation of Controlled Substances: In an effort to create a healthy environment for students and staff members and
in compliance with the provisions of Public Law 101-226, the Bentonville Board of Education prohibits the possession,
manufacturing, use or distribution of illegal drugs and alcohol by its employees on school district property or by any

person who has supervisory responsibilities involving students. The school district will attempt to assist any employee
in need of alcohol or drug counseling or rehabilitation. Employees who have not been found in violation of this policy,
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but who think they may have a dependency on drugs or alcohol and who wish to seek treatment for this dependency,
may avoid disciplinary action if they report their condition to the principal or Superintendent and enroll in a qualified
treatment program as soon as possible. The employee will be suspended without pay until proof is provided of
enrollment in a drug program. At that time, the employee will be granted the full use of the leave policies of the
Bentonville School District. The provisions for voluntary commitment may be used one time only. If an employee is
accused of violating this policy, the employee has the right to request a blood test at the school's expense. The school
has the right to require a blood test if a reasonable suspicion exists that this policy has been violated. The required
blood test will be at the expense of the school district. Employees who have been found in violation, but who will
voluntarily seek appropriate counseling and/or rehabilitation services, will be suspended without pay until a hearing is
held. Any employee violating this policy is subject to disciplinary action. Searches on school property (desks, rooms,
storage areas, vehicles, etc.) may be conducted if there is "probable cause." School officials will cooperate fully with law
enforcement personnel in the investigation of any drug or alcohol related incidents involving school employees. A
person under the influence of illegal drugs or alcohol presents a danger to themselves as well as those with whom they
work. Recognizing these dangers, Bentonville School District strongly opposes the use of illegal drugs and alcohol by its
employees. (Code: P.3.1., Date Issued: 06-27-94, Date Revised 10-28-08) In addition, staff cannot be under the influence
of any medication that may impair their ability to do their jobs. If any staff member suspects another person of being
under the influence of alcohol or any substance, they should report it to their program coordinator so that the Director
of Early Childhood and Director of Safety can be contacted to determine next steps.  All staff will sign an accountability
statement after training on this topic.

Harassment and Electronic Harassment Policy: The Bentonville School District is committed to having an academic and
work environment in which all students and employees are treated with respect and dignity. Student achievement and
amicable working relationships are best attained in an atmosphere of equal educational and employment opportunity
that is free of discrimination. Sexual harassment is a form of discrimination that undermines the integrity of the
educational environment and will not be tolerated. Believing that prevention is the best policy, the district will
periodically inform students and employees about the nature of sexual harassment, the procedures for registering a
complaint, and the possible redress that is available. The information will stress that the district does not tolerate
sexual harassment and that students and employees can report inappropriate behavior of a sexual nature without fear
of adverse consequences. It shall be a violation of this policy for any student or employee to be subjected to or to
subject another person to, sexual harassment as defined in this policy. Any employee found, after an investigation, to
have engaged in sexual harassment would be subject to disciplinary action up to, and including, termination. Sexual
harassment refers to unwelcome sexual advances, requests for sexual favors, or other personally offensive verbal,
visual, or physical conduct of a sexual nature made by someone under any of the following conditions:

1. Submission to the conduct is made, either explicitly or implicitly, a term or condition of an individual’s education or
employment;

2. Submission to, or rejection of, such conduct by an individual is used as the basis for academic or employment
decisions affecting that individual; and/or

3. Such conduct has the purpose or effect of substantially interfering with an individual’s academic or work
performance or creates an intimidating, hostile, or offensive academic or work environment.

The terms “intimidating,” “hostile,” and “offensive” include conduct of a sexual nature which has the effect of
humiliation or embarrassment and is sufficiently severe, persistent, or pervasive so that it limits the student’s or
employee’s ability to participate in, or benefit from, an educational program or activity or their employment
environment. Within the educational or work environment, sexual harassment is prohibited between students;
employees and students; non-employees and students; employees; employees and non-employees. Actionable sexual
harassment is generally established when an individual is exposed to a pattern of objectionable behaviors or when a
single, serious act is committed. What is, or is not, sexual harassment will depend upon all of the surrounding
circumstances. Depending upon such circumstances, examples of sexual harassment include, but are not are not limited
to: unwelcome touching; crude jokes or pictures; discussions of sexual experiences; pressure for sexual activity;
intimidation by words, actions, insults, or name calling; teasing related to sexual characteristics; and spreading rumors
related to a person’s alleged sexual activities. Employees who believe they have been subjected to sexual harassment
are encouraged to file a complaint by contacting their immediate supervisor, administrator, or Title IX coordinator, who
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will assist them in the complaint process. Under no circumstances shall an employee be required to first report
allegations of sexual harassment to a school contact person if that person is the individual who is accused of the
harassment. To the extent possible, complaints will be treated in a confidential manner. Limited disclosure may be
necessary in order to complete a thorough investigation. Employees who file a complaint of sexual harassment will not
be subject to retaliation or reprisal in any form. Employees who knowingly fabricate allegations of sexual harassment
shall be subject to disciplinary action up to and including termination. Individuals, who withhold information, purposely
provide inaccurate facts, or otherwise hinder an investigation of sexual harassment shall be subject to disciplinary
action up to and including termination. DEFINITION: The definition of employee(s) includes staff, substitutes and
volunteers. (Legal References: Title IX of the Education Amendments of 1972, 20 USC 1681, et seq. Title VII of the Civil
Rights Act of 1964, 42 USC 2000-e, et seq. ACA 6-15-1005 (b) (1) ASBA Model 3.26)    Parents as Teachers staff shall
report to their immediate supervisor if they feel a PAT family member is sexually harassing them.

Smoking:  Smoking or the use of tobacco products is not permitted on Bentonville Schools property.  Staff members
may not smoke inside, outside the buildings, or in the parking lots, including while in vehicles. This includes the use of
e-cigarettes.

Raptor ID System: Upon initial hire and annually, it is required that all staff provide a driver’s license or approved
identification to be scanned into the Raptor ID system.  This system identifies anyone who is a registered sex offender.

Inclement Weather Days:  Parent Educators contracted for 230 days or more are expected to report to work when
schools are closed due to inclement weather. Staff who choose not to report must enter a personal or non-contract day
into Frontline before the cutoff (6:00 am). Otherwise, staff must call Sub Teach with date, reason, and type of day
needed (NCD or Personal). Sick leave cannot be used to cover snow days. The Superintendent of Bentonville Schools
may delay opening or close the programs earlier than the scheduled start or end times if it is deemed necessary. PAT
staff will not provide in person home visits on snow days.

Employee Child Care:  Children of full-time Child Enrichment Services staff (20 or more hours worked weekly) may
attend Adventure Club (before and after school program) free of weekly charge.  The registration fee is waived but staff
must pay the $80 summer activity fee per child.  Staff children will be expected to follow all program rules.  Adventure
Club is only licensed for kindergarten through sixth grade students.  Staff whose children are in seventh grade or above
must find other childcare.  Payroll deduction for fees is required. If an employee leaves the program with a balance due,
it will be deducted from the last paycheck.  Employees must have custody of children in order to receive the employee
tuition discount (i.e.: stepchildren).

Lunch and Paid Breaks: Employees working more than 20 hours per week will receive two paid 15 minute breaks each
day. Staff may not work over 6 hours straight without taking a lunch break during the course of the day.  Staff who work
7.5 hours per day will take a 30-minute lunch in addition to the paid breaks. It is the staff’s responsibility to take these
breaks.   Staff who have difficulty following this procedure will be assigned am, pm and a lunch break by their

supervisor. Staff may not leave early at the end of the day as part of the lunch or paid break. Repeat issues regarding
taking breaks shall lead to recommendation for disciplinary action.

Breastfeeding: Child Enrichment Services supports the health and well-being of employees and their infant children by
providing a workplace that supports the decision of an employee to breastfeed.  For up to one year after the child’s birth,
an employee will be provided a clean, private space to utilize for this purpose (a bathroom may not substitute as a
location to breastfeed).  Employees may use this space to express breastmilk during their scheduled paid breaks and
lunch (see Lunch and Paid Breaks).  Breaks in excess of 15 minutes in length will be unpaid, and the employee will submit
a time change to the Frontline Manager for the additional break time. Employees are responsible for communicating the
need for additional time to their Supervisor and these needs will be met if possible.

Mileage:  Staff are paid $.56 per mile for personal home visits, group connections and professional development.

Holidays:   Holidays include New Year’s Day, Memorial Day, July 4, Labor Day, Thanksgiving Day, and Christmas Day.
Parent Educators are not contracted to work these holidays.  Staff will be given a calendar that denotes working days
and days off.

Employee Sick Leave:  
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Definitions 
“Employee” is an employee of the District working 20 or more hours per week who is not required to have a
teaching license as a condition of his employment.

“Sick Leave” is absent from work due to illness, whether by the employee or a member of the employee’s
immediate family or due to a death in the family. The Principal shall determine whether sick leave will be
approved based on a death outside the immediate family of the employee.

“Excessive Sick Leave” is absent from work, whether paid or unpaid, that exceeds twelve (12) days in a
contract year for an employee and that is not excused pursuant to District policy; the Family Medical Leave
Act; a reasonable accommodation of disability under the Americans With Disabilities Act; or due to a
compensable Workers’ Compensation claim.

“Grossly Excessive Sick Leave” is absent from work, whether paid or unpaid, that exceeds 10% of the
employee’s contract length and that is not excused pursuant to District policy; the Family Medical Leave Act; a
reasonable accommodation of disability under the Americans With Disabilities Act; or due to a compensable
Workers’ Compensation claim.

“Current Sick Leave” means those days of sick leave for the current contract year, which leave is granted at
the rate of one day of sick leave per month worked, or major part thereof.

“Accumulated Sick Leave” is the total of unused sick leave accrued from previous contracts, but not used.
Accumulated sick leave also includes the sick leave transferred from an employee’s previous public school
employment up to a maximum of ninety (90) days.

“Immediate family” means the employee’s spouse, children, parents, father-in-law, mother-in-law, brother,
sister, brother-in-law, sister-in-law, grandparents, grandchildren, uncle, aunt, other members of the family
living in the same household of the employee or stepparents.

Sick Leave
Upon hire, employee leave balances are put into their absence bank.  Staff have sick and personal days.
Contracted staff have non-contract days. Pay for sick leave shall be at the employee’s daily rate of pay, which
is that employee’s hourly rate of pay times the number of hours normally worked per day. Absences for
illness in excess of the employee’s accumulated and current sick leave shall result in a deduction from the
employee’s pay at the daily rate as defined above.

The District may require a written statement from the employee’s physician documenting the employee’s
illness. Failure to provide such documentation of illness may result in sick leave not being paid, or in discipline
up to and including termination.

 

If the employee’s absences are excessive or grossly excessive as defined by this policy, disciplinary action may be
taken against the employee, which could include termination or nonrenewal of the contract of employment. The
Superintendent shall have the authority when making his/her determination to consider the totality of
circumstances surrounding the absences and their impact on District operations or student services. BSD Classified
Personnel Policy 6.5

Family Medical Leave Act (FMLA) Leave
When an employee takes sick leave, the District shall determine if the employee is eligible for FMLA leave and if the
leave qualifies for FMLA leave. The District may request additional information from the employee to help make the
applicability determination. If the employee is eligible for FMLA leave and if the leave qualifies under the FMLA, the
District will notify the employee in writing of the decision within five (5) workdays. If the circumstances for the leave
don’t change, the District is only required to notify the employee once of the determination regarding the
applicability of sick leave and/or FMLA leave within any applicable twelve (12) month period. To the extent the
employee has accumulated sick leave, any sick leave taken that qualifies for FMLA leave shall be paid leave and
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charged against the employee’s accrued leave including, once an employee exhausts his/her accumulated sick leave,
vacation or personal leave. BSD Classified Personnel Policy 6.5

Personal Business Leave:  
Employees are expected to be present on campus for their job duties, except for circumstances where sick leave
is appropriate. However, the District recognizes that from time to time, employees may face situations where
personal business needs to be attended to during the workday. Accordingly, the District allows an employee to
use two (2) of their total allotment of sick leave days as personal business during any one school year. At the
beginning of the fifth year, an employee may use one additional sick day in this manner. Use of these days is
limited to the employee attending to personal business matters. The Supervisor must approve personal business
days.

Personal business days may not be used prior to or following a day where classes are not in session unless approved by
the Superintendent or designee. Such approval should be sought in advance where possible. The personal business
days allowed per year do not accumulate from year to year but will revert to sick leave days at the end of each school
year, if not used. Employees may donate up to three (3) personal business days to another District employee. The
receiving employee must have used all their sick and personal business days and any eligible days from the sick leave
bank. Sick Leave Bank guidelines will determine eligibility for donated days. Donated days may not exceed the number
of days absent. The number of days donated may not exceed the number of days necessary to reach qualification for
Long-Term Disability (approximately 45 days). BSD Classified Personnel Policy 6.7

If a staff member leaves employment and has used sick time, they will be required to pay back any unearned
days.  Employees are responsible for entering their absence into the Frontline Absence Management System
prior to the scheduled absence deadline (6:30am on date of absence) to ensure time (non-contract
/sick/personal) will be rolled over into Frontline and added for missed work. Absence reason choices are Sick
Leave > Sick Day-110, NCD-120, or Personal Leave > Personal Day 115. If the absence is not scheduled and you
determine you cannot come to work after the Frontline Absence System cut-off time (6:30 am), then you MUST
call ESS to enter an absence on that same day. In addition, you should continue to contact your immediate
supervisor/Program Coordinator of your absence within the required period. If ESS is called to enter your time, it
is your responsibility to verify that it was entered correctly.  If you fail to call ESS on that same day, you must call
your Program Coordinator for the day to be entered in the Frontline Absence Management System.  Your
Supervisor will remind you of the above listed procedures and if this happens repeatedly, staff will receive a
counseling statement up to and/or including a recommendation for disciplinary action.

Staff must also check time at the end of each day and report any discrepancy to the time clock manager (CCES
Office Manager). Child Enrichment Services will not be responsible for non-contract/sick/personal time not
turned in or added prior to time being submitted to the financial department.  An employee must provide a
doctor’s certificate upon return to work for any illness requiring a surgical procedure or hospital stay. The
doctor’s note must state any restrictions and the staff must sign the note as well as add that they will comply
with the doctor’s restrictions.  This signed doctor’s note must be submitted to HR for approval prior to the
employee returning to work. However, Child Enrichment Services reserves the right to require a doctor’s
certificate verifying illness any time sick leave benefits are paid, or if a staff person’s schedule is changed to
accommodate a doctor appointment. Violation of this policy will result in recommendation for disciplinary
action, up to and including termination. These violations may include, but are not limited to:

● Failure to report absence to the supervisor and entering it into Frontline.
● Unexcused absence: Absence without good reason, or approval from Supervisor.
● Excessive absence

CES Leave Without Pay (CCES LWOP): Accumulated non-contract/sick/personal days must be exhausted prior to
using Leave Without Pay (Unpaid Sick or LWOP) days.  Any LWOP use by contracted employees will be
considered excessive absence.  Once ALL days have been used and additional time off is requested, it must be
entered as CCES Leave Without Pay (CCES LWOP).  Staff will contact their Program Coordinator who will allow or
deny the request to take a day off and inform them to email the Director if they are allowing the request. Staff
will email the Director of their intent to use a LWOP day and the reason why.  The Director will either deny or
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allow the day off.  If the Director denies the day off, she will email staff the reason why the request was denied.
If she allows the day off, she will respond to the staff’s email acknowledging their intent. Staff will then enter the
correct LWOP reason (unpaid sick or LWOP) in the Frontline Absence Management System.  Supervisors will not
approve time in the Frontline System.  Time will roll into the time clock system without approval.  The Director
will add a memo to the staff’s absence notating that the time off requested is in excess of allotted time. The
Director will keep a spreadsheet, which notates the excessive absences so this can be tracked for future
reference when evaluations are completed.  If the staff take a LWOP day without prior approval (such as due to
illness and cannot come to work), they still must email the Director who will send out an email
acknowledgement, put a note in Frontline and add the day off to the spreadsheet.

Excessive Absence: Any staff member who has absences beyond their earned non-contract/sick/personal time
may be subject to recommendation for disciplinary action.
Disciplinary steps for excessive absences:

1. The employee will receive an update on absences and a verbal warning.
2. The employee will receive an update on absences and a counseling statement.
3. The employee will receive a recommendation for a written district write up.
4. Recommendation for termination.

Scheduled Absences:  We understand that there are times when staff need to request time off.  Keep in mind
that requests are more likely to get approved if you give substantial advance notice as your immediate
supervisor will have more time to plan for your absence and coordinate the assignment of your job duties. When
an employee knows that they will need to utilize a Non-Contract or Personal day, he or she must:

1. Have the NCD/personal time, as applicable, in their Frontline account to cover the absence

2. Email your supervisors a calendar request for approval providing as much advance notice as possible. 
3. Log into Frontline and enter the absence that was approved by the Supervisor. The Program

Coordinator via Frontline must approve all days off other than sick days and CCES LWOP.  Frontline will
contact the Program Coordinator and the employee will receive an email letting them know if the
request was approved or denied.

4. Discuss and/or figure time with Supervisor if needed, to ensure that the employee does not go over 40
hours in a week when using time off that has been entered into Frontline.         

Unscheduled Absences (Call-in):  While every effort should be made to anticipate absences, there are times
when illness may arise.  However, due to program requirements, staff members will be counseled and/or receive
a warning for excessive or improper absences.  In order for a staff member to use an unscheduled absence
(call-in) he or she must:

1. Have the NCD/Sick/Personal Time, as applicable in Frontline Absence Balance to cover the absence.

2. Contact the Supervisor prior to the employee’s scheduled work time and make them aware of the
illness or emergency.

3. Enter the absence into Frontline before the daily cut-off time (6:30 am) and add reason for absence in
the notes section.

4. If an employee is not able to enter the absence in Frontline, they must contact ESS (Phone:
1-870-236-2350).  Employees must provide ESS with information on the type of leave
(NCD/sick/personal), date of leave, reason for leave and amount of leave (½ am, ½ pm, or full day).  This
should be done on the day of the absence.

If time off is taken without consistently following the above requirements, the staff member is at risk for
recommendation for disciplinary action. Consideration will be taken in cases of extreme hardship or
emergency. The decision will be based on the following:

1. Nature of the hardship/emergency.
2. Staff member’s past history of absence.
3. Degree of effort made by the staff member to properly notify supervisors of the situation and

              minimize the effects of the absence on the program.
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How to Check Your Absence Balance in Frontline:
Login to Frontline, Select “Absence Management” in the drop down menu in the upper left corner, Select
“Account”, and Select “Absence Reasons Balance”.

No Call/No Show: Employees must report their absence to a supervisor each day, unless previously approved.  Failure
to do so is considered a no call/no show.  In this instance, the supervisor will attempt to contact the absent employee.
If there is no contact from the employee explaining the absence within 24 hours, Child Enrichment Services will assume
that the employee has voluntarily resigned their position.

Using Full or Half Days of Leave:
1. In order to use ½ day of leave time, you must have missed over 25% of your contracted day.
2. In order to use a full day of leave, you must have missed over 75% of your contracted day.
3. You may NOT use any leave that would put you over 40 hours per week.  (For example, an 8 hour a day employee

who works 5 hours on Monday, then goes home sick and wants to use ½ day of sick time (4 hours) can only do so if
they cut the extra hour out during the week with the approval of their supervisor.)

Leave of Absence: Employees may be granted a leave of absence for one or two semesters without pay. The
leave may be granted for one semester or two semesters between July 1 and June 30 of any school year. A
minimum of three years’ continuous satisfactory service must have been completed in the district and the
employee recommended for employment for the following year. This service must have been under contract as a
full-time person. The Executive Director of Human Resources must receive deadline for Leave of Absence
request no later than May 1. Applications must be in writing on the appropriate form and state clearly all the
details under which the leave is to be granted. When the leave is for medical/health reasons, a
doctor’s statement is required for documentation and must accompany the application. Applications for leave
must be submitted to the principal. S/he will forward the application to the Executive Director of Human
Resources, to be forwarded to the Superintendent and the Board for action. BSD Classified Personnel Policy 6.7.1

Insurance Information:    The effective date is the date the insurance or benefit becomes active. The beginning
withholding date is the date the annuity or insurance premium is withheld from the employee’s paycheck. This is the
payroll on the 15th of the month prior to the effective date. State Health Insurance is effective January 1st. All other
insurance options are effective the 1st of the following month after working 30 days or at open enrollment with an
effective date of January 1st. There is a Benefits Website that is on the Bentonville Schools website that gives all
coverage’s available.   An employee may start a direct deposit or change a direct deposit effective the end of any
month. Paperwork (direct deposit slip and form) must be on file in the Business Office by the 10th of said month. The
Bentonville School District also offers contracted, full time employees a $30,000 Group Life and Accidental Death and
Dismemberment Insurance Plan policy at no cost to staff.

Retirement:  Staff may choose to contribute 6.25%. The District will contribute 14.25%. See Bentonville Schools
Classified Personnel Policies for additional information.

Civic Duty:  Employees who are called for jury duty are paid at their regular rate. Jury pay will not be deducted from the
regular rate of pay.  The employee must present the original (not a copy) of the summons to Jury Duty to his supervisor
in order to confirm the reason for the requested absence.

Employee Rights: Staff have the right to work in a positive environment that is free from gossip, dissention,
discrimination as well as workplace harassment of any type.  Staff have the right to work in a safe, clean and organized
environment where everyone can find PAT materials easily.  Staff have a right to confidentiality when discussing families
with a supervisor and to be safe when providing personal home visits. Staff have a right to privacy related to personal
items and fair wages for work performed.

Employee Hours, Schedule and Non-Contract Days: Parent Educators work 7:30 – 4:00 but adjust their schedule to
meet the needs of their families. Staff are expected to be flexible and punctual.  You may need to come to work late or
stay late based on the family’s needs.  Parent Educators work a 230-day contract and have time off around
Thanksgiving, Christmas and during spring break.  Staff shall not work over 40 hours per week.  In the event overtime is
required, the Director of Early Childhood must approve it.  The employee must inform their supervisor when they
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become aware there is a possibility that they may exceed 40 hours during the week.  Time should be cut the same day
so as not to exceed 8 hours per day whenever possible.  The second option would be to come in late the next day.
Schedules will be adjusted in advance to prevent overtime if possible. Overtime will not be cut on Friday afternoons
except in extreme cases and with prior approval by the Director of Early Childhood.   Non-contracted days are available
for employees contracted for 230 days or more. The number of non-contracted days available is determined each year
according to the School District fiscal calendar. Newly hired employees who begin work after the tenth (10th) business
day of the School District fiscal calendar will not be eligible for non-contracted days. The contract pay will be based on
actual days worked. Those employees will, however, be eligible for non-contract days the second fiscal year of
employment. Employees are encouraged to use non-contract days during the fiscal year in which they are available. If
there are unused non-contract days during one fiscal year, a maximum of fourteen (14) days may be rolled into the next
fiscal year. If an employee fails to fulfill his or her contractual obligation through June 30th, no non-contract days will be
available. Final payoff will be calculated on the actual days worked plus accrued days rolled from a prior year.
Permission to use non-contract days may be obtained by submitting a request through the District’s absence reporting
system. Approval will be given at the discretion of the employee’s immediate supervisor. Employees should take into
consideration the nature of their duty in planning the use of non-contract days.

Frontline Time & Absence Management System:  Federal Wage and Hour law requires staff members who are paid an
hourly wage to clock in and out each day as they come to and leave work.  It is the sole responsibility of the employee
to clock in/out daily.   Staff members may not clock in/out for other staff members, nor may staff ask to have others
clock them in/out.  Falsification of time worked can result in recommendation for immediate termination. Employees
may not work or be on the clock before or after regular working hours, or on the weekends without approval from the
Director of Early Childhood.  Employees may not work off the clock. In the event that Frontline is not working, you must
immediately contact the Office/Time clock Manager via email regarding the time you were supposed to clock in/out,
the date, and reason you were not able to clock in/out. Overtime and over regular time outside of scheduled meetings
or approved training must be approved by the Director of Early Childhood.

Workplace Injury: Child Enrichment Services strives to provide a safe and secure working environment for all
employees. However, when a workplace injury occurs, CES shall provide appropriate medical care and treatment
to the injured employee through its Workers’ Compensation program.  A workplace injury is one that occurs
while an employee is acting within the course and scope of their work duties.  Procedures for reporting
workplace injuries are as follows:

1. Report all incidents and injuries to your immediate supervisor or nurse at your location immediately
and complete Form AR-N, using your full legal name.

2. If the injury requires emergency treatment, contact 911, then notify ASBA after treatment has been
administered.  As soon as possible, submit a completed Form AR-N to Admin/ Attn.:  Jeri Schulz. Nurse
should notify Jeri Schulz the day that 911 is called (254-5024).

3. If 911 is NOT called, the employee will call the Injury Hotline @ 1-855-769-7900 between 7 a.m. and
4:30 p.m., Monday through Friday, or online at www.arsba.org/home/wcform1/ (this will open the WC
Claim).   Nurse gives employee Form AR-N to complete.  Also, give employee mileage form.

4. As soon as possible, the nurse submits a completed Form AR-N to Jeri Schulz at the Central Office.
Employees must be given a two-sided copy.  Employees must sign at bottom that they have received a
copy. Nurse keeps a copy of N form in your files - Manila folder labeled “personnel”.

5. If employees are injured after hours and/or without a supervisor being present, they should use the
following guidelines:

A. Notify a supervisor, even if it isn’t your immediate supervisor.
B. If the injury warrants, seek medical attention at the nearest E.R.
C. Notify or make sure someone else notifies the Benefits Coordinator (Jeri Schulz) that you

have had an injury which required medical attention.
D. As soon as practical, complete the Form AR-N and keep a two-sided signed copy.

These reporting procedures are necessary to ensure quick medical attention, provide prompt payment of related
medical bills and prescriptions, and to avoid any delay in providing the injured party the workers’ compensation
benefits they are entitled to.  Any medical treatment or services furnished or prescribed by any
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physician/clinic/hospital other than the Bentonville School District’s designated clinics, with the exception of
emergency medical services, shall be at the employee’s expense.

Designated Workplace Injury Treatment Clinics:
Med Express Urgent Care
1005 SE Walton Blvd.
Bentonville, AR  72712
PH: 479-254-6734 Fax: 479-254-6836

Northwest Medical Center E.R. of Benton County            If you have questions, call Jeri Schulz or Janet Schwanhausser
3000 Medical Center Pkwy.  Bentonville, AR  72712         at 479-254-5000.
PH: 479-553-1010   Fax: 479-553-1917

Workers ‘ Compensation: Arkansas Workers’ Compensation Insurance covers all Employees in the District. A care
facility for workers' compensation injuries will be designated by the Bentonville School District. All district employees
going to this care facility for treatment of workers' compensation injuries will be subject to a drug and alcohol test.
Compensation to the injured employee shall not be allowed for the first seven days of disability resulting from injury,
excluding the day of injury. If a disability extends beyond that period, compensation shall commence with the ninth day
of disability. If a disability extends for a period of two weeks, compensation shall be allowed beginning the first day of
disability, excluding the day of injury (Code: P.1.34, Date Issued: 06-15-98, Date Revised: 10-28-08).

Parent Educator College Schedules or Outside Employment: Any employee signing a contract with Bentonville Schools
must commit to working their contracted hours for the entire school year.  College classes and outside employment
must be scheduled around the assigned work hours. It is staff’s responsibility to schedule classes and outside
employment so they do not interfere with staff’s work schedule.  Any employee attending college must turn in a copy of
their class schedule on official college letterhead to their supervisor as soon as the college confirms it.

Dress Code: The dress and appearance of district employees should be professional and appropriate for job duties as
assigned.  Staff shall not practice a mode of dress, style or color of hair or standard of personal grooming which will
present a health or safety hazard or cause disruption, distraction or disturbance to the educational process or program
activities.  Each employee is expected to wear clean, neat, and appropriate clothing.  Proper care of hair, nails, and
personal hygiene is also expected.  PAT Parent Educators should wear business casual with appropriate jeans on Fridays.
Parent Educators may wear appropriate shorts May 1st through August 15th.  Parent Educators will wear a district photo
ID daily to distinguish themselves. If an employee has a tattoo that is considered offensive by staff, parents, and/or
supervisors, it must remain covered at all times while on any Bentonville Schools property, at any work related field trip
or event. Staff will not be permitted to wear:

● Halter tops, Tube tops, tube skirts, or peek-a-boo tops and/or dresses that expose the shoulders, cut-off
t-shirts, midriff shirts/blouses, netted shirts, muscle shirts, cut-offs (pants), ragged jeans, athletic shorts,
sweatpants or any clothing item with rips, tears or holes, or any type of tight, low cut or revealing garment.

● Shirts, hats, buttons, etc. displaying obscene or inappropriate printing; or advertising of alcohol, drugs, or
tobacco products, either explicit or implied.

● Offensive clothing and offensive writings and drawings on the body, books and clothing.
● Shorts, skirts and/or dresses, including splits, must extend below the staff’s fingertips with shoulders

relaxed 0R must be no shorter than 2 inches above the knee.
● Head coverings, pajamas or other sleepwear during the program day unless it is a special activity approved

by the Program Coordinator. Headwear is not appropriate in a professional setting for PAT staff.
● Sunglasses inside the building unless medically required.
● Clothing which sags (the waistband of pants, shorts, skirts, or jeans must be above the hip bones).
● Clothing which shows underwear or lack thereof when doing normal work activities (including, but not

limited to: leggings, tights, yoga pants, jeggings). If these items are worn, there must be sufficient covering
that is a minimum of mid-thigh to fingertip length.

● Clothing, which shows cleavage, stomach, back, and/or buttocks when doing normal work activities.
● Any type of distracting body piercing not on the ears must be removed.

37



● Footwear that inhibits the wearer’s ability to safely walk/run as needed. No bare feet, unless requested by
the family due to cultural preferences.

● Staff should not wear jewelry that could be lost or a distraction from the planned activity.  Staff should wear
clothing that is professional in appearance but appropriate for the planned activity.  Staff should be respectful of
family cultures or preferences and communicate with them regarding what they would prefer or not prefer in their
home.

Supervisors will ask staff to clock out until they can meet the dress code. Any violation of these standards will be cause
for recommendation for disciplinary action.  The final decision regarding dress code will be at the discretion of the
Program Coordinator and/or Director of Early Childhood.

Pay Period and Payroll:  A schedule of pay period dates will be distributed at the beginning of the school’s fiscal year.
Pay dates are normally on the 15th and the last day of the month.  If these dates fall on a weekend, holiday, or during
winter break the pay date will be the preceding workday.  Staff members should review their checks upon receipt and
notify the Office Manager immediately of any errors. New staff must either have payroll direct deposited into a
checking/savings account or have it put on a check card.

Salary:  Salary depends on the position staff are hired for, education and relevant experience.  The district salary step
schedule for Child Enrichment Services determines the salary.  Only the school board determines a salary increase.
There will be no other raises unless an employee changes positions.  Upon hire, new employees will receive a copy of
the salary schedule and it is posted on the district’s website.

Severance Pay:  It is a Bentonville Schools policy to pay an employee only for time actually worked. An employee who
resigns or is terminated will receive no severance pay.

Resignation:  An employee who resigns is required to complete an online resignation in Frontline Central two weeks in
advance of the effective date.  It should give the reason for leaving and date effective.  A final paycheck will be issued
on the next regularly scheduled payday.

Family Handbook Requirement:  Staff shall read and be familiar with the PAT Family Handbook.

Parents as Teachers National:  Staff shall read and be familiar with the PAT Affiliate Implementation Manual, PAT
Foundational Handbook as well as the PAT National website to include all PAT curriculum and program guidelines. Staff
is responsible for ensuring they are following all guidelines as outlined by PAT National to maintain the fidelity of the
program at all times. Staff will be held accountable and there will be a recommendation for disciplinary action if not all
guidelines as outlined in the quality endorsement are followed.

Transporting PAT Children/Families: While we understand that PAT families sometimes have transportation issues that
may cause difficulty keeping appointments or obtaining needed resources, Parent Educators and supervisors are not
permitted to transport children or families.  Doing so could place the Parent Educator or supervisor and the District in a
position of liability.  If a family is experiencing issues with transportation, the Parent Educator may talk with the
supervisor to brainstorm local resources that may be of help.

Legal Disputes: While the PAT program exists to support families, Parent Educators and supervisors should not be
involved in any legal disputes related to child custody or other related issues among family members.  If a Parent
Educator or supervisor is subpoenaed to appear in court, the immediate supervisor should be notified immediately so
that the Executive Director of Human Resources can be informed and proper action taken.

Conclusion: The program policies and procedures of the Bentonville Schools PAT program as outlined in this

personnel handbook must be actively and consistently implemented by staff and monitored by the supervisors. Staff

should keep it handy for quick reference. Policies and procedures will be reviewed and discussed at staff meetings

periodically with a focus on supporting Parent Educators to understand how to implement the program’s procedures.

It is our hope that this personnel handbook is informative and useful. Again, it is a supplement to the Bentonville

Schools Classified Personnel Policy Handbook which can be viewed at:

https://go.boarddocs.com/ar/bentonville/Board.nsf/Public. In addition, much of this content is directly referenced from

Parents as Teachers National in order to ensure staff implement the curriculum and PAT service delivery as it is
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intended to maintain the high quality and fidelity of the PAT program.  Working with families can be a truly rewarding

experience and PAT staff are a team of dedicated people, working to provide a quality home visiting program for the

families in the Bentonville area of Northwest Arkansas.

Appendix A: Record-Keeping Requirements

Affiliate Service File

Area Report/Form Titles
When Completed Who

Complete
s

Where
Item is
StoredInitial Follow initial
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Intake and
Enrollment

Documentation

Intake Wizard
(completed for each
family member that

is enrolling and
additional family

members as
desired).

Started once
contact is made

and completed by
end of the 1st

visit.

Update when
something

changes such as
marital status.

Parent
Educator

Penelop
e Intake
Wizard

Participation
Agreement/Consen

t for Services

Completed by the
end of the 1st

visit.

Reviewed and
re-signed annually.

Placed in
Family

File
Binder

Permission to
Exchange

Information
completed as

needed.

At the 1st visit:
pediatrician and
DFS if applicable.

Each time
communication is
needed with an

additional agency.

Family Snapshot
Documentation

Family Information
Record

Within 90 days of
enrollment.

Reviewed with the
family at least

annually
thereafter,

adding/updated
whenever PE

becomes aware of
a change in the

information.

Penelop
e

Child Information
Record

Parent/Guardian
Information Record
completed for each

parent/guardian
enrolled.

Parental Stress
Scale

Within 90 days of
enrollment.

Completed in
September and
March of each

year.

Relationship
Assessment Tool:
Intimate Partner

Violence (MIECHV
Grant)

Within 6 months
of enrollment or

sooner if concerns
are indicated.

Submitted to
Arkansas Home
Visiting network

office (not in
Penelope)

State
Office

Family Map
Within 30 days of

enrollment.
Completed every

6 months.
Penelop

e
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Affiliate Service File

Area
Report/Form

Title

When Completed Who
Complete

s

Where
Item is
StoredInitial Follow Initial

Goals
Documentation

Goals Record
Within 90 days of

enrollment

Updated when goal
status changes. A

progress note is also
entered when goal

status changes or at
least quarterly. Also new
goals are added as goals

are achieved.

Parent
Educator

Penelop
e
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Personal Visit
Documentation

Foundational Visit
Plans

Prior to the first 8 visits.

Parent
Educator

Penelop
e

Personal Visit
Planning Guide

Once all 8 PAT
Foundational Visit
Plans have been

delivered.

Complete prior to
each personal

visit.

Personal Visit
Record

Following each
visit.

Complete within 3
workdays following

every visit.

Developmental
Surveillance and

Screening
Documentation

PAT Milestones
Records

Following the first
Foundational

visit.

Reviewed to inform
planning prior to each
visit and updated after

each visit.

ASQ-3 Within 45 days of
enrollment or at 2
months if enrolled

prenatal or at birth.

Every 6 months
thereafter.

ASQ-SE2

Child Health
Record

Within 90 days of
enrollment

Additional healthcare
throughout the year's
health record. A new
Child Health Record is
completed annually

within 30 days of the
date prior Child Health
Record was completed.

Penelop
e

Screening
Summary

Complete after all
parts of child

screening is done,
provided to

family within 14
days of screening

scored.

Following each
complete

screening, within
14 days of

screening being
scored

Completed
in Penelope,
printed, and

filed with
parent

signature
after

conference.

Resource
Connection

Documentation

Resource
Connection

Record

At least one
resource

connection made
within 90 days

documented within
3 workdays from
when resource is

discussed with
family.

Updated whenever the
resource connection

status changes. Progress
note is entered when
status changes or at

least quarterly.
Additional resource

connections are added
to the Resource

Connection Record over
time.

Parent
Educator

Penelop
e
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Affiliate Service File

Area
Report/Form

Title

When Completed Who
Complete

s

Where
Item is
StoredInitial Follow Initial

Parent
Satisfaction

Documentation

Parent
Satisfaction

Survey
Annually, in April Parents

PAT ebiz
portal

Contact/Service
History, Exit, and

Transition
Documentation

Transition Plan
Record

Started 3 months
before a planned
exit or if less than

3 months, as
soon as the PE

Added to as
further discussion
of the transition
out of services

Parent
Educator

Penelop
e

43



becomes aware
that the family is

exiting.

occurs, until the
family's exit.

Family Service
and Exit Summary
in Penelope. This
report is always

available and
serves as a

contact history.

Within 30 days of a family's exit, the
date and reason for exit must be

documented on the Family
Information Record in Penelope.
Incomplete information must be

addressed and the service file closed.

Parent
Educator

Penelop
e

 

Group Service File

Group Connection
Records

Group
Connection

Planning Guide
and Record

Planning guide
portion is

completed at
least 2 weeks

before the group
meetings.

Record portion is
completed within
3 workdays after

the group
meeting.

Parent
Educator

facilitating
that group

(with
supervisor
support).

Penelop
e

GC Event
(Attendance)

Within 3 workdays after each group
connection.

Parent
Educator
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