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Professionalism at Olympic ESD 114 Early Learning is demonstrated through ethical conduct,
accountability, respectful communication, collaboration, and commitment to continuous improvement
in service of children, families, and colleagues.

NAEYC Code of Ethical Conduct

All staff are expected to read and adhere to the National Association for the Education of Young Children
(NAEYC) Code of Ethical Conduct. A copy will be provided during orientation, and additional copies are
available on the Early Learning Department website. Staff are expected to apply these principles in all
professional interactions and decision-making.

Program Philosophy

Staff will be able to clearly describe the Head Start/ECEAP program’s philosophy and goals to families,
colleagues, and community partners. Staff are expected to align their daily practices with these guiding
principles.

Work Schedule, Reliability, and Work Environment
Staff are expected to maintain a work schedule that meets program needs and fulfill all contractual
hours each day, regardless of work location.
Expectations include:
e Maintaining consistent attendance and punctuality
e Communicating proactively with supervisors regarding schedule adjustments or barriers to
completing work
o Attending all required meetings, trainings, and program activities
e Maintaining an accurate, up-to-date calendar reflecting work responsibilities, accessible to
supervisors
Staff will contribute to a productive, collegial work environment by:
e Maintaining clean, organized, and safe workspaces
e Promoting a welcoming and respectful atmosphere
e Supporting team functioning and shared goals

Communication and Responsiveness
Professional communication applies across all settings, including in-person, written, phone, and virtual
formats.
Staff are expected to:
¢ Communicate clearly, respectfully, and professionally
¢ Respond to emails, messages, and requests within a reasonable and timely timeframe (typically
within 24-48 hours unless otherwise specified)
e Use concise, organized, and audience-appropriate communication
e Assume positive intent and seek clarification when needed
e Maintain professionalism in tone, body language, and interactions

Collaboration, Teamwork, and Accountability
Staff share responsibility for program success and are expected to:
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e Follow through on commitments and assigned responsibilities

e Actively participate in meetings, committees, and team processes

e Contribute to a culture of trust, respect, and shared problem-solving
e Give andreceive feedback constructively

e Support colleagues in achieving program goals

Professional Boundaries
Staff will maintain clear and appropriate professional boundaries with children, families, and colleagues.
This includes:

« Not providing babysitting, transportation, or personal care outside of program responsibilities

¢ Notinviting enrolled children into personal homes or private activities

¢ Using social media responsibly and not engaging with enrolled families in ways that compromise

professional boundaries

e Seeking supervisor guidance when boundary questions arise
Staff will maintain professional relationships that protect the integrity of their role and the dignity of
families. Exceptions involving immediate family members must be discussed with a supervisor or
Director.

Confidentiality
Staff will maintain strict confidentiality of all family, child, and staff information.
Expectations include:
e Sharinginformation only with authorized personnel on a need-to-know basis
e Obtaining written parent/guardian permission before releasing information externally
e Protecting confidentiality in all settings, including remote work environments (e.g., using private
spaces, secure documents, headphones when appropriate)

Equity, Inclusion, and Respect
Staff are expected to demonstrate culturally responsive and inclusive practices in all professional
interactions.
This includes:
e Usinginclusive and respectful language
o Demonstrating cultural awareness and humility
o Recognizing and addressing bias in interactions and decision-making
e Creating environments where all children, families, and staff feel valued and respected

Conflict Resolution and Professional Conduct
Staff are expected to address concerns in a timely, respectful, and solution-focused manner.
This includes:
e Engagingin direct, professional communication when conflicts arise
e Seekingto understand differing perspectives
e Utilizing supervisory support when needed
e Maintaining professionalism during disagreements
Staff will contribute to a physically and emotionally safe work environment and avoid behaviors that
could be perceived as hostile, exclusionary, or disruptive.
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Attire and Professional Presence
Staff will present themselves in a manner that reflects professionalism and supports a safe and
appropriate learning environment.
This includes:
e Following OESD business casual guidelines
e Dressing appropriately for job responsibilities, including safety and hygiene
e Maintaining a professional appearance and demeanor in both in-person and virtual settings

Meetings, Trainings, and Professional Engagement
Staff are expected to actively engage in ongoing professional learning and program improvement.
This includes:

e Attending and participating in required meetings and trainings

e Serving on committees or workgroups as available

e Staying informed about best practices and developments in the field

¢ Using meetings as opportunities for collaboration, reflection, and growth

Professional Growth and Evaluation
Staff are responsible for engaging in continuous professional growth.
Expectations include:
e Participating in supervision and evaluation processes
e Completing self-assessments using the OESD Employee Self-Evaluation rubric
o Identifying professional development goals and seeking relevant learning opportunities
e Applying new knowledge and skills to improve practice
Supervisors will provide guidance, feedback, and support to promote staff development. Evaluation
processes are confidential and intended to support growth and effectiveness.

Remote Work and Virtual Professionalism
Staff working remotely are expected to maintain the same level of professionalism, productivity, and
engagement as in-person work.
Expectations include:
e Maintaining a dedicated, appropriate workspace
e Using agency technology appropriately and ensuring reliable internet access (or coordinating
alternative arrangements with a supervisor)
e Communicating clearly, respectfully, and in a timely manner across all platforms (email, phone,
video)
o Attending virtual meetings on time, prepared, and professionally presented
e« Minimizing distractions and maintaining confidentiality in remote settings
e Engaging actively, listening attentively, and contributing meaningfully
Staff should avoid multitasking, side conversations, or behaviors that detract from team effectiveness
during virtual interactions.

Professional Judgment

Staff are expected to exercise sound professional judgment alighed with program policies, ethical
standards, and best practices.

Staff should:
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e Seekguidance when unsure
e Make decisions that prioritize the well-being of children, families, and the program
e Actwith integrity and accountability in all professional responsibilities

Use of Technology and Social Media
Staff are expected to use technology responsibly and represent the program professionally at all times.
This includes:

¢ Using agency devices and systems for work-related purposes

e Protecting sensitive information and data

e Avoiding online behavior that could negatively reflect on the program, colleagues, or families

Summary

Professionalism is a shared responsibility that requires consistent reflection, accountability, and
commitment to high standards of practice. Staff are expected to model professionalismin all
interactions and contribute to a positive, collaborative, and high-quality program environment.
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