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EC3 Board Meeting Agenda
January 18, 2022; 6:15pm

Zoom: ID 83624408188, PW mRbz4Z

ATTENDEES
Director
Joel D’Souza
Jewel Davis-Tombul
Jen Estill
Mark Freeman, V. Chair
Laura Geist, Sec.
Dan Horn
Chris Jackson, Parl.
Ann-Marie Mapes
Christine Marshall, Chair
Lis Tobia, CEO

Term
03/21-02/23
02/20-01/22
12/20-11/22
04/21-03/23
10/20-09/22
05/19-09/23
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09/19-09/23
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AGENDA
CALL TO ORDER: 6:15 P.M. (EXPECTED)
1) RECOGNITION OF GUEST(S)
2) PUBLIC COMMENT
3) FOR THE RECORD: Official business conducted since the last meeting
a) Meeting minutes from previous meeting (November 16, 2021): Reviewed on December 7, 2021 via
email; motion to approve/second by Chris Jackson/Jewel Davis; tally of votes: 9 in favor (unanimous)
4) OPERATIONS REPORT: Lis Tobia emailed the Board the November and December 2021 Operations Report (also
attached) on December 2 and 28, 2021, respectively, and reported on activities.
5) FINANCE COMMITTEE REPORT: The Finance Committee (FinCom) has not had a scheduled meeting since the
last Board meeting; FinCom will report on any on-going activities informational to the Board at large.
6) MARKETING COMMITTEE REPORT: The Marketing Committee (MarCom) met virtually on January 4, 202. Jen
Estill will report on committee activities (report attached).
7) PROGRAM COMMITTEE REPORT: The Program Committee (ProgCom) met virtually on December 7, 2021. Jewel
Davis will report on committee activities (report attached).
8) OLD BUSINESS
a) Establish a formal CEO search committee
b) Hiring Solutions was officially chosen as the company to recruit EC3’s next CEO. The position was
posted to Hiring Solutions’ website (linked here) and will be posted to other sites as well. Official
candidate sourcing will commence after kickoff discussion on Tuesday, January 18th.
9) NEW BUSINESS:
a) Discussion of proposed staff vaccination policy (draft attached)
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b) Proposed use of Child Care Stabilization Grant funds
i)

The grant stipulates that organizations use some of the money (if feasible) to ease the financial
burden on families
(1) Credit families’ accounts for mandatory COVID-19 classroom quarantines dating back to
beginning of pandemic
(2) As of January 12th, EC3 has had 8 partial or full classroom closures

ADJOURN: 7:45PM (EXPECTED)
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Operations Report
November 2021
PROGRAM: STAFFING AND ENROLLMENT
1. Staffing: All FT teaching positions have been filled; we still need several more in order to
reduce the stress on teaching staff. The numbers: 42 total employees (28 FT, 14 PT).
a. We need four classroom assistants (30-hours/week, dedicated to a specific
classroom) and at least seven more support staff who are able to work 15-25
hours/week.
2. Enrollment: 101 children, 82% enrollment. We will reach 85% enrollment by the first of
the new year, with scheduled transitions allowing for scheduled new enrollments.

ADMINISTRATION & GOVERNANCE
3. Search firm for executive transition: Board members selected Hiring Solutions to conduct
the search for a new CEO. This work will begin in earnest after the holidays.
4. Audit firm: The FinCom selected Lewis-Knopf to conduct the independent financial
review for the fiscal year that ended 9/30/21.
5. CEO annual evaluation: The Board Chair and CEO determined that it would be best to
shift the annual CEO evaluation to take place in February, so that it can be informed by
the staff and parent surveys that are conducted in January. The ExCom will meet in early
January to review the process.
6. The EC3 Board “holiday happy hour” has been set for Wednesday, 12/8/21, at 5:30 p.m.
at the Lansing Brewing Company. This will truly just be a brief get-together in person;
hopefully their outside firepits will be going and we can stay outside. If anyone wants to
start earlier, let me know!
7. The Executive Committee (ExCom) will meet on 1/11/22 to establish its norms and
discuss the CEO evaluation process.
8. We’re in contact with two Board member prospects, and will be meeting two others in
mid-January.

COMMUNITY ENGAGEMENT & OUTREACH
9. Our Fall “service day” was successful in attracting many people to participate in sprucing
up the property. Sixteen parents and five staffers (and even a few kids!) pitched in to
clean up the grounds and paint the doors/trim in Toddlerland.
10. We decided to cancel our “Saturday Santa” event again this year. In past years it was
“Cookies with Santa,” and we hoped to do a “Reading with Santa” event, but the
pandemic risk is still too great.
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FINANCIAL STATUS
11. Grant opportunities
a. EC3’s Child Care Stabilization Grant application was submitted on 11/15/21.
According to the formula provided by the MDE, EC3 will be awarded at least
$165k in early January and a similar amount when we submit an application again
in late March.
b. EC3’s potential to receive a grant from 100 Women Who Care has been deferred
until their February meeting.
c. The Community Foundation capacity grant cycle opens in February, at which time
we will be able to discern possible grant requests.
12. Year-End Donation Campaign
a. As of this writing, we have earned about $15,000--this includes the $7,500
donation from the Austin Memorial Foundation. Our goal is $25,000, so we will
continue pushing all our stakeholders until the end of December.
b. We’re still waiting on a few Directors to contribute or pledge to support the
year-end campaign. We need to be able to tell grantmakers that we have 100%
Board participation in all fundraisers; contact Lis Tobia to make your
donation.
13. Operating Finances
a. With last week’s payroll, we have finally exhausted the revenue funds that were
accumulated earlier this year as we spent down our second P3 loan and used grant
funds for summer camp expenses. If we meet our year-end campaign goal, we
will likely avoid dipping into our $25,000 line of credit. The stabilization grant
revenue is supposed to arrive prior to our first payroll in January.
b. Year-to-date budget/actual comparison report is attached. For those of you who
are newer to the Board, don’t be alarmed--most of our monthly budget figures are
derived by dividing the annual total by twelve, even though much of our income
and expense flows in cycles.
c. Year-to-date cash flow report is also attached, which should take the edge off any
concern about the P&L report.
d. NOTE: Neither of these reports has been finalized yet, as we are focused on
completing the FY-2021 year-end records.
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Educational Child Care Center

5:06 PM

Profit & Loss Budget vs. Actual

11/30/21
Accrual Basis

October through November 2021
Oct - Nov 21
Ordinary Income/Expense
Income
Other Income

Budget

$ Over Budget

% of Budget

3,180.39

4,520.98

(1,340.59)

70.3%

237,114.03

246,561.70

(9,447.67)

96.2%

13,659.15
0.00
9.45

4,166.68
50,000.00
0.00

9,492.47
(50,000.00)
9.45

327.8%
0.0%
100.0%

253,963.02

305,249.36

(51,286.34)

83.2%

253,963.02

305,249.36

(51,286.34)

83.2%

2,314.23

5,631.21

(3,316.98)

41.1%

7,743.64

5,593.34

2,150.30

138.4%

293,277.07

217,313.27

75,963.80

135.0%

Food Expenses

7,639.51

8,083.54

(444.03)

94.5%

Information Technology

1,683.34

2,346.85

(663.51)

71.7%

Insurance Expenses

3,809.50

4,045.29

(235.79)

94.2%

Office Supplies

1,154.15

1,331.72

(177.57)

86.7%

Property Maintenance & Repair

7,458.53

6,364.80

Regulatory Fees and Expenses

100.00

216.22

(116.22)

46.2%

Utilities

4,992.45

7,217.65

(2,225.20)

69.2%

6096 · Fundraising Expense - direct
6100 · Accounting and Legal
6112 · Marketing and Advertising
6113 · Customer Gifts and Incentives
6116 · Depreciation Expense

5,100.00
200.00
180.00
0.00
4,966.00

0.00
400.00
5,100.00
118.96
3,833.32

5,100.00
(200.00)
(4,920.00)
(118.96)
1,132.68

100.0%
50.0%
3.5%
0.0%
129.5%

340,618.42

267,596.17

73,022.25

127.3%

(86,655.40)

37,653.19

(124,308.59)

(230.1)%

(86,655.40)

37,653.19

(124,308.59)

(230.1)%

Tuition and Related Fees
4300 · Donations
4305 · Grants
4900 · Interest income
Total Income
Gross Profit
Expense
Banking & Finance
Classroom Expenses
Employee Costs

Total Expense
Net Ordinary Income
Net Income

1,093.73

117.2%
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5:14 PM

Educational Child Care Center

11/30/21

Statement of Cash Flows
October through November 2021
Oct - Nov 21
OPERATING ACTIVITIES
Net Income
Adjustments to reconcile Net Income
to net cash provided by operations:
Employee Costs:6056 · Payroll Processing
1100 · Accounts Receivable
1200 · Prepaid Expenses
2000 · Accounts Payable
2100 · CC - Home Depot
2105 · CC - Staples
2200 · Accrued PTO
2215 · Payroll Liabilities
Net cash provided by Operating Activities

(86,655.40)
1,912.65
(29,251.43)
1,025.46
7,512.80
103.72
(226.71)
11,991.50
32,521.39
(61,066.02)

INVESTING ACTIVITIES
1599 · Accumulated Depreciation

4,966.00

Net cash provided by Investing Activities

4,966.00

FINANCING ACTIVITIES
2400 · MSUFCU Building Mortgage
2401 · Debt issue costs

(3,595.93)
110.44

Net cash provided by Financing Activities

(3,485.49)

Net cash increase for period

(59,585.51)

Cash at beginning of period

114,873.63

Cash at end of period

55,288.12

Page 1

EC3 Board Meeting Packet: January 2022 (Page 7)

Operations Report
December 2021
PROGRAM: STAFFING AND ENROLLMENT
1. Staffing is unchanged from last month. All FT teaching positions have been filled; we
still need several more in order to reduce the stress on teaching staff. The numbers: 42
total employees (28 FT, 14 PT).
a. We need four classroom assistants (30-hours/week, dedicated to a specific
classroom) and at least seven more support staff who are able to work 15-25
hours/week.
2. Enrollment: 100 children, 81% enrollment. We are still on target to reach 85% enrollment
by the first of the new year, with transitions allowing for scheduled new enrollments.

ADMINISTRATION & GOVERNANCE
3. Financial review for FYE 9/30/20: Lewis-Knopf is almost finished with the independent
financial review. We will likely see the report by mid-January.
4. The Executive Committee (ExCom) will meet on 1/11/22 to establish its norms and
discuss the CEO evaluation process.
5. We’re in contact with two Board member prospects, both of whom will attend the
January Board meeting as guests.

COMMUNITY ENGAGEMENT & OUTREACH
6. In early December we hosted our annual “Drop & Shop,” where families can sign up to
bring in their kids to EC3 for a Saturday morning while families run errands. The turnout
was much lower than in past years (only eleven children), but the teachers who
volunteered were quite pleased with their “tips.”
7. The final draft of the annual staff and family surveys are being reviewed and fielding will
begin on January 6, 2022. Questions have been added to both survey instruments about
the performance of the current CEO, and about the attributes that are most important for
the incoming CEO.

FINANCIAL STATUS
8. Grant opportunities
a. EC3’s Child Care Stabilization Grant amount will be significantly larger than
anticipated (~$223k instead of ~$165k), according to the updated worksheet in
the Great Start to Quality account. No explanation is available, but we suspect
that fewer providers applied for the funds than the MDE thought. Funds are
expected in early January for this half of the grant; a similar amount is expected in
March.

EC3 Board Meeting Packet: January 2022 (Page 8)

b. The Community Foundation capacity grant cycle is open now and closes in
February (we previously reported that the cycle opened in February). We will be
submitting a grant request for funding a project that will use the CEO transition
process to inform the creation of a Board member recruitment, orientation, and
succession plan. The plan will be designed to engage and strengthen EC3’s Board
so it can effectively support the incoming CEO.
9. Year-End Donation Campaign
a. As of this writing, we have earned $20,555. We will be sending one final email
blast to all current and former stakeholders who have not yet contributed.
10. Operating Finances
a. Next week’s payroll will require the full use of our line of credit ($25,000), and
possibly the borrowing of funds from our Building Blocks account. (This has
been a routine practice when enrollment is below the breakeven threshold for
several months, as ours has.) We are hopeful that the Child Care Stabilization
Grant funds will be disbursed before the January 21st payroll.
b. Year-to-date budget/actual comparison report is attached, along with YTD cash
flow and balance sheet reports. NOTE: None of these reports has been finalized
yet, as we are focused on completing the FY-2021 year-end records.
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Educational Child Care Center

4:53 PM

Profit & Loss Budget vs. Actual

12/28/21
Accrual Basis

October 1 through December 28, 2021
Oct 1 - Dec 28, 21
Ordinary Income/Expense
Income
Other Income

Budget

$ Over Budget

% of Budget

4,947.42

6,562.71

(1,615.29)

75.4%

338,930.46

351,518.60

(12,588.14)

96.4%

20,239.17
0.00
13.97

6,048.41
72,580.65
0.00

14,190.76
(72,580.65)
13.97

334.6%
0.0%
100.0%

364,131.02

436,710.37

(72,579.35)

83.4%

364,131.02

436,710.37

(72,579.35)

83.4%

4,017.91

8,153.26

(4,135.35)

49.3%

9,603.48

8,119.35

1,484.13

118.3%

418,952.34

321,193.62

97,758.72

130.4%

Food Expenses

9,995.24

11,734.17

(1,738.93)

85.2%

Information Technology

2,732.12

3,406.70

(674.58)

80.2%

Insurance Expenses

5,255.80

5,872.19

(616.39)

89.5%

Office Supplies

1,555.04

1,933.14

(378.10)

80.4%

Property Maintenance & Repair

10,941.78

9,239.24

Regulatory Fees and Expenses

100.00

313.87

(213.87)

31.9%

Utilities

8,725.78

10,477.22

(1,751.44)

83.3%

6096 · Fundraising Expense - direct
6098 · Governance
6100 · Accounting and Legal
6112 · Marketing and Advertising
6113 · Customer Gifts and Incentives
6116 · Depreciation Expense

5,100.00
0.00
475.00
270.00
0.00
4,966.00

0.00
451.61
2,512.33
5,100.00
172.68
5,564.50

5,100.00
(451.61)
(2,037.33)
(4,830.00)
(172.68)
(598.50)

100.0%
0.0%
18.9%
5.3%
0.0%
89.2%

482,690.49

394,243.88

88,446.61

122.4%

(118,559.47)

42,466.49

(161,025.96)

(279.2)%

(118,559.47)

42,466.49

(161,025.96)

(279.2)%

Tuition and Related Fees
4300 · Donations
4305 · Grants
4900 · Interest income
Total Income
Gross Profit
Expense
Banking & Finance
Classroom Expenses
Employee Costs

Total Expense
Net Ordinary Income
Net Income

1,702.54

118.4%
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4:48 PM

Educational Child Care Center

12/28/21

Statement of Cash Flows
October 1 through December 28, 2021
Oct 1 - Dec 28, 21
OPERATING ACTIVITIES
Net Income
Adjustments to reconcile Net Income
to net cash provided by operations:
Employee Costs:6056 · Payroll Processing
1100 · Accounts Receivable
1200 · Prepaid Expenses
2000 · Accounts Payable
2100 · CC - Home Depot
2105 · CC - Staples
2200 · Accrued PTO
2212 · Customer prepayments
2215 · Payroll Liabilities
2290 · MSUFCU Line of Credit
Net cash provided by Operating Activities

(118,559.47)
3,571.03
(20,883.51)
1,025.46
9,694.01
(57.61)
(320.67)
16,788.10
301.00
29,666.27
12,500.00
(66,275.39)

INVESTING ACTIVITIES
1599 · Accumulated Depreciation

4,966.00

Net cash provided by Investing Activities

4,966.00

FINANCING ACTIVITIES
2400 · MSUFCU Building Mortgage
2401 · Debt issue costs

(4,958.23)
110.44

Net cash provided by Financing Activities

(4,847.79)

Net cash increase for period

(66,157.18)

Cash at beginning of period

114,873.63

Cash at end of period

48,716.45
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Educational Child Care Center

4:27 PM

Balance Sheet

12/28/21
Accrual Basis

As of December 28, 2021
Dec 28, 21
ASSETS
Current Assets
Checking/Savings
1000 · MSUFCU BBC Savings
1000.1 · MSUFCU BBC IMMA
1005 · MSUFCU Chk Deposits-Credits
1010 · MSUFCU Chk Withdrawals-Debits
1030 · MSUFCU FSA Savings
1040 · MSUFCU Payroll Liab. Checking
1045 · MSUFCU Payroll Liab. Savings
1045.1 · MSUFCU Payroll Liabilities IMMA
1098 · Petty Cash

5.00
19,754.50
172.64
414.87
850.76
401.20
5.00
17,972.12
44.29

Total Checking/Savings

39,620.38

Accounts Receivable
1100 · Accounts Receivable

41,499.76

Total Accounts Receivable

41,499.76

Other Current Assets
1099 · *Undeposited Funds
1200 · Prepaid Expenses

7,509.00
10,564.00

Total Other Current Assets

18,073.00

Total Current Assets
Fixed Assets
1500 · Land
1503 · Building and Grounds
1505 · Building Improvements
1510 · Furniture and Equipment
1599 · Accumulated Depreciation
Total Fixed Assets
TOTAL ASSETS
LIABILITIES & EQUITY
Liabilities
Current Liabilities
Accounts Payable
2000 · Accounts Payable
Total Accounts Payable

99,193.14
33,750.00
426,253.65
129,179.69
148,601.68
(357,171.91)
380,613.11
479,806.25

15,956.35
15,956.35

Credit Cards
2105 · CC - Staples

71.79

Total Credit Cards

71.79

Other Current Liabilities
2200 · Accrued PTO
2208 · Accrued interest
2210 · Deferred Revenue
2212 · Customer prepayments
2215 · Payroll Liabilities
2216 · FSA Liability
2290 · MSUFCU Line of Credit
2299 · Current Portion of LTD
Total Other Current Liabilities
Total Current Liabilities

74,532.10
169.00
69,449.00
4,491.00
91,582.23
3,835.87
12,500.00
15,614.00
272,173.20
288,201.34
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Educational Child Care Center

4:27 PM

Balance Sheet

12/28/21
Accrual Basis

As of December 28, 2021
Dec 28, 21
Long Term Liabilities
2400 · MSUFCU Building Mortgage
2401 · Debt issue costs
2499 · Current Portion LTD (contra)

292,568.42
(2,705.58)
(15,614.00)

Total Long Term Liabilities

274,248.84

Total Liabilities
Equity
3100 · Net Assets w/o Donor Rest.
3200 · Net Assets With Donor Restr
Net Income
Total Equity
TOTAL LIABILITIES & EQUITY

562,450.18
27,154.54
8,761.00
(118,559.47)
(82,643.93)
479,806.25
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EC3 Marketing Committee
Date: 01-04-2022
Attendance: Lis Tobia, Jen Estill, Christopher Jackson, Tracy Wimmer, Nich Glauch
AGENDA & NOTES:

Old Business
1. Annual Report - Lis met with Redhead team today to kick off. Delivery of final product scheduled
for early March. There will be an opportunity for committee to review. Financials will be ready
within the month. ACTION: committee members brainstorm targeted humans for distribution.
2. Crisis Comm Plan - Lis has completed this, committee should review. ACTION: Committee
members review and give feedback by Jan 18.
3. EOY Fundraising - did not meet the 25k goal. Pulled in almost $1500 on the last day, so landed in
the $21,000 - $22,000

New Business:
1. Spring Fundraising Brainstorming:
Goal: Need to raise $25,000 - $30,000 to meet budget.
Grant monies from ARPA will exceed anticipated $, which takes a little pressure off.
Have not run an auction in 2 years, so the question is whether we bring it back.
Challenge: It is a very heavy lift for staff (tech setup, promotions)
From Chris: two thoughts on Spring fundraising: 1) classroom art raffle and 2) decide if spring
makes more sense for another carnival.
Lis likes the idea of the Summer Festival event as an event that is designed to be enjoyable for
families w/o the onus of fundraising.
Option: mini “rolling” auctions throughout the year. We also have the ability to sell stuff through
the auction software. The technical effort is not too difficult, The staff is willing to do the art
creation work. Physical, in person efforts are the heaviest lift.
General consensus is that Covid is too much of a threat to have an in-gym auction.
Could we sell art and commemorative tees (etc) around transition/graduation times? Mother’s
Day?
Old school carnival with all the gimmicky things is an option: cake walk, rubber ducks, etc. If we
had an outdoor carnival, we could expand and invite the community.
ACTION: Tracy willing to draw up a draft plan about how to pull off a fundraising carnival that it’s
too heavy of a lift for staff by end of week.
Drive-in movie night projecting on the side of the gym?
Lugnuts game (get reduced cost tickets and resell?)
Parents night at the gym.
Bake sales. Do we need to do these? It is a visible connection to parents at EC3. It’s a different
type of engagement that is necessary.
Conversation ensued regarding family engagement events to boost community and togetherness.
Test-drive with auction of lego sets that have been donated.

Notes:
n/a
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EC3 Program Committee Meeting: Notes
December 7, 2021, 6:15 – 7:45 p.m., meet.google.com/txg-hjri-sgu
Attendees: Amanda Brock, Buff Clements, Betsy Clinton, Jewel Davis-Tombul, Mark Freeman, Lori Leaming, Ann-Marie Mapes,
Christine Marshall, Emily Pasman, Lis Tobia, Heidi Waugh

1. Review of ProgCom 2022 meeting schedule (all meetings begin at 6:15 p.m. and are virtual
until further notice: meet.google.com/txg-hjri-sgu)
a. March 1st (staff appreciation; family engagement events)
b. June 7th (graduation; family appreciation activities)
c. September 6th (annual report; next round of staff/family surveys)
2. Discussion of support opportunities for EC3 staff holiday party (December 17th)
a. Setup on 12/17 between noon and 4:00 p.m.
i. Tables/chairs setup
ii. Decorations (plan for décor will be provided)
b. Lori Leaming, Emily Pasman, and Heidi Waugh will help with party setup; Lis
Tobia will email them with details.
3. Discussion of support opportunities for new staff welcome kits
a. EC3-branded cinch-packs have been ordered to give to new staff; approx. 30 kits
to assemble for 2022
b. Contents of each (to be sourced and assembled by volunteers):
i. Water bottle or travel mug (if items can be donated or secured inexpensively
in bulk)
ii. Gift bag containing “teacher necessity items” (face masks, hand sanitizer,
facial tissue pack, bandages, ibuprofen, cough drops, stain remover, pocket
planner, notepad/pen, etc.)
iii. Gift bag containing “teacher self-care items” (hand cream, tea bags,
chocolate/candy, emery boards, yoga cheat-sheet, bubble bath, etc.)
iv. EC3 will insert t-shirt and procedure manual
c. After the holidays, Lis will do an “all-call” to families about donating specific
items, doing a sign-up similar to the Halloween list. Include idea of asking for items
to be donated.
d. Once items are in, the office will email families for volunteers to assemble the kits.

EC3 Board Meeting Packet: January 2022 (Page 15)

4. Discussion of what to give to staff from families for the holidays
a. Heidi posted a draft Google form to get ideas from staff about what they like and
don’t like/want/need
b. Emily suggested we get the information to keep handy in case families inquire
c. Ann-Marie recommended we include questions about how staff like to be
recognized
d. Amanda noted that the information could come in handy for teacher appreciation
week in May
e. Lis will put together the form and distribute to staff this week
5. Planning for staff and family satisfaction surveys. Both are scheduled to be fielded in
January 2022 so results can inform decisions on staff training, budget planning, etc. The
committee reviewed last year’s surveys and made several modifications.
6. The changes discussed will be incorporated and a final draft emailed to committee
members by the end of the year. Surveys will be fielded in January, results will be shared
with the committee (and all families/staff) in February by email. Committee may discuss
follow-on steps, if any, prior to March meeting.
Next meeting: March 1, 2022; 6:15 p.m.; meet.google.com/txg-hjri-sgu
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EC3’s Mandatory Vaccination Policy
Purpose:
Vaccination is a vital tool to reduce the presence and severity of COVID-19 cases in the workplace, in
communities, and in the nation as a whole. EC3 has adopted this policy on mandatory vaccination to
safeguard the health of our employees, students, and families from the hazard of COVID-19. This policy
complies with OSHA’s Emergency Temporary Standard on Vaccination and Testing (29 CFR 1910.501).
Scope:
This Mandatory COVID-19 Vaccination Policy applies to all employees of EC3.
All employees covered by this policy are required to be fully vaccinated as a term and condition of
employment at EC3. Employees are considered fully vaccinated two weeks after completing primary
vaccination with a COVID-19 vaccine, with, if applicable, at least the minimum recommended interval
between doses. For example, this includes two weeks after a second dose in a two-dose series, such as
the Pfizer or Moderna vaccines, two weeks after a single-dose vaccine, such as the Johnson & Johnson
vaccine, or two weeks after the second dose of any combination of two doses of different COVID-19
vaccines as part of one primary vaccination series. All employees are required to report their vaccination
status and to provide proof of vaccination. Employees must provide truthful and accurate information
about their COVID-19 vaccination status, and, if applicable, their testing results. Employees not in
compliance with this policy will be subject to EC3’s discipline policy.
Employees may request an exception from this mandatory vaccination policy if the vaccine is medically
contraindicated for them or medical necessity requires a delay in vaccination. Employees also may be
legally entitled to a reasonable accommodation if they cannot be vaccinated and/or wear a face
covering (as otherwise required by this policy) because of a disability, or if the provisions in this policy
for vaccination, and/or testing for COVID-19, and/or wearing a face covering conflict with a sincerely
held religious belief, practice, or observance. Requests for exceptions and reasonable accommodations
must be initiated by the Program Director. All such requests will be handled in accordance with
applicable laws and regulations.

Procedures:
Overview and General Information
•
•

All current EC3 employees must be fully vaccinated no later than 1/31/22.
All future EC3 employees must be fully vaccinated prior to hire.

Employees will be considered fully vaccinated two weeks after receiving the requisite number of doses
of a COVID-19 vaccine. An employee will be considered partially vaccinated if they have received only
one dose of a two-dose vaccine.
Vaccination Status and Acceptable Forms of Proof of Vaccination
All vaccinated employees are required to provide proof of COVID-19 vaccination, regardless of where
they received vaccination. Proof of vaccination status can be submitted in person to the Program
Director or Office Manager.
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Acceptable proof of vaccination status is:
1.
2.
3.
4.

The record of immunization from a healthcare provider or pharmacy;
A copy of the COVID-19 Vaccination Record Card;
A copy of medical records documenting the vaccination;
A copy of immunization records from a public health, state, or tribal immunization information
system; or
5. A copy of any other official documentation that contains the type of vaccine administered,
date(s) of administration, and the name of the healthcare professional(s) or clinic site(s)
administering the vaccine(s).
Proof of vaccination generally should include the employee’s name, the type of vaccine administered,
the date(s) of administration, and the name of the healthcare professional(s) or clinic site(s) that
administered the vaccine. In some cases, state immunization records may not include one or more of
these data fields, such as clinic site; in those circumstances EC3 will still accept the state immunization
record as acceptable proof of vaccination.
Supporting COVID-19 Vaccination
An employee may take up to two hours of work time per dose to travel to the vaccination site, receive a
vaccination, and return to work. This would mean a maximum of four hours of duty time for employees
receiving two doses. If an employee spends less time getting the vaccine, only the necessary amount of
time will be granted. Any additional time requested will be granted, if reasonable, but will not be paid;
in that situation, the employee can elect to use PTO to cover the additional time. If an employee is
vaccinated outside of their approved work time they will not be compensated.
Employees may utilize up to two workdays of PTO immediately following each dose if they have side
effects from the COVID-19 vaccination that prevent them from working. Employees who have no PTO
(including part-time staff who do not accrue PTO) will be granted up to two days of additional PTO
immediately following each dose if necessary.
Employees must follow EC3’s standard procedures for requesting time off to obtain the COVID-19
vaccine or PTO to recover from side effects.
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