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Welcome to Friendship Public Charter School! You 
are now a member of a dynamic learning community 
dedicated to fostering an environment in which all 
students can discover their talents and realize their 
true potential. We are also a respectful and inclusive 
community that welcomes everyone and celebrates 
each other’s success. Whether you are a new or 
GYVVIRX�XIEQ�QIQFIV��[I�EVI�GSRƤHIRX�XLEX�]SY�[MPP�
ƤRH�*VMIRHWLMT�4YFPMG�'LEVXIV�7GLSSP�E�H]REQMG�ERH�
rewarding place in which to work. 

We are pleased to provide you with this handbook, 
which outlines the personnel policies and procedures 
for Friendship Public Charter School (FPCS). It has 
been written to serve as the guide for the employer-
employee relationship. You should read, understand, 
and follow the policies and procedures in this 
handbook.

There are several things that are important to keep in 
mind about this handbook:
•  It contains only general information and guidelines 

and is not intended to be comprehensive or 
to address all the possible applications of, or 
exceptions to, the general policies and procedures 
described. If you have any questions, you should 
contact a member of the Human Resources team.

•  This handbook does not confer any contractual 
obligations or rights, either express or implied and 
no policy set forth in this handbook guarantees any 
GSRXMRYMX]�SJ�IQTPS]QIRX��FIRIƤXW��SV�VMKLXW�

•  Neither this handbook nor any other FPCS document 
confers any contractual right to remain an FPCS 
team member. In the District of Columbia, team 
members are employed at-will, meaning your 
employment may be terminated at will at any time, 
with or without cause and without prior notice, by 
FPCS or you. The terms and conditions of your 
employment may be changed by FPCS at any time.

•  8LI�TVSGIHYVIW��TVEGXMGIW��TSPMGMIW��ERH�FIRIƤXW�
HIWGVMFIH�MR�XLMW�LERHFSSO�QE]�FI�QSHMƤIH�SV�
discontinued at any time is the sole discretion of 
FPCS.

•  3RP]�XLIɅ&SEVH�SJ�8VYWXIIW�Ʌ'LMIJ�)\IGYXMZI�3JƤGIV�
SVɅHIWMKRIIɅLEW�XLI�EYXLSVMX]�XS�QSHMJ]�ER]�TSPMGMIW��
TVSGIHYVIW�SV�FIRIƤXW�MR�XLMW�LERHFSSO��[LMGL�MW�XLI�
property of the school.

•  7SQI�SJ�XLI�FIRIƤXW�HIWGVMFIH�EVI�GSZIVIH�MR�HIXEMP�
MR�SJƤGMEP�TSPMG]�HSGYQIRXW��MRGPYHMRK�7YQQEV]��
4PER�(IWGVMTXMSRW�ERH�*4'7ŭW�&IRIƤXW�&SSOPIX��
[LMGL�WLSYPH�FI�VIJIVVIH�XS�JSV�WTIGMƤG�MRJSVQEXMSR��
-R�XLI�IZIRX�SJ�E�GSRƥMGX�FIX[IIR�ER]�TSPMG]��
TVSGIHYVI�SV�FIRIƤX�HIWGVMFIH�MR�XLMW�LERHFSSO�ERH�
XLI�FIRIƤX�TPER�HSGYQIRX��XLI�TPER�HSGYQIRX�[MPP�
prevail unless otherwise required by law.

Mission 
The mission of FPCS is to provide a world-class 
education that motivates students to achieve high 
academic standards, enjoy learning and develop as 
IXLMGEP��PMXIVEXI��[IPP�VSYRHIH�ERH�WIPJ�WYJƤGMIRX�GMXM^IRW�
who contribute actively to their communities.

*4'7�WXYHIRXW�FIRIƤX�JVSQ�WXVSRK�WGLSSP�PIEHIVWLMT��
research-based academic instruction, caring and well-
trained teachers, state-of-the-art technology, wrap-
around social services, and high levels of community 
involvement. 

Governance and Oversight
*4'7�MW�E�RSX�JSV�TVSƤX�SVKERM^EXMSR�ERH�MW�KSZIVRIH�
by a Board of Trustees. The Board provides a vision for 
FPCS, sets policy, establishes the budget, and monitors 
performance. The Chairman of the Board is Donald L. 
Hense, a noted economist, community activist, and 
educator.

FPCS campuses in the District of Columbia are 
authorized by the DC Public Charter School Board. The 
3JƤGI�SJ�XLI�7XEXI�7YTIVMRXIRHIRX�SJ�)HYGEXMSR��XLI�
state educational agency, also monitors and audits all 
public schools including charter schools. FPCS is an 
independent organization and not under the jurisdiction 
of the DCPS Superintendent or the DC Board of 
Education.

Section 1

Welcome to Friendship  
Public Charter School
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Funding: DC Charter Campuses
FPCS campuses in the District of Columbia are open 
and free to all children who reside in the District of 
Columbia. Funding is provided by the DC government 
on a per student basis, according to a formula that 
determines funding for all public charter schools and 
other DC public schools. FPCS also receives funding 
from the federal government based on its enrollment of 
low-income students. To support our ambitious vision 
for family services and extended learning, we also 
pursue grant funding and private donations.

Community Commitment
FPCS believes in giving back to the communities in 
which we live and do business. Whether supporting 
disadvantaged youth, chambers of commerce or 
industry groups, the organization takes seriously its 
role as an educational partner and local employer. 
FPCS also fosters a giving attitude among its team 
members, encouraging participation in community 
activities and philanthropic endeavors. Additionally, 
FPCS offers a paid internship program that provides 
opportunities for college students to learn new 
technical skills as well as skills for success in a 
professional environment.

Commitment to Team Members
FPCS is committed to treating all team members with 
LSRIWX]��JEMVRIWW��WEJIX]�ERH�VIWTIGX��-RɅSVHIV�XS�GVIEXI�
this environment, we will provide equal treatment for 
team members, promote a positive work environment 
and protect the health and safety of all team members.
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Background Checks
All FPCS team members, interns, volunteers, 
contractors, consultants, and other third parties 
working for the organization, or the campus, must 
complete a background check prior to beginning work 
and interfacing with our scholars. Each individual, 
regardless of position, is required to complete 
a Criminal and Sexual Offender Check Consent 
Form prior to working or volunteering with FPCS. 
Such consent authorizes FPCS to obtain additional 
background checks that will take place at any time 
during employment. This policy outlines the disclosure 
notice and procedures surrounding the background 
check. Please note that FPCS complies with all rights 
under the Fair Credit Report Act and DC law. All FPCS 
team members will be required to renew their relevant 
background check every two years. Certain positions 
also require drug and alcohol testing, TB testing, 
motor vehicle, and credit history checks upon hire 
and periodically where job-related and consistent with 
FYWMRIWW�RIGIWWMX]�Ʌ

At-Will Employment Status
Employment at FPCS is at-will. This means that 
team members may resign at any time, and may 
be terminated at any time, without notice or cause. 
In addition, FPCS may change the terms of the 
employment relationship, including a team member’s 
hours, salary, title, job duties, or place of work, without 
RSXMGI�SV�GEYWI�Ʌ2SXLMRK�MR�XLMW�8IEQ�QIQFIV�
Handbook limits a team member’s or FPCS’s right 
to terminate employment with or without cause. 
Furthermore, nothing in this handbook or in any other 
document or oral statement shall limit the at-will 
nature of the employment relationship. No one at 
FPCS has the authority to alter the at-will nature of the 
employment relationship without the express written 
GSRWIRX�SJ�XLI�'LMIJ�)\IGYXMZI�3JƤGIV��

The Immigration Reform and Control 
ACt of 1986 (I-9 Regulation)
In compliance with the Federal Immigration Reform 
and Control Act of 1986, as amended, and any state 
law requirement, FPCS must employ only individuals 
who are authorized to work in the United States. 
%W�E�GSRHMXMSR�SJ�IQTPS]QIRX��IEGLɅRI[�XIEQ�
member must complete a Form I-9, Employment 
)PMKMFMPMX]�:IVMƤGEXMSR�ERH�TVIWIRX�HSGYQIRXEXMSRW�
establishing his/her identity and employment eligibility 
[MXLMR�XLVIIɅ���HE]W�SJ�LMVI��*4'7�YWIW�)�:IVMJ]��ER�
internet based system operated by the Department 
of Homeland Security (DHS) and U.S. Citizenship 
and Immigration Services (USCIS), to determine 
the employment eligibility of our team members. 
E-Verify electronically checks information provided 
F]�XLI�XIEQ�QIQFIV�SR�LMW�SV�LIVɅ*SVQ�-���EKEMRWX�
the records contained in the DHS and Social Security 
%HQMRMWXVEXMSRW��77%�HEXEFEWIW�Ʌ

If a team member is authorized to work in the United 
States for a limited time period, the individual will 
be required to submit proof of renewed employment 
IPMKMFMPMX]�TVMSV�XS�I\TMVEXMSR�SJɅXLEX�TIVMSH�XS�VIQEMR�
employed with Friendship. Team members may be 
separated from employment with FPCS for failing to 
provide proof of renewed employment eligibility. 

Work Schedules
ŵ�� (MWXVMGX�3JƤGI�8IEQ�1IQFIVWɄ
� *YPP�XMQI�'SQQYRMX]�3JƤGI�XIEQ�QIQFIVW�EVI�

VIUYMVIH�XS�[SVO�EɅQMRMQYQ�SJ����LSYVW�TIV�[IIO��
1SRHE]�XLVSYKL�*VMHE]�Ʌ�7XERHEVH�GSQQYRMX]�
SJƤGI�[SVO�WGLIHYPIW�EVI������E�Q��XS������T�Q��
�����E�Q��XS������T�Q��������E�Q��XS������T�Q��������
E�Q��XS������T�Q��SV������E�Q��XS������T�Q���YRPIWW�
special arrangements have been made with a 
supervisor. The operational needs of FPCS may 
require variations to these hours, and circumstances 
may occasionally arise in which you are required to 
work an extended work day with little or no advance 
notice. You will be expected to work the extended 
schedule on those occasions.

Section 2

Employment at Friendship  
Public Charter School
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ŵ�� 'EQTYW�&EWIH�8IEQ�1IQFIVWɄ
 10-month and 12-month campus based team 

members are required to work a minimum of 40 
hours per week, Monday through Friday. Scheduled 
[SVO�LSYVW�EVI������E�Q��XS������T�Q���YRPIWW�
special arrangements have been made with a 
supervisor. Team member hours are announced at 
the beginning of the school year, and team members 
[MPP�FI�RSXMƤIH�MJ�ER]�GLERKIW�SV�QSHMƤGEXMSRW�[IVI�
QEHI�FEWIH�SR�XLIMV�VIUYMVIH�[SVO�WGLIHYPI�Ʌ�

Attendance
Attendance and punctuality are important factors for 
a team member’s success within this organization. 
If a team member is consistently late or excessively 
absent, FPCS’s ability to perform work is affected and 
an unfair burden is placed on co-workers. Lateness is 
HIƤRIH�EW�EVVMZMRK�EJXIV�E�XIEQ�QIQFIVŭW�WXEVX�XMQI�
ERH�[MPP�RSX�FI�XSPIVEXIH�Ʌ

It is the team member’s responsibility to notify their 
Principal or Supervisor, if they will be late to work due 
to illness for other personal reasons, prior to the start 
of duty, or the evening before if possible. If a team 
member fails to notify their Principal or Supervisor 
that they will be absent from work, and subsequently 
does not return to work with a valid excuse, disciplinary 
actions up to, and including, termination may occur. 
Team members with attendance and tardiness 
problems may be subject to disciplinary action.

If a team member is absent for more than one day in 
a row, the team member must notify their supervisor 
each day, and if the team member is absent due to 
sickness for three (3) consecutive days, the team 
member may be required to produce a written medical 
I\GYWI�YTSR�VIXYVR�XS�XLIMV�[SVOWMXI�Ʌ

Any team member who is absent for reasons other 
than those permitted or excused by FPCS’s holiday, 
sick, vacation, short/long term disability or other leave 
policies, or who repeatedly fails to provide notice as 
required, will be subject to appropriate disciplinary 
action, up to and including termination. 

6GCO�/GODGT�%NCUUKƓECVKQPU
Each team member is designated as either “exempt” or 
“non-exempt” from the overtime provisions of the Fair 
Labor Standards Act (FLSA) and corollary state wage 
and hour laws.

FPCS team members are categorized as “exempt” or 
“non-exempt”, in accordance with the FLSA. These 
categories are summarized below. More information 
about the FLSA is available via the Department of 
Labor website at: https://www.dol.gov/.

Exempt: Pursuant to applicable federal and state 
laws, exempt team members are team members 
who are paid on a salaried basis and are typically 
individuals who hold certain administrative, 
TVSJIWWMSREP��SV�I\IGYXMZI�VSPIW�XLEX�QIIX�WTIGMƤG�
criteria establishments by applicable wage and hours 
laws. Exempt team members are not entitled to the 
SZIVXMQIɅTE]�TVSZMWMSRW�SJ�XLI�*07%��ERH�EVI�RSX�
subject to certain deductions to their salary under 
JIHIVEP�ERH�WXEXI�PE[W�Ʌ

Non-exempt: Pursuant to federal and state laws, non-
exempt team members are team members whose job 
duties and responsibilities do not exempt them from 
coverage under the FLSA overtime pay provisions. 
Non-exempt team members must receive overtime 
pay compensation for all overtime hours worked. All 
XIEQ�QIQFIVW�[LS�EVI�RSX�GPEWWMƤIH�EW�ŰI\IQTXű�EVI�
EYXSQEXMGEPP]�GPEWWMƤIH�EW�ŰRSR�I\IQTX�ű�4PIEWI�VIJIV�
to the Overtime section for detailed information. 

%NCUUKƓECVKQPU
Full-Time Team members: Work at least 30 hours per 
week and not on temporary appointments. All full- time 
XIEQ�QIQFIVW�UYEPMJ]�JSV�*VMIRHWLMT�FIRIƤXW�Ʌ

Full-time 10-month Team members: Work under the 
conditions detailed in the signed offer letter between 
the team member and FPCS. These team members 
are regularly scheduled to work at least 40 hours per 
[IIO��8LI]�EVI�IPMKMFPI�JSV�JYPP�XMQI�FIRIƤXW��[MXL�
the exception of vacation/annual leave. Leave is 
designated on a per annual basis at the beginning of 
IEGL�WGLSSP�]IEV��7II�0IEZI�ERH�&IRIƤXW�WIGXMSR�JSV�
detailed information.

Part-Time: Regularly work less than an average 
of 30 hours each week and are not on temporary 
appointments. All part- time team members are 
GSZIVIH�YRHIV�KSZIVRQIRX�QERHEXIH�FIRIƤXW��I�K��
sick leave, worker’s compensation and unemployment 
insurance) but are ineligible to participate in 
ERHɅVIGIMZI�*4'7�FIRIƤXW��

Temporary Team members: Hired as interim 
replacements, to temporarily supplement the work 
JSVGI��SV�XS�EWWMWX�MR�XLI�GSQTPIXMSR�SJ�E�WTIGMƤG�
project. Employment assignments in this category are 
of a limited duration. Employment beyond any initially 
stated period does not in any way imply a change in 
employment status. Temporary team members retain 
XLEX�WXEXYW�YRPIWW�ERH�YRXMP�RSXMƤIH�SJ�E�GLERKI��;LMPI�
temporary team members receive all government-
QERHEXIH�FIRIƤXW��XLI]�EVI�MRIPMKMFPI�XS�TEVXMGMTEXI�MR�
ERH�VIGIMZI�*4'7�FIRIƤXW��
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Interns: Exempt and nonexempt team members 
working for educational purposes and on-the-job 
training. 

3JJIV�PIXXIVW�WIX�JSVXL�IQTPS]QIRX�GPEWWMƤGEXMSRW�JSV�
XIEQ�QIQFIVW��-R�EHHMXMSR�XS�XLI�EFSZI�GPEWWMƤGEXMSRW��
*4'7�QE]�VIXEMR�GSRWYPXERXW�JSV�WTIGMƤG�TVSNIGXW�
SV�WTIGMƤG�TIVMSHW�SJ�XMQI��'SRWYPXERXW�EVI�VIXEMRIH�
in accordance with the terms and conditions of 
formal, duly executed written consulting contracts. 
Consultants are not team members of FPCS and are 
RSX�IPMKMFPI�JSV�ER]�*4'7�FIRIƤXW�

Employment Records
FPCS collects and maintains personal team member 
information required for business purposes. It is 
important that you keep your records current, since 
XLMW�MRJSVQEXMSR�MW�YWIH�JSV�FIRIƤXW�EHQMRMWXVEXMSR��
RSXMƤGEXMSR�MR�GEWI�SJ�ER�IQIVKIRG]��ERH�SXLIV�
EHQMRMWXVEXMZIɅTYVTSWIW��'SRXEGX�XLI�*4'7�,YQER�
Resources Department if there are any changes in 
your personal information including but not limited to 
familial status, address, contact telephone number, 
IQIVKIRG]�GSRXEGX��XE\�SV�GIVXMƤGEXMSR�TVSJIWWMSREP�
license status. 

Employment records are the property of FPCS. FPCS 
will make every effort to keep team member records 
GSRƤHIRXMEP��=SY�QE]�EPWS�YTHEXI�]SYV�TIVWSREP�
information through the Employee Self-Service in the 
%(4Ʌ4SVXEP�TPEXJSVQ��8LMW�HSIW�RSX�TVIGPYHI�*4'7�JVSQ�
providing information to duly authorized governmental 
or law enforcement agencies or pursuant to a legally 
issued summons or judicial order, such as a subpoena 
or a search warrant.

Personnel Files
%�TIVWSRRIP�ƤPI�SR�IEGL�XIEQ�QIQFIV�MW�QEMRXEMRIH�
in the FPCS Human Resources Department. Your 
TIVWSRRIP�ƤPI�MRGPYHIW�MRJSVQEXMSR�WYGL�EW�]SYV�
application for employment, resume, records of 
training, documentation of performance appraisals and 
salary increases, and other employment records.

Access to the information contained in personnel 
ƤPIW�MW�VIWXVMGXIH��3RP]�WYTIVZMWSVW�ERH�QEREKIQIRX�
personnel of FPCS who have a legitimate reason 
XS�VIZMI[�MRJSVQEXMSR�MR�E�ƤPI�EVI�EPPS[IH�XS�HS�WS��
Managers, Supervisors, and Principals do not, and shall 
RSX��QEMRXEMR�WITEVEXI�TIVWSRRIP�ƤPIW�MR�XLIMV�HIWOW�SV�
work areas.

-J�]SY�[MWL�XS�VIZMI[�]SYV�TIVWSRRIP�ƤPI�]SY�QYWX�
schedule an appointment with a Human Resources 
VITVIWIRXEXMZI�EX�XLI�'SQQYRMX]�SJƤGI��%�QIQFIV�SJ�
the Human Resources Department must be present 
HYVMRK�]SYV�VIZMI[�SJ�]SYV�TIVWSRRIP�ƤPI��=SY�QE]�EWO�

the Human Resources team member to make copies 
SJ�MXIQW�MR�]SYV�TIVWSRRIP�ƤPI�JSV�]SY��=SY�EVI�RSX�
permitted to add, remove, deface or otherwise make 
RSXEXMSRW�SR�XLI�HSGYQIRXW�MR�]SYV�TIVWSRRIP�ƤPI�

Team member medical records, if any, are 
maintained separately and are not included in 
]SYV�TIVWSRRIP�ƤPI��8LIWI�VIGSVHW�EPWS�[MPP�FI�
XVIEXIH�GSRƤHIRXMEPP]�ERH�[MPP�FI�HMWGPSWIH�SRP]�
if authorized in writing by you, or as otherwise 
allowed by law.

'ORNQ[OGPV�8GTKƓECVKQP�CPF�
Reference Checks
%PP�VIUYIWXW�JSV�IQTPS]QIRX�ZIVMƤGEXMSR�QYWX�FI�
referred to the Human Resources Department to 
ensure consistency of information. Employment 
ZIVMƤGEXMSR�ERH�VIPIEWI�SJ�MRJSVQEXMSR�[MPP�FI�TVSZMHIH�
upon receipt of written authorization from the team 
member. In such instances, Human Resources will 
provide dates of employment, last position held, and 
salary information.

It is FPCS policy not to provide employment references. 
All team members should contact Human Resources if 
they are requested to provide an employment reference 
for any current or former team member.
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This section is a summary and does not describe all 
laws, regulations or policies applicable to FPCS, nor 
does it give full details on any single law, regulation or 
policy. Please contact your Supervisor or a member 
of the Human Resources Department for further 
GPEVMƤGEXMSR�

FPCS will comply with all applicable laws and 
regulations. Although not all team members are 
expected to know the details of these laws, it is 
important to know enough to determine when to 
seek advice from supervisors, managers, principals, 
human resources, school business managers or other 
appropriate personnel. FPCS management has access 
to legal advice and will seek such advice whenever 
necessary.

Any violation of a law, regulation, or FPCS policy 
can result in disciplinary action, up to and including 
termination.

Mandated Reporting
District of Columbia law designates individuals in 
certain occupations and professions as mandated 
VITSVXIVW��MRGPYHMRK�WGLSSP�SJƤGMEPW��XIEGLIVW��EXLPIXMG�
coaches, social service workers, Child and Family 
Service Agency (CFSA) team members, nurses, and 
mental health professionals. All FPCS team members 
should consider themselves a mandated reporter.

Under D.C. Code 16-2301(23) abuse of a child includes: 
�M�XLI�MRƥMGXMSR�SJ�TL]WMGEP�SV�QIRXEP�MRNYV]�YTSR�E�
child, (ii) sexual abuse or exploitation of a child; or 
(iii) negligent treatment or maltreatment of a child. 
Negligence which leads, or could lead, to physical 
injury including non-provision of food, clothing, shelter, 
medical attention, or reasonable supervision is 
GSRWMHIVIH�EFYWI�Ʌ

Pursuant to D.C. Code 4-1321.02, “any person… who 
knows or has reasonable cause to suspect that a 
GLMPH�ORS[R�XS�XLIQ�MR�XLIMV�TVSJIWWMSREP�SV�SJƤGMEP�
capacity has been or in in immediate danger of being 
a mentally or physically abused or neglected child…
shall immediately report or have a report made of such 

knowledge or suspicion to either the Metropolitan 
Police Department of the District of Columbia or the 
'LMPH�ERH�*EQMP]�7IVZMGIW�%KIRG]�űɅ

Therefore, mandated reporters must report known or 
suspected mental or physical abuse or neglect of a 
GLMPH�ORS[R�XS�XLIQ�MR�XLIMV�TVSJIWWMSREP�SV�SJƤGMEP�
capacity to the DC Metropolitan Police Department 
(MPD) at 911 or the Child and Family Service Agency 
�'*7%��8LI�'*7%�LSXPMRI��EX���������������MW�EZEMPEFPI�
24 hours a day, seven days a week. More information 
about child abuse and neglect, including common 
signs of abuse or neglect, may be found on the Child 
and Family Services Agency website at  
https://cfsa.dc.gov.

Team members who fail to make a mandated report 
when required to do so may prevent a student from 
receiving needed assistance and may be subjected to 
disciplinary action and prosecution.

If a team member has any questions about the 
mandated reporter requirements, the team member 
should contact their Supervisor, Principal, or a member 
of the Human Resources Department. All FPCS team 
members are required to take the CFSA Mandated 
Reporter training, which will be reviewed upon the team 
members onboarding process as well as annually. 

The Mandated Reporter training is available at the 
following website:  
https://dc.mandatedreporter.org/pages/Welcome.
action

The FPCS Whistleblower Policy prohibits retaliation 
against any team member, volunteer, board member 
or student who reports a good faith complaint or who 
participates in any related investigation.

Section 3

Compliance With Laws  
& Regulations
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Corporal Punishment
For the purposes of this policy, “corporal punishment” 
MW�HIƤRIH�EW�XLI�YWI�SV�EXXIQTXIH�YWI�SJ�TL]WMGEP�
force on or against a student, either intentionally or 
with reckless disregard for the student’s safety, as 
punishment or in an attempt to modify the behavior, a 
“thought,” or an “attitude” of the student.

Under no circumstances will the use of corporal 
punishment of any student by any team member be 
tolerated. This includes, but is not limited to, slapping, 
shaking, strong-arming, pushing, grabbing, pulling, 
hitting, or throwing objects. Allegations regarding the 
use of, or condoning the use of, corporal punishment 
will be promptly investigated. If the FPCS team 
member (teaching or non-teaching) is found to have 
violated FPCS’s Corporal Punishment Policy, that team 
member may be subject to disciplinary action up to and 
MRGPYHMRK�MQQIHMEXI�HMWQMWWEP�ERH�XLI�ƤPMRK�SJ�GVMQMREP�
charges. Additionally, failure to report such information 
will lead to disciplinary action, up to and including 
termination of employment. 

Physical Restraint
The use of physical restraint or seclusion only may 
be necessary under extreme emergency situations of 
violence which compromise the safety and well-being 
of team members and students. 

To be considered an emergency situation the following 
two criteria must be met:
1. The physical intervention must be necessary to

protect the student, yourself or other person from
immediate serious physical harm; and

2. All reasonable, non-physical attempts to de-escalate
the student have been tried without success or have
been determined to be not appropriate given the
exigency of the circumstances.

To protect yourself and the student in crisis, only team 
QIQFIVW�XLEX�LEZI�VIGIMZIH�XVEMRMRK�MR�XLI�WTIGMƤG�
authorized techniques for restraint should apply them. 
In all situations where time permits you to contact the 
team members in your building who have received this 
training to assist a student in crisis, you are required to 
HS�WS��)ZIR�MR�WMXYEXMSRW�XLEX�VIUYMVI�]SY�XS�EGX�ƤVWX�XS�
prevent a serious life threatening injury to the student 
or other person or persons, you should request a 
nearby team member to contact the appropriate trained 
team member immediately. Your Principal will be able 
to identify those team members trained to assist with 
physical intervention in emergency situations.

If any such circumstances arise, all FPCS team 
members involved should make a full report verbally 
and in writing to the Principal or his/her supervisor 
immediately following the incident. The nature of the 
circumstances requiring a physical restraint as well as 
the appropriateness of the restraint will be judged on 
the facts surrounding each case. Upon employment, all 
FPCS school and security personnel will be required to 
sign a copy of the FPCS Corporal Punishment Code of 
Conduct/Restraint Policy, a copy of which is included in 
XLIMV�TIVWSRRIP�ƤPI��8LIVI�EVI�EFWSPYXIP]�RS�I\GITXMSRW�
XS�XLMW�VIUYMVIQIRX�Ʌ

Administration
If you suspect or observe violations of the above 
policies, you have an obligation to report your concerns 
to the FPCS Human Resources Department, Chief of 
7XEJJ��'LMIJ�)\IGYXMZI�3JƤGIV�SV�'LEMVQER�SJ�XLI�&SEVH��

Failure to communicate knowledge of violations of the 
above policies is itself a violation.

All allegations of improper or illegal behavior will be 
investigated promptly and thoroughly. The investigation 
WLEPP�VIQEMR�EW�GSRƤHIRXMEP�EW�TSWWMFPI��I\GITX�EW�
necessary for resolution and other work-related 
reasons. Those conducting the investigation shall use 
their best efforts to respect the privacy of all persons 
involved.

Retaliation against anyone who raises a concern or 
reports misconduct or who participates in an 
investigation is strictly prohibited and will not be 
tolerated. Pursuant to the FPCS Whistleblower 
Protection Policy, no adverse action shall be taken or 
permitted against anyone who, in good faith, 
communicates legitimate concerns to the appropriate 
persons. While an investigation will be facilitated if you 
identify yourself, FPCS will accept and investigate 
matters submitted anonymously. If you are, for any 
reason, uncomfortable speaking about concerns with 
any of the individuals set forth above, you may 
communicate concerns anonymously or contact 
another member of management.
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Investigtion and  
Disciplinary Actions
*4'7�QE]�ƤRH�MX�RIGIWWEV]�XS�MRZIWXMKEXI�XIEQ�
members based on behaviors or circumstances 
that raise concerns about work performance, 
trustworthiness, and workplace or student safety. 
As part of the investigation, FPCS may conduct 
random drug testing and background investigations 
that include credit reports and criminal records. If a 
background investigation is obtained, FPCS will comply 
with the Fair Credit Reporting Act and other applicable 
laws, including providing the team member with any 
required notices and forms. Team members being 
tested for drugs or being investigated are required to 
cooperate with FPCS’s lawful efforts to obtain relevant 
information. Failure to do so will result in disciplinary 
action up to and including termination.

8LI�'LEMVQER�ERH�SV�XLI�'LMIJ�)\IGYXMZI�3JƤGIV�
may designate appropriate external legal counsel 
to investigate any reported violations and will 
oversee, with the assistance of Human Resources, 
an appropriate response, including corrective action 
and preventive measures. Those who violate any laws, 
governmental regulations, or FPCS policy will face 
ETTVSTVMEXI��GEWI�WTIGMƤG�HMWGMTPMREV]�EGXMSR��[LMGL�
may include oral warnings, suspension, demotion, or 
termination. FPCS may also take disciplinary action 
if such a violation occurs due to recklessness or 
negligence.

FPCS will assist in any investigation by any regulatory 
or law enforcement agency. No FPCS team member 
is permitted to conceal information from regulators 
or law enforcement personnel, or from FPCS or its 
independent auditors or lawyers with respect to 
matters for which they have been engaged by FPCS. 
FPCS will take appropriate disciplinary action up to and 
including termination of a team member who interferes 
or fails to cooperate with an investigation.

Bribes and Kickbacks Policy
FPCS does not permit or condone bribes, kickbacks, 
or any other illegal, secret, or improper payments, 
transfers, or receipts by or to team members or team 
members’ friends, acquaintances, or family members. 
This prohibition applies both to the giving and receiving 
of payments or gifts. Team members may accept a gift, 
E[EVH�SV�SXLIV�JEZSV�[LMGL�XLI�'LMIJ�)\IGYXMZI�3JƤGIV�
of FPCS authorizes and is nominal or customary in 
education.

All payments and transfers of assets and other items 
of value to team members of other entities or to such 
entities themselves shall be made openly and must be 
disclosed and authorized in advance by the Principal 
and manager. All fees, commissions and expenses 
paid to outside agents must be based upon proper 
billings, accurate record keeping, and reasonable 
standards for services rendered.

Whistleblower Protection Policy
FPCS is committed to lawful and ethical behavior in all 
of its activities and requires the board, advisors, team 
members and volunteers to act in accordance with all 
applicable laws, regulations and policies and observe 
high standards of business and personal ethics in the 
conduct of their duties and responsibilities.

FPCS is further committed to maintaining a workplace 
where team members are free to raise concerns 
VIKEVHMRK�XLI�WGLSSPŭW�FYWMRIWW�TVEGXMGIW��WTIGMƤGEPP]�Ʌ
1. Reporting suspected violations of law on the part of 

the school, including but not limited to federal laws 
ERH�VIKYPEXMSRW�Ʌ

2. Providing truthful information in connection with 
an inquiry or investigation by a court, agency, law 
IRJSVGIQIRX��SV�SXLIV�KSZIVRQIRX�FSH]��ERHɅ

3. Identifying potential violations of FPCS policies, 
WTIGMƤGEPP]�XLI�TSPMGMIW�GSRXEMRIH�MR�MXW�8IEQ�
QIQFIV�,ERHFSSO�Ʌ

FPCS requires all team members to observe high 
standards of business and personal ethics in the 
conduct of their duties and responsibilities. As 
representatives of FPCS, team members are expected 
XS�TVEGXMGI�LSRIWX]�ERH�MRXIKVMX]�MR�JYPƤPPMRK�XLIMV�
responsibilities. This policy is intended to encourage 
and enable team members to raise serious concerns 
internally so that FPCS can address and correct 
inappropriate and unethical conduct and actions.
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%�[LMWXPIFPS[IV�EW�HIƤRIH�F]�XLMW�TSPMG]�MW�E�XIEQ�
member of FPCS who reports an activity that they 
believe, in good faith, to be illegal or dishonest. The 
whistleblower is not responsible for investigating 
any activities or for determining fault. Appropriate 
administrators are charged with this responsibility and 
are expected to take corrective measures.

The objectives of the FPCS whistleblower protection 
policy are to establish policies and procedures to:
•  Prevent or detect and correct wrongdoing, including 

violation of public policies expressed in statutes, 
regulations, or constitutional provisions;

ŵ�� )RGSYVEKI�IEGL�HMVIGXSV��SJƤGIV��XIEQ�QIQFIV�
and volunteer to report what they in good faith 
believe to be a material violation of law or policy or 
questionable accounting or auditing matters  
by FPCS;

•  Ensure the receipt, documentation, retention of 
records, and resolution of reports received under 
their policy; and, 

•  Protect individuals from retaliatory actions.

Reporting Responsibility
Each individual has an obligation to report what he or 
she believes is a material violation of law policy or any 
UYIWXMSREFPI�EGGSYRXMRK�SV�EYHMXMRK�QEXXIV�F]�*4'7ɅMXŭW�
HMVIGXSVW��SJƤGIVW��EHZMWSVW��XIEQ�QIQFIVW��ZSPYRXIIVW��
or other representatives.

If a team member has knowledge of a concern or 
illegal and/or dishonest fraudulent activity, the team 
member should contact their supervisor or Human 
Resources immediately. If the team member is not 
GSQJSVXEFPI�[MXL�SV�RSX�WEXMWƤIH�[MXL�XLI�VIWTSRWI�
provided, team members are encouraged to speak 
with the Human Resources Manager or a member of 
XLI�'LMIJ�SJ�7XEJJ�3JƤGI��8IEQ�QIQFIVW�QE]�EPWS�
GSRƤHIRXMEPP]�VITSVX�MPPIKEP�SV�HMWLSRIWX�FILEZMSV�
by submitting a letter to the attention of the Human 
Resources Manager.

Anyone reporting a violation or suspected violation 
must be acting in good faith and have reasonable 
grounds for believing the information disclosed 
MRHMGEXIW�E�ZMSPEXMSR�SJ�XLI�GSRƥMGX�SJ�MRXIVIWX�TSPMG]�SV�
of applicable laws and regulations.

The types of concerns that should be reported included 
but not limited to the following:
•  Providing false or misleading information on FPCS 

ƤRERGMEP�HSGYQIRXW��KVERX�VITSVXW��XE\�VIXYVRW�SV�
other public documents;

•  Providing false information to or withholding 
material information from FPCS’s auditors, 
accountants, lawyers, directors or other 
representatives responsible for ensuring FPCS 
GSQTPMERGI�[MXL�ƤWGEP�ERH�PIKEP�VIWTSRWMFMPMXMIW�

ŵ�� )QFI^^PIQIRX��TVMZEXI�FIRIƤX��SV�QMWETTVSTVMEXMSR�
of funds;

•  Material violations of FPCS policy, including 
EQSRK�SXLIVW��GSRƤHIRXMEPMX]��GSRƥMGX�SJ�MRXIVIWX��
whistleblower, ethic and document retentions;

•  Discrimination based on any protected class;
•  Sexual harassment or abuse;
•  Retaliation against a team member who has 

engaged in protected activity; or, 
•  Facilitating or concealing any of the above or similar 

actions.

Although team members are not expected to prove 
the truth of an allegation, you should be able to 
demonstrate to the person contacted that the report 
is being made in good faith. Allegations in bad faith 
may result in disciplinary action. Additionally, any 
allegations that prove not to be substantiated and 
are further proved to have been made maliciously 
or knowingly to be false will be viewed as a serious 
disciplinary offense. An individual who makes 
allegations that are not substantiated, in good faith, is 
fully protected by this policy.

4GRQTVKPI�%QPEGTPU
8)%1�1)1)67
Whenever possible, a team member should seek 
to resolve concerns by reporting issues directly to 
their supervisor or to the next level of management 
as needed until matters are satisfactorily resolved. 
If for any reason a team member is not comfortable 
speaking to a supervisor or does not believe the issue 
is being properly addressed, the team member may 
contact the Human Resources Department, Chief of 
Staff, or General Counsel.
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&3%6(�1)1&)67��%(:-7367��36� 
38,)6�:30928))67Ʉ
Board members, advisors, and other volunteers may 
WYFQMX�GSRGIVRW�XS�XLI�'LMIJ�)\IGYXMZI�3JƤGIV��-J�XLI�
volunteer, advisor, or board member is not comfortable 
VITSVXMRK�XS�XLI�'LMIJ�)\IGYXMZI�3JƤGIV�SV�MJ�XLI]�HS�RSX�
believe the issue is being properly addressed, they may 
VITSVX�HMVIGXP]�XS�XLI�'LEMVQER�SJ�XLI�&SEVH�Ʌ

*CPFNKPI�QH�4GRQTVGF�8KQNCVKQPUǭ
FPCS will promptly and diligently investigate all reports 
ƤPIH�MR�EGGSVHERGI�[MXL�XLMW�TSPMG]��1EXXIVW�VITSVXIH�
internally without initial resolution will be investigated 
to determine if the allegations are true, whether the 
issue is material and what actions, if any, are necessary 
to correct the problems. The action taken by FPCS 
in response to a report of concern under this policy 
will depend on the nature of the concern. The amount 
of contact between the complainant and the person 
or persons investigating the concern will depend on 
the nature of the issue and the clarity of information 
provided. Further information may be sought from or 
provided to the person reporting the concern.

0Q�4GVCNKCVKQPǭ
This Whistleblower Protection Policy is intended to 
encourage and enable board members, advisors, 
team members, and volunteers to raise serious 
concerns within the organization for investigation 
and appropriate action. Therefore, no person who, 
in good faith, reports a concern shall be threatened, 
discriminated against or otherwise subject to 
retaliation or, in the case of a team member, adverse 
action as a result of such report. Moreover, a volunteer 
or team member who retaliates against someone 
who has reported a concern in good faith is subject 
to discipline up to and including dismissal from the 
ZSPYRXIIV�TSWMXMSR�SV�XIVQMREXMSR�SJ�IQTPS]QIRX�Ʌ

#EVKPI�KP�)QQF�(CKVJ
Anyone reporting a concern must act in good faith 
and have reasonable grounds for believing the matter 
raised is a violation of law or policy of accounting or 
auditing procedures. The act of making allegations 
that prove to be unsubstantiated and that prove to 
have been made maliciously, recklessly, with gross 
negligence, or with the foreknowledge that the 
allegations are false, will be viewed as a serious 
disciplinary offense and may result in discipline, 
up to and including termination. Depending on the 
circumstances, such conduct may also give rise to 
SXLIV�EGXMSRW��MRGPYHMRK�GMZMP�SV�GVMQMREP�PE[WYMXW�Ʌ

'32*-()28-%0-8=
8S�XLI�I\XIRX�TVEGXMGEFPI��GSRƤHIRXMEPMX]�[MPP�FI�
maintained consistent with the needs to conduct an 
adequate investigation. This whistleblower protection 
policy is intended to encourage and enable team 
members to raise concerns within the organization for 
investigation and appropriate action. With this goal 
in mind, no team member who, in good faith, reports 
a concern shall be subject to retaliation. Moreover, 
a team member who retaliates against someone 
who has reported a concern in good faith is subject 
to discipline up to and including dismissal from the 
volunteer position or termination of employment. Any 
whistleblower who believes they are being retaliated 
against should contact Human Resources immediately.

FPCS will treat all communications under this policy 
EW�GSRƤHIRXMEPP]�EW�TSWWMFPI��FYX�QE]�RIIH�XS�HMWGPSWI�
information for business reasons, including: 1) to 
conduct a complete and fair investigation or 2) for 
review of FPCS operations by the Board, independent 
public accountants, and/or legal counsel. 
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FPCS expects team members to be exemplary role 
models. Beyond what is required in these policies, we 
expect you to use good judgment in all matters and 
behave according to generally accepted standards 
of professional conduct. Not only can misconduct 
jeopardize employment, but it can also teach the wrong 
values and behaviors to the students that we serve.

Team members are required to understand the ethical 
standards described in this section and are also 
responsible for following all the laws, regulations and 
policies that apply to their position. Each team member 
is expected to seek advice when needed, and to raise 
any concerns and report any perceived violations of 
law or policy.

Courtesy 
We view services to our students and business family 
as one of our most important responsibilities. You are 
expected to help us carry out this policy by extending 
every courtesy and all assistance necessary to students, 
parents, your fellow team members, and guests.

Work Quality
*4'7�TVMHIW�MXWIPJ�SR�FIMRK�E�PIEHIV�MR�MXW�ƤIPH��3RI�
principle is enforced without exception: top quality 
TIVJSVQERGI�Ʌ�8LMW�TLMPSWSTL]�LEW�QSXMZEXIH�
the continued growth and success of FPCS. Your 
continued employment is dependent upon living up to 
this high standard in your job.

;I�[ERX�IZIV]�XIEQ�QIQFIV�XS�TVSWTIV�ERH�ƥSYVMWL�
here at FPCS. To help you with this, we use a variety 
of tools that can help you manage your performance 
and ensure we are headed in the right direction. One 
tool that can help you continue to grow is the Individual 
Development Plan (IDP). The IDP is part of your career 
development which focuses on competencies, growth, 
and opportunities for new stretch assignments so that 
you can continue to develop.

We also strongly encourage you to ask for feedback 
on your work and performance from your manager 
and how you can improve your performance. When 
your performance isn’t meeting expectations, a 

Performance Improvement Plan (PIP) may be created 
to help you get back on track.

Examples of behavior that may lead to a PIP include 
but are not limited to:
•  Poor quality and/or quantity of work; 
•  Attendance issues; 
•  Failure to meet deadlines or adhere to timelines  

of projects; 
•  Lack of cooperation between teammates. 

Safety
FPCS is vitally interested in the health and safety of 
each team member. Each team member should use 
“common sense” and make health and safety a priority. 
Each work location should be kept free of hazards that 
may cause physical harm or illness to team members. 
Be sure to identify and familiarize yourself with the 
emergency plan for your working area and classroom. 
Know your evacuation route and assembly area. Ensure 
your supervisor has your contact information and be 
familiar with the Business Continuity plan. Report 
promptly any condition which you believe is unsafe 
or unhealthy to the Facilities department, and on-the-
job or work-related injury to Human Resources. It is 
through the combined efforts and interest of all team 
members that we can continue to make FPCS a safe 
place in which to work. All team members are expected 
to work and observe safety regulations.

6GCO�/GODGT�(TCVGTPK\CVKQP�2QNKE[ǭ
FPCS permits the employment of relatives, life 
TEVXRIVW��SV�WMKRMƤGERX�SXLIVW�MR�GMVGYQWXERGIW�XLEX�HS�
RSX�TVIWIRX�ER�ETTEVIRX�GSRƥMGX�SJ�MRXIVIWX��*4'7��MR�
MXW�WSPI�HMWGVIXMSR��[MPP�HIXIVQMRI�[LIXLIV�E�GSRƥMGX�SJ�
interest exists. In accordance with FPCS employment 
policies, team member hiring or promotions shall 
FI�FEWIH�SR�E�XIEQ�QIQFIVŭW�NSF�UYEPMƤGEXMSRW�
and performance. Relationship by family, marriage, 
domestic partnership, or romantic involvement shall 
neither advantage nor disadvantage a team member’s 
selections, promotions, salary, or other conditions of 
IQTPS]QIRX�Ʌ

Section 4

Standards of Business Conduct 
and Ethics
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6IPEXMZIW��WMKRMƤGERX�SXLIVW�SV�PMJI�TEVXRIVW�[MPP�RSX�
be permitted to supervise one another (directly or 
MRHMVIGXP]��ERH�VIPEXMZIW��PMJI�TEVXRIVW��SV�WMKRMƤGERX�
others will not be promoted or transferred into the 
same department or “chain of command” as a team 
QIQFIV�[LS�MW�E�VIPEXMZI��PMJI�TEVXRIV��SV�WMKRMƤGERX�
other. Team members also should not be assigned 
to positions in which they have access to salaries, 
TIVJSVQERGI�VIZMI[W��SV�SXLIV�GSRƤHIRXMEP�MRJSVQEXMSR�
GSRGIVRMRK�E�VIPEXMZI��PMJI�TEVXRIV��SV�WMKRMƤGERX�SXLIV��
If two team members become related or involved with 
one another after employment and their positions 
TVIWIRX�E�GSRƥMGX�[MXL�XLMW�TSPMG]��SRI�SJ�XLI�X[S�WLSYPH�
be reassigned to another position if it is available. If 
this is not possible, the situation will be discussed and 
resolved with the team members, their supervisor, and 
Human Resources. This policy applies to all categories 
of employment at FPCS, including regular, temporary, 
JYPP�XMQI��TEVX�XMQI��ERH�MRXIVR�GPEWWMƤGEXMSRW�

To safeguard against personal relationships interfering 
with, or appearing to interfere with, workplace 
operations, FPCS will not knowingly place relatives, 
PMJI�TEVXRIVW��SV�WMKRMƤGERX�SXLIVW�SV�MRHMZMHYEPW�
who are engaged in a romantic relationship in a 
supervisor-supervisee relationship. FPCS discourages 
supervisors from engaging in romantic relationships 
with direct reports and from hiring family members. 
Individuals who are related to, or engaged in a romantic 
relationship with, a supervisee, supervisor, or a 
student’s family member are required to report their 
VIPEXMSRWLMT�XS�,YQER�6IWSYVGIW��Ʌ9TSR�VIGIMZMRK�
such a report, FPCS will take appropriate actions to 
address the situation, while causing the least possible 
disruption to workplace operations. For purposes of 
this policy, a supervisor is someone who has the ability 
XS�LMVI��ƤVI��TVSQSXI��HIQSXI��HMWGMTPMRI��IZEPYEXI��SV�
HIXIVQMRI�XLI�GSQTIRWEXMSRW�SJ�XLIMV�WYTIVZMWII�ɅɅ

If a relationship between team members results in 
disruptions in the workplace, disrupts performance 
SV�TSWIW�E�GSRƥMGX�SJ�MRXIVIWX��XLI�QEXXIV�[MPP�FI�
addressed as appropriate. If it is determined that a 
GSRƥMGX�I\MWXW��XLIR�HMWGMTPMREV]�EGXMSR�QE]�VIWYPX��YT�XS�
and including termination of employment. 

Acceptable Team Member/Student 
Boundary Policy
FPCS expects team members to protect the safety, 
interests, and rights of all of our students and alumni, 
and use their best judgment during all interactions with 
students and families. This policy is intended to guide 
all FPCS team members in conducting themselves in 
E�[E]�XLEX�VIƥIGXW�XLI�LMKL�WXERHEVHW�SJ�FILEZMSV�ERH�
professionalism required of school team members and 

to outline our expectations for team member- student 
interactions.

All FPCS team members are strictly prohibited from 
engaging in, encouraging, or entertaining sexual or 
romantic relationships with students, regardless of the 
team member’s or student’s age. Team members are 
prohibited from transporting students in their personal 
vehicles or meeting with students off school grounds 
and outside of school hours without the knowledge 
and consent of the student’s parent or guardian. Any 
team member who engages in such prohibited conduct 
will be subject to discipline. When a team member 
must contact a student outside of school hours, team 
members are encouraged to use their FPCS email 
account or FPCS telephone to do so. Team members 
should refer to the FPCS Social Media Policy for 
additional information regarding contacting students 
on social media platforms. 

6GCO�/GODGT�5VWFGPV�$QWPFCT[�
2QNKE[��)GPGTCN
All FPCS team members are required to maintain 
appropriate professional, moral, and ethical 
relationships in their conduct with students and shall 
serve as positive role models for students at all times, 
whether on or off FPCS property, both during and 
outside of school hours. FPCS encourages healthy 
relationships between students and team members 
that promote student achievement and success. At 
the same time, clear and reasonable boundaries for 
interactions between students and team members are 
necessary to protect students from sexual misconduct 
and abuse and to protect team members from 
misunderstandings and false accusations. In particular, 
a teacher is in a position of trust and power. A teacher’s 
actions must always be guided by the principle of what 
MW�MR�XLI�FIWX�MRXIVIWXW�SJ�XLI�WXYHIRXW�Ʌ

All FPCS team members have a responsibility to 
provide and support an atmosphere conducive to 
learning through consistent and fairly applied discipline 
and the maintenance of professional physical and 
emotional boundaries with students. These boundaries 
shall be maintained regardless of the student’s age, 
the perceived consensual nature of the relationship or 
activity, the location of the activity, or whether the team 
member directly supervises the student. For FPCS 
team members whose children are students in the 
FPCS network, this Policy is not intended to violate or 
otherwise intrude upon the usual parent/child or other 
family relationship. However, the existence of a parent/
child or other family relationship does not supersede 
the team member’s duty to attend to their professional 
responsibility to serve the interests of FPCS and the 
student population. Should the team member believe 
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XLEX�XLIWI�HYXMIW�EVI�MR�GSRƥMGX��XLI]�WLSYPH�HMWGYWW�-X�
[MXL�XLIMV�WYTIVZMWSV�MR�SVHIV�XS�VIWSPZI�XLI�MWWYI�Ʌ

Personal contact between students and team 
members must always be professional, non-sexual, 
appropriate to the circumstances, and unambiguous 
in meaning. A boundary invasion is an act, omission, 
or pattern of behavior by a team member that does 
not have an educational purpose and either abuses or 
compromises the team member/student professional 
relationship or has the potential to abuse or 
GSQTVSQMWI�XLI�XIEQ�QIQFIV�WXYHIRX�VIPEXMSRWLMT�Ʌ

It is the policy of FPCS to prohibit any type of sexual 
relationship, contact or sexually unwanted behavior 
or communication between a team member and a 
student. Prohibited behavior includes, but is not limited 
XS��ƥMVXMRK�ERH�FERXIVMRK�[MXL�WI\YEP�SZIVXSRIW��HEXMRK�
or engaging in a personal relationship that is sexually 
motivated, having any physical sexual contact or 
sexual intercourse with any student. Staff members 
should not be “friends” or “followers” of students 
or otherwise communicate with students via social 
QIHME�ERH�RIX[SVOMRK�EJƤRMX]�WMXIW��WYGL�EW�*EGIFSSO��
Instagram or Twitter, chat rooms, web bulletin boards, 
personal websites, web blog, journal or diary, instant 
messaging, texting, personal emails or other electronic 
communications, except for authorized educational-
related purposes. This policy applies regardless of 
whether the student or the team member initiated the 
inappropriate behavior and whether or not the student 
welcomes or reciprocates the attention.

All FPCS team members shall establish and maintain 
appropriate personal boundaries with students and 
not engage in any behavior that is prohibited by law, 
regulation, or this Policy that creates the appearance 
of prohibited behavior. All team members shall 
be required to maintain professional and ethical 
relationships with FPCS students that are conducive 
to an effective, safe learning environment. Although 
this Policy addresses a range of behaviors that include 
not only obviously unlawful or improper interactions 
with students, it is each team member’s obligation to 
avoid situations, whether or not explicitly listed, that 
could lead parents, students, colleagues, or school 
leaders to suspect that one is engaging with a student 
in an inappropriate manner. If a team member is ever 
uncertain if conduct is acceptable, they should ask 
themselves: “Would I be engaged in this conduct if 
a member of a student’s family or supervisor were 
WXERHMRK�RI\X�XS�QI#űɅɅ

It is the responsibility of the FPCS team member to 
maintain a professional relationship with students and 
their families, and team members have a responsibility 
to report to the FPCS supervisor, human resources 

department, or to any other appropriate administrator 
when they suspect, recognize, or observe the 
development of, or suspicion of the development of 
non-professional or potentially inappropriate personal 
VIPEXMSRWLMTW�[MXL�WXYHIRXW�ERH�SV�XLIMV�JEQMPMIW�Ʌ

It is furthermore the responsibility of FPCS team 
members to understand their own responsibility for 
ensuring that they do not cross boundaries as written 
in this policy. Disagreeing with the wording or intent of 
the established boundaries will be considered irrelevant 
for disciplinary purposes. Therefore, it is crucial that all 
team members learn this policy thoroughly and apply 
the lists of acceptable and unacceptable behaviors in 
XLIMV�HEMP]�EGXMZMXMIW�Ʌ

5VWFGPV�5WRGTXKUKQP
Students (regardless of age) must be supervised by a 
FPCS team member at all times. The students should 
be monitored throughout all parts of the day, including 
at recess, during nap times, and hallway transitions, 
SR�ƤIPH�XVMTW��ERH�HYVMRK�HMWQMWWEP��7XYHIRXW�WLSYPH�
RSX�FI�PIJX�YRWYTIVZMWIH�MR�GPEWWVSSQW��SJƤGIW��
other parts of the school building, or within virtual 
learning classrooms. In addition, students should not 
be permitted to roam school hallways for prolonged 
periods, and adults should use appropriate systems, 
such as attendance procedures, hall passes, and 
VIJIVVEP�WLIIXW�XS�XVEGO�WXYHIRX�[LIVIEFSYXW�Ʌ

5CHG�6QWEJ
In general, FPCS team members should not touch 
students or ask students to touch them. This general 
rule is not designed to preclude team members from 
showing appropriate affection, but to ensure team 
members do not inadvertently hurt a student, make 
students or parents uncomfortable, or engage in 
conduct that casts doubt on their good intentions. If 
a team member has questions about how they should 
interact with a student in a given circumstance, they 
should consult their supervisor and the examples of 
YREGGITXEFPI�ERH�EGGITXEFPI�FILEZMSVW�PMWXIH�FIPS[�Ʌ

5CHG�2NCEGUǭ
Throughout the FPCS network, no team member, 
contractor, or volunteer should be alone with any 
student, regardless of age or gender, behind a closed 
door without any visibility or in any other isolated 
situation. If a team member believes that their job 
requires them to be alone with a student in an isolated 
situation, the team member is advised to speak with 
their supervisor about how best to proceed and to 
protect the team member and student’s interests in 
XLEX�WMXYEXMSR�Ʌ
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)<%140)7�3*�92%'')48%&0)�&),%:-367Ʉ
•  Giving gifts to students that are of an intimate 

nature or giving gifts of any kind to an individual 
student in secret.

ŵ�� /MWWMRK�E�WXYHIRX�Ʌ
ŵ�� +MZMRK�E�WXYHIRX�E�PIRKXL]��XMKLX�LYK�Ʌ
ŵ�� *PMVXMRK�[MXL�E�WXYHIRX�Ʌ
ŵ�� 1EWWEKMRK�E�WXYHIRX�Ʌ
•  Initiating unnecessary physical contact with a 

WXYHIRX�MR�E�TVMZEXI�WMXYEXMSR�Ʌ
•  Making sexually inappropriate comments to, or in 

XLI�TVIWIRGI�SJ��E�WXYHIRX�Ʌ
•  Making sexual jokes or references to, or in the 

TVIWIRGI�SJ��E�WXYHIRX�Ʌ
ŵ�� 8IPPMRK�E�WXYHIRX�WXSVMIW�XLEX�EVI�WI\YEPP]�SVMIRXIH�Ʌ
•  Discussing your own sexual encounters or intimate 

MWWYIW�[MXL�E�WXYHIRX�Ʌ
•  Spending time outside regular school hours with 

a student or alumnus unless it has been approved 
by a supervisor, and in the case of a student, by the 
WXYHIRXŭW�TEVIRX�Ʌ

•  Visiting a student in their home unless a parent, 
KYEVHMER��SV�ERSXLIV�EHYPX�MW�TVIWIRX�Ʌ

ŵ�� %PPS[MRK�E�WXYHIRX�XS�ZMWMX�]SYV�LSQI�EPSRI�Ʌ
•  Allowing a group of students to visit your home 

without supervisor and parent permission.
•  Spending the night with a student. If an overnight 

stay at a hotel is required, the team member must 
have parental consent, school leader approval, more 
than one FPCS adult on the outing, and a legitimate 
WGLSSP�VIEWSR�Ʌ

•  Excessive texting, e-mailing, or communication via 
WSGMEP�QIHME�Ʌ

•  Sharing alcohol, drugs or cigarettes with a student, 
purchasing such substances for a student, 
consuming such substances around a student, or 
discussing such substances with a student in a 
QERRIV�SXLIV�XLER�XS�IHYGEXI�Ʌ

•  Moving, restraining, or picking up a student against 
LMW�SV�LIV�[MPP��YRPIWW�WTIGMƤGEPP]�XVEMRIH�ERH�
EYXLSVM^IH�XS�VIWXVEMR�WXYHIRXW�Ʌ

ŵ�� 4YPPMRK��TYWLMRK��SV�HVEKKMRK�E�WXYHIRX�Ʌ
ŵ�� %WOMRK�E�WXYHIRX�XS�WMX�SR�]SYV�PET�Ʌ
•  Engaging in any activities that would endanger any 

*4'7�WXYHIRXW�SV�EPYQRM�Ʌ
•  Engaging in any inappropriate acts or behaviors with 

ER]�*4'7�WXYHIRX�SV�EPYQRM�Ʌ
•  Engaging or attempting to engage in romantic 

relationships with students or alumni.

)<%140)7�3*�+)2)6%00=�%'')48%&0)�
&),%:-367�Ʉ
•  Getting school and parental written consent for any 

EJXIV�WGLSSP�EGXMZMX]�Ʌ
•  Obtaining formal, written approval to take students 

SJJ�WGLSSP�TVSTIVX]�JSV�EGXMZMXMIW�WYGL�EW�ƤIPH�XVMTW�
SV�GSQTIXMXMSRW�Ʌ

•  E-mails, text, and phone messages that are 
professional and pertain to school activities or 
GPEWWIW�XLEX�EVI�WIRX�JVSQ�SJƤGMEP�*4'7�EGGSYRXW�Ʌ

•  Meeting alone with a student in a room with 
windows, cracked door, or in an otherwise 
SFWIVZEFPI�MRXIVVYTXMFPI�WIXXMRK�Ʌ

•  Giving gifts that are not intimate in nature to 
WXYHIRXW��WS�PSRK�EW�KMJXW�EVI�RSX�KMZIR�MR�WIGVIX�Ʌ

•  Stopping and correcting students if they cross your 
S[R�TIVWSREP�FSYRHEVMIW�Ʌ

•  Asking for advice from fellow team members or 
EHQMRMWXVEXSVW�MJ�]SY�ƤRH�]SYVWIPJ�MR�E�HMJƤGYPX�
WMXYEXMSR�VIPEXIH�XS�FSYRHEVMIW�Ʌ

ŵ� -RZSPZMRK�]SYV�WYTIVZMWSV�MJ�E�GSRƥMGX�EVMWIW�[MXL�E�
WXYHIRX�Ʌ

• Informing your school leader about situations that 
LEZI�XLI�TSXIRXMEP�XS�FIGSQI�QSVI�WIZIVI�Ʌ

•  Recognizing the responsibility to stop unacceptable 
FILEZMSV�SJ�WXYHIRXW�SV�GS[SVOIVW�Ʌ

•  Giving students praise and recognition without 
XSYGLMRK�XLIQ�Ʌ

•  Giving students required physical support (e.g., 
RIGIWWEV]�EWWMWXERGI�[MXL�XSMPIXMRK�Ʌ

ŵ�� 7MHI�LYKW��MJ�XLI�WXYHIRX�MW�GSQJSVXEFPI�Ʌ
ŵ�� 4EXW�SR�XLI�FEGO��LMKL�ƤZIW��ERH�LERHWLEOIW��MJ�XLI�

WXYHIRX�MW�GSQJSVXEFPI�Ʌ

&WV[�VQ�4GRQTV�8KQNCVKQPU��
+PCRRTQRTKCVG��QT�5WURKEKQWU�%QPFWEVǭ
It is the obligation of all team members to report 
immediately conduct which they believe violates 
this policy, including student-initiated inappropriate 
behavior, to the Principal, Human Resources or 
any member of the administration with whom 
the team member feels comfortable. FPCS will 
investigate promptly and thoroughly any complaint of 
inappropriate behavior. The investigation will be kept 
GSRƤHIRXMEP�XS�XLI�I\XIRX�TSWWMFPI��-J�MX�MW�HIXIVQMRIH�
that a team member has engaged in inappropriate 
behavior, FPCS will take corrective action to ensure 
that the behavior ends. Further, where FPCS suspects 
a team member is mentally or physically abusing a 
student, FPCS will immediately report such knowledge 
or suspicion to either the Metropolitan Police 
Department of the District of Columbia or the Child and 
Family Services Agency.
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FPCS team members are required to immediately 
notify their supervisor, human resources, or any other 
appropriate administrator if they become aware of a 
situation that may constitute a violation of the law or 
this policy. This obligation is in addition to the statutory 
VIWTSRWMFMPMX]�XS�VITSVX�WYWTIGXIH�EFYWI�ERH�RIKPIGX�Ʌ

Students and their parents/guardians are strongly 
encouraged to notify the principal, human resources, 
or any other appropriate administrator if they believe 
a team member may be engaging in conduct that 
ZMSPEXIW�XLI�ETTVSTVMEXI�FSYRHEVMIW�EW�WTIGMƤIH�MR�XLMW�
TSPMG]��TYXW�E�WXYHIRX�EX�VMWO��SV�ZMSPEXIW�XLI�PE[�Ʌ

Anonymous complaints involving inappropriate 
boundary invasions by team members with students 
will be investigated as if a student, parent, or team 
QIQFIV�VITSVXIH�XLI�ZMSPEXMSR�Ʌ

Where a report of suspected abuse or neglect involves 
a FPCS team member, the supervisor, human resources 
team member, or other appropriate administrator to 
whom the report was made will, in consultation with 
the General Counsel, determine what, if any, school 
GSQQYRMX]�RSXMƤGEXMSRW�EVI�ETTVSTVMEXI�ERH�PIKEPP]�
VIUYMVIH��%R]�WYGL�RSXMƤGEXMSRW�XS�QIQFIVW�SJ�XLI�
school community shall maintain the integrity of any 
MRZIWXMKEXMSR�ERH�TVSXIGX�XLI�GSRƤHIRXMEPMX]�SJ�EPP�
MRZSPZIH�Ʌ

&KUEKRNKPCT[�#EVKQPǭ
A violation of this policy by an FPCS team member 
may result in disciplinary action up to and including 
discharge or termination of employment. Additionally, 
the violation may be reported to the appropriate law 
enforcement agency, as required by law. Any questions 
regarding this policy should be directed to Human 
6IWSYVGIW�Ʌ

Solicitation
Team members are to refrain from soliciting 
other team members on behalf of any third-party 
organization for any purpose during work time or in 
working areas accessible to parents and students. 
8LMVH�TEVXMIW�MRGPYHI�ER]�IRXMX]��JSV�TVSƤX��SV�RSX�
JSV�TVSƤX�SXLIV�XLER�*4'7�SV�MXW�EJƤPMEXIW�Ʌ7YGL�
solicitations are prohibited regardless of the methods 
by which the solicitation is accomplished, including but 
RSX�PMQMXIH�XS��I�QEMP��ƥ]IV��SV�SXLIV�JSVQW�SJ�EHZIVXMWMRK�
or petitioning. This includes but is not limited to, 
selling goods, collecting money, or soliciting support 
for an organization, company, political candidates, or 
EWWSGMEXMSR�Ʌ

Examples of forms of solicitation not permitted in 
work areas during the working time of the soliciting or 
solicited team member include:
•  The collection of money, goods, or gifts for religious 

groups or for political groups;
•  The distribution of literature relating to commercial 

activities;
•  Invitations to meetings or social events, political 

solicitations, and/or offers to sell merchandise.

FPCS recognizes that team members may have 
interests in events and organizations outside the 
workplace. However, a team member may not solicit, 
promote, support, or distribute solicitations of any kind 
concerning any cause or organization during the team 
member’s working time or during the working time of 
XIEQ�QIQFIVW�EX�[LSQ�WYGL�EGXMZMX]�MW�HMVIGXIH�Ʌ

Persons not employed by FPCS may not solicit or 
distribute solicitations on FPCS premises at any 
time, for any purpose. If a non-team member is found 
soliciting on FPCS property, that individual will be 
VIQSZIH�JVSQ�XLI�TVIQMWIW�MQQIHMEXIP]�Ʌ

Furthermore, if a FPCS team member is found to have 
violated this policy, the team member may be subject 
to discipline, up to and including termination.

1WVUKFG�#EVKXKVKGU�QT�'ORNQ[OGPVǭ
In limiting team members’ involvement in certain 
outside activities, we are not attempting to interfere 
in your personal life, but rather we want to protect the 
best interests of FPCS and all of our team members. 
=SY�QYWX�RSXMJ]Ʌ,YQER�6IWSYVGIW�MJ�]SY�ORS[�SV�
FIPMIZI�GSRƥMGXWɅSJ�MRXIVIWX�I\MWX��;I�GERRSX�TIVQMX�]SY�
to pursue activities which, in the judgment of FPCS, 
have the appearance of impropriety or which might 
otherwise damage our reputation or interfere with our 
business or the proper performance of your duties.

Team members may engage in outside employment 
provided that it does not interfere with job performance 
ERH�EXXIRHERGI��SV�SXLIV[MWI�TVIWIRX�E�GSRƥMGX�SJ�
interest with FPCS or FPCS operations. All team 
members will be judged by the same performance 
standards and will be subject to FPCS scheduling 
requirements, regardless of any existing outside work 
commitments. All outside employment needs to be 
acknowledged in writing to your supervisor. An team 
member’s decision to pursue outside employment may 
RIMXLIV�VIZIEP�RSV�HITIRH�YTSR�GSRƤHIRXMEP�MRJSVQEXMSR�
VIKEVHMRK�*4'7��%�GSRƥMGX�SJ�MRXIVIWX�SGGYVW�[LIR�E�
XIEQ�QIQFIV�TPEGIW�SV�ƤRHW�XLIQWIPZIW�MR�E�TSWMXMSR�
[LIVI�XLIMV�TVMZEXI�MRXIVIWXW�QE]�GSRƥMGX�[MXL�XLI�
interests of the school or have an adverse effect on the 
team member’s motivation or the proper performance 
SJ�XLIMV�NSF�Ʌ
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Certain activities which obviously are not proper 
for team members include, but are not limited to, 
employment with a competitor, use of FPCS time, 
facilities or equipment to engage in another business 
or occupation; and any outside activity which results 
in your losing excessive time from work, or otherwise 
performing your job unsatisfactorily, or which could 
VIWYPX�MR�ER�ETTIEVERGI�SJ�GSRƥMGX��=SY�WLSYPH�GSRWYPX�
with Human Resources before engaging in an outside 
EGXMZMX]�[LMGL�QMKLX�GVIEXI�E�GSRƥMGX�[MXL�]SYV�
obligations to FPCS as a team member.

During your employment with FPCS, team members 
must devote their full attention and best efforts to 
the business of FPCS to protect the interests of both 
the team members and FPCS. Activity that involves 
E�TSXIRXMEP�SV�ETTEVIRX�GSRƥMGX�SJ�MRXIVIWX�QE]�FI�
undertaken only after disclosure by the team member 
and review and approval by the Human Resources 
Department. If FPCS determines that a team member’s 
outside activities or employment interfere with 
performance or the ability to meet the requirements of 
the team member’s position, the team member may be 
required to terminate the outside activity if they wish to 
remain employed with FPCS. 

%QPƔKEVU�QH�+PVGTGUV
It is important to FPCS that all of our team members 
observe high ethical standards and treat fellow team 
members, students, and families fairly. You cannot 
allow personal or familial relationships with students or 
families to interfere with the best interests of FPCS.

%R�EGXYEP�SV�TSXIRXMEP�GSRƥMGX�SJ�MRXIVIWX�SGGYVW�[LIR�
E�XIEQ�QIQFIV�MW�MR�E�TSWMXMSR�XS�MRƥYIRGI�E�HIGMWMSR�
that may result in a personal gain for a team member, 
a personal friend, or for a relative as a result of FPCS 
business dealings. No “presumption of guilt” is created 
by the mere relationship with outside companies, 
ƤVQW��WGLSSPW��IXG��,S[IZIV��MJ�E�XIEQ�QIQFIV�LEW�
ER]�MRƥYIRGI�SR�XVERWEGXMSRW�MRZSPZMRK�TYVGLEWIW��
contracts, or leases, it is imperative that they 
disclose to FPCS as soon as possible, the existence 
SJ�ER]�EGXYEP�SV�TSXIRXMEP�GSRƥMGX�SJ�MRXIVIWX�WS�XLEX�
WEJIKYEVHW�GER�FI�IWXEFPMWLIH�XS�TVSXIGX�EPP�TEVXMIW�Ʌ

Personal gain may result not only in cases where 
E�XIEQ�QIQFIV��JVMIRH��SV�VIPEXMZI�LEW�WMKRMƤGERX�
ownership of a company with which FPCS does 
business with but also when a team member or relative 
receives any kickback, bribe, substantial gift, or special 
consideration as a result of any transaction or business 
HIEPMRKW�MRZSPZMRK�*4'7�Ʌ

Team members have an obligation to conduct 
business within guidelines that prohibit actual or 
TSXIRXMEP�GSRƥMGXW�SJ�MRXIVIWX��8LMW�TSPMG]�IWXEFPMWLIW�

only the framework within which FPCS wishes to 
operate. The purpose of these guidelines is to provide 
general directives so that team members can seek 
JYVXLIV�GPEVMƤGEXMSR�SR�MWWYIW�VIPEXIH�XS�XLI�WYFNIGX�
of acceptable standards of operation. Please contact 
the Human Resources Department or General Counsel 
JSV�QSVI�MRJSVQEXMSR�SV�UYIWXMSRW�EFSYX�GSRƥMGXW�SJ�
interest. Additionally, further information in reference to 
this policy is attached at the end of this handbook. 

Major Offenses
Team members are expected to conduct themselves 
in a professional and responsible manner and to 
serve as role models for our students. In this regard, 
there are certain standards of conduct that all team 
QIQFIVWɅQYWX�ORS[�ERH�JSPPS[�[LMPI�SR�HYX]�JSV�
FPCS, whether on or off FPCS premises.

These rules are designed for the protection of our team 
QIQFIVW��JSV�XLI�FIRIƤX�SJ�SYV�WXYHIRXW��XS�IRWYVI�
JEQMPMIW�ERH�QIQFIVW�SJ�XLI�TYFPMG�LEZI�GSRƤHIRGI�MR�
XLI�WIVZMGI�[I�TVSZMHI��ERH�JSV�XLI�KSSH�SJ�*4'7��Ʌ

The following list includes examples of misconduct, 
but is not intended to be all inclusive, and does not 
change the employment-at-will relationship between 
team members and FPCS: 
•  Inappropriate contact with a student, either physical 

or sexual in nature; 
•  Engaging in inappropriate activities involving 

children; 
•  Giving gifts to students that are of an intimate 

nature, or giving gifts of any kind to an individual 
student in secret;

•  Engaging in a relationship of a romantic or sexual 
nature with a current student, or with any individual 
who has attended FPCS within the previous year; 

•  Any interaction with a student which creates the 
appearance of impropriety; 

ŵ�� 9REYXLSVM^IH�HMWGPSWYVI�SJ�GSRƤHIRXMEP�MRJSVQEXMSR�
regarding students;

•  Communicating with students via social networking 
sites or chat rooms, except for curriculum-related 
purposes;

•  Failure or refusal to carry out orders or instructions;
•  Unsatisfactory work performance; 
ŵ�� :MSPEXMSR�SJ�E�WEJIX]��ƤVI�TVIZIRXMSR��LIEPXL�SV�

security rule, policy or practice;
•  False, fraudulent or misleading statements, actions 

or omissions involving another team member, 
a student or family, FPCS, or any action that is 
inconsistent with loyalty to FPCS business interests;

•  Unauthorized use of, removal of, theft of or damage 
to the property of FPCS, a team member, an 
independent contractor, or a student or family;
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•  Threatened or actual physical violence;
•  The use of profane or abusive language;
•  Organized gambling or disorderly conduct while on 

premises;
•  Chronic, habitual, or excessive lateness or 

absenteeism, or early departure from work; 
•  Tampering with the security of the premises and 

property;
•  Sleeping during scheduled work hours;
•  Unauthorized possession, use or copying of any 

records that are the property of FPCS;
•  Disclosure of proprietary or trade secrets of FPCS;
ŵ�� *EPWMƤGEXMSR�SJ�NSF�ETTPMGEXMSR��VIWYQI��XMQIOIITMRK��

employment or other records, including 
misrepresentation when applying for sick leave, 
Workers’ Compensation, leave of absence or other 
time off;

•  Misappropriation of funds or failure to handle funds 
in accordance with FPCS guidelines;

•  Behaving in a disrespectful or other manner that 
would undermine supervisor authority;

•  Working on matters other than FPCS business 
during working hours;

ŵ�� 4SWWIWWMSR��XVERWTSVXEXMSR�ERH�SV�YWI�SJ�ƤVIEVQW��
explosives or other dangerous weapons on FPCS 
property;

•  Providing misleading or false information to FPCS 
during an investigation;

•  Illegal conduct of any kind;
•  Inducing or assisting other team members in 

violating any of the foregoing rules or other 
handbook policies;

•  Conviction for violation of local, state or federal law 
while on duty or off duty, including driving violations, 
when such violation could have an adverse impact 
on a team member’s position or on FPCS; 

•  Lewd, indecent, or immoral behavior;
•  Gross negligence;
•  Being absent from work without approval or valid 

excuse; 
ŵ�� &IMRK�PEXI�JSV�[SVO�[MXLSYX�ETTVSZEP�SV�ZEPMH�I\GYWI�Ʌ
•  Excessive absenteeism or any absence without 

notice;
•  Unauthorized or unnecessary absence from the 

[SVOTPEGI�HYVMRK�XLI�[SVOHE]�Ʌ
ŵ�� %FYWMRK�PIEZI��Ʌ
•  Inappropriate and unprofessional attire during work 

hours or at FPCS events;
•  Making defamatory statements;
•  Misrepresenting FPCS or its team members; 
ŵ�� 1MWYWMRK�]SYV�TSWMXMSR�JSV�TIVWSREP�KEMR�SV�FIRIƤXW�

SV�IRKEKMRK�MR�E�GSRƥMGX�SJ�MRXIVIWX��

•  Misuse of or unauthorized removal or possession 
of property belonging to FPCS or team members of 
FPCS; 

•  Failure to properly supervise students;
•  Failure to cooperate with or interfering with a FPCS 

investigation; 
• Use of abusive language, including but not limited 

XS�ɅTVSJERMX]��WPYVW��ERH�MRWYPXW�
•  Exhibiting rude or unprofessional behavior towards a 

member of FPCS community;
ŵ�� 6ITSVXMRK�XS�[SVO�YRHIV�XLI�MRƥYIRGI�SJ�EPGSLSP��

illegal drugs, or abusing prescription medication; 
•  Smoking in prohibited areas; 
•  Improper restraints of, and/or excessive force with a 

student; 
•  Engaging in physical altercations at work, including 

pushing, hitting, punching, kicking, or otherwise 
ƤKLXMRK�[MXL�QIQFIVW�SJ�XLI�*4'7�GSQQYRMX]��

•  Threatening violence in the workplace; 
•  Being uncooperative with supervisors or otherwise 

engaging conduct that does not support FPCS goals 
ERH�SFNIGXMZIW��Ʌ

ŵ�� )RKEKMRK�MR�WI\YEP�SV�SXLIV�LEVEWWMRK�FILEZMSV�Ʌ
•  Discriminating against or retaliating against 

members of the FPCS community. 

Should a team member’s performance, work habits, 
overall attitude, conduct or demeanor become 
unsatisfactory based on violations of any FPCS 
policies, rules, or regulations, the team member will 
be subject to disciplinary action, up to and including 
termination of employment. Nothing in this policy gives 
the team member the right to receive any particular 
level of discipline in any given situation, nor does 
anything in this policy limit FPCS or the team member’s 
right to terminate the employment relationship at any 
time, with or without cause and with or without notice. 

Protection of Assets
Team members are responsible for ensuring that 
accurate payroll records are produced by punching 
in and out on the e-time system at the start and end 
of their work shift. Failure to punch in and/or out as 
required may subject team members to disciplinary 
action.

As a team member of FPCS, you are responsible for 
timely record keeping for all FPCS assets, liabilities, 
VIZIRYIW�ERH�I\TIRWIW��*4'7ŭW�ƤRERGMEP�WXEXIQIRXW�
will comply with generally accepted accounting 
principles at all times. All books, records and 
documents must accurately and completely describe 
the transactions they represent.
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No unrecorded fund, reserve, asset, or special account 
shall be set up or maintained for any purpose. No false 
SV�ƤGXMXMSYW�IRXVMIW�WLEPP�FI�QEHI�MR�FSSOW��VIGSVHW��
accounts, or in FPCS communications for any reason. 
No payment or transfer of funds or assets shall be 
made for any purpose other than that described by the 
WYTTSVXMRK�HSGYQIRXW�ERH�WTIGMƤGEPP]�EW�EYXLSVM^IH�
by the Chairman or clearly within the discretion granted 
by the Chairman.

Gifts and Entertainment
)\GITX�MR�GSRRIGXMSR�[MXL�ERH�WTIGMƤGEPP]�TYVWYERX�
XS�TVSKVEQW�SJƤGMEPP]�EYXLSVM^IH�F]�*4'7�ɅXIEQ�
members may not solicit or accept, directly or 
indirectly, any gift, gratuity, reward, money, objects of 
value, or premiums from any person or company that 
is doing, or seeking to do, business with FPCS, or that 
QMKLX�MRƥYIRGI�SV�ETTIEV�XS�MRƥYIRGI�XLI�NYHKQIRX�
or conduct of the team member in the performance 
of his or her job. All team members must disclose 
transactions of this nature to their supervisors and to 
the Human Resources.

You may accept and/or give only gifts, gratuities, 
rewards, or favors when authorized by management 
and when the value involved is nominal, or when it is 
customary in the industry, does not violate any laws, 
[MPP�RSX�MRƥYIRGI�SV�ETTIEV�XS�MRƥYIRGI�]SYV�NYHKQIRX�
or conduct at FPCS, or the judgment or conduct of 
another, and clearly will not create an obligation to the 
donor.

Company Assets and Intellectual 
Property
Team members must make every effort to protect 
*4'7ɅEWWIXW�ERH�IRWYVI�XLIMV�IJJIGXMZI�ERH�IJƤGMIRX�
use. Theft, carelessness, and waste have a direct 
impact on FPCS. Any suspected fraud or theft must 
be reported immediately to your area management, 
Human Resources.

FPCS patents, trademarks and copyrights are also 
assets to be protected. It is important that you identify 
and disclose through appropriate FPCS channels 
any new ideas, works of authorship, technological 
advances, or unique solutions, so that FPCS can 
properly obtain protection for this intellectual property. 
This will enable Friends PCS to protect these new 
ideas and works from infringement. Please contact the 
Human Resources Department, if you suspect that any 
*4'7ɅMRXIPPIGXYEP�TVSTIVX]�MW�FIMRK�MRJVMRKIH�SV�YWIH�
without proper authorization.

As a team member of FPCS, you acknowledge that all 
writings and creations made by you in the course of or 
VIPEXMRK�XS�]SYV�[SVO�JSV�*4'7�EVI�S[RIH�F]�*4'7�ɅERH�
you agree to take such steps as are necessary to 
protect the ownership interests of FPCS in such works.

Unauthorized use or distribution of any 
*4'7ɅTVSTVMIXEV]�MRJSVQEXMSR�MW�E�HMVIGX�ZMSPEXMSR�SJ�
this policy and could result in civil or criminal penalties.

%QPƓFGPVKCNKV[�QH�+PHQTOCVKQP� 
and Records
8LI�TVSXIGXMSR�SJ�*4'7�GSRƤHIRXMEP�FYWMRIWW�
information, property, and all other School assets is 
ZMXEP�XS�XLI�MRXIVIWXW�ERH�WYGGIWW�SJ�*4'7ɅERH�XLI�
community it serves. All records and information 
VIPEXMRK�XS�WXYHIRXW�QYWX�FI�XVIEXIH�GSRƤHIRXMEPP]�
and in compliance with the Family Educational Rights 
and Privacy Act (FERPA) and all other regulations as 
applicable. 

No team member should disclose without 
proper authorization proprietary or trade secret 
information

VIPEXMRK�XS�*4'7�SV�TIVWSREP�MHIRXMƤIV�MRJSVQEXMSR�
of team members, such as social security or driver’s 
license information. No FPCS related information, 
MRGPYHMRK�FYX�RSXɅPMQMXIH�XS��HSGYQIRXW��ƤPIW��VIGSVHW��
GSQTYXIV�ƤPIW��IUYMTQIRX��SJƤGI�WYTTPMIW�SV�ER]�SXLIV�
materials relating to FPCS operations, may be removed 
from Friendship premises without permission from an 
appropriate designated member of management.

Additionally, the contents of FPCS records or 
information otherwise obtained regarding FPCS 
business may not be disclosed to anyone, except those 
[MXL�FSXL�E�WTIGMƤG�FYWMRIWW�RIIH�ERH�EYXLSVM^EXMSR�
to receive such information. Team members may 
RSX�HMWGPSWI�ER]�GSRƤHIRXMEP�MRJSVQEXMSR�VIKEVHMRK�
students, FPCS or coworkers, purposefully or 
inadvertently through casual conversation, to any 
unauthorized person inside or outside FPCS. Team 
QIQFIVW�[LS�EVI�YRWYVI�EFSYX�XLI�GSRƤHIRXMEP�REXYVI�
SJ�WTIGMƤG�MRJSVQEXMSR�WLSYPH�EWO�XLIMV�WYTIVZMWSV��
TVMRGMTEP��SV�,YQER�6IWSYVGIW�JSV�GPEVMƤGEXMSR��-R�
addition, team members may not access documents or 
ƤPIWɅMR�[LMGL�XLI]�HS�RSX�LEZI�TIVQMWWMSR�XS�EGGIWW�

;LIR�XVERWQMXXMRK�GSRƤHIRXMEP�MRJSVQEXMSR��]SY�
should ensure that the transmission is secure. If the 
information is in paper form, it should be transmitted 
MR�E�WIEPIH�IRZIPSTI�[MXL�XLI�[SVH�Ű'SRƤHIRXMEPű�
SR�XLI�IRZIPSTI��=SY�WLSYPH�RSX�PIEZI�GSRƤHIRXMEP�
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information unsecured at any time. If you have custody 
SJ�GSRƤHIRXMEP�MRJSVQEXMSR�ERH�HS�RSX�LEZI�EGGIWW�
XS�PSGOMRK�ƤPIW��]SY�QYWX�RSXMJ]�XLI�7GLSSP�&YWMRIWW�
Manager, Principal, or the Chief of School Operations.

8IEQ�QIQFIVW�[MPP�FI�VIUYMVIH�XS�WMKR�E�'SRƤHIRXMEPMX]�
%KVIIQIRX�GSRƤVQMRK�XLIMV�YRHIVWXERHMRK�SJ�XLMW�
policy.

8LI�MQTVSTIV�YWI�SV�HMWGPSWYVI�SJ�GSRƤHIRXMEP�
information may result in disciplinary action, up to 
and including termination of employment, as well as 
TSWWMFPI�PIKEP�EGXMSR��IZIR�MJ�]SY�HS�RSX�EGXYEPP]�FIRIƤX�
from the disclosed information.

Political Contributions
Although you are encouraged to be socially 
responsible and politically active, you may not 
contribute FPCS funds or assets to any political 
candidates, parties, or similar organizations, 
unless such contribution is expressly permitted by 
law and has been pre-approved by the Chairman.

Media
Any team member who wishes to publish an 
EVXMGPI�SV�TETIV�MR�[LMGL�WLI�SV�LI�[MPP�FI�EJƤPMEXIH�
with FPCS must obtain approval from the Chief of 
Staff. You must make clear in any publication that 
your views are not those of FPCS, its students or 
parents.

-R�GIVXEMR�WMXYEXMSRW��*4'7ɅXIEQ�QIQFIVW�QE]�
be designated to speak to the media on behalf of 
FPCS. Such spokespersons will be designated by 
the Chairman and will usually be a senior team 
TIVWSR�[LS�MW�UYEPMƤIH�XS�WTIEO�SR�*4'7ŭW�FILEPJ�
on the issue in question. No other individuals are 
authorized to represent FPCS’s position to the 
media.

All media inquiries, whether verbal or written, 
are to be directed to the FPCS Chief of 
'SQQYRMGEXMSRWɅ[LS�[MPP�EXXIQTX�XS�TVSZMHI�E�
response to media inquiries within 24 hours of 
receipt.

As a member of FPCS, a team member may be 
photographed, videotaped, or interviewed as part 
of our marketing campaigns. If you don’t not feel 
comfortable with this exposure, please contact 
your School Leader, Supervisor or the Human 
Resources Department. 
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Equal Employment Opportunity
Equal Employment Opportunity has been, and will 
continue to be, a fundamental principle at FPCS. FPCS 
is committed to providing team members with a work 
environment that is safe, welcoming, and inclusive. 
This includes ensuring that the work environment 
is free from unlawful discrimination. As an equal 
opportunity employer, FPCS complies will all applicable 
federal and DC anti-discrimination laws, including 
Title VII of the Civil Rights Act of 1964, Title IV of the 
)HYGEXMSR�%QIRHQIRXW�SJ�������7IGXMSR�����SJ�XLI�
6ILEFMPMXEXMSR�%GX�SJ�������XLI�%KI�(MWGVMQMREXMSR�%GX�
SJ�������8MXPI�--�SJ�XLI�%QIVMGER�[MXL�(MWEFMPMXMIW�%GX�SJ�
������ERH�XLI�(�'��,YQER�6MKLXW�%GX�SJ������ɅɅ

FPCS is an equal opportunity employer and follows 
a policy of administering all employment decisions 
and personnel actions without regard to race, color, 
creed, national origin, sex, age, marital status, veteran 
status, personal appearance, sexual orientation, 
gender identity or expression, physical or mental 
disability, genetic disposition or carrier status, 
pregnancy, childbirth, or related medical conditions, 
family responsibilities, matriculation, political 
EJƤPMEXMSR��SV�ER]�SXLIV�GLEVEGXIVMWXMG�TVSXIGXIH�YRHIV�
applicable federal, state, or local law. This policy of 
non-discrimination applies to but is not limited to the 
following activities: recruitment and hiring, training, 
TVSQSXMSR��GSQTIRWEXMSR��FIRIƤXW��XVERWJIV��PE]SJJ��
termination and all other terms and conditions of 
employment. Employment decisions at FPCS are based 
solely upon relevant criteria, including an individual’s 
GETEFMPMXMIW��UYEPMƤGEXMSRW��XVEMRMRK��I\TIVMIRGI�ERH�
suitability. FPCS is committed to providing equal 
IQTPS]QIRX�STTSVXYRMXMIW�XS�EPP�UYEPMƤIH�MRHMZMHYEPW�

FPCS will not tolerate any unlawful discrimination 
and prohibits any such conduct. Team members 
are required to report any situations they believe 
involve illegal discrimination Any team members with 
questions or concerns about any type of discrimination 
in the workplace are encouraged to bring these issues 
to the attention of their supervisor or the Human 
Resources Department or any other member of FPCS 

with whom the team member feels comfortable. 
Reports also can be made anonymously through the 
)67�LSXPMRI�EX���������ũ�����

Team members can raise concerns and make reports 
without fear of reprisal. Anyone found to be engaging 
in any type of unlawful discrimination or inappropriate 
conduct will be subject to disciplinary action, up to and 
including termination of employment. 

Americans with Disabilities Act 
Policy Statement 
#EEQOQFCVKQPU�HQT�+PFKXKFWCNU�YKVJ�
&KUCDKNKVKGU�
FPCS is committed to complying with applicable 
provisions of the Americans with Disabilities Act 
(ADA), the American’s with Disabilities Amendments 
Act (ADAA), and other applicable federal and DC laws. 
As an organization we do not discriminate against 
ER]�UYEPMƤIH�XIEQ�QIQFIV�SV�ETTPMGERX�FIGEYWI�SJ�
their disability or because the person is related to it 
associated with a person with disability. FPCS provides 
UYEPMƤIH�MRHMZMHYEPW�[MXL�HMWEFMPMXMIW�[MXL�VIEWSREFPI�
accommodations, unless doing so would present an 
undue hardship or direct threat to the safety of the 
team member or others in the workplace. A reasonable 
accommodation is any changes or adjustment to 
XLI�[SVOTPEGI�XLEX�TIVQMXW�E�UYEPMƤIH�ETTPMGERX�SV�
XIEQ�QIQFIV�[MXL�HMWEFMPMX]�XSɅTEVXMGMTEXI�MR�XLI�NSF�
application process, to perform the essential functions 
SJ�E�NSF��SV�IRNS]�FIRIƤXW�ERH�TVMZMPIKIW�SJ�IQTPS]QIRX�
equal to those enjoyed by team members without 
disabilities. Contact Human Resources with any 
questions or requests for accommodation.

*4'7ɅQE]�VIUYMVI�XLEX�E�XIEQ�QIQFIV�YRHIVKS�E�
medical examination if it believes that a physical or 
mental condition is impacting a team member’s ability 
to perform the essential functions of the person’s 
job. Individuals who are currently using illegal drugs 
EVI�I\GPYHIH�JVSQɅGSZIVEKI�YRHIV�*4'7ŭW�%(%�
policy. Please refer to FPCS’s Drug and Alcohol-Free 
Workplace policy.

Section 5

Employment Law and  
Compliance
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Human Resources is responsible for implementing 
this policy, including resolution of reasonable 
accommodation, safety/direct threat and undue 
LEVHWLMT�MWWYIW��*SV�JYVXLIV�MRJSVQEXMSR�SV�GPEVMƤGEXMSR�
on the ADA policy, please contact the Human 
Resources Department.

Accomodations for Religious Beliefs
FPCS is committed to providing reasonable 
EGGSQQSHEXMSRW�JSV�E�XIEQ�QIQFIVŭW�FSRE�ƤHI�
religious beliefs, unless doing so would cause 
more than a minimal burden on school operations. 
Accommodations may include time off or a 
QSHMƤGEXMSR�XS�E�XIEQ�QIQFIVŭW�WGLIHYPI�HYVMRK�E�
religious holiday. Additional information regarding 
Accommodations for Religious Beliefs is included in 
XLI�6IPMKMSYW�3FWIVZERGI�WIGXMSR�SJ�XLMW�LERHFSSO�Ʌ

Accomodations for Lactating 
/QVJGTUǭ
In recognition of the well documented health 
advantages of breastfeeding for infants and mothers, 
FPCS provides a supportive environment to enable 
breastfeeding mothers to express their breast milk 
during work hours. FPCS will provide a reasonable 
amount of break time to accommodate a team 
member desiring to express breast milk for the team 
member’s infant child. The break time, if possible, 
should run concurrently with rest and meal periods 
already provided to the team member. If the break time 
cannot run concurrently with rest and meal periods 
already provided to the team member an additional 
unpaid 20 minute breaks will be allowed as needed. 
Where unpaid breaks or additional time are required, 
the team member will work with her supervisor 
regarding scheduling.

FPCS will make reasonable efforts to provide team 
members with the use of a room or private location 
near the team member’s work location, other than a 
toilet stall, for the team member to express milk. This 
PSGEXMSR�QE]�FI�XLI�XIEQ�QIQFIVŭW�TVMZEXI�SJƤGI��MJ�
applicable. If the team member does not have a private 
SJƤGI�XLI]�WLSYPH�HMWGYWW�XLI�QEXXIV�SJ�E�TVMZEXI�
location with their supervisor or Human Resources. 
FPCS will not adversely treat individuals who request 
an accommodation because they are breastfeeding.

In general, it is the team member’s responsibility 
to notify FPCS of the need for an accommodation. 
To request an accommodation, contact the Human 
Resources representative at your campus location or 
IQEMP�,YQER�6IWSYVGIW�EX�,6$JVMIRHWLMTWGLSSPW�SVK�Ʌ

Non-Harrassment Policy
It is FPCS’s policy that all team members should 
be able to enjoy a work environment that is free of 
discrimination and harassment. This requires that each 
team member treat with courtesy and respect every 
other team member and individual with whom the team 
member has contact in the course of their employment 
with FPCS. FPCS strictly forbids discrimination or 
harassment of any kind, including discrimination 
based on race, color, religion, sex (including pregnancy, 
childbirth, related medical conditions, breastfeeding 
or reproductive health decisions), gender identity or 
expression, national origin, age, marital status, physical 
or mental disability, sexual orientation, personal 
appearance, genetic information, family responsibilities, 
QEXVMGYPEXMSR��TSPMXMGEP�EJƤPMEXMSR��QMPMXEV]�SV�ZIXIVER�
status, or any other category protected under applicable 
federal, state, or local law. This policy extends to each 
ERH�IZIV]�PIZIP�SJ�SYV�STIVEXMSR�Ʌ

Accordingly, any form of harassment, whether by a 
fellow team member, manager, supervisor, or by a third 
party doing business with FPCS, will not be tolerated. 
Prohibited harassment is verbal or physical conduct 
that denigrates or shows hostility to an individual 
FEWIH�SR�SRI�SJ�XLI�TVSXIGXIH�GEXIKSVMIW�WTIGMƤIH�
above. However, an individual need not be the target 
of the harassment (or a part of the group that is being 
targeted by the harassing conduct) to be offended or 
MRNYVIH�F]�XLI�LEVEWWMRK�FILEZMSV�Ʌ

Acts that may constitute prohibited harassment 
MRGPYHI��FYX�EVI�RSX�PMQMXIH�XS�Ʌ
ŵ�� .SOIW�Ʌ
ŵ�� :IVFEP�EFYWI�ERH�ITMXLIXW�Ʌ
ŵ�� 7PYVW�SV�HIVSKEXSV]�GSQQIRXW�Ʌ
•  The display of offensive objects and pictures;
ŵ�� 2IKEXMZI�WXIVISX]TMRKɅɅ
• Intimidation or threats;
• Assault or any physical interference with the team 

QIQFIVŭW�RSVQEP�[SVO�SV�QSZIQIRX�Ʌ
ŵ�� 3XLIV�GSRHYGX�XLEX�XLI�MRHMZMHYEP�QE]�ƤRH�SJJIRWMZI�Ʌ

Harassment may also include written or graphic 
material placed on walls, bulletin boards or elsewhere 
on FPCS premises or circulated in the workplace that 
HIRMKVEXIW��ERH�SVɅWLS[W�LSWXMPMX]�SV�EZIVWMSRɅXS[EVHW�
an individual or group because of the characteristics 
MHIRXMƤIH�EFSZI��8LI�GSRHYGX�TVSLMFMXIH�F]�TSPMG]�
includes conduct in any form including but not limited 
to email, voicemail, social media, internet use or 
history, text message, pictures, images, writings, words 
SV�KIWXYVIW�Ʌ�-RHMZMHYEPW�[LS�ZMSPEXI�XLMW�TSPMG]�WLEPP�
FI�WYFNIGX�XSɅHMWGMTPMREV]�EGXMSR�YT�XS�ERH�MRGPYHMRK�
termination.
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If a team member believes they have been the subject 
of discrimination or harassment or that they have 
witnessed it in the workplace, the team member 
should immediately bring concerns to the attention of 
their supervisor, Human Resources, or any member 
of management with whom the team member is 
GSQJSVXEFPI�Ʌ

2QNKE[�#ICKPUV�5GZWCN�*CTCUUOGPVǭ
FPCS’s policy is to provide its team members with 
a work environment free from harassment, which 
includes but is not limited to, harassment on the 
basis of sex. Sexual harassment is a form of sex 
discrimination that FPCS will not tolerate and is against 
XLI�PE[��Ʌ-X�MW�MPPIKEP�ERH�WXVMGXP]�EKEMRWX�*4'7�TSPMG]�JSV�
any team member to harass another team member by 
making or subjecting any person to unwelcome sexual 
advances or unwelcome requests for sexual favors, or 
XS�IRKEKIɅMR�ER]�YR[IPGSQI�SV�SXLIV�ZIVFEP�SV�RSR�
verbal or physical conduct of a sexual nature that is 
TIVWMWXIRX�ERH�SJJIRWMZI��MRGPYHMRK�FYX�RSX�PMQMXIH�XS�Ʌ
•  Verbal Harassment (e.g., verbal comments or 

propositions of a sexual nature);
•  Physical Harassment (e.g., physical contact of a 

WI\YEP�REXYVI��SV�Ʌ
•  Visual Harassment (e.g., the display or circulation 

of sexually suggestive or printed material such as 
posters, cartoons, e- mails or drawings of a sexual 
REXYVI�Ʌ

Every team member is expected to be aware of this 
policy and the types of conduct that may constitute 
unlawful harassment. This policy extends to each and 
every level of FPCS operations. accordingly, sexual 
harassment, whether by a fellow team member, 
manager, or non-team member doing business with 
FPCS (whether of the same sex or the opposite sex), 
will not be tolerated. In furtherance of FPCS’s policy to 
provide each team member with a work environment 
free from harassment, FPCS requires that each of 
its supervisors be responsible for the prevention and 
elimination of all forms of harassment within their 
VIWTIGXMZI�HITEVXQIRXW�Ʌ

Acts that are considered to constitute sexual 
harassment include, but are not limited to, unwelcome 
sexual advances, requests for sexual favors, and other 
ZIVFEP�SV�TL]WMGEP�GSRHYGX�SJ�E�WI\YEP�REXYVI�[LIVI�Ʌ
•  Submission to such conduct is either an express or 

MQTPMIH�XIVQ�SV�GSRHMXMSR�SJ�IQTPS]QIRX�Ʌ
•  Submission to or rejection of such conduct is used 

as a basis for an employment decision affecting the 
LEVEWWIH�TIVWSR�Ʌ

•  The purpose of such conduct is to substantially 
interfere with the affected individual’s work 
performance, or to create an intimidating, hostile, or 
SJJIRWMZI�[SVO�IRZMVSRQIRX��SVɅ

•  The effect of such conduct is to substantially 
interfere with the affected individual’s work 
performance or create an intimidating, hostile, or 
SJJIRWMZI�[SVO�IRZMVSRQIRX�Ʌ

Examples of conduct that, if unwelcome, may 
constitute sexual harassment depending upon 
the totality of the circumstances, including the 
severity of the conduct and its pervasiveness, 
MRGPYHI�Ʌ
•  Direct or implied requests by a manager for sexual 

favors in exchange for actual or promised job 
FIRIƤXW��JEZSVEFPI�VIZMI[W��TVSQSXMSRW��WEPEV]�
MRGVIEWIW�Ʌ

ŵ�� 8SYGLMRK�ER]�TEVX�SJ�ERSXLIV�XIEQ�QIQFIVŭW�FSH]�Ʌ
•  Derogatory or provoking remarks about or relating 

to a team member’s gender, sexual orientation, or 
WI\YEP�EGXMZMX]�Ʌ

•  Displaying or transmitting sexually suggestive 
materials or using sexually explicit language or 
KIWXYVIW�Ʌ

•  Continuing to ask a team member to socialize 
on or off duty when that person has indicated an 
unwillingness to do so;

ŵ�� 'SIVGIH�WI\YEP�EGXW�Ʌ
•  Off-duty conduct which falls within the above 

HIƤRMXMSR�ERH�EJJIGXW�XLI�[SVO�IRZMVSRQIRX�Ʌ

The FPCS workplace is not limited to our brick and 
QSVXEVɅJEGMPMXMIW��FYXɅMRGPYHIWɅER][LIVI�E�FYWMRIWW�SV�
school-related function is taking place, including all 
FPCS sponsored events. Sexual harassment and any 
unwelcome sexual conduct of any kind may result in 
disciplinary actions, up to and including termination 
of employment, regardless of whether or not it is 
YRPE[JYP�ɅɅ

Please note that while this policy is set forth by the 
Department of Human Resources of promoting a 
workplace that is free of sexual harassment, the policy 
is not designed or intended to limit FPCS’s authority 
to discipline or take remedial action for unacceptable 
workplace conduct, regardless of whether that conduct 
WEXMWƤIW�XLI�HIƤRMXMSR�SJ�WI\YEP�LEVEWWQIRX�Ʌ
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4GRQTVKPI�QH�*CTCUUOGPVǭ
Team members who feel they are being subjected to 
harassment/sexual harassment are encouraged to 
report the harassment/ sexual harassment promptly, 
regardless of whether the harassment/sexual 
harassment is by a fellow team member, or an FPCS 
outside vendor, consultant, customer, student, or client.

Furthermore, anyone who believes that a team member 
is harassing/ sexual harassing a fellow team member 
or one of FPCS’s outside vendors, consultants, 
customers, students, or clients should report this 
immediately to Human Resources, the team member’s 
WYTIVZMWSV�SV�ER]�QIQFIV�SJ�*4'7ŭWɅQEREKIQIRX�[MXL�
whom the team member feels comfortable. Individuals 
who believe they are being subjected to harassing/ 
sexual harassing or retaliatory conduct may also 
choose to promptly advise the offender that his or her 
behavior is unwelcome and request that the offensive 
behavior be discontinued.

Conduct prohibited by these policies is unacceptable in 
the workplace and in any work-related setting outside 
the workplace, such as during business trips, business 
meetings and business- related social events. This 
behavior is unacceptable on company time and/ or 
using company equipment via email, phone (including 
voice messages), text messages, tweets, blogs, social 
networking sites or other means.

To ensure that a team member wishing to report 
harassment/sexual harassment do not have to report 
the incident to the person alleged to be the person 
harassing/sexually harassing the team member, 
*4'7ŭWɅTSPMG]�TVSZMHIW�XLEX�VITSVXW�SJ�WI\YEP�SV�SXLIV�
harassment may be made to any of the following, 
at the team member’s choice: the team member’s 
supervisor, Human Resources, or any member of FPCS 
management with whom the team member feels 
comfortable or through the FPCS’s ERS hotline at (800) 
���ũ�����

+PXGUVKICVKQP�QH�*CTCUUOGPVǭ
Sexual harassment and other forms of harassment 
of any kind serves no legitimate purpose and has 
a disruptive effect on the team member’s ability to 
perform the team member’s job effectively. FPCS 
takes allegations of harassment very seriously and will 
actively investigate all complaints. If it is determined 
that harassment has occurred, FPCS will take the 
appropriate action against the offending persons, up to 
ERH�MRGPYHMRK�XIVQMREXMSR�SJ�IQTPS]QIRX�Ʌ

It is FPCS’s policy that all such matters will be handled 
with appropriate care and discretion and that a 
thorough investigation is conducted. When a team 
member brings a complaint to the attention of their 

WYTIVZMWSV��,YQER�6IWSYVGIW�[MPP�FI�RSXMƤIH�ERH�
investigation of the allegations will be undertaken 
promptly. Such investigations may include, at a 
QMRMQYQ��MRXIVZMI[W�[MXL�EPP�TIVWSRW�MHIRXMƤIH�
as having a direct and personal knowledge of the 
MRGMHIRX�W�MR�UYIWXMSR�Ʌ

.GICN�+PHQTOCVKQPǭ
Sexual harassment and other forms of harassment 
described above are unlawful under both federal and 
state law. FPCS is committed to responding quickly 
and effectively to any report of harassment and hopes 
that team members will feel comfortable with coming 
forward and allowing FPCS to pursue an internal 
investigation and resolution of the matter. In addition to 
FPCS’s internal complaint procedure, a team member 
may also pursue a complaint of harassment by 
GSRXEGXMRK�XLI�JIHIVEP�ERH�WXEXI�EKIRGMIW�PMWXIH�FIPS[�Ʌ

 The United States Equal Employment Opportunity 
'SQQMWWMSR��Ű))3'űɄ

� �����0�7XVIIX��2;Ʌ
� ;EWLMRKXSR��('������Ʌ
� �������������

 8LI�(MWXVMGX�SJ�'SPYQFME�3JƤGI�SJ�,YQER�6MKLXWɄ
� �����XL�7XVIIX��2;��7YMXI����2Ʌ
 Washington, DC 20001
� �������������Ʌ

Both of these agencies may be contacted by team 
QIQFIVW�[LS�[MWL�XS�ƤPI�E�JSVQEP�GLEVKI�SJ�
harassment. However, as stated above, FPCS is 
committed to responding quickly and effectively to any 
report of harassment and hopes that all team members 
will feel comfortable coming forward and allowing us 
XS�TYVWYI�E�VIWSPYXMSR�SJ�XLI�QEXXIV�MRXIVREPP]�Ʌ

FPCS will not condone or tolerate the harassment/ 
sexual harassment of its team members by its co-
workers, managers or any other individual under our 
control, or by persons with whom we do business. 
All team members, regardless of position or title, will 
be subject to severe discipline, up to and including 
termination, should the Company determine that the 
team member is engaged in the harassment/ sexual 
harassment of another individual.

False Complaints
A knowingly false complaint of harassment or 
discrimination may result in disciplinary action up 
to and including termination of employment.
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Drug and Alcohol-Free Workplace
8IEQ�QIQFIVW�[LS�[SVO�[LMPI�YRHIV�XLI�MRƥYIRGI�SJ�
drugs or alcohol present a safety hazard to themselves 
and their co-workers. Moreover, the presence of 
drugs, alcohol and tobacco in the workplace limits 
our ability to perform at the highest levels and 
provide the best possible service for our scholars, 
JEQMPMIWɅWXEOILSPHIVW�ERH�I\XIVREP�TEVXRIVW��*4'7�MW�
committed to maintaining a drug, alcohol and tobacco 
free environment.

The following conduct is prohibited on FPCS’s property, 
including but not limited to school buildings, grounds, 
TEVOMRK�PSXW��KEVEKIW�ERH�ƤIPHW��EPSRK�[MXL�SJJ�WMXI�
activities with team members or students and may 
result in disciplinary actions up to and including 
termination:

•  Possession, transfer, sale, distribution, use or 
solicitation of illegal drugs on FPCS property 
(including the parking lot and adjacent areas) or 
HYVMRK�[SVOMRK�LSYVW�Ʌ

•  Possession or consumption of alcohol on FPCS 
property (including adjacent areas) or during 
working hours. This doesn’t not include the 
authorized use of alcohol at FPCS sponsored 
functions or activities.

•  Possession or use of tobacco products on FPCS 
property (including the parking lot and adjacent 
EVIEW�SV�HYVMRK�[SVOMRK�LSYVW�Ʌ

•  Reporting to work, or being present at work, with 
a detectable amount of any illegal drugs or its 
QIXEFSPMXIW�MR�XLI�XIEQ�QIQFIVŭW�FSH]�Ʌ

•  Reporting to work or being present at work being 
intoxicated or impaired by alcohol or drugs. This 
does not exclude the authorized use of alcohol at 
*4'7�WTSRWSVIH�JYRGXMSRW�SV�EGXMZMXMIW�Ʌ

•  Abuse of prescribed drugs. Prescribed drugs will 
be allowed only when taken in accordance with a 
physician’s prescription, and where such use will 
not adversely affect the ability of an individual to 
properly and safely perform his or her duties. Any 
team member who is taking prescription drugs that 
may affect the team member’s ability to perform the 
job properly and safely should inform his/her School 
Leader or Supervisor before or immediately upon 
reporting to work. Abuse of prescribed drugs will not 
be tolerated and will be treated in the same fashion 
EW�YWI�SJ�MPPIKEP�HVYKW�Ʌ

Consistent with its fair team member policy, FPCS 
maintains a policy of non-discrimination and 
reasonable accommodation with respect to recovering 
addicts and alcoholics, and those having a medical 
LMWXSV]�VIƥIGXMRK�XVIEXQIRX�JSV�WYFWXERGI�EFYWI�
conditions. Team members are encouraged to seek 

assistance before their drug and alcohol use renders 
them unable to perform their essential job functions 
or jeopardizes the health and safety of themselves or 
others. FPCS will attempt to assist its team members 
through referrals to rehabilitation, appropriate leaves 
of absence and other measures, consistent with FPCS 
policies and applicable federal, safety or DC law. Team 
members who are struggling with alcohol or drug 
use concerns are encouraged to contact our free and 
GSRƤHIRXMEP�8IEQ�QIQFIV�%WWMWXERGI�4VSKVEQ������
���������Ʌ

FPCS further reserves the right to take any and 
all appropriate and lawful actions necessary to 
enforce this alcohol, drugs and tobacco free policy 
including m but not limited to , the inspection of FPCS 
issued lockers, desks or other suspected areas of 
concealment, as well as team member’s personal 
property when FPCS has reasonable suspicion to 
FIPMIZI�XLEX�XLI�XIEQ�QIQFIV�LEW�ZMSPEXIHɅ�XLMW�
drug, alcohol and tobacco free workplace policy. 
Furthermore, if there is any reasonable suspicion that 
a team member has taken illegal drugs, or is on illegal 
drugs, while on FPCS property, FPCS reserves the right 
to conduct a drug test. Team members who do not 
have direct contact with students may be required to 
submit to a drug or alcohol test based on a job-related 
reason that is consistent with business necessity.

The results of any urine, blood, or other appropriate 
XIWX�EVI�XVIEXIH�EW�GSRƤHIRXMEP��[MXL�HMWXVMFYXMSR�SJ�
information limited to those having a strict need to 
know or right to know as determined by law, and the 
QIQFIV�SJɅXLI�,YQER�6IWSYVGIW�(ITEVXQIRX�SV�
designee.

FPCS makes every reasonable effort to maintain the 
GSRƤHIRXMEPMX]�SJ�XIEQ�QIQFIV�MRJSVQEXMSR�SFXEMRIH�
pursuant to this policy. Such information is disclosed 
only to those persons having a legitimate need for the 
information in performing their duties, when a team 
member has signed a written release for medical 
records, or otherwise as required by law.
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Payment of Wages
*4'7ɅXIEQ�QIQFIVW�EVI�TEMH�FM�[IIOP]�SR�EPXIVREXMRK�
Fridays. Pay periods begin on a Monday, extend for 
two weeks, and end on a Sunday. Payment for work 
is made on the Friday after the pay period ends. For 
example, if the two-week pay period ends on the 10th of 
the month, the payment covering that two-week period 
[MPP�FI�MWWYIH�SR�XLI���th. If a scheduled pay day falls 
on a holiday, payment will be made on the preceding 
FYWMRIWW�HE]��*4'7ɅHSIW�RSX�TVSZMHI�TE]�EHZERGIW��
Any discrepancies regarding payments or earnings 
statements should be brought to the immediate 
attention of your Business Service Manager and/or 
,YQER�6IWSYVGIW�(ITEVXQIRX�Ʌ

School-based team members may pick up their 
paychecks or pay stubs from the School Business 
1EREKIV��&71�EX�XLIMV�WGLSSP��'SQQYRMX]�3JƤGI�
team members may pick up their pay stubs or 
TE]GLIGO�JVSQ�XLIɅ*MRERGIɅ(ITEVXQIRX�EX�XLI�
'SQQYRMX]�3JƤGI��8IEQ�QIQFIVW�[MPP�WMKR�E�PSK�
stating that they have received their paycheck or pay 
stub. No team member other than the one to whom the 
paycheck or pay stub is addressed is authorized to sign 
for it.

Direct Deposit
Team members may be paid through direct deposit 
of funds to either a savings or checking account at 
the bank of their choice, provided the bank has direct 
HITSWMX�GETEFMPMX]��*4'7ɅLMKLP]�IRGSYVEKIW�XLI�YWI�SJ�
direct deposit of funds. Team members can activate 
direct deposit, and access the pay statements and 
tax forms by logging into ADP portal, a self-service 
application available on our FPCS intranet home page. 
You can also complete a Direct Deposit Authorization 
Form. Please contact the Finance or Human Resource 
(ITEVXQIRX�JSV�EHHMXMSREP�HIXEMPW�Ʌ

W-4s and State Withholding 
%GTVKƓECVGU
The amount of federal, state and local (MD only) 
withholding is affected by the number of exemptions 
you claim on Form W-4, Team member’s Withholding 
%PPS[ERGI�'IVXMƤGEXI��ERH�ETTVSTVMEXI�WXEXI�
withholding exemption number of exemptions 
previously claimed increases or decreases, a new Form 
W-4 must be completed and submitted to the Payroll 
(ITEVXQIRX�EX�XLI�'SQQYRMX]�3JƤGI��-J�]SY�GLERKI�
your name, you will need to complete an appropriate 
WXEXI�[MXLLSPHMRK�GIVXMƤGEXI��=SY�QE]�QEOI�GLERKIW�
to your W-4 and/or state withholding at any time. 

Payroll Deductions 
FPCS is required by law to make certain deductions 
from an exempt team member’s paycheck each pay 
period. Such deductions typically include federal 
and state taxes and Social Security (FICA) taxes. 
Depending on the state in which an exempt team 
QIQFIV�PMZIW��ERH�XLI�FIRIƤXW�XLEX�EVI�GLSWIR��XLIVI�
may be additional deductions. All deductions, and the 
amount of the deductions, are listed on a pay stub, 
which can be viewed through a team member’s ADP 
TSVXEP�Ʌ8LIWI�HIHYGXMSRW�EVI�XSXEPIH�IEGL�]IEV�JSV�E�
team member’s W-2, Wage and Tax Statement.

FPCS may make deductions from exempt team 
members’ salaries in a way that is permitted under 
Federal and DC wage and hour law. Thus, exempt 
team members may be subject to the following 
WEPEV]ɅHIHYGXMSRW��I\GITX�[LIVI�TVSLMFMXIH�F]�PE[�Ʌ
•  Absence of one or more full days for personal 

VIEWSRW��SXLIV�XLERO�WMGORIWW�SV�HMWEFMPMX]�Ʌ
•  Absence of one or more full days due to sickness 

or disability, if there is a plan, policy or practice 
providing replacement compensation for such 
EFWIRGIW�Ʌ

•  Abscess of one or more full days before eligibility 
under such a plan, policy, or practice of after 
replacement compensation for such absence has 
FIIR�I\LEYWXIH�Ʌ

Section 6

Compensation
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ŵ�� 7YWTIRWMSRɅSJ�SRI�SV�QSVI�JYPP�HE]W�JSV�ZMSPEXMSRW�SJ�
WEJIX]�VYPIW�SJ�QENSV�WMKRMƤGERGI�Ʌ

•  Suspension of one or more full days for violations 
of written workplace conduct rules, such as rules 
EKEMRWX�WI\YEP�LEVEWWQIRX�ERH�[SVOTPEGI�ZMSPIRGI�Ʌ

ŵ�� (YVMRK�XLI�ƤVWX�SJ�PEWX�[IIO�SJ�IQTPS]QIRX�MJ�XLI�
XIEQ�QIQFIV�HSIW�RSX�[SVO�E�JYPP�[IIO�Ʌ

•  Any unpaid leave taken under Family and Medical 
Leave Act, including intermittent or partial day leave;

•  Negative vacation leave balances, in whole-day 
MRGVIQIRXW�SRP]�Ʌ

If a team member believes that an improper deduction 
from pay has occurred, they should notify their 
&YWMRIWW�7IVZMGIɅ1EREKIV�SV�E�QIQFIV�SJ�XLI�,YQER�
Resources Department within 24 hours of learning 
of the dedication. FPCS will make every effort to 
investigate the complaint promptly, review the results, 
and make a good faith determination as to whether 
the dedication was proper. Team members will be 
reimbursed in full for any isolated, inadvertent, or 
improper deductions as determined under Federal or 
('�PE[�Ʌ

Overtime Pay
0QP�'ZGORV�6GCO�OGODGTU
Overtime is paid to non-exempt team members at the 
rate of one and one-half (1½) times their regular hourly 
rate for all time worked in excess of 40 hours per week 
in accordance with federal and state labor laws. For 
purposes of computing overtime, the workweek begins 
at 12:01 a.m. Monday morning and runs through 
midnight on Sunday.

All non-exempt team members’ overtime work must 
be approved in advance by the team member’s 
manager. Overtime should only be assigned to a team 
member in those situations in which the manager is 
convinced that the work is essential in order to meet 
established schedules or deadlines. Advance notice 
will be given to team members whenever possible; 
however, team members should be aware that 
emergencies occasionally arise that do not permit 
EHZERGI�RSXMƤGEXMSR��-R�ER�IQIVKIRG]�WMXYEXMSR��XLI�
manager in charge will make every effort to notify the 
team members who are scheduled for overtime work 
as soon as possible. The Principal or department head 
must approve all requests for overtime.

When a combination of leave taken and work 
performed totals more than 40 hours in a given week, 
overtime will only be paid if the hours actually worked 
EVI�QSVI�XLER����Ʌ

'ZGORV�6GCO�OGODGTU
Exempt team members are not eligible for overtime 
compensation. Exempt team members are expected to 
schedule their working hours to allow them to satisfy 
and complete work assignments.

Time Records
FPCS maintains accurate time and attendance 
records for all team members. When you begin your 
employment with FPCS, you will receive instructions 
on FPCS time and attendance tracking procedures. 
You are responsible for submitting your time on the 
*4'7ɅIPIGXVSRMG�XMQI�W]WXIQ��ERH�EVI�EGGSYRXEFPI�
for the accuracy of all entries. If you intentionally and 
willfully misrepresent the hours submitted you may 
be committing fraud, and such actions can result in 
disciplinary action up to and including termination.

Managers are required to approve all timesheets and 
e-time entries.
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Disclaimer
FPCS has established a variety of team member 
FIRIƤX�TVSKVEQW�HIWMKRIH�XS�EWWMWX�]SY�ERH�]SYV�
IPMKMFPI�HITIRHIRXW�MR�QIIXMRK�XLI�ƤRERGMEP�FYVHIRW�
that can result from illness and disability, and to help 
you plan for retirement. This portion of the team 
member handbook contains a very general description 
SJ�XLI�FIRIƤXW�XS�[LMGL�]SY�QE]�FI�IRXMXPIH�EW�E�XIEQ�
member of FPCS, and is not intended to, and does 
RSX��TVSZMHI�]SY�[MXL�EPP�XLI�HIXEMPW�SJ�XLIWI�FIRIƤXW��
Therefore, this handbook does not change or otherwise 
MRXIVTVIX�XLI�XIVQW�SJ�XLI�SJƤGMEP�TPER�HSGYQIRXW��
including the Summary Plan Descriptions. Your rights 
GER�FI�HIXIVQMRIH�SRP]�F]�VIJIVVMRK�XSɅXLI�JYPP�XI\X�
SJ�XLI�SJƤGMEP�TPER�HSGYQIRXW��[LMGL�EVI�EZEMPEFPI�
from Human Resources. To the extent that any of the 
information contained in this handbook is inconsistent 
[MXL�XLI�SJƤGMEP�TPER�HSGYQIRXW��XLI�TVSZMWMSRW�SJ�XLI�
SJƤGMEP�HSGYQIRXW�[MPP�KSZIVR�MR�EPP�GEWIW�

2SXLMRK�GSRXEMRIH�MR�XLI�FIRIƤX�TPERW�HIWGVMFIH�
herein shall be held or construed to create a promise 
SJ�IQTPS]QIRX�SV�JYXYVI�FIRIƤXW��SV�E�FMRHMRK�GSRXVEGX�
between FPCS and its team members or dependents 
JSV�FIRIƤXW��JSV�GSRXMRYIH�IQTPS]QIRX��SV�JSV�ER]�SXLIV�
purpose. All team members shall remain employed at 
will and remain subject to discharge or discipline to 
the same extent as if these plans had not been put into 
effect.

FPCS reserves the right, in its sole and absolute 
discretion, to amend, modify or terminate, in whole 
SV�MR�TEVX��ER]�SV�EPP�SJ�XLI�TVSZMWMSRW�SJ�XLI�FIRIƤX�
TPERW�HIWGVMFIH�LIVIMR��*YVXLIV�Ʌ*4'7�VIWIVZIW�XLI�
exclusive right, power and authority, in its sole and 
absolute discretion, to administer, apply and interpret 
XLI�FIRIƤX�TPERW�HIWGVMFIH�LIVIMR��ERH�XS�HIGMHI�EPP�
matters arising in connection with the operation or 
administration of such plans.

*SV�QSVI�MRJSVQEXMSR�VIKEVHMRK�ER]�SJ�SYV�FIRIƤX�
programs, please contact the Human Resources 
(ITEVXQIRX�EX��������������

Eligibility
All 12-month full time, 10-month full-time team 
members and their eligible dependents can participate 
in Friendship’s medical, prescription drug, vision and 
dental plans. Part-time team members who work less 
than 30 hours per week, temporary team members, and 
MRXIVRW�EVI�I\GPYHIH�JVSQ�TEVXMGMTEXMSR�MR�*4'7�FIRIƤX�
plans.

'SZIVEKI�MW�IJJIGXMZI�SR�XLI�ƤVWX�HE]�SJ�XLI�QSRXL�
following employment and ends at midnight on the 
last day of the month in which your employment 
terminates. 

FPCS shares the cost of the medical, prescription, 
vision and dental coverage premiums with team 
members.

Short-Term Disability (STD)
All regular full-time 12-month and 10-month team 
members are eligible for short-term disability. A short-
XIVQ�HMWEFMPMX]�MW�HIƤRIH�EW�ER]�RSR�NSF�VIPEXIH�MPPRIWW�
or injury, either physical or mental, including pregnancy, 
childbirth or a related medical condition that prevents 
you from performing your regular duties. In the event 
you become disabled and are unable to work because 
SJ�ER�MRNYV]�SV�MPPRIWW��78(�FIRIƤXW�QE]�VITPEGI�TEVX�SJ�
your FPCS salary until you are able to return to work.

9CKVKPI�2GTKQF
7LSVX�XIVQ�HMWEFMPMX]�FIRIƤXW�GSQQIRGI�SR�XLI�
WIZIRXL�FYWMRIWW�HE]�SJ�HMWEFMPMX]��8LI�ƤVWX���HE]W�SJ�
disability coverage may be paid through accrued and 
available sick or vacation/annual leave time. Contact 
,YQER�6IWSYVGIW�XS�ETTP]�JSV�78(�FIRIƤXW�

#OQWPV�QH�$GPGƓV
8LI�EQSYRX�SJ�FIRIƤX�TEMH�MW�IUYEP�XS�XLI�PIWWIV�SJ�
�������TIV�[IIO�SV���	�SJ�]SYV�TVI��HMWEFMPMX]�KVSWW�
IEVRMRKW��8LI�QE\MQYQ�FIRIƤX�YRHIV�78(�MRWYVERGI�MW�
12 weeks.

Section 7

$GPGƓVU
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Notice
It is your responsibility to promptly notify Human 
Resources of a health condition that might qualify as a 
disability. When the need for STD leave is foreseeable 
(e.g., non-emergency surgery, pregnancy), you must 
provide FPCS with at least 30-days advance written 
notice of the requested leave. Otherwise, you must 
provide the maximum notice practicable, generally 
within one to two business days of your knowledge of 
the probable need for leave.

8S�VIGIMZI�FIRIƤXW��]SY�QYWX�TVSZMHI�TVSTIV�
documentation substantiating the disability. Periodic 
VI�GIVXMƤGEXMSR�SJ�E�WIVMSYW�LIEPXL�GSRHMXMSR�HYVMRK�E�
leave and periodic reports during the leave regarding 
your status and intent to return to work may be 
required for you to continue to qualify for STD. If the 
LIEPXL�WMXYEXMSR�VIUYMVMRK�78(�FIRIƤXW�I\XIRHW�FI]SRH�
XLI�SVMKMREP�HYVEXMSR�SJ�FIRIƤXW�ETTVSZIH��]SY�EVI�
VIUYMVIH�XS�RSXMJ]�,YQER�6IWSYVGIW�ERH�ƤPI�JSV�ER�
I\XIRWMSR�SJ�FIRIƤXW�HMVIGXP]�[MXL�XLI�78(�MRWYVERGI�
GEVVMIV��MJ�EPPS[IH��9RHIV�RSɅGMVGYQWXERGIW�WLSYPH�]SY�
remain on STD leave beyond the original return-to-work 
HEXI�[MXLSYX�TVMSV�GIVXMƤGEXMSR�JVSQ�]SYV�TL]WMGMER�ERH�
RSXMƤGEXMSR�XS�,YQER�6IWSYVGIW�

Return to Work
'SRGYVVIRX�[MXL�ETTVSZEP�SJ�78(�FIRIƤXW��ER�I\TIGXIH�
return-to-work date is determined. Upon completion 
of STD leave, your physician must provide you with 
QIHMGEP�GIVXMƤGEXMSR�MRHMGEXMRK�XLEX�]SY�EVI�EFPI�XS�
return to work at the end of the leave. The medical 
release from your physician indicating the conditions 
under which you are released to return to work (with 
accommodations, work restrictions, or full release) 
must be submitted to Human Resources before you are 
permitted to return to work.

Team members who are released to return to work with 
work restrictions must contact a Human Resources 
member, who will collaborate with your supervisor/
QEREKIV��EW�ETTVSTVMEXI��TVMSV�XS�]SYV�ƤVWX�HE]�FEGO�
to work to determine whether the work restrictions 
impact your ability to perform the essential functions 
of your position and whether you can resume your 
normal/regular work duties with or without reasonable 
accommodation. FPCS may request additional 
information from a team member’s healthcare provider 
XS�GPEVMJ]�E�VIPIEWI�XS�VIXYVR�XS�[SVO�SV�GSRƤVQ�XLI�
accuracy of the release.

Additional information is available in the STD Summary 
Plan Description available from the Human Resources 
Department. 

%QQTFKPCVKQP�QH�$GPGƓVU
If your disability is due to a work-related injury, STD 
FIRIƤXW�[MPP�FI�GSSVHMREXIH�[MXL�TE]QIRXW�JVSQ�XLI�
Workers’ Compensation carrier on a dollar for dollar 
basis. If you receive payment for lost time from any 
SXLIV�WSYVGI�[LMPI�SR�PIEZI��XLI�78(�FIRIƤXW�TVSZMHIH�
F]�*4'7ɅQE]�FI�GSSVHMREXIH�[MXL�XLSWI�TE]QIRXW��-R�
RS�GMVGYQWXERGI�[MPP�]SY�VIGIMZI�E�FIRIƤX�JVSQ�*4'7�
greater than that contracted with FPCS’s STD carrier.

If your disability is due to a work-related injury received 
at another place of employment, you may not be 
IPMKMFPI�JSV�*4'7�78(�FIRIƤXW�

For information about leave that may be available while 
VIGIMZMRK�78(�FIRIƤXW��TPIEWI�VIJIV�XS�XLI�*4'7�PIEZI�
policies, including the Family and Medical Leave policy.

Long-Term Disability (LTD)
All regular full-time and school-based team members 
are eligible for long-term disability insurance. Coverage 
MW�IJJIGXMZI�SR�XLI�ƤVWX�SJ�XLI�QSRXL�JSPPS[MRK����
HE]W�SJ�IQTPS]QIRX��0SRK�XIVQ�HMWEFMPMX]�FIRIƤXW�
are effective after 90 days of disability, and the 
TVIQMYQɅGSWXW�EVI�JYPP]�TEMH�F]�*4'7��4PIEWI�GSRWYPX�
with a member of the Human Resources Department 
XS�VIZMI[�XLI�7YQQEV]�4PER�(IWGVMTXMSR�JSV�FIRIƤX�
details.

Eligibility for coverage under this plan ends at midnight 
on your last day of employment. However, if you are 
VIGIMZMRK�PSRK�XIVQ�HMWEFMPMX]�FIRIƤXW�EX�XLI�XMQI�SJ�
XIVQMREXMSR��XLSWI�FIRIƤXW�GSRXMRYI�JSV�EW�PSRK�EW�]SYV�
UYEPMJ]MRK�HMWEFMPMX]�GSRXMRYIW��SV�XS�EKI����SV�RSVQEP�
VIXMVIQIRX�EKI��[LMGLIZIV�SGGYVW�ƤVWX�

Return to Work
FPCS requires the team member’s physician to provide 
QIHMGEP�GIVXMƤGEXMSR�SJ�ƤXRIWW�XS�VIWYQI�[SVO�[LIR�
the LTD leave is concluded. The medical release from 
the team member’s physician indicating the conditions 
under which the team member is released to return 
to work (with accommodations, work restrictions, or 
full release) must be submitted to Human Resources 
before the team member is permitted to return to work. 
-J�XLI�VIUYMVIH�QIHMGEP�GIVXMƤGEXMSR�WYTTSVXMRK�XLI�
team member’s ability to return to work is not provided, 
the team member will not be permitted to resume work 
and may be terminated.

If you return to work with work restrictions, you 
QYWX�GSRXEGX�E�,YQER�6IWSYVGIW�QIQFIVɅ[LS�
will collaborate with your supervisor/manager, as 
appropriate, to determine whether the work restrictions 
impact your ability to perform the essential functions 
of your job and whether you can resume work duties 
with or without reasonable accommodation.
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4GFWEGF�5EJGFWNG
If you return to work on a reduced work schedule, you 
are returned to active status and the determination 
SJ�FIRIƤXW�IPMKMFMPMX]�MW�FEWIH�SR�XLI�RYQFIV�SJ�LSYVW�
scheduled to work. If you return to work on a schedule 
of less than 30 hours per week, which does not qualify 
EW�*10%�PIEZI��]SY�[MPP�FI�VIGPEWWMƤIH�EW�TEVX�XMQI�
ERH�FIRIƤX�IPMKMFMPMX]�MW�IPMQMREXIH��[MXL�XLI�I\GITXMSR�
of 403(B) participation (according to plan criteria) 
and prorated holidays. Your pay will be adjusted 
accordingly.

Life and Accidental Deeath and 
Dismemberment Insurance
*4'7ɅTVSZMHIW�EPP�VIKYPEV�JYPP�XMQI�XIEQ�QIQFIVW�[MXL�
Basic Life and Accidental Death and Dismemberment 
�%(
(�MRWYVERGI�FIRIƤXW��'SZIVEKI�MW�IJJIGXMZI�SR�XLI�
ƤVWX�SJ�XLI�QSRXL�JSPPS[MRK����HE]W�SJ�IQTPS]QIRX�

&EWMG�0MJI�ERH�%(
(�FIRIƤXW�EVI�GEPGYPEXIH�FEWIH�
on annualized base salary. Life insurance coverage is 
equal to two times base salary, rounded to the next 
LMKLIV���������XS�E�QE\MQYQ�SJ�����������8LI�GSWX�
to provide Life and AD&D insurance is paid by FPCS. 
Please refer to the Summary Plan Description for 
FIRIƤX�HIXEMPW�

Coverage of the Basic Life and AD&D plans ends 
at midnight on the last day of the month in which 
your employment terminates. However, you do have 
the option of continuing your Basic Life policy in 
EGGSVHERGI�[MXL�XLI�FIRIƤX�TPERW�ERH�ETTPMGEFPI�PE[�

In addition, FPCS pays the premiums for a $10,000 
life insurance policy on your eligible spouse/domestic 
TEVXRIV�ERH�E��������PMJI�MRWYVERGI�TSPMG]�SR�IEGL�
SJ�]SYV�IPMKMFPI�GLMPHVIR�FIX[IIR�XLI�EKI�SJ����HE]W�
and 21 years. Children under age 21 must be full-time 
students at an accredited school, college or university. 
Team members have the option to purchase additional 
supplemental life insurance for themselves and/or for 
eligible dependents. More information is available from 
Human Resources.

The Internal Revenue Service considers premiums for 
XIEQ�QIQFIV�PMJI�MRWYVERGI�ZEPYIH�EX�SZIV���������ERH�
premiums for dependent life insurance valued at over 
$2,000 as income to the team member and subject to 
income taxes. The amount that is considered taxable 
income will be shown on your W-2 at the end of each year.

COBRA – Continuation of Certain 
$GPGƓVU
The Consolidated Omnibus Budget Reconciliation 
Act (COBRA), as amended gives certain former team 
members, retirees, spouses and dependents of current 
and former team members who are not eligible for 
FIRIƤXW�FIGEYWI�SJ�E�UYEPMJ]MRK�IZIRX��WYGL�EW�
termination of employment or reduction in hours) the 
right to temporary continuation of health insurance 
coverage at group rates.

Currently, eligible individuals may be able to continue 
coverage for up to eighteen (18) months, or up to thirty-
six (36) months if certain conditions apply. Information 
concerning COBRA will be mailed to plan participants 
within ninety (90) days of the effective date of your 
coverage. Within 44 days following termination of 
LIEPXL�TPER�FIRIƤXW��]SY�ERH�]SYV�MRWYVIH�HITIRHIRXW�
will receive information by mail regarding COBRA 
options.

Open Enrollment
As a general matter, eligible team members may enroll 
MR�FIRIƤXW�EX�ER]�TSMRX�[MXLMR�XLI����HE]W�SJ�XLIMV�
employment. After that, unless a team member has 
experienced a qualifying event (e.g., birth of a child 
or change in spouse’s employment status), a team 
member must wait until the next open enrollment 
TIVMSH�XS�QEOI�EHNYWXQIRXW�XS�XLIMV�FIRIƤXW��
3TIRɅ)RVSPPQIRX�X]TMGEPP]�MR�XLI�QSRXL�SJ�7ITXIQFIV�Ʌ

Open enrollment meetings are mandatory for all full 
time team members. Human Resources will provide 
you with written materials that will explain your new 
TPER�FIRIƤXW�HYVMRK�STIR�IRVSPPQIRX��8IEQ�QIQFIVW�
will have an opportunity to listen and make changes to 
XLIMV�FIRIƤXW�HYVMRK�XLMW�XMQI�

9QTMGTUũ�%QORGPUCVKQP�$GPGƓVU
Team members are automatically insured under the 
Workers’ Compensation Act for injuries sustained in 
the course of employment. FPCS pays the entire cost 
of the Workers’ Compensation insurance premium. 
If you are injured at work, your lost time as well as 
medical and rehabilitation expenses may be paid by 
Workers’ Compensation insurance.

All team members must:
•  Immediately report ALL on-the-job injuries and job-

related illnesses to their manager, School Business 
Manager, Principal, or Human Resources, regardless 
of whether the injury/illness is minor or of little 
ETTEVIRX�WMKRMƤGERGI

•  Complete a First Report of Injury form with Human 
Resources and submit any medical claims as 
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instructed by the Workers’ Compensation carrier. 
Claims for work-related injuries/illnesses should 
NOT be submitted to FPCS’s group health insurance 
carrier.

•  Failure to report and document any job-related 
injury will result in disciplinary action. Reporting 
job-related injuries protects both FPCS and the team 
member. Please contact ERS for more information.

2C[�CPF�$GPGƓVU
-J�]SY�UYEPMJ]�JSV�;SVOIVWŭ�'SQTIRWEXMSR�FIRIƤXW�
and are unable to perform your job duties, you will 
be reassigned from “active” to “inactive” status. Your 
wages for lost work time are covered exclusively by 
;SVOIVWŭ�'SQTIRWEXMSR�FIRIƤXW�MR�EGGSVHERGI�[MXL�
ETTPMGEFPI�PE[��-R�XLIɅ(MWXVMGX�SJ�'SPYQFME��]SY�[MPP�
not be paid lost wages by the Workers’ Compensation 
GEVVMIV�JSV�XLI�ƤVWX�XLVII�HE]W�SJ�HMWEFMPMX]�GEYWIH�F]�E�
work-related illness or injury. You may use accrued sick 
leave or vacation/annual leave for the initial three days 
of disability.

%PP�LIEPXL�ERH�[IPJEVI�FIRIƤXW�JSV�]SY�ERH�]SYV�IPMKMFPI�
dependents continue during a Workers’ Compensation 
absence under the same conditions as if you had 
continued to work, up to a maximum of 16 weeks. You 
are responsible for any premiums or contributions 
required of an active team member (e.g., your share of 
health and dental insurance premiums), which will be 
billed to you by FPCS.

&IGEYWI�;SVOIVWŭ�'SQTIRWEXMSR�FIRIƤXW�EVI�RSX�
wages, they are not eligible for 403(b) contributions. 
Contributions to FPCS’s 403(b) plan are suspended 
during the period of Workers’ Compensation leave. 
If you return to work within 16 weeks of the onset 
of Workers’ Compensation leave, you may make up 
missed contributions in accordance with IRS limits. 
You should contact Human Resources for further 
information on the impact of Workers’ Compensation 
PIEZI�SR�����F�GSRXVMFYXMSRW�ERH�FIRIƤXW�

If you do not return to work within the 16-week period, 
FPCS will consider its options, which may include 
guaranteeing reinstatement for an extended period 
of time or termination of employment with FPCS. 
If your employment is terminated, you may elect 
LIEPXL��QIHMGEP��HIRXEP��ZMWMSR��TVIWGVMTXMSR�FIRIƤXW�
continuation under applicable COBRA regulations. 
*SV�MRJSVQEXMSR�SR�'3&6%�FIRIƤXW��GSRXEGX�,YQER�
Resources.

Return to Work
Applicable with all state and federal laws and as 
business needs warrant, FPCS may reinstate team 
members who return from a Workers’ Compensation 
absence to their same or an equivalent position 
[MXL�IUYMZEPIRX�FIRIƤXW��TE]��ERH�SXLIV�XIVQW�ERH�
conditions of employment following an absence of 
16 weeks or less. However, team members have no 
KVIEXIV�VMKLX�XS�VIMRWXEXIQIRX�SV�XS�SXLIV�FIRIƤXW�
and conditions of employment than if they had been 
working continuously.

1IHMGEP�GIVXMƤGEXMSR�EYXLSVM^EXMSR�XS�VIXYVR�XS�[SVO�
completed by the team member’s physician must be 
submitted to Human Resources before a team member 
is permitted to return from a Workers’ Compensation 
absence. If the team member does not provide the 
VIUYMVIH�QIHMGEP�GIVXMƤGEXMSR�WYTTSVXMRK�XLIMV�EFMPMX]�
to return to work, the team member is not permitted to 
resume work and may be terminated.

If you return to work with work restrictions, you must 
contact Human Resources who will collaborate with 
your supervisor/manager, to determine whether 
your work restrictions prevent you from performing 
the essential functions of your job and whether you 
can resume work duties with or without reasonable 
accommodation.

If you return to work on a reduced work schedule, you 
are returned to active status and the determination 
SJ�FIRIƤXW�IPMKMFMPMX]�MW�FEWIH�SR�XLI�RYQFIV�SJ�LSYVW�
scheduled to work. If you return to work on a schedule 
of less than 30 hours per week, which does not qualify 
EW�*10%�PIEZI��]SY�QE]�FI�VIGPEWWMƤIH�EW�TEVX�XMQI�
ERH�FIRIƤX�IPMKMFMPMX]�MW�IPMQMREXIH��[MXL�XLI�I\GITXMSR�
of 403(b) participation (according to plan criteria) and 
TVSVEXIH�LSPMHE]W��-J�]SY�EVI�VIGPEWWMƤIH��]SYV�TE]�QE]�
be adjusted accordingly.

Unemployment Insurance
Team members are covered by the District of Columbia 
9RIQTPS]QIRX�'SQTIRWEXMSR�%GX�Ʌ�;LIR�E�XIEQ�
member is terminated and is determined to be eligible 
for unemployment compensation, he or she will receive 
[IIOP]�FIRIƤXW�MR�EGGSVHERGI�[MXL�XLI�TVSZMWMSRW�SJ�
the Act.

403(b) Retirement Plan
All full-time and part-time team members who work 
at least 30 hours per week and who are at least 
age 21 are eligible to participate in FPCS’s 403(b) 
6IXMVIQIRX�4PER��'SRXVMFYXMSRW�FIKMR�EJXIV�XLI�ƤVWX�HE]�
of employment. Team members will be automatically 
IRVSPPIH�EX��	�ERH�*4'7�[MPP�QEXGL�]SYV�ƤVWX��	�EJXIV�
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the team member is with the organization for a year. 
Team members have the option to decrease or decline 
automatic enrollment. 

8LI�*4'7ŭW�����F�4PER�MW�E�XE\�UYEPMƤIH�TPER�HIWMKRIH�
to encourage long-term savings for retirement. The 
plan has two contribution components: team member 
elective contributions and FPCS contributions. 
Contributions may be invested in a variety of 
investment vehicles of varying degrees of risk, and 
managed by outside professional money managers 
that FPCS has selected. You may from time to time 
redirect and/or redistribute allocated contributions 
among the investment alternatives.

6GCO�OGODGT�%QPVTKDWVKQPU
The FPCS 403(b) Plan allows you to contribute through 
pre-tax pay deductions a percentage or dollar amount 
of your salary, subject to the IRS maximum allowable 
limits per calendar year. If you elect to participate in 
the 403(b) plan, you will receive quarterly account 
WXEXIQIRXW�JVSQ�XLI�MRZIWXQIRX�JYRH�VIƥIGXMRK�]SYV�
contributions, FPCS contributions and investment 
performance.

-J�]SY�LEZI�FIIR�E�QIQFIV�SJ�E�UYEPMƤIH�VIXMVIQIRX�
savings plan or tax-deferred annuity plan at another 
employer before joining FPCS, you may be eligible to 
roll your account balance into FPCS’s 403(b) Plan.

8IEQ�QIQFIV�GSRXVMFYXMSRW�EVI����	�ZIWXIH�EJXIV�JSYV�
years of employment with Friendship FPCS. Please see 
the vesting schedule for FPCS below. 

Years Vesting Percentage

2 years ��	�

3 years ��	

4 years ���	

'ORNQ[GT�%QPVTKDWVKQPU
You are eligible for FPCS contributions after you have 
been employed with FPCS for one year. The vesting 
WGLIHYPI�JSV�XLIWI�GSRXVMFYXMSRW�[MPP�FI�EW�WTIGMƤIH�
in the plan documents. Please contact the Human 
Resources Department for more information. 

Employee Assistance Program (EAP)
*4'7�[MPP�TVSZMHI�GSRƤHIRXMEP�ERH�ZSPYRXEV]�EWWMWXERGI�
through its Employee Assistance Program (“EAP”) to 
all team members and their family members who may 
FI�JEGIH�[MXL�ƤRERGMEP�GSRGIVRW��PIKEP�MWWYIW��EPGSLSP�
or drug problems, marital problems, illness of a family 
member, emotional worries, child care problems, etc. 

For the welfare of team members as well as effective 
business operations, FPCS encourages its team 
QIQFIVW�XS�XEOI�EHZERXEKI�SJ�XLMW�FIRIƤX�TVSKVEQ�

Team members and their family members can refer 
themselves to the EAP by contacting 1-800-386-
7055 or through the website: https://ibhworklife.
personaladvantage.com/ by using the following 
log-in information – Username: Matters; Password: 
[PQ�������8LI�TVSKVEQ�QE]�FI�VIEGLIH����LSYVW�E�
day on weekdays and weekends. 

EAP counselors are available to meet with team 
members or family members to assess a problem 
and develop a plan for resolution. The counselors 
may suggest a referral to an outside resource, such 
as a therapist, agency, physician, treatment facility or 
other professional that would be appropriate to assist 
in resolving the problem or situation. Where a team 
member may be in need of information, a referral or 
suggestion may be made over the telephone. There is 
no charge for team members or their families to use 
the services of the EAP.

FPCS expects all team members to perform their job 
duties satisfactorily and to comply with its standards 
of conduct. One of the purposes of providing EAP is to 
retain valuable team members whose job performance 
or workplace behavior is being negatively impacted by 
TIVWSREP�SV�ƤRERGMEP�HMJƤGYPXMIW��8]TIW�SJ�TIVJSVQERGI�
or behavioral issues which may concern FPCS and 
FIRIƤX�JVSQ�)%4�EVI�YRWEXMWJEGXSV]�FILEZMSV�SV�
dependability; increased absenteeism or tardiness 
unless the reason for absenteeism or tardiness is 
legally protected or otherwise excused; lowered 
productivity, quality or quantity; unsafe actions or 
performance; and unreasonable or unexplained periods 
of time away from the work area although present 
at the workplace. If your workplace performance 
or behavior is being negatively impacted, you are 
encouraged to contact the EAP for assistance. 
Participation in the EAP Program does not jeopardize 
job security or promotional opportunities. However, 
it does not excuse the team member from following 
FPCS policies and procedures or meeting required 
standards for satisfactory job performance.

Contact between the team member and the EAP 
MW�WXVMGXP]�GSRƤHIRXMEP�
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FPCS provides a variety of types of leaves of absence 
to eligible team members. This section provides basic 
information about the types of leave offered, but is not 
exhaustive. Questions regarding leaves of absence 
should be directed to Human Resources.

Leave Provisions
FPCS’s leave policy is intended to assist team 
members in managing family, medical, or personal 
situations requiring time away from work. It is FPCS’s 
intent to provide a reasonable amount of time off to 
team members to accommodate such circumstances, 
and to comply with all state and federal laws.

•  FPCS’s policy is to administer leave requests based 
on good management judgment and with a desire to 
treat similarly situated team members consistently. 
In determining whether a leave request should be 
granted and whether paid leave is appropriate, 
management, at a minimum, considers the reason 
for the leave request, any applicable laws, and the 
impact the leave will have on business and FPCS’s 
operations.

•  Accrual occurs every bi-weekly pay period.
•  All leave must be approved in advance and in writing 

by a team member’s supervisor or principal, as far 
in advance as possible, but at a minimum of two 
weeks. Failure to obtain written approval in advance 
may result in disciplinary action, up to and including 
termination of employment.

•  FPCS may require team members on a leave of 
absence to provide periodic reports during the 
leave regarding their status and intent to return to 
work. You are expected to return to work no later 
than the next regularly scheduled workday after the 
expiration of the approved leave. If an extension 
is desired, you should submit a written request to 
Human Resources.

•  If you accept other employment or fail for any 
reason to return to work promptly for three days 
following the expiration of an approved leave of 
absence, FPCS will deem that you have voluntarily 
resigned your position.

•  If you are on an approved leave of absence for 
[LMGL�E�LIEPXL�GEVI�GIVXMƤGEXMSR�MW�VIUYMVIH��]SY�
may jeopardize your right to leave and/or your 
continued employment by engaging in activities that 
EVI�MRGSQTEXMFPI�[MXL�XLI�LIEPXL�GEVI�GIVXMƤGEXMSR�
submitted in support of the leave. Additional 
guidance on these limitations can be found within 
XLI�*4'7�FIRIƤX�TPER�HSGYQIRXW�

•  Misrepresenting reasons for applying for or 
continuing a leave of absence may result in 
disciplinary action, up to and including termination.

•  Any exceptions to this policy must be reviewed in 
advance and approved by the Director of Human 
Resources.

•  Sick leave begins to accrue in accordance with 
the policy set forth below immediately upon 
commencement of employment, but may not be 
XEOIR�MR�XLI�ƤVWX����HE]W�SJ�IQTPS]QIRX�

•  Military leave will be counted toward length of 
service for determining the annual leave accrual 
rate. Team members reinstated after military leave 
will receive the accrual rate as though they had 
continued to actively work. Please refer to the 
Military/Uniformed Services Leave section below for 
more information.

•  No team member may receive payment in lieu of 
time off, except upon termination of employment.

2C[�CPF�$GPGƓVU�9JKNG�1P� 
Paid Leave
While on vacation/annual leave, sick leave, personal 
days, and parental leave, you continue in “active” 
WXEXYW��ERH�EPP�GSQTER]�FIRIƤXW�GSRXMRYI�YRHIV�XLI�
same provisions as if you had continued to work. 
4VIQMYQW�SV�GSRXVMFYXMSRW�JSV�FIRIƤXW�VIUYMVIH�SJ�ER�
active team member are deducted from your regular 
paycheck.

Credited service continues to accumulate during 
TIVMSHW�SJ�TEMH�PIEZI�JSV�TYVTSWIW�SJ�FIRIƤXW�
vesting and/or accruals, including vesting of FPCS 
GSRXVMFYXMSRW�XS�XLI�����F�TVSƤX�WLEVMRK�TPER�

Section 8

Leave and Time Off
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Paid Vacation/Annual Leave
Team member 
'PEWWMƤGEXMSR

Years of 
Service

Vacation/Annual 
Leave

Maximum Number of 
Vacation/Annual Leave

Maximum Accrued Vacation/
Sick Leave Balance

Full-time 0-4 3.69/pay period 12 days annualized 180 hours

12-month 4+ years 4.62 hours/pay period ���HE]W�ERRYEPM^IH 180 hours

Full-time 
10-month

N/A N/A N/A N/A

Part-time or 
Temporary

N/A N/A N/A N/A

(WNN�6KOG����/QPVJ�6GCO�/GODGTU
Full-time, 12-month team members leave accrual and use are detailed in this section:
•  All vacation/annual leave requests must be submitted and must be approved in advance and in writing by 

a team member’s supervisor or principal as far in advance as possible. At a minimum, all vacation/annual 
PIEZI�VIUYIWXW�QYWX�FIɅWYFQMXXIH�EX�E�QMRMQYQ�SJ�X[S�[IIOW�FIJSVI�XLI�VIUYIWXIH�WXEVX�SJ�XLI�ZEGEXMSR�
annual leave. Failure to obtain written approval in advance may result in disciplinary action, up to and including 
termination of employment.

ŵ�� :EGEXMSR�ERRYEP�PIEZI�VIUYIWXW�[MPP�FI�ETTVSZIH�FEWIH�YTSR�HITEVXQIRX�RIIHW��(YI�XS�WXEJƤRK�GSRWXVEMRXW��
it may not be possible to approve all requests for vacation/annual leave when desired; therefore, leave of this 
nature is considered on a case-by-case basis.

•  Eligible team members begin to accrue vacation/annual leave 30 days following their date of hire. Vacation/
ERRYEP�PIEZI�GER�FI�XEOIR�YTSR�EGGVYEP�SJ�EX�PIEWX�SRIɅHE]����LSYVW�SJ�PIEZI��:EGEXMSR�ERRYEP�PIEZI�QE]�RSX�
be “advanced.”

•  If you reach the maximum vacation/annual leave balance of 180 hours, you will stop accruing vacation/annual 
leave until such time as you take leave and your balance is reduced below the maximum or the next calendar 
year, whichever is later.

•  Non-exempt team members may take vacation/annual leave in half-hour increments. Exempt team members 
may take vacation/annual leave only in full-day increments.

•  FPCS approved holidays that occur during an approved vacation/annual leave will be treated as a holiday rather 
XLER�E�HE]�SJ�ZEGEXMSR�ERRYEP�PIEZI��:EGEXMSR�ERRYEP�PIEZI�FIRIƤXW�HS�RSX�EGGVYI�HYVMRK�YRTEMH�PIEZIW�SJ�
absence.

•  If you are absent on the day before your vacation/annual leave is scheduled to begin due to a validated 
TIVWSREP�MPPRIWW�SV�MRNYV]�GSRƤVQIH�F]�E�HSGXSVŭW�RSXI��]SY�QE]�VIUYIWX�XLEX�XLI�ERRYEP�PIEZI�FI�TSWXTSRIH�XS�E�
later date. In such cases, FPCS will attempt to accommodate your request.

•  Team members who are terminated or voluntarily resign within 90 days of their date of hire are not entitled 
to any payout of accrued vacation/annual leave. Vacation/annual leave is not granted following notice of 
termination. Any annual leave or administrative leave that was authorized prior to notice of termination may be 
rescinded.

•  Team members who are rehired by FPCS are eligible to be reinstated to their prior accrual rate for vacation/
annual leave as long as the time away from employment at FPCS is no longer than the length of time the 
team member was employed by FPCS, and the time away is no longer than three years. For example, if you 
were employed by FPCS for at least one year and your time away is one year or less, you will be eligible for 
reinstatement to your prior accrual rate. Following three years of absence from FPCS’s employ, team members 
will accrue vacation/annual leave at the new-hire rate.



34 FRIENDSHIP PUBLIC CHARTER SCHOOL TEAM MEMBER HANDBOOK 2020 

Personal Days
Team member 
'PEWWMƤGEXMSR

Personal Leave Maximum Number of 
Personal Leave

Maximum Accrued Personal 
Leave Balance

Full-time 12-month 8-16 hours after 
90 days

8-16 hours after 
90 days

16 hours

Full-time 10-month 8-16 hours after 
90 days

8-16 hours after 
90 days

N/A

Part-time or Temporary N/A N/A N/A

Full-time 12-month team members are eligible to take up to two paid personal days per calendar year to be used 
for personal matters that cannot be scheduled outside of normal working hours. Team members hired after July 
31 will receive one personal day for the calendar year in which they are hired. Personal days will not be approved 
before an eligible team member has been employed at FPCS for at least three months. Restrictions may also 
be placed on the use of personal days during the last 30 days of employment, depending upon business need. 
Personal days may be used at the team member’s convenience with his or her supervisor’s advance approval. 
To the extent possible, approval should be obtained as far in advance as possible from the team member’s 
supervisor or principal.

Full-time 10-month team members are eligible for 16 hours of personal leave subject to the provisions  
contained above.

Part-time and temporary team members are not eligible for personal days.

Personal days cannot be carried over from one year to the next. Payment in lieu of personal time will not be 
approved, and unused personal days will not be paid upon termination.

Sick Leave
Sick leave accumulates from year to year. You may have a sick leave balance maximum up to 30 days.

Team member 
'PEWWMƤGEXMSR

7MGO�0IEZI�%GGVYEP�6EXI Accrued Sick Leave per Year Maximum Accrued 
Sick Leave Balance

Full-time 12-month 2.46 hours per pay period Eight (8) days per year 30 days

Full-time 10-month N/A ��HE]W�SR�HEXI�SJ�LMVI�ƤVWX�HE]�
of school year

30 days

Part-time or 
Temporary

1 hour of paid sick leave for 
IZIV]����LSYVW�[SVOIH

7IZIR����HE]W�TIV�GEPIRHEV�
year

30 days

 
If you reach the maximum sick leave balance at any time during your employment, you will stop accruing sick 
leave until such time as you take leave and your balance is reduced below the maximum.

Team members may use sick leave for themselves or to care for an immediate family member. Upon using three 
(3) consecutive days of sick leave, the immediate supervisor may require the team member to provide a medical 
GIVXMƤGEXI�SV�TL]WMGMERŭW�PIXXIV�XS�,YQER�6IWSYVGIW�XS�GSRXMRYI�YWI�SJ�WMGO�PIEZI��,S[IZIV��*4'7�QE]�EX�ER]�XMQI�
and at its sole discretion request proof of medical necessity or physician’s letter for leave to be paid.

For full-time 12-month team members and part-time and temporary team members, sick leave begins to accrue 
upon commencement of employment, but may not be used until after the completion of the team member’s 
90-day probationary period. For full-time 10-month�XIEQ�QIQFIVW��EPP���WMGO�PIEZI�HE]W�EGGVYI�SR�XLI�ƤVWX�HE]�
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SJ�IQTPS]QIRX�SV�XLI�ƤVWX�HE]�SJ�XLI�WGLSSP�]IEV��FYX�
may not be used until after the completion of the team 
member’s 90-day probationary period.

Team members who use all of their earned sick leave 
and personal days and who remain on leave or later 
become ill will be considered to be on a leave of 
absence without pay.

Sick leave is not earned while a team member is on 
unpaid leave, and accrued, unused sick leave is not 
paid out upon termination of employment.

If a team member is separated from employment with 
FPCS, but is then rehired within one year of separation, 
previously accrued but unused sick leave will be 
reinstated. The team member is entitled to use such 
time immediately upon re-employment, provided the 
team member previously was eligible to use sick leave. 
Team members discharged after completing the 90-
day probationary period but rehired within 12-months 
may access previously accrued sick leave immediately. 
If a team member is separated from employment 
for longer than one year, there is no reinstatement of 
previously accrued sick time.

An team member shall make a request in writing 
to use accrued paid sick leave. The request shall 
include a reason for the absence and the expected 
duration of the leave. If the leave is foreseeable, the 
request shall be provided at least 10 days, or as early 
as possible, in advance of the paid leave. If the paid 
leave is unforeseeable, an oral request for paid leave 
shall be provided prior to the start of the work shift for 
which the paid leave is requested. In the case of an 
emergency, you shall notify your supervisor prior to the 
start of the next work shift or within 24 hours of the 
onset of the emergency, whichever occurs sooner. If 
foreseeable, a team member shall make a reasonable 
effort to schedule paid sick leave in a manner that does 
not unduly disrupt FPCS’s operations.

Leave Bank Program
FPCS team members are eligible to enroll in the Leave 
Bank Program, provided they meet the eligibility 
requirements. The purpose of the Leave Bank 
Program is to provide an additional protection against 
salary interruption for team members who have an 
emergency medical condition causing them to be 
unable to perform their assigned job duties. Donations 
of sick leave hours by team members who earn annual 
or sick leave provide income to an affected team 
member who would otherwise be on unpaid leave. The 
purpose is not to provide unlimited sick leave for any 
medical reason.  

In order to join the Leave Bank Program, team 
members must donate eight hours of sick, annual 
or personal leave or a combination thereof. New 
XIEQ�QIQFIVW�QE]�NSMR�[MXLMR�XLI�ƤVWX�WM\X]�����
days of employment or during open enrollment, 
[LMGL�SGGYVW�EX�XLI�WEQI�XMQI�EW�XLI�*4'7�FIRIƤXW�
open enrollment. All other team members may join 
or renew Leave Bank Program membership during 
open enrollment. Team members who join the Leave 
&ERO�4VSKVEQ�JSV�XLI�ƤVWX�XMQI�QYWX�[EMX�RMRIX]�����
days before using leave. Membership is for a one-
]IEV�TIVMSH�ERH�QE]�SRP]ɅFI�VIRI[IH�F]�HSREXMRK�ER�
additional eight hours of leave. It is the responsibility of 
each employee to verify that the Leave Bank Program 
membership has been received and processed by 
the Human Resources Department. Please contact 
the Human Resources Department if you have 
questions about your Leave Bank Program eligibility or 
membership.

To qualify for leave from the Leave Bank Program, a 
team member: 
%� Must be an active member of the Leave Bank 

Program;
%� Must have exhausted all forms of annual, sick, 

personal and compensatory leave;
%� Must qualify for the use of sick leave under the 

requirements of the FPCS sick leave policy set forth 
MR�7IGXMSR�����SJ�XLMW�LERHFSSO��

%� Must be a team member in good standing (i.e. not 
currently subject to a performance improvement 
plan or other discipline action); 

%� Must have a serious or prolonged medical condition;
%� 1YWX�TVSZMHI�WYJƤGMIRX�QIHMGEP�HSGYQIRXEXMSR�XS�

substantiate absence for the time period covered by 
the Leave Bank request;

%� Must be able, in all likelihood, to return to work;
%� Must have received less than 2,080 hours of leave 

from the Leave Bank;
%� Must not have a record of sick leave abuse (i.e., 

must not have been on a one-day sick leave 
restriction within the past two years);

%� Must not have been disciplined within the past year; 
and

%� Must not have used more than 16 continuous 
months of leave from the Leave Bank and all other 
forms of paid leave. 

To request leave from the Leave Bank, members must 
complete a Leave Bank Request Form. Members 
must also have their physician complete a Leave Bank 
1IHMGEP�6IUYIWX�*SVQɅERH�TVSZMHI�QIHMGEP�VIGSVHW�
that address the absence for which Leave Bank is 
requested. Leave Bank forms are available from the 
Human Resources Department or on the FPCS ADP 
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web portal. Please submit completed forms and 
QIHMGEP�HSGYQIRXEXMSR�XS�XLIɅ,YQERɅ6IWSYVGIW�
Department, which will issue a determination or 
VIUYIWX�JSV�EHHMXMSREP�MRJSVQEXMSRɅ[MXLMRɅJSYV����
FYWMRIWWɅHE]W�SJ�VIGIMTX�SJ�XLI�VIUYIWX�

If a team member exhausts accrued leave before 
XLI�,YQER�6IWSYVGIW�(ITEVXQIRXɅQEOIW�MXW�
determination, the team member shall be granted 
leave until a decision is rendered. If a team member 
is automatically granted leave and the request 
is subsequently denied, the team member shall 
VIMQFYVWI�*4'7ɅEX�E�QMRMQYQ�VEXI�SJ�SRI�LEPJ�SJ�EPP�
sick leave earned. At the team member’s discretion, 
additional sick leave and any accrued annual, 
personal or compensatory leave may be applied to the 
reimbursement or the team member may elect to make 
a cash payment. 

Approval to use leave from the Leave Bank is 
discretionary. Denial may be based on any reason 
that is consistently applied and is not illegal or 
unconstitutional.

Victims of Domestic Violence  
(“Safe Leave”)
A team member who is a victim or whose immediate 
family member is a victim of domestic violence, 
stalking, or sexual abuse, may use accrued paid sick 
leave to seek medical attention for the team member 
or the team member’s family member to recover 
from physical or psychological injury or disability 
caused by domestic violence or sexual abuse; obtain 
services from a victim services organization; obtain 
psychological or other counseling; temporarily or 
permanently relocate; take legal action, including 
preparing for or participating in any civil or criminal 
legal proceeding related to or resulting from the 
domestic violence or sexual abuse; or take other 
actions to enhance the physical, psychological, or 
economic health or safety of the team member or 
the team member’s family member or to enhance 
the safety of those who associate or work with the 
team member (“crime victim leave”). Safe leave is 
an acceptable use of accrued sick leave, and team 
members using sick leave for the purpose of safe 
leave are subject to the same provisions as those 
pertaining to sick leave, including accrual amounts and 
reinstatement. Safe leave is not an additional form and 
amount of leave, but is an approved form of sick leave.

An team member shall make a request in writing to use 
accrued paid sick leave for the purpose of safe leave. 
The request shall include a reason for the absence 
and the expected duration of the leave. If the leave is 
foreseeable, the request shall be provided at least 10 
days, or as early as possible, in advance of the paid 

leave. If the paid leave is unforeseeable, an oral request 
for paid leave shall be provided prior to the start of the 
work shift for which the paid leave is requested. In the 
case of an emergency, you shall notify your supervisor 
prior to the start of the next work shift or within 24 
hours of the onset of the emergency, whichever occurs 
sooner. If foreseeable, a team member shall make a 
reasonable effort to schedule safe leave in a manner 
that does not unduly disrupt FPCS’s operations.

For safe leaves of absence of three or more 
consecutive days, FPCS may request a police report 
indicating that the team member was a victim of 
stalking, domestic violence, or sexual abuse; a court 
order; or, a signed statement from a victim and witness 
EHZSGEXI��SV�HSQIWXMG�ZMSPIRGI�GSYRWIPSV��EJƤVQMRK�
that the team member is involved in legal action related 
to stalking, domestic violence, or sexual abuse. If such 
GIVXMƤGEXMSR�MW�VIUYIWXIH��XLI�XIEQ�QIQFIV�QYWX�
provide a copy to his or her immediate supervisor upon 
the team member’s return to work.

Holidays
All 10-month school based team members will follow 
the school’s schedule for holidays and breaks. The 
following holiday schedule does not apply to 10-month 
school based team members.

'SQQYRMX]�SJƤGI�ERH�EPP����QSRXL�XIEQ�QIQFIVW�
who work full-time and part-time team members who 
work more than 20 hours per week are eligible to be 
paid for holidays immediately upon employment. 
Temporary team members will not be paid for school 
holidays.

FPCS observes the following 12 paid holidays (for 
'SQQYRMX]�SJƤGI�ERH�EPP����QSRXL�XIEQ�QIQFIVW�
who work full-time and part-time team members who 
work more than 20 hours per week):

•  New Year’s Day
•  Dr. Martin Luther King Jr.’s Birthday
•  Presidents’ Day
•  Emancipation Day
•  Memorial Day
•  Independence Day
•  Juneteenth Day 
•  Labor Day
•  Columbus Day
•  Veterans Day
•  Thanksgiving Day
•  Day After Thanksgiving
•  Christmas Day
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When a holiday falls on a Saturday, it will generally 
be observed on the Friday immediately preceding the 
holiday. If the holiday falls on a Sunday, it will generally 
be observed on the Monday immediately following the 
holiday.

In order to receive holiday pay, a team member must 
receive pay for the work the day before and the day 
after the holiday, whether it is regular pay, sick leave, or 
vacation/annual leave.

Religious Observance
FPCS respects the religious beliefs and practices 
of all team members and will make, upon request, 
an accommodation for such observances when a 
reasonable accommodation is available that does not 
create an undue hardship on the school’s business.

An team member whose religious beliefs or practices 
GSRƥMGXW�[MXL�LMW�LIV�NSF��[SVO�WGLIHYPI��SV�[MXL�XLI�
FPCS’s policy or practice on dress and appearance, 
or with other aspects of employment and who seeks 
a religious accommodation must submit a written 
request for the accommodation to his/her immediate 
supervisor. The written request will include the type of 
VIPMKMSYW�GSRƥMGX�XLEX�I\MWXW�ERH�XLI�XIEQ�QIQFIVŭW�
suggested accommodation.

Human Resources will confer with the manager to 
evaluate the request considering whether a work 
GSRƥMGX�I\MWXW�HYI�XS�E�WMRGIVIP]�LIPH�VIPMKMSYW�FIPMIJ�SV�
practice and whether an accommodation is available 
which is reasonable and which would not create 
an undue hardship on the company’s business. An 
accommodation may be using paid leave or leave 
without pay.

Human Resources will meet with the supervisor and 
the team member to discuss the request and decide 
on an accommodation. If the team member accepts 
the proposed religious accommodation, the immediate 
supervisor will implement the decision. An appeal may 
FI�QEHI�XS�XLI�'LMIJ�3TIVEXMRK�3JƤGIV�MJ�XLI�XIEQ�
member rejects the proposed accommodation.

Parental Leave
$KTVJ�QT�#FQRVKQP�QH�C�%JKNF
Friendship Public Charter School offers Paid Parental 
leave to eligible team members employed for a total 
of 12 months or more, who have worked at least 
1,000 hours during the 12-month period preceding 
the beginning of their leave. Eligibility is determined 
based on submission of documentation requested by 
Friendship upon receipt of the team member’s request 
for leave.

FPCS Team members are eligible for four (4) weeks 
of Paid Parental Leave following the birth or adoption 
of a child. This paid parental leave is available to team 
members once in a 12-month period and must be taken 
in a consecutive four-week period. Paid Parental Leave 
runs concurrently with leave taken pursuant to the 
Federal Family and Medical Leave Act and DC Family 
and Medical Leave Act.

1PIQKPI�2CTGPVCN�.GCXG
In accordance with District of Columbia law, FPCS 
provides each of its team members up to 24 hours 
of unpaid Parental Leave each year to attend or 
participate in a child’s school or school-related events. 
School-related events include, but are not limited to, 
parent- teacher conferences, Individualized Education 
Program (IEP) meetings and child participation in 
plays, concerts, or sports events, including practices 
and rehearsals.

4EVIRXW��EW�HIƤRIH�F]�XLI�4EVIRXEP�0IEZI�%GX��MRGPYHI�
mothers and fathers, legal guardians, a person who 
acts as a guardian whether or not legally appointed, 
aunts, uncles, grandparents, and any person married 
to one of the individuals listed above. FPCS also 
includes any person who is a partner with whom a 
team member has shared a residence for the past 
six months and with whom they have a committed 
relationship.

If team members are interested in taking unpaid 
Parental Leave, they must notify their supervisor at 
least 10 calendar days in advance of the planned 
leave unless the event could not have been reasonably 
foreseen. In the case of unexpected events, the 
WYTIVZMWSV�QYWX�FI�RSXMƤIH�MQQIHMEXIP]��8LI�WQEPPIWX�
increment of Parental Leave that a team member may 
take is 2 hours. Team members are granted the leave 
only if their absence does not seriously disrupt FPCS 
operations or the activities scheduled at that time for 
their department or school. Please contact the Human 
Resources if you need additional information.

Family and Medical Leave
This policy is intended to provide a descriptive 
summary of team members’ rights and responsibilities. 
More detailed information about the FMLA may be 
obtained by contacting Human Resources.

FPCS recognizes that certain circumstances, such 
as personal illness, the illness of a family member, or 
the birth or adoption of a child, may require a team 
member to be away from work for an extended period. 
It is FPCS policy to comply with both the federal Family 
and Medical Leave Act of 1993 and the District of 
Columbia Family and Medical Leave Act. Leave under 
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this FPCS policy counts toward the leave entitlement 
under both laws. When both laws apply, the more 
generous leave period is applicable.

'NKIKDKNKV[
Team members who have been employed by FPCS for 
12 consecutive months and have worked at least 1,000 
hours in the 12-month period immediately before the 
date when the leave begins are eligible for leave under 
the D.C. Family and Medical Leave Act.

Team members who have been employed by FPCS for 
12-months, even if not consecutive, and have worked at 
least 1,000 hours in the 12-month period immediately 
before the date when the leave begins are eligible for 
leave under the Federal Family and Medical Leave Act.

3WCNKH[KPI�HQT�.GCXG
���0IEZI�JSV�XLI�&MVXL�SV�4PEGIQIRX�SJ�E�'LMPH�ERH�XS�

'EVI�JSV�7YGL�'LMPH���Ű&EF]�&SRHMRK�0IEZIű
 Eligible team members may take leave for the birth, 

adoption, or foster placement of a child and to care 
for and/or & bonding with the child after such birth 
or placement. The leave(s) must be completed 
[MXLMR�XLI�ƤVWX����QSRXLW�EJXIV�XLI�GLMPHŭW�FMVXL�SV�
placement.

 FPCS’s short- and long-term disability programs 
TVSZMHI�PIEZI�FIRIƤXW�JSV�TIVMSHW�SJ�HMWEFMPMX]�
related to pregnancy and childbirth, just as they 
do for any other disability. If you give birth, you 
QE]�FI�IPMKMFPI�JSV�HMWEFMPMX]�FIRIƤXW�FEWIH�YTSR�
plan provisions. Family and Medical Leave runs 
concurrently with any disability leave.

���0IEZI�XS�'EVI�JSV�E�*EQMP]�1IQFIV�;MXL�E�7IVMSYW�
,IEPXL�'SRHMXMSR��Ű*EQMP]�'EVI�0IEZIű

 Eligible team members may take leave to care for a 
family member with a serious health condition.

 For purposes of the FMLA leave policy, a “family 
member” is a spouse, same-sex spouse, domestic 
partner, parent, child, stepchild, adopted child, or any 
child with whom the team member is functioning in 
the role of a parent.

 For the purposes of the DC FMLA leave policy, 
a “family member” is any person to whom the 
team member is related by blood, legal custody or 
marriage; or a person with whom the team member 
shares or has shared within the last year a mutual 
residence and with whom the team member1 
maintains a committed relationship.

 A child must be under 18 years old, or if 18 years of 
age or older be incapable of self-care because of a 
mental or physical disability.

���0IEZI�JSV�XLI�8IEQ�QIQFIVŭW�3[R�7IVMSYW�,IEPXL�
'SRHMXMSR

 Eligible team members may take leave in connection 
with their own serious health condition that makes 
the team member unable to perform the functions 
of his/her job. You may also be eligible for pay or 
partial pay under FPCS disability plans in these 
circumstances. Family and Medical Leave runs 
concurrently with any disability leave.

���0IEZI�JSV�JEQMPMIW�SJ�QIQFIVW�SJ�XLI�QMPMXEV]� 
EW�JSPPS[W��JIHIVEP�*10%�PIEZI�IPMKMFMPMX]�
VIUYMVIQIRXW�ETTP]�

a. Eligible team members may take qualifying exigency 
leave for family members who are members of 
the National Guard or Reserves or of a regular 
component of the Armed Forces when the covered 
military member on covered active duty or called to 
covered active duty (“Military Emergency Leave”); 
or to care for an injured or ill service member or 
veteran (“Military Caregiver Leave”). If you have 
UYIWXMSRW�VIKEVHMRK�XLI�HIƤRMXMSR�SJ�ŰUYEPMJ]MRK�
exigency leave” or any other term used in this 
paragraph, please contact Human Resources.

b. The leave may commence as soon as the individual 
receives the call- up notice. (Son or daughter for 
XLMW�X]TI�SJ�*10%�PIEZI�MW�HIƤRIH�XLI�WEQI�EW�JSV�
child for other types of FMLA leave except that the 
person does not have to be a minor.) This type of 
leave would be counted toward the team member’s 
12-week maximum of FMLA leave in a 12- month 
period.

.GPIVJ�QH�.GCXG
���*IHIVEP�*10%��*EQMP]�ERH�1IHMGEP�0IEZI
 The maximum amount of unpaid leave will be twelve 

(12) workweeks in a 12-month period when the leave 
is taken for any category of leave except Military 
Caregiver Leave. FPCS will measure the 12-month 
period as a “rolling 12-month period” measured 
backward from the date a team member uses any 
leave under this policy. If both spouses work for 
FPCS and are eligible for leave under this policy, the 
spouses will be limited to a total of 12 workweeks 
off between the two of them when the leave is for 
Bonding Leave or to care for a parent using Family 
Care Leave.

���*IHIVEP�*10%��1MPMXEV]�'EVIKMZIV�0IEZI
 The maximum amount of unpaid leave for a team 

member wishing to take Military Caregiver Leave 
will be a combined leave total of twenty-six (26) 
workweeks in a single 12-month period. A “single 
���QSRXL�TIVMSHű�FIKMRW�SR�XLI�HEXI�SJ�]SYV�ƤVWX�
use of such leave and ends 12-months after that 
date. Successive 12-month periods commence on 
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XLI�HEXI�SJ�]SYV�ƤVWX�YWI�SJ�1MPMXEV]�'EVIKMZIV�0IEZI�
after the preceding 12-month period has ended. If 
both spouses work for FPCS and are eligible for 
leave under this policy, the spouses will be limited to 
a total of 26 workweeks off between the two when 
the leave is for Military Caregiver Leave only or is for 
a combination of Military Caregiver Leave, Military 
Emergency Leave, Bonding Leave, and/or Family 
Care Leave.

���('�*EQMP]�ERH�1IHMGEP�0IEZI�%GX��('*10%�0IEZI
 Team members who work in the District of Columbia 

are entitled to unpaid medical leave of up to sixteen 
(16) weeks in any 24-month period, and unpaid 
family leave of up to 16 weeks during any 24- month 
period. The 24-month period for determining leave 
is calculated on a “rolling” basis. For example, if 
you take 16 weeks of medical leave beginning 
September 1 for your own serious health condition, 
you generally would not be able to take additional 
medical leave until September 1 of the second 
following year, but you would be able to take 16 
weeks of family leave to care for a family member 
with a serious health condition within that 24-month 
time period.

 You will only be entitled to leave for your own 
serious health condition or to care for a family 
member with a serious health condition if a 
TL]WMGMER�SV�SXLIV�PIKEPP]�UYEPMƤIH�LIEPXLGEVI�
TVSZMHIV�TVSZMHIW�VIUYMVIH�GIVXMƤGEXMSRW��EW�
explained below.

 If two family members are eligible for Family and 
Medical Leave, and both are employed by FPCS, 
collectively they are only allowed to take:

•  Sixteen (16) weeks of unpaid leave during any 
24-month period for Family Leave if the leave is 
taken for the birth, placement, or adoption of a 
child, or to care for a sick parent; and

•  Eight (8) weeks of the Family Leave can be 
taken simultaneously.

%QPUGEWVKXG�9GGMU��4GFWEGF�5EJGFWNG�
QT�+PVGTOKVVGPV�.GCXG
Eligible team members may take unpaid FMLA leave 
as follows: (1) as consecutive weeks up to a total of 12 
weeks (or 16 weeks if DC FMLA; 26 weeks if Military 
Caregiver Leave); (2) as intermittent leave (in separate 
blocks of time due to a single covered health condition) 
up to a total of 12 weeks (or 16 weeks if DC FMLA; 26 
weeks if Military Caregiver Leave); or (3) under certain 
circumstances, a reduced leave schedule (reducing 
the usual number of hours worked per workweek or 
workday) up to a total of 12 weeks (or 16 weeks if DC 
FMLA; 26 weeks if Military Caregiver Leave).

You will only be paid for the hours worked or covered 
by some form of paid leave. Intermittent leave for 
partial days may be taken in half-hour increments.

FPCS may temporarily transfer you to an available 
EPXIVREXMZI�TSWMXMSR�[MXL�IUYMZEPIRX�TE]�ERH�FIRIƤXW�MJ�
the alternate position would better accommodate an 
intermittent or reduced schedule.

Team members may continue in “active” status 
while on an FMLA reduced work schedule or unpaid 
MRXIVQMXXIRX�PIEZI��[MXL�FIRIƤXW�GSRXMRYMRK�JSV�XLI�XIEQ�
member and the team member’s eligible dependents 
under the same conditions as if the team member had 
continued to work during the leave period. Premiums 
or contributions (e.g., health coverage, 403(b) 
contributions) that are normally required of an active 
team member are deducted from the team member’s 
paycheck.

Credited service continues to accumulate during 
periods of FMLA reduced work schedule or unpaid 
MRXIVQMXXIRX�PIEZI�JSV�TYVTSWIW�SJ�FIRIƤXW�ZIWXMRK�ERH�
or accruals, including vesting of FPCS contributions 
to the 403(b) Retirement Plan. If applicable, vacation/
annual and sick leave accruals continue during periods 
of FMLA reduced work schedule or intermittent leave.

Please see Human Resources for additional details 
regarding unpaid intermittent leave and reduced work 
schedules.

7UG�QH�2CKF�#PF�7PRCKF�.GCXG
If you have available sick or vacation/annual leave, you 
may use available paid leave to cover all or a portion 
of your Family Medical Leave (FML) weeks, and take 
the remainder of the Family and Medical Leave (FMLA) 
weeks as unpaid leave.

You also may be eligible for short-term and/or long-
XIVQ�HMWEFMPMX]�FIRIƤXW��-J�]SY�EVI�SYX�SR�7LSVX��SV�
Long-term Disability or are in a leave-without-pay 
status, you must contact Human Resources to make 
arrangements to pay your (team member) portion 
SJ�XLI�LIEPXL�FIRIƤXW�TVIQMYQ�MR�SVHIV�XS�QEMRXEMR�
coverage.

FMLA may run concurrently with a Workers’ 
Compensation absence. Please refer to the Workers’ 
Compensation policy for additional information. There 
is a three-day waiting period. Team members may elect 
to use accrued paid leave if they wish to be paid during 
the waiting period.
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Reinstatement
With the exception of team members who are 
designated as “key team members” (salaried team 
QIQFIVW�[LS�EVI�EQSRK�XLI�LMKLIWX�TEMH���	�
of the FPCS total workforce), team members will 
be reinstated to the same position or a position 
[MXL�IUYMZEPIRX�WXEXYW��TE]��FIRIƤXW��ERH�SXLIV�
employment terms at the end of FMLA leave. In certain 
circumstances, exceptions to the reinstatement rights 
may apply, e.g. in the event of a layoff, elimination of 
a shift, or, for temporary or project team members, the 
completion of the assignment.

Under the FMLA, FPCS may deny a “key team member” 
reinstatement if reinstatement would cause FPCS 
substantial and grievous economic injury. FPCS will 
inform the key team member of this possibility at the 
time of the leave request.

While on Family and Medical Leave, you may not 
pursue employment or self- employment that is 
inconsistent with the stated need for time off. If you 
misrepresent facts in order to be granted Family and 
Medical Leave, you may be subject to immediate to 
disciplinary action, up to and including termination.

2TQEGFWTG�HQT�4GSWGUVKPI�(/.#�QT� 
&%�(/.#
All team members requesting FMLA leave must 
provide verbal or written notice of the need for the 
leave to Human Resources. When the need for Family/
Medical leave is foreseeable, the team member must 
provide FPCS with at least 30-days advance written 
RSXMGI�SJ�XLI�VIUYIWXIH�PIEZI��;MXLMR�ƤZI�FYWMRIWW�HE]W�
after the team member has provided this notice, the 
Human Resources will provide the team member with 
the DOL Notice of Eligibility and Rights.

Otherwise, the maximum notice practicable must 
be provided, generally within one to two business 
days of knowledge of the probable need for leave. 
Every attempt should be made to schedule medical 
treatments so as to not unduly disrupt FPCS’s 
business.

If the team member fails to provide 30 days’ notice for 
foreseeable leave with no reasonable excuse for the 
delay, the start of leave may be delayed until at least 
30 days from the date FPCS receives notice. FPCS may 
designate leave as FMLA after a team member returns 
to work if FPCS was unaware until the team member 
VIXYVRIH�JVSQ�EFWIRGI�XLEX�XLI�EFWIRGI�UYEPMƤIH�EW�
FMLA or if FPCS knew the team member was absent 
FYX�GSYPH�RSX�GSRƤVQ�XLI�I\XIRX�XS�[LMGL�XLI�PIEZI�
was covered by FMLA, so long as the retroactive 
designation of FMLA leave does not cause harm or 

injury to the team member. In addition, a team member 
may agree in writing to retroactively designate leave as 
FMLA. Please contact Human Resources for additional 
requirements for requesting FMLA.

%GTVKƓECVKQP�4GSWKTGOGPVU
���'IVXMƤGEXMSR�JSV�XLI�8IEQ�QIQFIVŭW�7IVMSYW�,IEPXL�

'SRHMXMSR
� *4'7�[MPP�VIUYMVI�GIVXMƤGEXMSR�JSV�XLI�XIEQ�QIQFIVŭW�

serious health condition. The team member must 
VIWTSRH�XS�WYGL�E�VIUYIWX�[MXLMR����HE]W�SJ�XLI�
request or provide a reasonable explanation for the 
HIPE]��*EMPYVI�XS�TVSZMHI�GIVXMƤGEXMSR�QE]�VIWYPX�MR�E�
HIRMEP�SJ�GSRXMRYEXMSR�SJ�PIEZI��1IHMGEP�GIVXMƤGEXMSR�
[MPP�FI�TVSZMHIH�YWMRK�XLI�(30�'IVXMƤGEXMSR�SJ�
Health Care Provider for Team member’s Serious 
Health Condition.

 FPCS may directly contact the team member’s 
LIEPXL�GEVI�TVSZMHIV�JSV�ZIVMƤGEXMSR�SV�GPEVMƤGEXMSR�
purposes using a health care professional, an HR 
professional, leave administrator or administrating 
SJƤGMEP��*4'7�[MPP�RSX�YWI�XLI�XIEQ�QIQFIVŭW�HMVIGX�
supervisor for this contact. Before FPCS makes 
this direct contact with the health care provider, 
the team member will be given an opportunity to 
VIWSPZI�ER]�HIƤGMIRGMIW�MR�XLI�QIHMGEP�GIVXMƤGEXMSR��
In compliance with HIPAA Medical Privacy Rules, 
FPCS will obtain the team member’s permission 
JSV�GPEVMƤGEXMSR�SJ�MRHMZMHYEPP]�MHIRXMƤEFPI�LIEPXL�
information.

 FPCS has the right to ask for a second opinion if it 
LEW�VIEWSR�XS�HSYFX�XLI�GIVXMƤGEXMSR��*4'7�[MPP�TE]�
JSV�XLI�XIEQ�QIQFIV�XS�KIX�E�GIVXMƤGEXMSR�JVSQ�E�
second doctor, which FPCS will select. FPCS may 
deny FMLA leave to a team member who refuses to 
release relevant medical records to the health care 
provider designated to provide a second or third 
STMRMSR��-J�RIGIWWEV]�XS�VIWSPZI�E�GSRƥMGX�FIX[IIR�
XLI�SVMKMREP�GIVXMƤGEXMSR�ERH�XLI�WIGSRH�STMRMSR��
FPCS will require the opinion of a third doctor. FPCS 
and the team member will mutually select the third 
doctor, and FPCS will pay for the opinion. This third 
STMRMSR�[MPP�FI�GSRWMHIVIH�ƤREP��8LI�XIEQ�QIQFIV�
[MPP�FI�TVSZMWMSREPP]�IRXMXPIH�XS�PIEZI�ERH�FIRIƤXW�
under the FMLA and/or DCFMLA pending the 
second and/or third opinion.

���'IVXMƤGEXMSR�JSV�XLI�*EQMP]�1IQFIVŭW�7IVMSYW�,IEPXL�
'SRHMXMSR

� *4'7�[MPP�VIUYMVI�GIVXMƤGEXMSR�JSV�XLI�JEQMP]�
member’s serious health condition. The team 
member must respond to such a request within 
���HE]W�SJ�XLI�VIUYIWX�SV�TVSZMHI�E�VIEWSREFPI�
explanation for the delay. Failure to provide 
GIVXMƤGEXMSR�QE]�VIWYPX�MR�E�HIRMEP�SJ�GSRXMRYEXMSR�
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SJ�PIEZI��1IHMGEP�GIVXMƤGEXMSR�[MPP�FI�TVSZMHIH�YWMRK�
XLI�(30�'IVXMƤGEXMSR�SJ�,IEPXL�'EVI�4VSZMHIV�JSV�
Family Member’s Serious Health Condition.

 FPCS may directly contact the team member’s 
JEQMP]�QIQFIVŭW�LIEPXL�GEVI�TVSZMHIV�JSV�ZIVMƤGEXMSR�
SV�GPEVMƤGEXMSR�TYVTSWIW�YWMRK�E�LIEPXL�GEVI�
professional, an HR professional, leave administrator 
SV�EHQMRMWXVEXMRK�SJƤGMEP��*4'7�[MPP�RSX�YWI�XLI�
team member’s direct supervisor for this contact. 
Before FPCS makes this direct contact with the 
health care provider, the team member will be 
KMZIR�ER�STTSVXYRMX]�XS�VIWSPZI�ER]�HIƤGMIRGMIW�
MR�XLI�QIHMGEP�GIVXMƤGEXMSR��-R�GSQTPMERGI�[MXL�
HIPAA Medical Privacy Rules, FPCS will obtain 
the team member’s family member’s permission 
JSV�GPEVMƤGEXMSR�SJ�MRHMZMHYEPP]�MHIRXMƤEFPI�LIEPXL�
information.

 FPCS has the right to ask for a second opinion 
MJ�MX�LEW�VIEWSR�XS�HSYFX�XLI�GIVXMƤGEXMSR��*4'7�
will pay for the team member’s family member 
XS�KIX�GIVXMƤGEXMSR�JVSQ�E�WIGSRH�HSGXSV��[LMGL�
FPCS will select. FPCS may deny FMLA leave to 
a team member whose family member refuses to 
release relevant medical records to the health care 
provider designated to provide a second or third 
STMRMSR��-J�XLIVI�MW�E�GSRƥMGX�FIX[IIR�XLI�SVMKMREP�
GIVXMƤGEXMSR�ERH�XLI�WIGSRH�STMRMSR��*4'7�[MPP�
require the opinion of a third doctor. FPCS and the 
team member will mutually select the third doctor, 
and FPCS will pay for the opinion. This third opinion 
[MPP�FI�GSRWMHIVIH�ƤREP��8LI�XIEQ�QIQFIV�[MPP�FI�
TVSZMWMSREPP]�IRXMXPIH�XS�PIEZI�ERH�FIRIƤXW�YRHIV�XLI�
FMLA pending the second and/or third opinion.

���'IVXMƤGEXMSR�SJ�5YEPMJ]MRK�)\MKIRG]�JSV�1MPMXEV]�
*EQMP]�0IEZI

� *4'7�[MPP�VIUYMVI�GIVXMƤGEXMSR�SJ�XLI�UYEPMJ]MRK�
exigency for military family leave. The team member 
QYWX�VIWTSRH�XS�WYGL�E�VIUYIWX�[MXLMR����HE]W�SJ�
the request or provide a reasonable explanation for 
XLI�HIPE]��*EMPYVI�XS�TVSZMHI�GIVXMƤGEXMSR�QE]�VIWYPX�
MR�E�HIRMEP�SJ�GSRXMRYEXMSR�SJ�PIEZI��8LMW�GIVXMƤGEXMSR�
[MPP�FI�TVSZMHIH�YWMRK�XLI�(30�'IVXMƤGEXMSR�SJ�
Qualifying Exigency for Military Family Leave.

���'IVXMƤGEXMSR�JSV�7IVMSYW�-RNYV]�SV�-PPRIWW�SJ�'SZIVIH�
7IVZMGIQIQFIV�JSV�1MPMXEV]�*EQMP]�0IEZI

� *4'7�[MPP�VIUYMVI�GIVXMƤGEXMSR�JSV�XLI�WIVMSYW�MRNYV]�
or illness of the covered servicemember. The team 
member must respond to such a request within 
���HE]W�SJ�XLI�VIUYIWX�SV�TVSZMHI�E�VIEWSREFPI�
explanation for the delay. Failure to provide 
GIVXMƤGEXMSR�QE]�VIWYPX�MR�E�HIRMEP�SJ�GSRXMRYEXMSR�
SJ�PIEZI��8LMW�GIVXMƤGEXMSR�[MPP�FI�TVSZMHIH�YWMRK�
XLI�(30�'IVXMƤGEXMSR�JSV�7IVMSYW�-RNYV]�SV�-PPRIWW�SJ�
Covered Servicemember.

���6IGIVXMƤGEXMSR
� *4'7�QE]�VIUYIWX�VIGIVXMƤGEXMSR�JSV�XLI�WIVMSYW�

health condition of the team member or the team 
member’s family member no more frequently 
than every 30 days, unless circumstances have 
GLERKIH�WMKRMƤGERXP]��SV�MJ�XLI�IQTPS]IV�VIGIMZIW�
information casting doubt on the reason given 
for the absence, or if the team member seeks 
an extension of his or her leave. Otherwise, the 
GSQTER]�QE]�VIUYIWXɅVIGIVXMƤGEXMSR�JSV�XLI�
serious health condition of the team member 
or the team member’s family member every six 
months in connection with an FMLA absence. 
The team member is responsible for the cost of 
XLI�VIGIVXMƤGEXMSR��*4'7�QE]�TVSZMHI�XLI�XIEQ�
member’s health care provider with the team 
member’s attendance records and ask whether the 
need for leave is consistent with the team member’s 
serious health condition. Second and third opinions 
QE]�RSX�FI�WSYKLX�JSV�VIGIVXMƤGEXMSR�

$GPGƓVU�&WTKPI�.GCXG
While on FMLA leave, your status as “active” or 
“inactive” is determined by whether you are on paid or 
unpaid leave. FMLA is not considered “time worked” for 
purposes of determining overtime pay.

During non-intermittent unpaid Family/Medical Leave, a 
team member is reassigned from “active” to “inactive” 
WXEXYW��FYX�GSRXMRYIW�XS�VIGIMZI�FIRIƤXW�YRHIV�XLI�
same conditions as if the team member continued 
to work. Team members are responsible for any 
premiums or contributions required of an active team 
member (e.g., health coverage).

If you choose not to return to work for reasons other 
than a continued serious health condition, your 
RSXMƤGEXMSR�SJ�MRXIRX�RSX�XS�VIXYVR�MW�E�UYEPMJ]MRK�IZIRX�
YRHIV�'3&6%��[MXL�FIRIƤXW�GSRXMRYEXMSR�WYFNIGX�XS�
FPCS COBRA procedures.

While on non-intermittent unpaid or third party 
paid leave, contributions to FPCS’s 403(b) plan are 
suspended. If you return to work within 16 weeks 
of the start of your leave, you may make up missed 
contributions in accordance with IRS limits. For further 
information on the impact of unpaid Family and 
1IHMGEP�0IEZI�SR�����F�GSRXVMFYXMSRW�ERH�FIRIƤXW��
you should consult with Human Resources.

If you are on non-intermittent unpaid or third party 
paid “inactive” status, credited service will continue to 
EGGYQYPEXI�JSV�TYVTSWIW�SJ�FIRIƤXW�ZIWXMRK�ERH�SV�
accruals only to the extent that it does for other forms 
of unpaid leave, except that you will receive credit for 
Family and Medical Leave time for purposes of vesting 
and eligibility under the FPCS 403(b) plan.
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If you do not return to work after exhausting FMLA, 
your employment with FPCS may be terminated. You 
QE]�IPIGX�FIRIƤXW�GSRXMRYEXMSR�YRHIV�ETTPMGEFPI�
COBRA provisions.

4GVWTP�VQ�9QTM�/GFKECN�%GTVKƓECVKQP
For leave due to a team member’s own serious 
health condition, FPCS requires that the team 
QIQFIVŭW�TL]WMGMER�GSQTPIXI�E�QIHMGEP�GIVXMƤGEXMSR�
EYXLSVM^EXMSR�XS�VIXYVR�XS�[SVO��8LI�GIVXMƤGEXMSR�QYWX�
be submitted to Human Resources before a team 
member may return to work. If the team member 
HSIW�RSX�TVSZMHI�XLI�VIUYMVIH�QIHMGEP�GIVXMƤGEXMSR�
supporting his/her ability to return to work, the team 
member is not permitted to resume work and may be 
terminated. If the team member’s physician charges 
E�JII�JSV�XLI�QIHMGEP�GIVXMƤGEXMSR�EYXLSVM^EXMSR��XLI�
team member must bear the cost of obtaining the 
GIVXMƤGEXMSR�

Bereavement Leave
*4'7�VIGSKRM^IW�XLI�HMJƤGYPXMIW�E�XIEQ�QIQFIV�JEGIW�
following the loss of a loved one. Full-time 12-month 
and 10-month team members are eligible for:
E��9T�XS�ƤZI����GSRWIGYXMZI�[SVO�HE]W�EW�TEMH�XMQI�SJJ�

(at their regular base pay for hours normally worked) 
within a reasonable time from the date of the death 
of an immediate family member. This leave must be 
taken consecutively.
� Ű-QQIHMEXI�JEQMP]ű�MW�HIƤRIH�EW�E�WTSYWI��

domestic partner, child, parent (including in-law), 
sibling, grandparent or grandchild. Bereavement 
leave may not be split or postponed.

b. Up to three (3) consecutive work days as paid time 
off (at their regular base pay for hours normally 
worked) within a reasonable time from the date of 
the death of a relative not in the immediate family 
(such as aunts, uncles, nieces, nephews, cousins, 
sister-in-law, or brother-in-law)

An team member also may use their Personal Days in 
bereavement situations.

Team members may be required to provide proof 
of death and relationship to the deceased prior to 
receiving approval for the leave. They are also required 
to submit a Leave Request Form.

Military Leave
FPCS is committed to protecting the job rights of 
team members absent on military leave, and complies 
with all requirements of the Uniformed Services 
Employment and Reemployment Rights Act (USERRA), 
the National Defense Authorization Act of January, 
2008, and all applicable state laws. It is FPCS’s policy 

that no team member or prospective team member 
will be subjected to any form of discrimination on the 
basis of that person’s membership in, or obligation 
to perform service for, any of the uniformed services 
of the United States, or be subjected to retaliation or 
adverse employment action because such person has 
exercised his or her rights under this policy. If any team 
member believes that he or she has been subjected 
to discrimination in violation of this policy, the team 
member should immediately contact the Director of 
Human Resources.

Team members directed to participate in extended 
military duties in the U.S. Armed Forces, reserves or 
National Guard that exceed ten working days will be 
placed on an unpaid military leave of absence status 
JSV�E�TIVMSH�SJ�YT�XS�ƤZI�]IEVW�ERH�[MPP�FI�IRXMXPIH�XS�
XLI�VMKLXW�ERH�FIRIƤXW�EGGSVHMRK�XS�ETTPMGEFPI�PE[W��-J�
a team member must be absent for military leave of 30 
HE]W�SV�PIWW��EPP�FIRIƤXW�[MPP�GSRXMRYI�HYVMRK�XLEX�WLSVX�
term military leave.

Jury Duty or Witness Leave
FPCS recognizes that team members may occasionally 
be called for jury duty or witness duty and believes 
XLEX�MX�MW�MQTSVXERX�JSV�GMXM^IRW�XS�JYPƤPP�XLIMV�GMZMG�
responsibilities. If you are called for jury duty, you 
should notify your manager and the Human Resources 
department immediately so that arrangements may 
be made for your absence. In certain circumstances, 
we may request that you be asked to be excused from 
jury duty if your absence would seriously impair FPCS’s 
operations. No team member will suffer reprisal if the 
court denies a request to be excused.

*YPP�XMQI�XIEQ�QIQFIVW�EVI�IPMKMFPI�JSV�YT�XS�ƤZI�HE]W�
per calendar year of paid jury or witness duty leave at 
their regular base rate of pay unless otherwise required 
by law. When an exempt team member exhausts paid 
jury duty or witness leave, no salary will be paid during 
a full week’s absence. Salary deductions will not be 
made for jury duty or witness leave absence less than a 
JYPP�[IIO�EJXIV�XLI�I\IQTX�XIEQ�QIQFIVŭW�ƤZI�HE]�TEMH�
jury or witness duty has been exhausted. 

Non-exempt team members will only be paid for time 
EGXYEPP]�[SVOIH�EJXIV�XLIMV�ƤZI�HE]�TEMH�NYV]�SV�[MXRIWW�
duty has been exhausted. Team members who have 
exhausted paid jury or witness duty leave under this 
policy will be placed on unpaid administrative leave, 
in accordance with the foregoing. The amount of time 
off (paid and unpaid) will be determined by the jury 
summons or subpoena, which must be provided to 
your supervisor.
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4GSWGUVKPI�,WT[�&WV[�QT� 
9KVPGUU�.GCXG
In order to request paid jury or witness leave, you must 
provide your supervisor with a copy of the summons 
or subpoena. When you are on jury or witness 
duty, you will be expected to work as many of your 
regularly scheduled work hours as the jury or witness 
schedule permits. For any other court appearance (or 
other appearance required by subpoena, including 
depositions, arbitrations, or Congressional hearings) 
requiring a team member’s presence, the team member 
must use vacation/annual or personal leave.

You are expected to call in each day after you are 
released from jury or witness duty and inform your 
supervisor what time of day you were released and 
when you must next report for jury or witness duty 
and give your supervisor a statement from the court 
showing the time served.

You are to report back to work as soon as you are 
released from jury or witness duty. Failure to return 
from jury or witness duty in a timely manner is treated 
as an unexcused absence.

Unpaid Leave of Absence
In unusual circumstances, a team member may wish 
to be temporarily released from the duties of his/
her job with FPCS for a short period of time, and may 
not wish to submit his/her resignation. Under certain 
circumstances, team members may be eligible for 
an unpaid leave of absence. Team members should 
request an unpaid leave of absence as far in advance 
as possible by consulting with the Chief Operating 
3JƤGIV��)\GITX�EW�VIUYMVIH�YRHIV�ER]�ETTPMGEFPI�PE[W��
the decision to permit an unpaid leave of absence rests 
wholly at the discretion of FPCS.

Reinstatement to the same or a similar position is not 
guaranteed to a team member who takes an unpaid 
leave of absence, unless otherwise provided under 
applicable law.

Unpaid Educational Leave of 
Absence
Team members with one or more years of continuous 
service who work a regular schedule of 40 hours per 
week, and who have been accepted as a full-time 
student in a formal educational program, may request 
an unpaid educational leave of absence. A request for 
unpaid leave must be initiated at least 60 days prior to 
the beginning of the desired unpaid leave period.

The request should include a letter of acceptance or 
other documentation as to the nature, duration and 
NYWXMƤGEXMSR�JSV�XLI�PIEZI��8LI�YRTEMH�PIEZI�VIUYIWX�

must be forwarded to the Director of Human Resources 
and approved by the Chairman or Chief Operating 
3JƤGIV�

Educational leaves of absence will be unpaid and 
granted for a period of one year, with the possibility 
of an extension of an additional year with appropriate 
approval. A request for an extension should be 
submitted to the Director of Human Resources in 
writing at least 30 days prior to the scheduled end 
of the initial unpaid leave. Documentation in support 
SJ�XLI�I\XIRWMSR�VIUYIWX��WYGL�EW�ER�SJƤGMEP�PIXXIV�
certifying continued enrollment, may be required. The 
extension must be approved by the Chairman or Chief 
3TIVEXMRK�3JƤGIV�

An team member may choose to receive a lump sum 
payment for all accrued vacation/annual leave prior to 
the beginning of an educational leave, if any. Additional 
vacation/annual leave and sick leave will not accrue 
during the period of unpaid absence. Length of service 
accrual will continue during the leave.

While on extended unpaid leave for education, all 
FIRIƤXW�[MPP�FI�WYWTIRHIH��ERH�XLI�XIEQ�QIQFIV�[MPP�
be eligible for COBRA continuation of health insurance 
FIRIƤXW��&IRIƤXW�QE]�GSRXMRYI�JSV�YT�XS����QSRXLW�MJ�
payments are made in a timely manner.

An unpaid educational leave of absence carries no 
job guarantee. FPCS retains the discretion to replace 
the team member on unpaid educational leave. Upon 
return from unpaid educational leave, they may apply 
for any available position and will be considered along 
with all applicants for a position.

7PGZRGEVGF�1HƓEG�%NQUWTGU
In the event it becomes necessary to close any of 
SYV�SJƤGIW�HYI�XS�YRJSVIWIIR�GMVGYQWXERGIW�WYGL�EW�
inclement weather or a building’s condition, FPCS will:
•  Alert the main switchboard to be able to provide 

details of the closing(s); and
•  Email impacted team members

Team members must also contact their manager for 
further direction on alternative working arrangements.

%NQUKPI�2TQEGFWTGU
If weather or other emergency conditions prevent you 
from reporting to work on time, you are responsible 
JSV�RSXMJ]MRK�]SYV�WYTIVZMWSV�[MXLMR�XLI�ƤVWX�LSYV�SJ�
XLI�[SVOHE]��-J�TSWWMFPI��WYGL�RSXMƤGEXMSR�WLSYPH�FI�
made by telephone directly to your supervisor. If direct 
contact is not possible, leaving a detailed voicemail 
message or a message with another designated team 
member is acceptable. You should leave a phone 
number where you can be reached.
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2C[�CPF�.GCXG�2TCEVKEGU
When FPCS decides to close for a full or partial day, the 
following pay and annual leave practices apply:
•  Non-exempt team members in nonessential 

operations
• Full Day Closings: May take unscheduled paid 

annual leave if annual leave is available
• Partial Day Closings: Non-exempt team 

members will be paid at their regular rate of pay 
for all hours actually worked, for a minimum 
of four hours. The remaining normal business 
hours for that day, during which FPCS was 
closed, will be paid at the D.C. minimum wage.

•  Non-exempt team members who are designated as 
IWWIRXMEP�EVI�GSQTIRWEXIH�EX�����XMQIW�XLIMV�VIKYPEV�
rate of pay during the emergency closing period, 
and are not given time off at a later date for hours 
worked during the period of closing.

•  Exempt and nonexempt team members on annual 
leave on a day when a full or partial-day closing 
occurs are charged with annual leave for that day.

•  Exempt team members who are in nonessential 
operations and who are not required to work are 
granted paid administrative leave for any partial or 
full- day absences due to a closure of operations by 
FPCS.

•  Exempt team members in essential operations are 
eligible for administrative time off during the period 
of the closing, if approved by their supervisor for 
that closing.
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Smoking
In accordance with applicable law, FPCS is smoke-
free and offers a smoke-free environment to its team 
members, guests and visitors in all FPCS locations. In 
addition, team members are not permitted to smoke 
[MXLMR����JIIX�SJ�ER]�*4'7�FYMPHMRK��2S�XIEQ�QIQFIV�
will be retaliated against for using tobacco products.

Personal Appearance and Attire
FPCS interfaces with the public extensively in its 
day-to-day conduct of business. The manner in which 
a team member is groomed, as well as the team 
member’s behavior, creates a lasting impression in 
the minds of FPCS contacts. All FPCS team members 
must present a professional and appropriate image 
while on FPCS premises or while representing FPCS at 
other locations, including at work-related social events.

Business casual attire is acceptable dress for FPCS 
team members who do not expect to be in contact with 
parents, vendors and/or other professionals during the 
FYWMRIWW�HE]��&YWMRIWW�GEWYEP�MW�HIƤRIH�EW�GPSXLMRK�
and shoes that are professional, clean and neat, but 
can be worn for leisure.

Unacceptable Attire
The following list is not inclusive, but provides 
examples of attire that is not appropriate for the 
workplace:
•  T-shirts or other shirts with a printed logo, message, 

or sports/product/place insignia
•  Halter tops, tube tops, cropped shirts, low-cut tops, 

muscle shirts
•  Lycra stretch pants, leggings, spandex pants
•  Any revealing or suggestive attire
ŵ�� %XLPIXMG�XIEQ�NIVWI]W�SV�ETTEVIP��YRPIWW�WTIGMƤGEPP]�

authorized for a special event)
•  Sweat clothes, jogging suits, or workout clothes
ŵ�� &IEGL[IEV��MRGPYHMRK�FIEGL�WLSIW�SV�ƥMT�ƥSTW
•  Soccer slides
•  Hats or caps
•  Jeans

Mustaches and beards must be clean, well-trimmed 
and neat. Hairstyles should present an appropriate 
professional appearance. Excessive makeup is not 
permitted. Offensive body odor and poor hygiene are 
not professionally acceptable. Perfume, cologne and 
lotions should be used moderately or avoided. Jewelry 
should not be functionally restrictive, dangerous to 
job performance or excessive. Facial jewelry, such 
as eyebrow and lip rings, as well as tongue studs, is 
not professionally appropriate and must not be worn 
during business hours. Torso body piercings with 
visible jewelry or jewelry that can be seen through 
or under clothing must not be worn during business 
hours. Visible excessive tattoos and similar body art 
must be covered up during business hours.

If you are found to be in violation of this dress code, 
as determined in the sole discretion of your immediate 
supervisor, Principal and/or the Director of Human 
Resources, you may be prevented from working 
until you return to work dressed and groomed in an 
appropriate manner. As permitted under federal and DC 
PE[��XLI�XMQI�VIUYMVIH�E[E]�JVSQ�XLI�SJƤGI�XS�GLERKI�
may be deducted from your annual leave time or be 
counted as Leave without Pay. If you are sent home 
more than three times in a calendar year you may be 
subject to disciplinary measures, up to and including 
termination of employment.

Nepotism
It is FPCS policy not to allow team members who 
are relatives to work in a subordinate-manager 
relationship and not to allow a team member to 
oversee the retention or use of a consultant who is 
related to the team member. The manager-subordinate 
relationship shall be interpreted to include all levels 
of management, not just a team member’s immediate 
manager.

For the purposes of this policy, a relative includes the 
following:
•  the team member’s spouse, same-sex spouse, or 

partner;

Section 9

Workplace Practices
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•  the team member or the spouse/partner’s, same-
sex spouse, natural and adopted children, parents, 
grandparents, great-grandparents, brothers, sisters, 
half brothers and sisters, grandchildren, great- 
KVERHGLMPHVIR��EYRXW��YRGPIW��RMIGIW��RITLI[W��ƤVWX�
cousins, second cousins and persons married to 
them.

If a relative relationship is established after a reporting 
relationship between team members is established, 
it is the responsibility of the supervisor involved 
to disclose the existence of the relationship to the 
Director of Human Resources. If a relative relationship 
exists between coworkers, it is the team member’s 
responsibility to disclose the relationship to their 
respective supervisors. The individuals concerned, 
in concert with FPCS management, will be given 
the opportunity to decide who is to be transferred 
to another appropriate and available position. If a 
decision cannot be reached within 30 calendar days, 
FPCS may unilaterally decide which team member will 
transfer or terminate one of the two team members 
may occur at the discretion of management.

When a dating relationship or marriage between team 
members creates a prohibited subordinate-manager 
relationship, the Romantic Relationships Policy applies.

Bulletin Boards
Bulletin boards maintained by FPCS at the campuses 
are to be used only for posting or distributing materials 
of the following nature:
•  notices concerning matters directly related to the 

instruction of students
•  legal posting requirements

All posted material must have authorization from 
the Human Resources or the site Principal. All team 
QIQFIVWɅEVI�I\TIGXIH�XS�GLIGO�XLI�FYPPIXMR�FSEVHW�
periodically for new and/or updated information 
regarding professional development, internal job 
postings, student and family activities and changes 
in Human Resources policies and procedures. Team 
members are not to remove material from the bulletin 
boards.
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Phone, Computer, Internet  
and Email Usage
FPCS provides its team members with various 
IPIGXVSRMG�VIWSYVGIW�JSV�YWI�MR�XLI�SJƤGI��[LMPI�
traveling, or at home, including but not limited to, cell 
phones, computers, electronic mail, voicemail, copier 
machines, fax machines and access to computer 
networks including the Internet/World Wide Web 
(collectively “Electronic Resources”). All of these 
Electronic Resources and their individual components 
(e.g., each individual PC, printer, network connection, 
laptop, software program) are the property of FPCS 
and are provided for business purposes. You should 
RSX�YWI�E�TEWW[SVH��EGGIWW�E�ƤPI��SV�VIXVMIZI�ER]�WXSVIH�
communication without authorization. To ensure 
compliance with this policy, computer and email usage 
may be monitored.

Personal use of the Company telephone for any 
type of call for which there is a charge such as (e.g. 
international, collect calls) is not permitted. Team 
members should practice discretion when making 
personal calls and may be required to reimburse FPCS 
for any charges resulting from the personal use of the 
telephone.

To ensure effective telephone communications, team 
members should always use the approved greeting and 
speak in a courteous and professional manner. Please 
GSRƤVQ�MRJSVQEXMSR�VIGIMZIH�JVSQ�XLI�GEPPIV��ERH�LERK�
up only after the caller has done so.

The use of portable computing devices is not private. 
The Company has the ability to access and review 
all information stored on the Company’s portable 
computing devices and network. FPCS reserves the 
right to perform such an inspection at any time, for any 
VIEWSR��=SY�WLSYPH�RSX�I\TIGX�XLEX�ER]�ƤPIW��VIGSVHW��
or other data stored on the Company’s equipment and 
network will be private, even if you attempt to protect 
its privacy. This applies to remote work as well as team 
members’ personal devices that may from time to time 
be connected to FPCS’s computers or networks.

Any violation of any part of the FPCS Electronic 
Resources policy may subject a team member to 
discipline, up to and including immediate termination.

Personal Use 
Team members are permitted to use FPCS’s electronic 
resources for occasional and important non-business 
purposes, such as coordinating child care with a family 
member or communicating a change in work schedule. 
2SR�FYWMRIWW�YWIW�WLSYPH�RSX�MRZSPZI�WMKRMƤGERX�YWI�
of FPCS’s resources, such as your or others’ work time, 
computer time, or bandwidth.

You should not use FPCS’s electronic resources 
to access, or send email through, a personal email 
account. You should be aware that a copy of email 
accessed from or transmitted through your personal 
account using Friendship’s electronic resources may be 
stored on Friendship’s electronic resources. Such email 
may be reviewed by FPCS at its discretion.

All non-business use of FPCS’s electronic resources 
is subject to all FPCS’s policies, including this policy. 
Therefore, you should not transmit any communication 
through, or store any data, FPCS’s electronic resources if 
]SY�[MWL�XS�OIIT�XLEX�MRJSVQEXMSR�GSRƤHIRXMEP�JVSQ�*4'7�

Social Media/Blogging
The goal of social networking and blogging for FPCS is 
to become a part of our school community’s interests 
and conversation and to promote web-based sharing of 
ideas and exchange of information. Authorized social 
networking and blogging is used to convey information 
about FPCS’s services, communicate with team 
members and parents to brainstorm, issue or respond 
to breaking news or negative publicity, and discuss 
activities and events. 

When social networking, blogging or using other forms 
of web-based forums, FPCS must ensure that use of 
these communications maintains our brand identities, 
integrity and reputation while minimizing actual or 
potential legal risks, whether used inside or outside the 
workplace.

Section 10

Use of Electronic Resources and 
Other Company Property
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Rules and Guidelines
The following rules and guidelines apply to social 
networking and blogging when authorized by FPCS and 
done during work time. The rules and guidelines apply 
to all employer-related blogs and social networking 
entries. Only authorized team members can prepare 
and modify content for FPCS’s website located on the 
internet and the intranet. That includes any related 
FPSKW�SV�WSGMEP�RIX[SVOMRK�IRXVMIW�EJƤPMEXIH�[MXL�*4'7�
in any way. Content must be relevant, add value and 
QIIX�EX�PIEWX�SRI�SJ�XLI�WTIGMƤIH�KSEPW�SV�TYVTSWIW�
developed by FPCS. If uncertain about any information, 
material or conversation, discuss the content with your 
manager. All team members must identify themselves 
as team members of FPCS when posting comments 
or responses on the employer’s blog or on the social 
networking site. All copyrighted information where 
written reprint authorization has not been obtained in 
advance cannot be posted on FPCS’s blogs.

7PCWVJQTK\GF�5QEKCN�0GVYQTMKPI
FPCS recognizes that team members may engage 
in “blogging” and the use of various forms of web-
based social media that are not sponsored by FPCS. 
“Blogging,” for purposes of this policy, means social 
networking and/or posting information on one’s own, 
or on someone else’s, blog or social media site (such 
as Facebook, Twitter, Instagram, etc.) journal or diary 
on the Internet. “Blogging” also includes any other 
form of social networking or posting information on 
the Internet, such as postings on a personal Web site, 
WSGMEP�RIX[SVOMRK�SV�EJƤRMX]�;IFWMXI��SR�E�FYPPIXMR�
board, or in a chat room.

Team members who engage in blogging and other uses 
of social media should be mindful that their postings, 
even if done off premises and while off duty, could 
have an adverse effect on FPCS’s legitimate business 
interests. Team members should consider the following 
if blogging and other uses of social media include any 
VIJIVIRGIW�XS�*4'7�SV�]SYV�EJƤPMEXMSR�[MXL�*4'7�

Bloggers and commenters are personally responsible 
for their commentary on blogs and social networking 
sites. Bloggers and commenters can be held personally 
liable for commentary that is considered defamatory, 
obscene, proprietary or libelous by any offended party, 
not just FPCS.

Team members cannot use employer-owned 
equipment, including computers, company-licensed 
WSJX[EVI�SVɅSXLIV�IPIGXVSRMG�IUYMTQIRX�SV�JEGMPMXMIW�SV�
company time, to conduct personal blogging or social 
networking activities. Please see the section above 
on authorized social networking. The use of company 
equipment and company time is permitted for business 
purposes as outlined in that section.

Team members cannot use blogs or social networking 
sites to harass, threaten, discriminate or disparage 
team members or anyone associated with or doing 
business with FPCS. Team members cannot use 
information regarding FPCS on a blog or social 
RIX[SVOMRK�WMXI�MR�ZMSPEXMSR�SJ�*4'7ŭW�GSRƤHIRXMEP�
information policy.

If you choose to identify yourself as an FPCS team 
member, please understand that some readers may 
view you as a spokesperson for this organization. 
Because of this possibility, team members must 
state that their views expressed in a blog or social 
networking area are their own and not those of FPCS, 
RSV�ER]�TIVWSR�SV�SVKERM^EXMSR�EJƤPMEXIH�SV�HSMRK�
business with FPCS.

Team members cannot post on personal blogs or 
social networking sites photographs of other team 
members, students, members, vendors or suppliers, 
nor ca team members post photographs of persons 
engaged in company business or at company events.

Team members cannot post on personal blogs or 
social networking sites any advertisements, nor sell 
company products and services.

Team members cannot link from personal blog or social 
networking site to the FPCS internal or external web site.

If contacted by the media or press about their post that 
relates to FPCS’s business, any response should make 
clear that you are not expressing the views of FPCS.

You are more likely to resolve complaints about work 
by speaking directly with your coworkers, supervisor 
or other management-level personnel than you are 
by posting complaints in a blog or online. If you, 
nonetheless, decide to post complaints or criticism in 
a way that is defamatory or untruthful about FPCS or 
any of the organization’s team members you should 
be prepared to face the possible consequences. These 
policies apply even if your blogging is anonymous 
or under a pseudonym. If you do engage in such 
blogging, you should be aware that your content may 
be monitored for defamation or untruthfulness and 
in appropriate circumstances we will take steps to 
determine your identity.

Team members are asked to observe the following 
guidelines in their personal blogging activities:
•  Do not engage in blogging using any corporate, 

electronic resources.
•  Your blogging is subject to all of the policies in this 

Handbook, including but not limited to “Prohibition 
on Discrimination and Harassment”, “Standards of 
Business Conduct and Ethics”, “Computer, Internet 
and Email Usage.”
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•  Make it clear to your readers that the views 
expressed are yours and yours alone.

•  Do not defame or make false statements about 
*4'7�ERH�XLI�TEVXRIVW��QIQFIVW��EJƤPMEXIW��
customers, vendors, or competitors.

•  Do not use photographs of FPCS’s students.
•  Do not infringe on FPCS’s trademarks.
•  Do not use FPCS proprietary information on a blog 

or social networking site.
•  Do not post material that may be construed as 

discriminatory or harassment based on race, 
ethnicity, color, national origin, religion, sex, sexual 
orientation, age disability, or any other legally 
protected characteristic.

-J�]SY�RIIH�GPEVMƤGEXMSR�SJ�ER]�EWTIGX�SJ�XLMW�TSPMG]��
contact Human Resources. Failure to comply with 
this policy may lead to disciplinary action up to and 
including termination and if appropriate, we will pursue 
all available legal remedies.

Ownership
All records related to and used on FPCS Electronic 
Resources, including but not limited to, all e-mails, 
instant messages, records of Internet access, 
voicemail messages, data backed up to FPCS’s 
network and all documents created on any FPCS 
computer or laptop, are FPCS records and property.

No Right to Privacy
Team members have no right to or expectation of 
privacy concerning their use of FPCS Electronic 
Resources or records that are stored on or received, 
created, sent, accessed, or to which team members are 
given access via FPCS Electronic Resources.

Monitoring of Records and Use 
FPCS may at any time without notice inspect the 
records stored, received, created, sent or accessed 
by any team member through the use of Electronic 
Resources and may monitor team members’ use of 
any and all Electronic Resources, including inspection 
of e-mail messages, voicemail messages and Internet 
use. By using Electronic Resources, you consent to 
such inspection and monitoring. This means that FPCS 
would be able to track your deleted email messages 
and websites visited by you. The encryption, labeling 
of an email or document as private, deletion of an 
email or document, or any other such action does not 
diminish FPCS rights in any manner. You should be 
mindful that FPCS backs up the network frequently for 
business purposes, and messages deleted from one 
PC are not necessarily deleted from the network and 
FEGO�YT�ƤPIW�

Transmission of Records to Law 
Enforcement & Others 
All FPCS records, including those contained on 
Electronic Resources are subject to disclosure to law 
IRJSVGIQIRX�SV�KSZIVRQIRX�SJƤGMEPW�SV�XS�SXLIV�XLMVH�
parties through subpoena or at the discretion of FPCS 
management. FPCS may at any time without notice 
divulge records or information found while monitoring 
a team member’s records or use of Electronic 
Resources to any necessary individual or authority.

Assigned Electronic Resources 
The Electronic Resources assigned to you are for 
your use. You are responsible for ensuring that those 
Electronic Resources are managed according to this 
policy. You should not share your log-in information 
with anyone. If a visitor or temporary team member 
needs access to Electronic Resources, they should be 
referred to the Technology Department. You should 
not leave an unattended workstation that is logged 
into the network; you must log out, lock the computer, 
or employ a password-protected screensaver before 
leaving a workstation. Any suspicious activity by 
anyone should be immediately reported to the Chief of 
Technology or the Director of Security.

Non-Disclosure of Electronic 
%QPƓFGPVKCN�+PHQTOCVKQP�
In addition to the requirements for handling 
GSRƤHIRXMEP�MRJSVQEXMSR�EW�WXEXIH�MR�XLI�'SRƤHIRXMEPMX]�
4SPMG]�MR�XLMW�,ERHFSSO��GSRƤHIRXMEP�MRJSVQEXMSR�MR�
electronic form must never be disclosed to persons 
or entities outside FPCS. E-mails should be archived 
by team members according to FPCS record retention 
policies.

Back-Ups of Computer Files 
=SYV�GSQTYXIV�ƤPIW�[MPP�FI�TVSTIVP]�FEGOIH�YT�MJ�]SY�
WXSVI�EPP�SJ�]SYV�ƤPIW�SR�XLI�RIX[SVO�WIVZIVW��[LMGL�
are backed up frequently. Team members are strongly 
IRGSYVEKIH�XS�WEZI�ƤPIW�XS�XLI�RIX[SVO�HVMZIW�VEXLIV�
than to the hard drive of the computer so that they can 
be backed up.

Computer Viruses 
All computers have FPCS-provided anti-virus software 
installed. This software must remain activated at all 
times. The Technology Department will ensure that the 
software is updated as appropriate. The Technology 
Department will also ensure that all security updates 
for operating systems, web browsers, and server 
applications are installed as soon as they become 
available.



50 FRIENDSHIP PUBLIC CHARTER SCHOOL TEAM MEMBER HANDBOOK 2020 

Other Restrictions on Internet Use 
FPCS team members should not visit any web site that 
might cause damage to FPCS’s image or reputation. 
In addition, you should be mindful that web sites often 
collect information about visitors, which links the user 
to FPCS.

Copyright Violations 
FPCS prohibits the illegal duplication of software. 
Unauthorized duplication of software is a federal 
crime. Team members should only use software in 
accordance with its licensing agreement. Without 
the prior written authorization of the Chief Operating 
3JƤGIV�SV�'LMIJ�SJ�8IGLRSPSK]��XIEQ�QIQFIVW�QE]�RSX�
•  install any software on FPCS-owned computer 

equipment
•  install FPCS-owned software on any non-FPCS-

owned computer equipment
•  provide copies of FPCS-owned or licensed software 

to anyone.

You should be aware that much of the material 
available on the Internet is copyrighted or trademarked, 
including music and movies found on sites such as 
Napster, and articles, books, book excerpts and other 
written material found on countless websites. Other 
than viewing publicly available material, you should not 
use any material found on the Internet in any manner 
[MXLSYX�ƤVWX�IWXEFPMWLMRK�XLEX�WYGL�YWI�[SYPH�RSX�FI�MR�
violation of a copyright or trademark.

Physical Security of Computer 
Equipment 
You should ensure that all Electronic Resources 
(computers, monitors, laptop computers, phone, 
blackberries, printers, etc.) that are assigned to or 
regularly used by you are maintained and used in a 
manner consistent with their function and such that the 
possibility of damage and/or loss is minimized.

Electronic Resources that are not portable should not 
be removed from FPCS premises without the prior 
written authorization of the Chief of Technology. You 
should not modify FPCS computer equipment in any 
[E]�YRPIWW�WTIGMƤGEPP]�EYXLSVM^IH�MR�[VMXMRK�F]�XLI�
Technology Department.

Whenever possible, all portable Electronic Resources 
(laptop computers, phones, blackberries, electronic 
organizers, etc.) should be maintained under the direct 
supervision of the person to whom they have been 
issued. The resources should never be left unattended 
in locations such as airports and hotel lobbies. When 
the resources must be left unsupervised, they should 
be made as inconspicuous as possible.

The loss of any Electronic Resources or of any FPCS-
related information must be immediately reported to 
the Technology Department, which will ensure that all 
possible steps are taken to protect FPCS from further 
MRJSVQEXMSR�PSWW��;LIR�ETTVSTVMEXI��]SY�QYWX�ƤPI�
all necessary police reports, accident forms, and/or 
insurance claims to aid in the recovery or replacement 
of stolen equipment.

Damage to or loss of Electronic Resources caused by 
negligence and/or violation of this policy may result in 
the responsible team member being charged for the 
repair or replacement costs.

Use of Equipment and Vehicles 
When using any FPCS property, you are expected to 
exercise care, perform required maintenance, and 
follow all operating instructions, safety standards, and 
guidelines.

Please notify your supervisor if any equipment, 
machines, tools, or vehicles appear to be damaged, 
defective, or in need of repair. Such prompt reporting 
could prevent deterioration of equipment and possible 
injury to team members or others. Your supervisor can 
answer any questions about your responsibility for 
QEMRXIRERGIɅERH�GEVI�SJ�IUYMTQIRX�SV�ZILMGPIW�YWIH�
on the job.

The improper, careless, negligent, destructive, or 
unsafe use or operation of equipment or vehicles, 
EW�[IPP�EW�I\GIWWMZI�SV�EZSMHEFPI�XVEJƤG�ERH�TEVOMRK�
violations, can result in disciplinary action, up to and 
including termination of employment.
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FPCS may decide in its sole and complete discretion to 
warn, discipline, suspend or discharge team members 
with or without progressive disciplinary actions. The 
appropriate action will depend on the severity of the 
unsatisfactory performance or behavior, the team 
member’s past performance or the needs of FPCS. As 
stated, employment at FPCS is at-will and employment 
may terminate at any time for any reason.

Where progressive discipline is considered to be the 
appropriate response, FPCS may follow a course of 
action that may include verbal counseling, followed 
by a written warning and performance improvement 
plan that designates action steps to be taken and 
timing for such action steps. If during the period 
that a performance improvement plan is in place, 
job performance/behavior continues to be below 
standard, the team member may be dismissed from 
the employ of FPCS, which may be prior to the end of 
the performance improvement plan period. Progressive 
discipline does not alter the at-will employment 
relationship.

If, in the opinion of FPCS, a team member’s action(s) 
or alleged action(s) warrant immediate dismissal or 
suspension (with or without pay), FPCS reserves the 
right to act in a manner that it deems appropriate to the 
situation, without following the disciplinary procedure 
described above.

FPCS offers team members access to its EAP in the 
event that such a resource may be helpful in improving 
the team member’s performance/behavior. Refer to the 
EAP policy for further information.

Internal Problem Resolution 
FPCS is committed to providing the best possible 
working conditions for its team members. Part 
of this commitment is encouraging an open and 
frank atmosphere in which any problem, complaint, 
suggestion, or question receives a timely response 
from FPCS supervisors and management.

FPCS strives to ensure fair and honest treatment of 
all team members. Supervisors, managers, and team 
QIQFIVWɅEVI�I\TIGXIH�XS�XVIEX�IEGL�SXLIV�[MXL�QYXYEP�
respect. Team members are encouraged to offer 
positive and constructive criticism.

Problem Resolution Procedure 
If you disagree with established rules of conduct, 
policies, or practices, you may express your concern 
through the problem resolution procedure. No team 
member will be penalized, formally or informally, 
for voicing a good faith complaint with FPCS in a 
reasonable, business-like manner, or for using the 
problem resolution procedure.

If a situation occurs in which you believe that a 
condition of employment or a decision affecting you 
is unjust or inequitable, you are encouraged to make 
use of the following steps. You may discontinue the 
TVSGIHYVI�EXɅER]�WXIT��-J�]SY�FIPMIZI�XLEX�]SY�EVI�
being discriminated against or harassed, you should 
follow the steps in the Equal Employment Opportunity 
policy or Complaint Procedure for Claims of Unlawful 
Harassment.

•  Present your concern to your immediate supervisor 
or the School Business Manager at your school 
[MXLMR�ƤZI�GEPIRHEV�HE]W�EJXIV�ER�MRGMHIRX�
occurs. If your supervisor or School Business 
Manager is unavailable or if you believe it would 
be inappropriate to contact that person, you may 
present the problem to the Director of Human 
Resources or any other member of management.

•  Your supervisor or School Business Manager is to 
respond to the problem during the initial discussion 
SV�[MXLMR�ƤZI�GEPIRHEV�HE]W��EJXIV�GSRWYPXMRK�
with appropriate management when necessary. 
Your supervisor or School Business Manager will 
document the discussion.

•  If you maintain that the problem remains unresolved 
after discussion, you may present the problem to the 
(MVIGXSV�SJ�,YQER�6IWSYVGIW�[MXLMR�ƤZI�GEPIRHEV�
days after the discussion with your supervisor or 
School Business Manager.

Section 11

Disciplinary Actions and  
Dispute Resolution
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•  Human Resources will counsel and provide a 
resolution to the problem consistent with the 
supporting facts, applicable policies, precedence, 
business practices and state and federal law. If the 
solution provided by Human Resources does not 
resolve the issue then you will be directed to the 
COO for further resolution.

•  If you are directed to the COO for further resolution, 
you should present the problem to the COO in 
[VMXMRK�[MXLMR�ƤZI����HE]W�SJ�]SYV�QIIXMRK�[MXL�
Human Resources.

•  After careful review of the information presented, 
XLI�'33�[MPP�MRJSVQ�]SY�SJ�E�ƤREP�HIGMWMSR�VIKEVHMRK�
XLI�TVSFPIQ�TVIWIRXIH�[MXLMR�ƤZI�GEPIRHEV�HE]W�
from the date of submission, and will forward a 
GST]�SJ�XLI�[VMXXIR�VIWTSRWI�XS�]SYV�ƤPI��8LI�'33�
has full authority to make any adjustment deemed 
appropriate to resolve the problem.
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Resignation
Your supervisor/manager and Human Resources 
WLSYPH�FI�RSXMƤIH�MQQIHMEXIP]�SJ�]SYV�MRXIRX�XS�
resign your employment with FPCS. As a professional 
courtesy, you should provide FPCS with a written 
advance notice period, preferably four weeks for 
exempt team members and two weeks for non-
exempt team members. You will receive information 
from Human Resources regarding continuation of 
your health insurance through COBRA continuation 
coverage. 

Job Abandonment
If you are absent from your position without notifying 
your supervisor or Principal for three consecutive 
work days, you will be considered to have voluntarily 
resigned from your position. If you fail to return from 
vacation/annual leave, you will also be considered to 
have voluntarily resigned from your position.

Exit Interviews
Exit interviews are conducted by a Human Resources 
team member. The interview will address:
•  forms needed to receive 403(b) distributions
ŵ�� IPMKMFMPMX]�JSV�FIRIƤXW�GSRXMRYEXMSR�ERH�GSRZIVWMSR
ŵ�� ƤREP�TE]
•  return of all FPCS property
•  your continuing obligations not to disclose any FPCS 

GSRƤHIRXMEP�ERH�SV�TVSTVMIXEV]�MRJSVQEXMSR
•  reimbursement to FPCS for any amount owed by you 

to FPCS for any reason
•  Survey completion 
•  any other relevant issues to close out your 

employment with FPCS.

5GRGTCVKQP�$GPGƓVU�
&IRIƤXW��0MJI��1IHMGEP��:MWMSR�ERH�(IRXEP�QE]�IRH�
on your last day of employment, on the last day of 
the month in which employment is terminated, or 
SXLIV[MWI�MR�EGGSVHERGI�[MXL�XLI�XIVQW�SJ�XLI�FIRIƤX�
plan. Unless discharged for gross misconduct, you 
may have the option of continuing your Medical/Dental 
&IRIƤXW�MR�EGGSVHERGI�[MXL�XLI�'SRWSPMHEXIH�3QRMFYW�
Budget Reconciliation Act (COBRA), as amended and 
related laws. Human Resources will provide you with 
HIXEMPW�VIKEVHMRK�GSRXMRYEXMSR�SJ�FIRIƤXW�

Any accrued, unused vacation/annual leave time will be 
TEMH�SYX�XS�]SY�MR�]SYV�ƤREP�TE]GLIGO��*4'7�HSIW�RSX�
pay out for any unused sick leave or personal days.

Final Paycheck
In accordance with applicable law, the Payroll 
(ITEVXQIRX�[MPP�EHNYWX�]SYV�ƤREP�TE]GLIGO�XS�VIGSZIV�
any balances owed to FPCS prior to releasing it. Your 
ƤREP�TE]GLIGO�[MPP�FI�TVSGIWWIH�MR�XLI�RSVQEP�TE]VSPP�
cycle unless applicable law requires earlier distribution. 
Outstanding reimbursement requests shall also be 
processed in the normal cycle.

All terminating team members are processed through 
Human Resources, and the Termination Checklist 
is forwarded to the Payroll Department. The Payroll 
Department will conduct a search for any outstanding 
debts or liabilities owed to FPCS.

Return of Property  
You are responsible for all FPCS property, materials, 
or written information issued to you or in your 
possession or control. You must return all FPCS 
property immediately upon request or upon termination 
of employment. Where permitted by applicable laws, 
*4'7�QE]�[MXLLSPH�JVSQ�]SYV�ƤREP�TE]GLIGO�XLI�GSWX�
of any items that are not returned when required. 
FPCS may also take all actions  deemed appropriate to 
recover or protect its property.

Section 12

Termination of Employment
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Eligibility for Rehire 
If you leave FPCS in good standing and if you give 
appropriate advance notice of your resignation, 
you may be eligible for rehire. Any former team 
member wishing to be considered for rehire must 
ƤVWX�FI�ETTVSZIH�JSV�VILMVI�F]�XLI�(MVIGXSV�SJ�,YQER�
6IWSYVGIW�ERH�XLI�'LMIJ�3TIVEXMRK�3JƤGIV��%�
supervisor desiring to rehire a former team member 
must complete a rehire authorization and have it 
approved by the Director of Human Resources. If 
rehired within one year of the departure date, you will:
•  retain your original hire date for the purpose of 

vacation/annual leave accrual, retirement vesting 
and other seniority issues except reduction-in-force 
FIRIƤXW

•  not carry over any vacation/annual leave from prior 
employment at FPCS.
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The safety of students, team members and others on 
FPCS premises is of utmost importance. Friendship 
is committed to maintaining a safe and secure 
environment and to complying with applicable health 
and safety laws. Meeting this commitment requires the 
continuous cooperation of all team members. FPCS 
expects team members to be aware of safety and 
security issues and to alert management to conditions 
which might pose a safety or security risk. All team 
members have the following responsibilities regarding 
safety and security:
• You must immediately report to your supervisor any 

potentially unsafe conditions; even if you think that 
the problem has been remedied. Supervisors must 
immediately arrange to have the unsafe condition 
assessed and, if necessary, remedied.

• You must immediately report any injury, accident or 
illness, regardless of the severity of the incident of 
any other team member, student, parent or visitor 
in the building. If immediate medical attention is 
required, your supervisor or another member of 
QEREKIQIRX�[MPP�ƤVWX�EWWMWX�EJJIGXIH�TEVXMIW�MR�
obtaining medical care. After medical care has been 
obtained, the supervisor must report the incident to 
Human Resources so that appropriate paperwork 
can be initiated.

• You must immediately report any suspicious persons 
in the workplace to your supervisor or the school 
security guard. You should maintain your building 
OI]W��WIGYVMX]�TEWW�ERH�SV�MHIRXMƤGEXMSR�FEHKI�MR�
your possession at all times. Do not lend these 
items to anyone and immediately report their loss 
to your supervisor or to the security guard. You 
also should not disclose your computer password 
or any other security access codes to anyone who 
is not authorized to have that information. If you 
believe that anyone else may have obtained this 
information, immediately report to your supervisor.

FPCS may periodically issue rules and guidelines 
concerning workplace safety and security, which 
you should review to ensure that you are in strict 
compliance with them. Failure to comply, or negligent 

behavior that jeopardizes workplace safety or security, 
will result in disciplinary action, up to and including 
termination.

Dangerous/Emergency Situations 
If you encounter an armed or dangerous person, 
you should not attempt to challenge or disarm the 
MRHMZMHYEP��-J�E�WYTIVZMWSV�GER�FI�WEJIP]�RSXMƤIH�SJ�XLI�
need for assistance without endangering your safety or 
the safety of others, such notice should be given.

Workplace Violence Prevention
All team members, visitors, students and parents, 
without exception, will be treated with courtesy and 
respect at all times. You are expected to refrain from 
ƤKLXMRK��ŰLSVWITPE]�ű�SV�SXLIV�GSRHYGX�XLEX�QE]�FI�
HERKIVSYW�XSɅSXLIVW��

FPCS is committed to preventing workplace violence 
and to maintaining a safe environment for students 
and team members. FPCS has zero tolerance for 
violence. Firearms, weapons and other dangerous or 
hazardous devices or substances are prohibited from 
the premises of FPCS without proper authorization, 
regardless of whether you are licensed to carry the 
weapon or not. The only exception to this policy is for 
TSPMGI�SJƤGIVW��WIGYVMX]�KYEVHW��SV�SXLIV�MRHMZMHYEPW�
who have been given written permission to carry a 
weapon on FPCS premises by the Senior Director of 
School Operations and Site Services.

Conduct that threatens, intimidates or coerces another 
team member, visitor, student, parent, or a member 
of the public at any time, including off-duty periods, 
will not be tolerated. This prohibition includes all 
acts of harassment, including harassment based on 
an individual’s sex, race, age or any characteristic 
protected by applicable law.

All threats of, or actual, violence, both direct and 
indirect, must be immediately reported to a supervisor, 
Principal, Director of Security, or any other member of 
management. This includes threats or acts by team 

Section 13
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members as well as by students, parents, visitors, 
vendors, or other members of the public. When 
VITSVXMRKɅE�XLVIEX�SV�EGX�SJ�ZMSPIRGI��FI�EW�WTIGMƤG�ERH�
detailed as possible.

FPCS will promptly and thoroughly investigate all 
reports of threats or actual violence and of suspicious 
individuals or activities. The identity of the individual 
making the report will be protected as much as is 
practicable. In order to maintain safety and the integrity 
of its investigation, FPCS may suspend team members, 
either with or without pay, pending investigation.

Anyone determined to be responsible for threats of, or 
actual, violence or other conduct that is in violation of 
these guidelines will be subject to prompt disciplinary 
action up to and including termination of employment.

FPCS encourages you to bring your disputes or 
differences with other team members to the attention 
of your supervisor/manager or the Director of Human 
Resources before the situation escalates into potential 
violence. FPCS is eager to assist in the resolution of 
disputes and will not discipline you for raising such 
concerns.

This policy shall not be construed to create any duty 
or obligation on the part of Friendship Public Charter 
School to take any action beyond that required of an 
employer by existing law.

Accidents and Emergencies 
%PP�XIEQ�QIQFIVW�[MPP�FI�TVSZMHIH�GEVI��ƤVWX�EMH��ERH�
emergency service as required, for injuries or illnesses 
while on FPCS premises. You should contact your 
supervisor, the nearest manager, and/or 911 in the 
event of an accident or emergency.

If you are injured on the job, FPCS provides coverage 
and protection in accordance with Workers’ 
Compensation law. When an injury is sustained while 
at work, the incident must be reported immediately to 
your supervisor/manager or to Human Resources, each 
of whom will notify the other.

Failure to report accidents is a serious matter, as it may 
preclude your coverage under Workers’ Compensation 
Insurance.

Safety and Health 
FPCS is committed to providing a safe and healthy 
workplace for all of its team members. FPCS complies 
with all applicable requirements issued by the Federal 
Occupational Safety and Health Administration and the 
(MWXVMGX�SJ�'SPYQFME��ERH�MQTPIQIRXW�E�WMXI�WTIGMƤG�
safety and health program for each of its facilities. The 

responsibility for the success of the safety and health 
program is shared by management and all FPCS team 
members.

Managers and supervisors are responsible for 
developing safety awareness within themselves and 
those whom they supervise. Managers and supervisors 
must ensure that all operations are performed with 
the utmost regard for the safety and health of all team 
members involved.

Team members are responsible for wholehearted, 
genuine cooperation with all aspects of the safety and 
health program, including compliance with all rules 
and regulations. Team members are encouraged to be 
alert to unsafe conditions and report them promptly to 
their Principal or supervisor. Team members also are 
responsible for continuously practicing safety while 
performing their job duties.

Visitors 
In order to help ensure safety on FPCS premises 
and to avoid unnecessary distractions, visits by 
family members and personal friends during work 
hours should be avoided, except in the event of an 
emergency. Unattended children are not permitted 
on Friendship premises at any time. No visitors are 
permitted in areas restricted to team members only, 
unless authorized by the school Principal. All visitors 
EVI�VIUYMVIH�XS�GLIGO�MRɅ[MXL�XLI�WIGYVMX]�KYEVH�SV�JVSRX�
desk, obtain a visitor’s pass, and/or be accompanied by 
a team member at all times.

External soliciting is not allowed in FPCS buildings. It 
is best to keep purses, wallets, and other valuables in 
a locked drawer or cabinet when not on your person. 
FPCS is not liable for personal stolen property.

School Volunteers
Any person, parent, guardian, foster parent, or relative 
who wishes to volunteer with children in any grade or 
MR�ER]�ZIRYI��GPEWWVSSQ��GEJIXIVME��SJƤGI��IXG��QYWX�
be cleared through FPCS’ Volunteer Process which 
includes a criminal background check. Please direct 
any inquiries to the School Business Manager who will 
provide information as to how to begin the process 
through Human Resources. Your area or school 
will receive the name and a copy of the Volunteer 
Application when the prospective volunteer has been 
cleared for interacting with children.

This procedure is a requirement of the District of 
Columbia Public Charter School Board under whose 
auspices FPCS retains its charter. Non-compliance 
with this policy and procedure will be grounds for 
disciplinary action, up to and including termination.
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7PGZRGEVGF�1HƓEG�%NQUWTGU
In the event it becomes necessary to close any of 
SYV�SJƤGIW�HYI�XS�YRJSVIWIIR�GMVGYQWXERGIW�WYGL�EW�
inclement weather or a building’s condition, FPCS will:
•  Alert the main switchboard to be able to provide 

details of the closing(s); and
•  Email impacted team members

Team members must also contact their supervisors for 
further direction on alternative working arrangements.

Emergency Closings 
This policy establishes guidelines for operations during 
periods of extreme weather and similar emergencies. 
FPCS remains open in all but the most extreme 
circumstances. Unless an emergency closing is 
announced, all team members are expected to report 
to work. However, team members are urged to use their 
own discretion in deciding whether they can commute 
safely to work.

%NQUKPI�2TQEGFWTGU
If weather or other emergency conditions prevent you 
from reporting to work on time, you are responsible 
JSV�RSXMJ]MRK�]SYV�WYTIVZMWSV�[MXLMR�XLI�ƤVWX�LSYV�SJ�
XLI�[SVOHE]��-J�TSWWMFPI��WYGL�RSXMƤGEXMSR�WLSYPH�FI�
made by telephone directly to your supervisor. If direct 
contact is not possible, leaving a detailed voicemail 
message or a message with another designated team 
member is acceptable. You should leave a phone 
number where you can be reached.

7GLSSP�ERH�'SQQYRMX]�3JƤGI�GPSWMRKW�EVI�QEHI�EX�
XLI�HMWGVIXMSR�SJ�XLI�'LEMVQER�ERH�SV�LMW�HIWMKRII�Ʌ�
Please listen to local radio station WTOP or local 
XIPIZMWMSR�WXEXMSRW��YWYEPP]�'LERRIPW�������ERH���JSV�
updated announcements.

-J�*4'7�SJƤGIW�EVI�GPSWIH�HYI�XS�[IEXLIV�SV�SXLIV�
emergency, essential functions may still need to 
be maintained and essential personnel may need to 
report to work unless otherwise instructed. A roster 
of essential personnel will be maintained by each 
department manager. An up-to-date copy of each 
HITEVXQIRXŭW�VSWXIV�[MPP�FI�OITX�SR�ƤPI�MR�XLI�,YQER�
6IWSYVGIW�HITEVXQIRX��8IEQ�QIQFIVW�[MPP�FI�RSXMƤIH�
at the time of hire, promotion or transfer whether their 
position is considered part of essential personnel.

2C[�CPF�.GCXG�2TCEVKEGU
When a partial-day or full-day closing is 
authorized, the following pay and annual leave 
practices apply:
•  Non-exempt team members in nonessential 

operations are granted administrative leave. Such 
team members are compensated at their regular 
rate of pay for their normally scheduled hours.

•  Non-exempt team members who are designated as 
IWWIRXMEP�EVI�GSQTIRWEXIH�EX�����XMQIW�XLIMV�VIKYPEV�
rate of pay during the emergency closing period, 
and are not given time off at a later date for hours 
worked during the period of closing.

•  Exempt and nonexempt team members on annual 
leave on a day when a full or partial-day closing 
occurs are charged with annual leave for that day.

•  Exempt team members who are in nonessential 
operations and who are not required to work are 
granted paid administrative leave for any partial or 
full-day absences due to a closure of operations by 
FPCS.

•  Exempt team members in essential operations are 
eligible for administrative time off for hours worked 
during the period of the closing.

Announcements
1SHMƤGEXMSRW�XS�RSVQEP�STIVEXMSRW�EVI�ERRSYRGIH�
as early as possible on the radio (WTOP) and on local 
XIPIZMWMSR�WXEXMSRW��YWYEPP]�'LERRIPW�������ERH����-R�
severe weather situations, team members, depending 
upon location, can expect an email message and a 
message on the FPCS website by 6:30 a.m. local time 
with information about FPCS’s operating status.
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It is the policy of Friendship Public Charter School to 
provide our team members and students with a level 
SJ�TVMZEG]�ERH�GSRƤHIRXMEPMX]�[MXL�ER]�MRJSVQEXMSR�
concerning any of our team members or students. 
In the course of your work, you may have access to 
GSRƤHIRXMEP�MRJSVQEXMSR��SVEP��[VMXXIR�SV�GSQTYXIV�
generated) about FPCS team members and/or 
students, and their families and/or personal business. 
=SY�EPWS�QE]�LEZI�EGGIWW�XS�GSRƤHIRXMEP�WGLSSP�
business information including computer programs, 
software and supporting documentation, technological 
MQTVSZIQIRX�TPERW��WXVEXIKMG�TPERW��ƤRERGMEP�
information and personal identifying information 
(including, but not limited to co-workers and their 
families).

Therefore, I Agree That:
ŵ� �1]�VMKLX�XS�IRXIV�SV�QEOI�YWI�SJ�GSRƤHIRXMEP�

information is restricted to my need to know 
the data or information to perform my job 
responsibilities.

•  I will keep my computer access password(s) 
GSRƤHIRXMEP�

•  If another method of accessing a computer system 
is used, I will restrict its use to myself.

ŵ�� -�[MPP�RSX�HMWGYWW�ER]�GSRƤHIRXMEP�MRJSVQEXMSR�MR�ER]�
public areas, hallways, gathering spaces, etc.

ŵ�� -�[MPP�LSPH�EPP�GSRƤHIRXMEP�MRJSVQEXMSR�SJ�[LMGL�-� 
LEZI�ORS[PIHKI�MR�XLI�XVYIWX�GSRƤHIRGI��EW�VIUYMVIH�
by law.

ŵ�� -�EKVII�XS�YXMPM^I�GSRƤHIRXMEP�MRJSVQEXMSR�SFXEMRIH�
F]�QI�SRP]�JSV�XLI�FIRIƤX�SJ�XLI�XIEQ�QIQFIV�
and/or student, or in the performance of my job 
responsibilities.

ŵ�� -�YRHIVWXERH�XLEX�VIGSVHW�QE]�FI�GSRƤHIRXMEP�
by virtue of the Family Educational Rights and 
Privacy Act, the Health Insurance Portability and 
Accountability Act and other laws. Under these 
privacy laws, I may not disclose information 
EFSYX�*4'7�WXYHIRXW��YRPIWWɅ-�EQ�GIVXEMR�XLEX�E�
provision of the law allows disclosure in particular 
circumstances. Nor may I disclose Social Security 
Numbers and personal identifying information, 
computer passwords, bank account numbers, and 
other sensitive information. If in doubt about the 
GSRƤHIRXMEPMX]�SJ�ER]�VIGSVH�SV�Q]�EFMPMX]ɅXS�PIKEPP]�
disclose information, I agree to consult with the 
Director of Human Resources before disclosing any 
information.

Unauthorized disclosure, copying and/or misuse 
SJ�GSRƤHIRXMEP�MRJSVQEXMSR�MW�E�WIVMSYW�FVIEGL�SJ�
duty and will result in disciplinary action up to and 
including termination of employment or contract with 
FPCS. Further, this agreement mandates compliance 
extending beyond employment, contract, or association 
with FPCS, as required by law. This agreement is 
given in consideration for my continued employment 
at Friendship Public Charter School. The terms of 
this agreement remain in effect during and after my 
employment with FPCS.

%QPƓFGPVKCNKV[�#ITGGOGPV
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Purpose
FPCS expects team members to exhibit ethical and 
business-like conduct at all times. The commitment 
includes proper use of authority and appropriate 
decorum in group and individual behavior when acting 
on behalf of the organization.

8LMW�'SRƥMGX�SJ�-RXIVIWX�7XEXIQIRX�[MPP�FI�YWIH�XS�
notify the organizational leadership of FPCS of any 
TSXIRXMEP�SV�VIEP�GSRƥMGXW�SJ�MRXIVIWXW�XLEX�]SY�QE]�
have. The corporation may use this statement to limit 
your participation in decision-making processes, to 
determine its business relationships, and to pursue 
action against a team member if necessary.

Privacy
8LMW�WXEXIQIRX�[MPP�FI�ƤPIH�[MXL�*4'7��'STMIW�SJ�]SYV�
completed statement may be acquired by submitting 
a request to the CEO. FPCS may discuss the contents 
of this statement with others if it is necessary to do 
WS�MR�XLI�JYPƤPPQIRX�SJ�MXW�QMWWMSR�ERH�MR�EHLIVIRGI�XS�
applicable laws and regulations.

&GƓPKVKQP
8LI�XIVQ�ŰGSRƥMGX�SJ�MRXIVIWXű�IRGSQTEWWIW�
WMXYEXMSRW�MR�[LMGL�ƤRERGMEP�SV�SXLIV�TVSJIWWMSREP�
and personal considerations may compromise, or 
have the appearance of compromising an individual’s 
professional judgment in spheres of activity in which 
FPCS is involved.

%GTVKƓECVKQP�4GSWKTGOGPV
-�GIVXMJ]�XLEX�-�LEZI�VIZMI[IH�XLI�*4'7ŭW�'SRƥMGX�SJ�
Interest Statement. I also certify that I have not and  
will not:
•  Participate, directly or indirectly, in any arrangement, 

agreement, contract, investment, or other activity 
with any party doing business with FPCS that has 
resulted or could result in personal gain for a relative 
or me.

•  Receive, directly or indirectly, any payments, 
salary, loans or gifts of any kind, or any free 
service, discounts or other fees from or on behalf 
of any person or organization engaged in any 
transaction with FPCS. I understand that I may 
accept a gift, award or other favor which the CEO 
SJ�*4'7�EYXLSVM^IW�ERHɅ�MW�RSQMREP�SV�GYWXSQEV]�MR�
education.

• Solicit business, gifts, services or any kind of 
relationship from Friendship Public Charter School’s 
team members, volunteers, parents, students 
and all other such parties with which FPCS has a 
relationship.

I also understand that engaging in any activity 
XLEX�VITVIWIRXW�E�GSRƥMGX�SJ�MRXIVIWX�QE]�VIWYPX�MR�
disciplinary action, up to and including immediate 
termination.

 
 

%QPƔKEV�QH�+PVGTUV�5VCVGOGPV
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I have received a copy of the FPCS Use of Electronic Resources and Other Company Property policies. I 
understand it is my responsibility to read these policies and to bring any questions I may have about their 
provisions to my supervisor or a member of the Operations team.

I understand that all electronic communications systems and all information transmitted by, received from, or 
stored in these systems is the property of FPCS. I also understand that these systems are to be used for job- 
related purposes and limited personal purposes, and I have no expectation of privacy in connection with the use 
of this equipment or with the transmission, receipt, or storage of information on this equipment.

-�EKVII�RSX�XS�YWI�E�GSHI��EGGIWW�E�ƤPI��SV�VIXVMIZI�ER]�WXSVIH�GSQQYRMGEXMSR�YRPIWW�EYXLSVM^IH��-�EGORS[PIHKI�
and consent to FPCS monitoring my use of this equipment at any time at its discretion. Such monitoring may 
include printing and reading all emails entering, leaving, or stored in these systems.

I further acknowledge that I have read and understand the requirements, and expectations associated with my 
use of any and all Company equipment/assets as described in the Computer, Internet, & E-Mail policy. I have 
reviewed a copy of the policy and agree to abide by the policy guidelines. I understand that violation of said 
policies and/or guidelines as described there-in may result in disciplinary actions up to and including termination 
of employment.

I understand that these policies replace and supersede any previous policies or practices pertaining to such 
matters at FPCS. I understand that FPCS may change, modify, amend or delete these policies at any time.

]I further understand that if I have questions, at any time, regarding any of FPCS’s policies, I may consult with my 
immediate supervisor or any member of the Human Resources Department. 

__________________________________________________________________________   _______________________________
Team Member’s Signature       Date

__________________________________________________________________________ 
Print Team Member’s Name

40)%7)�7-+2�%2(�6)8962�8,-7�%'/23;0)(+)1)28�83�,91%2�6)7396')7

8LMW�8IEQ�1IQFIV�,ERHFSSO�HSIW�RSX�GSRWXMXYXI�E�GSRXVEGX�SV�EKVIIQIRX�SJ�IQTPS]QIRX�RSV�KYEVERXII�ER]�Ƥ\IH�XIVQW�ERH�GSRHMXMSRW�SJ�
employment, either express or implied. FPCS reserves the right to alter, eliminate, or otherwise change any policy, without notice, at any time, 
except the at-will employment policy, which may only be changed by written agreement signed by an team member and the Chief Executive 
3JƤGIV�SV�XLIMV�(IWMKRII�

Acknowledgment of Receipt of 
Electronic Resources & Company Assets
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This Team Member Handbook does not constitute a 

contract or agreement of employment nor guarantee 

CP[�ƓZGF�VGTOU�CPF�EQPFKVKQPU�QH�GORNQ[OGPV��

GKVJGT�GZRTGUU�QT�KORNKGF��(2%5�TGUGTXGU�VJG�TKIJV�
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