HOW TO ACCESS EMPLOYEE FORMS/TIME SHEETS & EMPLOYEE CALENDAR

1. You can Access on Computer or Mobile Device. (Page 1: Instruction on Desktop, Page 2: Mobile APP
2. Goto www.littlehandspreschool.com & Scroll all the way to the down to the RED box - LHLCA STAFF LOGIN
3. CLICK and input password: 1234 (Do not give out password to anyone)
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Employee Time Off Calendar (See Below)
- . .

3 ool A YOG N DERIE Foroent S/ v T et I Communty IR GG o LALCA I NSk A Pemiece NO Call off Date &/or Do NOT SUBMIT Request (Another team Member is off.}
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ployees will also receive an email confirmation.
Kote: Call OfFfs on any day where Red appears on that day equals a possible Write-up & Sarurday Training
lease be respectful of your co-workers and the operational needs of the school,
Thank you.

Welcome To The LHLCA Staff Portal
g N =

May 2017

Welcome to the Little Hands Learning Center Academy Staff Portal. Staff of LHLCA studes
view and download documents and other available LHLCA information.
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LHLC Time Off Request Form

Employee Time Off Calendar (See Below)

RED = NO Call off Date &/or Do NOT SUBMIT Request (Another team Member is off.)
Blue = No School Closure Dates

(If your name Appears on Calendar then you have been APPROVED (Unless it states Pending approval.)
Employees will also receive an email confirmation.

Note: Call Offs on any day where Red appears on that day equals a possible Write-up & Saturday Training
Please be respectful of your co-workers and the operational needs of the school.



http://www.littlehandspreschool.com/

Little Hands Learning Center Mobile APP

Download the Little Hands Learning Center APP on your Android or Iphone & Open

Insert your assigned login and password (If not received, email griffin@littlehandspreschool.com)
Click OPEN (in upper lefthand corner)

On left Scroll Down to LHLCA Staff Forms

Select Desired form and submit
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