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1 INTRODUCTION 

This United Planning Organization (“UPO”) Employee Handbook (“Handbook”) has been 
developed by management in order to familiarize employees with UPO and provide 
general information about its personnel policies. Naturally, any such compilation must be 
general in nature; this Handbook is not intended to be comprehensive or to address all 
the possible applications of or exceptions to the general policies contained in the 
Handbook. In addition, UPO operates a Head Start/Early Head Start program. As such, this 
Handbook includes some requirements unique to this program and is subject to change 
based on funding source requirements and amendments to the applicable laws and 
regulations. Employees are urged to consult management regarding questions about the 
Handbook or UPO’s policies and procedures. 

Please understand that this policy Handbook is not an employment contract and 
nothing stated in this Handbook is intended to constitute a contract of employment 
or to guarantee any fixed terms or conditions of employment. Rather, it is a guide to 
organization policies and practices and is subject to modification or termination at the 
sole discretion of UPO. 

UPO abides by all applicable local, state and federal laws and regulations affecting 
employment. In case of any conflict between these policies and applicable laws, applicable 
law will prevail. 

1.1 Welcome 

Welcome to UPO. UPO is pleased you have accepted a position with the organization 
and hopes your career with UPO will be professionally and personally rewarding.  UPO is 
a private, non-profit charitable organization serving the residents of the District of 
Columbia as the city’s designated Community Action Agency. UPO provides leadership, 
support and advocacy for low-income residents of the District and the Greater 
Washington Metropolitan Area in order to help them move toward self-sufficiency and 
self-determination.  See Appendix 1, UPO Organizational Chart. 

1.2 History 

The United Planning Organization was established on December 10, 1962, to plan and 
implement social services for the Greater Washington Metropolitan area . With the advent 
of 1965's War on Poverty, UPO became the designated community action agency for the 
District of Columbia and certain other localities in the area. Today, UPO is governed by 
a volunteer Board of Directors made up of representatives of low-income residents, 
representatives of elected officials, and representatives of major groups and interests. 

1.3 UPO Mission Statement, Vision Statement and Promise 

The following statements represent UPO’s: 

Mission:  Uniting People with Opportunities. 

Vision:  UPO’s Washington: A city of thriving communities and self-sufficient residents. 
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UPO encourages all employees to embrace the following promise: 

Promise: Community Action changes people’s lives, embodies the spirit of hope, 
improves communities, and makes America a better place to live. We care about the 
entire community, and we are dedicated to helping people help themselves and each 
other. 

1.4 Changes in Policy 

This Handbook reflects UPO’s current personnel policies. These policies supersede all 
previous UPO personnel policies whether oral or in writing. Approved program specific 
personnel policies are incorporated in this Handbook. 

UPO reserves the right to modify, suspend or terminate any of the policies or procedures 
described in this Handbook, at its sole discretion, whether with or without prior notice 
to employees. Although UPO will inform employees of changes to this Handbook as they 
occur, changes to any policies, procedures, or information may not result in the issuance 
of a new Handbook. In cases where a new Handbook is not distributed, it is the employee’s 
obligation to keep track of all changes to UPO’s policies and procedures. 

END OF SECTION
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2 EMPLOYMENT 

2.1 Employee Definition 

An “employee” of UPO is a person who regularly works for UPO on a wage or salary basis. 

2.2 Communications Workers of America (CWA), Local 2336, General Agreement 

CWA Local 2336 is the exclusive bargaining representative for all employees, who are full- 
time or part-time non-professional employees and certain professional employees as 
indicated in the current General Agreement between CWA and UPO located at UPO’s 
Washington, DC locations. CWA Local 2336 is not the bargaining representative for 
supervisors and confidential and managerial employees as defined in the National Labor 
Relations Act, as amended. Additionally, temporary employees, whether full-time or part- 
time, are not represented by the union. 

Although UPO has tried to make the provisions of this Handbook consistent with the 
provisions of the General Agreement with CWA Local 2336, the terms of the General 
Agreement will govern in the event any provisions of this Handbook are inconsistent with the 
General Agreement. 

2.3 “At Will” Employment 

All employees who are not covered by UPO’s General Agreement with CWA Local 2336, 
including all supervisors, confidential and managerial employees, as defined in the National 
Labor Relations Act, as amended, are, and at all times will be, “at will” employees. “At will” 
employment means UPO is free to terminate “at will” employees at any time, for any reason, 
with or without notice. Similarly, “at will” employees are free to resign for any reason at any 
time. 

This UPO Employee Handbook does not create a contract between any employee(s) and 
UPO. The employment relationship of non-union employees and UPO is voluntary and 
“at-will.” 

Early Head Start/Head Start employees do not fall into the employment-at-will policy. 
Involuntary termination of an Early Head Start/Head Start employee who is charging 51% or 
more of his or her time to the Early Head Start/Head Start grant, shall require Early Head 
Start/Head Start Policy Council/Committee involvement as provided in the Involuntary 
Termination Section. 

2.4 Employment Classifications 

1. Regular Full-Time Employee. A regular full-time employee is an employee hired to fill a
regular position and who is normally scheduled to work 75 hours or more within a two
week pay period and who may be exempt or non-exempt, and is not in a temporary status
or Introductory Appointment. Regular full-time employees are eligible for all standard
benefits, subject to the terms, conditions, and limitations of each benefit program.
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2. Regular Part-Time Employee with Benefits. A regular part-time employee with
benefits is an employee is normally scheduled to work on a continuing basis at least 21
hours a week, but less than 75 hours within a two week pay period and who may be
exempt or non-exempt, and is not in a temporary status or Introductory Appointment.
Regular part-time employees are not eligible for UPO benefits except those legally
required.

3. Regular Part-Time Employee with Limited Benefits. A regular part-time employee
with limited benefits is an employee who is normally scheduled to work on a continuing
basis less than 21 hours a week and who may be exempt or non-exempt, and is not in a
temporary status or Introductory Appointment.

4. Temporary Employee. A temporary employee may be full-time or part-time employee
who is hired to work for a limited duration, with or without benefits, under one or more
of the following circumstances: a.) on an on-call basis, as needed based on the program’s
needs; b.) for a specific period of time but less than one (1) year; and/or, c.) for a specific
program that operates for a specific period of time or season.

5. Early Head Start/Head Start Employee. In addition, employees in the above categories,
working within the Early Head Start/Head Start program fifty-one percent (51%) or more
of the time, are classified as Early Head Start/Head Start employees. These employees
may work less than 12 months and are subject to additional Early Head Start/Head Start
regulations and requirements.

6. Exempt and Non-Exempt Employees. Employees are classified as exempt or nonexempt
from the overtime provisions of the Fair Labor Standards Act and the DC Wage and Hour
laws.

a. Employees in exempt positions are:
 paid to do the job and must meet the US Department of Labor (DOL) and

District of Columbia Department of Employment Services (DOES)
requirements for exemption;

 excluded from specific provisions of Federal and state wage and hour laws;
and,

 not eligible for overtime pay.

b. Employees in non-exempt positions are:
 paid on an hourly basis; and,
 entitled to overtime pay for hours worked in excess of 37.5 (under FLSA and

DC Wage and Hour laws the standard is 40 hours) in a work week.

2.5 Introductory Appointment for New Employees 

All new employees receive introductory appointments for a period of six (6) months. 
Introductory appointments afford UPO an opportunity to evaluate the performance of the 
employee. Employees occupying introductory appointments are “at-will” employees. 
Accordingly, introductory employees may be terminated at any time during the six-month 
period, for any lawful reason and with or without notice, and have no right to appeal a 
termination decision. 



Effective 02/01/2018 2-EMPLOYMENT  Page 3 of 8 

UPO EMPLOYEE HANDBOOK 

At the end of the six-month introductory appointment, if the employee has received a 
favorable performance evaluation, then, at UPO’s sole discretion, the employee may be offered 
a regular appointment based upon the recommendation of his or her supervisor and the 
approval of management. Successful completion of the six-month introductory appointment 
does not guarantee a position of employment with UPO and does not guarantee any fixed 
employment terms or condition to an employee offered a regular employment. 

2.6 Introductory Appointment for Current Employees 

All employees who are either reassigned, promoted, or transferred, to a new position, will 
receive an introductory appointment for a period of three (3) months. Introductory 
appointments afford UPO an opportunity to evaluate the performance of the employee. 
Employees occupying introductory appointments are “at-will” employees. Accordingly, 
introductory appointment employees may be terminated at any time during the three-month 
period, for any lawful reason, and with or without notice, and have no right to appeal a 
termination decision. 

At the end of the three-month introductory appointment, if the employee has received a 
favorable performance evaluation, then, at UPO’s sole discretion, the employee may be offered 
a regular appointment based upon the recommendation of his or her supervisor and the 
approval of management. Successful completion of the three-month introductory 
appointment does not guarantee a position of employment with UPO and does not guarantee 
any fixed employment terms or condition to an employee offered a regular employment. 

2.7 Volunteer 

A volunteer is an unpaid person who assists in implementing program activities under the 
supervision of a staff person. See Appendix 2, UPO Volunteer Guidelines. 

2.8 Consultant 

A person who receives compensation for professional or technical services at a fee agreed 
upon and paid by the Organization, who is engaged as an independent contractor (or third 
party contractor) for specified services and is not a UPO employee. Consultants will be 
informed that their compensation will be reported to the IRS and IRS Form 1099 will be 
issued in compliance with applicable laws and regulations. 

2.9 Employment of Relatives/Nepotism 

To avoid conflicts of interest and the appearance of impropriety in the work place, UPO does 
not hire individuals with close personal relationships (for example, best friend, business 
associate, a dating relationship, etc.), with employees who recommend or approve the hire or 
have authority to terminate, supervise or evaluate the individual, nor does UPO hire relatives 
of employees who recommend or approve the hire or have authority to terminate, supervise 
or evaluate the family member. “Relatives” are defined broadly to include spouse or partner 
in a civil union recognized by state law, domestic partner, parent, child, sibling, father-in-law, 
mother-in-law, brother-in-law, sister-in-law, grandparent, grandchild, cousin, aunt or uncle. 
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Failure to disclose close personal relationships or relatives of current UPO employees at the 
time of application may result in disciplinary action up to and including termination of 
employment. 

No employee shall be promoted or transferred into a position that would result in reporting 
to a relative or a person with whom he or she has a close personal relationship. 

2.10 Equal Employment Opportunity 

UPO does not discriminate in its recruitment or recruitment advertising, hiring, promotion, 
upgrading, demotion, transfer, layoff, return from layoff, termination, rates of pay or other 
compensation, selection for training, education, social and recreation programs, or any other 
benefits and employment procedures against any applicant for employment or employee 
because of actual or perceived race, religion, color, national origin, sex, age, marital status, 
personal appearance, sexual orientation, gender identity or expression, family 
responsibilities, disability, matriculation, political affiliation, veteran status, genetic 
information, or any other characteristic protected under Federal and District law. Any 
employee who willfully violates this policy will be subject to appropriate disciplinary action, 
up to and including termination. 

See Appendix 3, UPO Cultural Diversity and Competency Plan. 

2.11 Recruitment and Selection 

To maintain consistent procedures for recruiting and selecting applicants, UPO recruits and 
selects the most qualified applicants for available posted positions, in compliance with all 
applicable Federal and state laws and regulations and with UPO’s commitment to Equal 
Employment Opportunity. 

To be eligible to apply for a posted position, an employee must have been in his or her current 
position for at least 90 days. An employee who has a written record of counseling received in 
the last 90 days on file, or are on probation or suspension, are not eligible to apply for posted 
positions. 

When hiring employees working for the Early Head Start/Head Start program 51% or more of 
the time the following procedures will be followed: 

1. The Early Head Start/Head Start Policy Council/Committee shall be consulted in the
decision-making process. This will be achieved by having a Policy Council/Committee
member on the interview committee. The Policy Council/Committee can be called upon
to give advice or information.

2. The Policy Council/Committee must approve decisions before the individual is hired and
begins working.

3. The appointments of all other Early Head Start/Head Start staff, other than those listed
above, are subject to the recommendation of Head Start Director of the applicable
component and UPO’s Early Head Start/Head Start Policy Council/Committee.

4. Current and former Early Head Start/Head Start parents must receive preference for
employment vacancies for which they are qualified.
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5. The appointment of the Early Head Start/Head Start program director is subject to prior
approval from the President and CEO, Board of Directors and the Policy Council/
Committee and funding source.

2.12 Americans with Disabilities Act and Workplace Accommodations 

UPO complies with all the relevant and applicable provisions of the Americans with 
Disabilities Act (ADA), as amended. UPO does not discriminate against any qualified 
employee or job applicant because of that person’s physical or mental disability. Consistent 
with this policy of nondiscrimination, UPO will provide reasonable accommodations to 
qualified individuals with disabilities (as defined by the ADA) who have made UPO aware of 
his or her disability, provided that such accommodation does not constitute an undue 
hardship on UPO. 

An employee who believes he or she needs a reasonable accommodation to perform the 
essential functions of his or her job should contact UPO’s Office of Human Resources. Upon 
receipt of a request for an accommodation, the Vice President of the Office of Human 
Resources and, as appropriate, the employee’s supervisor will meet with the employee to 
identify the precise limitations resulting from the condition and the potential accommodation 
needed from UPO to help overcome the limitations and perform the job. UPO may request 
medical documentation to support and help identify the limitations resulting from the 
condition. UPO will keep medical information confidential to the fullest extent possible, but 
may need to share the medical information with persons involved in the accommodation 
decision. UPO will determine the feasibility and effectiveness of the requested 
accommodation, considering various factors recognized by law, and will inform the employee 
of UPO’s decision on the accommodation. Please note that the ADA does not require UPO to 
accept the specific accommodation requested by its employees and permits UPO to suggest 
alternative accommodations in cases where it determines that an accommodation is 
warranted and feasible. UPO expects its employees to work with it in arriving at an 
accommodation that serves the needs of both the employee and UPO. 

If the request is granted, UPO will inform the employee how the accommodation will be 
implemented. If the request is denied, the employee will be informed of his or her right to 
request that the decision be reviewed by the President/CEO. Typically, the employee will be 
asked to submit a written request for review, detailing the need for the accommodation and 
his or her reasons for disagreeing with the original decision. 

If an employee has questions about this policy, needs a reasonable accommodation, or feels 
that he or she may have been discriminated against on the basis of a disability, the employee 
should contact the Office of Human Resources. All inquiries and complaints will be kept 
confidential to the fullest extent possible. Any employee who willfully violates this non- 
discrimination policy will be subject to appropriate disciplinary action, up to and including 
termination. 

2.13 Immigration & Nationality Act Compliance 

All offers of employment are contingent upon verification of the candidate’s right to work in 
the United States. Every new employee will be asked to produce original documents verifying 
his or her right to work and, as required by Immigration and Reform and Control Act of 1986 



Effective 02/01/2018 2-EMPLOYMENT  Page 6 of 8 

UPO EMPLOYEE HANDBOOK 

(IRCA) as enforced by the Department of Homeland Security, to sign Federal INS Form I-9, 
Employment Eligibility Verification Form . 

2.14 Background Checks and Screenings 

UPO will conduct a job-related background check as part of UPO’s hiring process. A 
background check will consist of prior employment verification, reference checks, and 
education and professional licensure confirmation. UPO will conduct a credit check, driving 
record or traffic check, Child Protection Register check, criminal background check(s), and 
health screenings when required by District of Columbia or federal laws or regulations, a 
funding source, or at UPO’s discretion. 

An applicant or employee who provides misleading, erroneous, or deceptive information on 
an employment application, resume, or in an interview shall be eliminated from further 
consideration for employment or shall be terminated, as applicable. 

In addition, an employee who provides misleading, erroneous, or deceptive information on 
any periodic compliance documents, or acknowledgement forms will be subject to 
disciplinary action, up to and including termination. 

An employee whose position requires licenses and/or certifications must show the original 
for verification to the Office of Human Resources. A copy of the license and/or certification 
will be kept in the personnel file. Renewal must be made according to Federal and/or state 
law. It is the employee’s responsibility to ensure the licenses and/or certifications are kept 
current and copies are submitted to the Office of Human Resources. Failure to keep required 
licenses and/or certifications current may result in suspension/termination. 

Early Head Start/Head Start Candidates 

In addition to the employment checks detailed above, the following must be performed for 
Early Head Start/Head Start candidates. 

a. All employees hired to positions within the Early Head Start/Head Start program are
required, in accordance with the U.S. Department of Health and Human Services and the
D.C. Office of Superintendent of Secondary Education guidelines, to declare all convictions
related to child abuse and neglect and all convictions of violent felonies. The declaration
may exclude: traffic fines of $200.00 or less; any offense, other than any offense related to
child abuse and/or child sexual abuse or violent felonies, committed before the
prospective employee's 18th birthday which was finally adjudicated in a juvenile court or
under a youth offender law; any conviction, the record of which, has been expunged under
Federal or state law; and any conviction set aside under the Federal Youth Corrections Act
or similar state authority.

b. The Office of Human Resources shall obtain at least three personal and three employment
references for an Early Head Start/Head Start applicant before an offer of employment
is made.

c. After employment has been offered, a health exam including TB screening is required for
Early Head Start/Head Start staff and regular volunteers. Periodic re-examinations may
also be required.
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d. A state or national criminal record check, as required by state law or administrative
requirement, must be conducted.

e. All prospective employees are required to sign applicable declaration(s) prior to
employment. All current employees are required to sign applicable declaration(s)
annually.

f. The Office of Human Resources must review each application for employment in order to
assess the relevancy of an arrest, a pending criminal charge, or a conviction.

2.15 New Employee Orientation 

New employee orientation is conducted by UPO’s Office of Human Resources. It includes an 
overview of UPO’s mission, vision, operations, as well as an explanation of important 
employment policies, procedures, and benefits. In addition, further orientation will be 
provided by the employee’s supervisor or designee for specific duties, responsibilities and 
protocols. 

2.16 Personnel Records and Change in Personal Information 

Personnel records are securely maintained in the Office of Human Resources. All medical 
records and health insurance claims, if any, are kept in a separate confidential file with 
restricted access. 

Employees are required to immediately report any change in their personal data to the Office 
of Human Resources, including name and address changes, emergency contact telephone 
numbers, marital status, number of dependents, designated insurance beneficiaries, or a 
change in the number of tax withholding exemptions. Failure to timely notify the Office of 
Human Resources of changed family circumstances may adversely affect an employee’s or 
dependent’s benefits. 

UPO complies with the proper handling of all private information and individually identifiable 
health information and outline steps in appropriate Health Insurance and Portability and 
Accountability Act (HIPAA) compliance. 

2.17 Record Retention and Destruction 

The record retention policy provides guidelines for retention of official UPO records.  It applies 
to all UPO offices, divisions, units and all UPO employees who create, receive or maintain 
such records in the course of UPO business. See Appendix 4, UPO Document Retention and 
Destruction Policy. 

2.18 Security and Inspection 

UPO building and property security (i.e. keys, locks, anti-theft devices, property control and 
building access) is assigned to the Office of Business Management (OBM) located at UPO 
Headquarters, 301 Rhode Island Avenue, N.W. Employees are not allowed in UPO facilities 
after work hours without prior authorization from their supervisor. Supervisors must notify 
OBM in advance and in writing of the need for an employee or customer to have building 
access after-hours. 
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UPO has the right to access and inspect all UPO worksites. UPO has the right to search UPO 
worksites; any space or equipment on UPO worksites; and any personal property on the 
worksites, including but not limited to vehicles, purses, backpacks, lunch containers, and any 
other item. There is no guaranteed right of privacy. 

2.19 Visitors in the Workplace 

All visitors to UPO facilities must be authorized, by the employee or office to be visited, to 
enter the workplace. When making arrangements for visitors, employees should request that 
visitors enter through the work site’s main reception area and sign in and sign out at the front 
desk or security guard station. 

UPO understands that, at times, it may be necessary for employees to receive personal visitors 
at UPO facilities. Employees should try to avoid personal visitors during working hours, 
but, when necessary, employees should try to arrange for such visits to occur during their 
scheduled lunch breaks. 

END OF SECTION
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3 PERSONNEL POLICIES & PROCEDURES 

3.1 Work Schedule 

The standard UPO workday is 7.5 hours in length, from 8:45 a.m. to 5:00 p.m., with a forty-five 
(45) minute unpaid lunch break unless operational needs dictate otherwise. The standard 
work week is Monday through Friday, unless operational needs dictate otherwise. 

An employee's work schedule may vary due to his or her position, or may be adjusted with 
the approval of the employee’s supervisor. Supervisors shall notify the Office of Human 
Resources before implementing any schedule variations to an employee’s workday. 

3.2 Recording Time Worked 

Employees are required to maintain accurate personal bi-weekly electronic time records for 
all time worked. No later than noon on the Monday following the end of a pay period, 
employees must sign and submit time records to their supervisor for approval, signature, and 
submission to the Finance Office. 

Non-exempt (hourly) employees scheduled to attend a meeting, training class, workshop, or 
seminar at the request of UPO will be paid for the hours of the meeting or seminar and the 
travel time to and from the work site. 

Tampering or falsifying time records is not allowed and may result in disciplinary action, up 
to and including termination. 

3.3 Punctuality, Absence and Lateness 

Regular attendance and punctuality are essential conditions of employment and vital to the 
success of UPO’s mission. Poor attendance, which includes continual or repeated absences 
and/or tardiness, will result in disciplinary action, up to and including termination. 

From time to time, it may be necessary for an employee to be late or absent from work. UPO 
recognizes that emergencies, illness or pressing personal business may arise. If an employee 
is going to be absent or tardy, he or she must notify his or her immediate supervisor or his or 
her designee no later than one (1) hour before the scheduled starting time of his or her work 
day that he or she will be absent or late to work, unless operational needs dictate otherwise. 
Failure to provide the requisite notice will result in the absence being considered as an 
“unscheduled absence” and a violation of this policy. 

3.4 Unscheduled Absence 

If an employee is absent from work for three (3) consecutive work days without any contact 
with his or her immediate supervisor or the Office of Human Resources, the employee will be 
deemed to have abandoned his or her job and voluntarily resigned from UPO. 
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3.5 Lunch Break 

Employees will be provided with an unpaid forty-five (45) minute lunch break unless 
operational needs dictate otherwise. Employee lunch breaks are usually taken between the 
hours of 11:30 a.m. and 2:00 p.m. each workday, unless operational needs dictate otherwise. 
Employees must schedule their lunch breaks with their supervisor at a time compatible with 
both their work schedules and office staffing needs. 

3.6 Weather and Emergency Closings 

At times, emergencies such as severe weather or power failures can disrupt UPO operations. 
In the case of inclement weather conditions, UPO follows the same schedule as the District of 
Columbia government, unless operational needs dictate otherwise. In non-weather related 
emergencies, the President and Chief Executive Officer will decide whether to close and the 
Office of Human Resources will provide official notification to employees. See Appendix 5, 
UPO Inclement Weather Policy. 

3.7 Employee and Volunteer Conflict of Interest and Related Party Policy 

UPO is committed to maintaining the highest level of integrity and the highest standards of 
ethical conduct in all of its activities and dealings. All UPO employees and volunteers are 
expected to act with honesty, integrity, and openness in all their dealings as representatives of 
UPO. It is important for UPO employees and volunteers to be aware that both real and 
apparent conflicts of interest or dualities of interest sometimes occur in the course of 
conducting the affairs of the organization and that the appearance of a conflict of interest can 
be troublesome even though there may not be a real and apparent conflict of interest. 

The purpose of the Conflict of Interest and Related Party Policy is to provide guidance to 
UPO's employees and volunteers so that UPO can maintain the highest level of integrity and 
the highest standards of ethical conduct. Each employee and volunteer of UPO is required to 
review carefully UPO’s Conflict of Interest and Related Party Policy and is required to adhere 
to it. Certain provisions of this Conflict of Interest and Related Party Policy, as indicated, 
apply only to directors, officers, and management employees. 

See Appendix 6, UPO Employee and Volunteer Conflict of Interest and Related Party Policy. 

3.8 Political Activity 

UPO recognizes that its employees may, in their individual capacity, participate in the political 
process on a national and local basis. Political activity means doing something in active 
support of or opposition to a political party, a candidate for partisan political office, or a 
partisan political group. Permissible political activities of a UPO employee include but are not 
limited to: holding an office in political clubs or parties so long as the duties do not involve 
personal solicitation, acceptance or receipt of political contributions; serving as a poll 
watcher, election judge, clerk or similar office; and serving as a delegate, alternate, or proxy to 
a state or national party convention. 
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However, because UPO is a federal Community Services Block Grant and Early Head Start and 
Head Start grant recipient, UPO employees may not, in the name of UPO or while on UPO 
premises or using UPO resources: 

 Participate or become actively involved in any political campaign or in any other type of
political activity, or

 Provide financial support for, or make contributions to or for the benefit of any political
candidate, political party, or political action committee or provide financial support for or
make contributions in support of any other political objective, or

 Participate in any activity to provide voters or prospective voters with transportation to
the polls or similar assistance in connection with any such election or any voter
registration activity.

In general, employees of UPO may not engage in the following activities at any time or place, 
including off-duty hours, during leave of any  type (including unpaid leave), and off UPO 
premises: 

 Be a candidate for public office in a partisan election (including primaries);

 Use official authority or influence to interfere with or affect the results of an election or a
nomination for office; or

 Directly or indirectly coerce, attempt to coerce, command or advise any employee of
UPO or other Community Action or Head Start Agency to make political contributions, or
request such contributions from UPO employees whom they supervise.

See Appendix 7, Memo - Election Year and Political Activity. 

3.9 Office of Early Learning Program Performance Standards 

The Office of Early Learning within UPO operates a Head Start/Early Head Start (HS/EHS) 
program. In doing to, it must comply with federally mandated Program Performance 
Standards (PPS) issued by the United States Department of Health and Human Services (HHS), 
Administration for Children and Families (ACF), Office of Head Start (OHS). Currently, these 
PPS are located at 45 Code of Federal Regulations, Part 1304. The PPS, as may be amended, 
are incorporated into this Handbook by reference. Various sections of this Handbook address 
specific PPS requirements. The PPS require the establishment and maintenance of an 
organizational structure needed to support a quality HS/EHS program. The PPS address the 
following areas: Early Childhood Development and Health Services, Family and Community 
Partnerships, Program Design and Management, and Implementation and Enforcement. The 
Program Performance Standards set forth requirements for employment in HS/EHS programs, 
the necessary governance structures of HS/EHS organizations, and comprehensive child and 
family services that must be offered by HS/EHS programs. 
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3.10 Outside Employment 

UPO’s policy regarding outside employment is to ensure it does not interfere with the 
programs or services provided at UPO. A UPO employee may hold outside employment 
during his or her UPO workday as long as he or she obtains prior written permission from the 
Executive Vice President, Vice President of Operations and Chief Operating Officer, or Director 
of Office of Early Learning in consultation with the Vice President of Human Resources and 
satisfactorily meets his or her job responsibilities with UPO. For any such employee, he or she 
must maintain full-time hours (37.5) in a work week and must ensure that he or she logs in 
and out on the timesheet (e-time) when he or she is not working at UPO. An employee 
cannot be paid by UPO while he or she is engaging in outside employment. UPO reserves the 
right to withdraw its permission if the employee’s outside employment interferes or conflicts 
with his or her work at UPO or UPO’s programs or services, or is no longer in UPO’s best 
interest. 

3.11 Confidentiality of Information 

All UPO records and information relating to UPO and its customers are confidential, and 
employees must ensure the confidentiality of all such materials and information. The ability 
of UPO to effectively interact with the members of the community is highly dependent upon 
the community’s confidence that personal information that it provides to UPO will be held in 
confidence and not be released to unauthorized persons or agencies. Federal and District of 
Columbia laws and regulations prohibit disclosure of confidential customer information 
without proper authorization and impose serious penalties on those who disclose such 
information. Accordingly, UPO programs maintain effective controls to ensure that customer 
identifying information such as name, address, income, or other personal data is protected 
from disclosure. These controls ensure that information gathered through UPO sponsored 
programs is used only for the purposes intended and only by those UPO employees whose job 
requires the use of this data. Customer or business-related information that a UPO employee 
receives must be maintained in confidence and appropriately secured to avoid disclosure to 
third-parties or other employees who do not have a need to know the information. 

No UPO-related information, including, but not limited to, documents, notes, files, records, 
oral information, computer files or similar materials may be removed from UPO’s facilities 
without prior authorization, except when required in the ordinary course of performing duties 
on behalf of UPO. Moreover, the contents of any UPO-related information may not be disclosed 
to anyone outside of UPO, except as required for the conduct of UPO’s business. If an employee 
is unsure of the confidential nature of specific information, the employee must ask his or her 
supervisor for clarification. Any employee violating this policy will be subject to appropriate 
disciplinary action, up to and including termination. 

If an employee leaves, the employee must surrender all information-bearing items in his or 
her possession, whether or not containing confidential information, including but not limited 
to, flash drives and any other storage media, notebooks, reports, and other information from 
any third party, or containing UPO confidential information. 

See Appendix 8, UPO Housing Counseling Privacy Policy. 
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3.12 Media Policy 

This media policy is designed to guide staff in responding to calls or visits from the 
media, whether press, television, or radio. 

UPO staff should treat all media inquiries with courtesy and refer the reporter to UPO’s 
Communications & Community Relations Division. UPO staff is NOT authorized to 
answer specific questions, but instead should refer ALL media questions and visitors to 
the Communications & Community Relations Division. 

3.13 Dress Code 

UPO employees are expected to exercise good judgment and dress in a professional 
manner while conducting UPO business, whether in or out of the office. Dressing in a 
fashion that is clearly unprofessional, that is deemed unsafe, that is provocative or that may 
negatively affect UPO’s reputation is unacceptable and will not be tolerated. 

If an employee comes to work dressed inappropriately, his or her supervisor will counsel 
him or her and may request that the employee go home to change. Further dress code 
violations may, at management’s discretion, result in discipline.  

See Appendix 9, UPO Dress Code Policy. 

3.14 Child Abuse and Neglect Reporting Policy 

As required by District of Columbia or federal law, some employees may be required to 
report suspected child abuse or neglect matters to applicable authorities. In addition, UPO 
requires an employee whose duties and responsibilities involve direct and regular contact 
with children to report suspected child abuse and neglect to his or her supervisor. 
Employees must preserve the confidentiality of all records pertaining to child abuse or 
neglect in accordance with applicable District of Columbia law. No employee may 
undertake, on his or her own, to treat cases of child abuse and neglect. Employee must 
cooperate fully with child protective service agencies. 

3.15 No-Harassment Policy 

UPO’s policy prohibits all employees from engaging in harassment of any kind in the 
workplace, including harassment based upon race, color, sex, religion, gender, identity 
or expression, national origin, age, sexual orientation, disability or other status 
protected by Federal and district law. Consequently, harassment based upon verbal or 
physical conduct that denigrates or shows hostility towards an individual because of his 
or her race, color, sex, religion, gender, identity or expression, national origin, age, sexual 
orientation, disability or other protected status and that creates an intimidating, hostile, 
or offensive working environment, is strictly prohibited. Prohibited harassment may 
include, but is not limited to, epithets, slurs, jokes, or threatening, abusive, offensive, 
intimidating or hostile verbal or physical conduct relating to an individual’s race, color, 
sex, religion, gender, identity or expression, national origin, age, sexual orientation, 
disability or any other protected status. 
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UPO’s policy is to provide a work environment that is free from all forms of prohibited 
harassment, including sexual harassment. UPO does not, and will not, permit employees 
to engage in prohibited sexual or other harassment (either verbal or physical).  
Harassment, sexual or otherwise, by any employee, supervisor, manager, or executive of 
UPO is strictly prohibited. Similarly, UPO will not tolerate harassment of employees by 
customers, vendors or suppliers. This policy also prohibits same-sex harassment. 

Prohibited sexual harassment includes, but is not limited to, offensive or unwelcome jokes 
or other verbal or physical conduct relating to sex. The following list provides examples, 
but is not an exhaustive list of actions, that may be considered sexual harassment and are, 
therefore, prohibited in the workplace: 

 Unwelcome sexual advances, requests for sexual favors or other verbal or physical
conduct of a sexual nature when (i) submission to such conduct is made explicitly
or implicitly a term or condition of an individual’s employment; (ii) submission or
rejection of such conduct by an individual is used as the basis for employment decisions
affecting such individual; or (iii) such conduct has the purpose or effect of unreasonably
interfering with an individual’s work performance or creating an intimidating, hostile,
or offensive working environment;

 Unwelcome physical touching or attempts to touch;

 Unwelcome sexual statements or comments;

 Remarks of a sexual nature;

 Sexually oriented or “off color” jokes;

 Pin-up calendars;

 Pornographic materials;

 Unwelcome sexual flirtations;

 Written material of a sexual nature (i.e., cartoons, posters, pictures);

 Inquiries regarding a person’s sex life;

 Unwelcome e-mails, which are sexual in nature;

 Pressuring an employee for a date;

 Verbal abuse of a sexual nature; or

 Any other conduct of an unwelcome sexual nature.
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Reporting Violations 

All employees are expected to promptly report any incident of harassment to their 
supervisor, or if they prefer, to the Vice President of Human Resources or the Vice 
President of Legal Affairs/General Counsel.  Employees are not required to first bring a 
complaint regarding harassment to their supervisor.  UPO will keep all such harassment 
complaints confidential to the extent possible.  A prompt investigation will occur and, if it 
is determined that prohibited harassment has occurred, UPO will take appropriate 
disciplinary action calculated to see that the harassment ends, up to and including 
termination. 

All employees, including supervisors, have an obligation to both stop all forms of 
harassment from occurring and to report conduct which they observe or learn of that 
violates this policy to their supervisor, or if they prefer, to the Vice President, Human 
Resources or the Vice President of Legal Affairs/General Counsel. 

Non-employee violators of UPO’s policy will be subject to immediate expulsion from 
UPO’s facilities or termination of a contract, as applicable. 

No retaliation or other adverse action will be taken against an employee who, in good 
faith, either reports a complaint of harassment or provides information during an 
investigation of alleged harassment. 

Any employee having questions concerning this policy should contact UPO’s Vice President 
of Human Resources or the Vice President of Legal Affairs/General Counsel for a 
confidential discussion about this policy and any questions the employee may have. 

Do not assume that UPO is aware of the problem. It is every employee’s responsibility 
to bring complaints and concerns to UPO’s attention so that UPO can help resolve them. 

3.16 Violence in the Workplace Policy 

UPO strives to provide a safe work place for all employees. To ensure a safe work site 
and reduce the risk of violence, all employees should review and understand all provisions 
of this workplace violence policy. UPO will respond when there is any indication of a 
potentially hostile or violent situation in the workplace. 

Prohibited Conduct 

UPO does not tolerate any type of workplace violence committed by or against 
employees. For the purpose of this policy, a threat or act of violence shall include, but not 
be limited to, any act or gesture likely to leave another person injured or fearing injury, 
any act or gesture likely to damage property, or any act or gesture intended to harass 
or intimidate another person. 

Employees are prohibited from making or engaging in violent activities. The list of 
prohibited behaviors includes, but is not limited to, the following conduct: 

 Causing physical injury to another person;
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 Making threatening remarks or gestures;

 Aggressive or hostile behavior that creates a reasonable fear of injury to another person
or subjects another individual to emotional distress or intimidation;

 Intentionally damaging employer property or property of another employee; or

 Possession of a weapon while on UPO property or while conducting UPO business or
threatening to bring a weapon on UPO property or while conducting UPO business.

Reporting Procedures 

Any potentially dangerous situations must be reported immediately to UPO’s Vice 
President of Human Resources, Vice President of Legal Affairs/General Counsel. Reports 
can be made anonymously. All reported incidents will be investigated. Reports or 
incidents warranting confidentiality will be handled appropriately and information will be 
disclosed to others only on a need-to-know basis. All parties involved in a situation will 
be counseled and the results of investigations will be discussed with them, as appropriate. 

Verbal threats, threatening conduct of any kind, or any other acts of aggression or violence 
in the workplace will not be tolerated. Any employee determined to have committed an 
act violating this policy will be subject to disciplinary action, up to and including 
termination. Non-employees engaging in violent acts on UPO’s premises or while 
conducting UPO business will be reported to the proper authorities. 

3.17 Use of Information Technology -- Computers, Telephones, Electronic Mail, Internet 
and Intranet 

UPO information technology (IT) and telecommunications equipment and systems, 
including but not limited to computers, laptops, telephones, fax machines, electronic 
mail, voicemail, internet and intranet (iNet) are intended to be helpful tools to enable 
UPO employees to perform their duties and responsibilities and to provide the 
community with effective and efficient services. These resources should be used primarily 
for conducting UPO business. 

UPO IT and telecommunications equipment, resources and systems shall not be used for 
inappropriate or unlawful activities. Prohibited use of e-mail, internet, and iNet by 
employees includes, but is not limited to, sending spam, junk mail, intimidating, hostile or 
offensive material, or viruses, or accessing pornography and gambling web sites. 
Employees found to use UPO equipment and systems for inappropriate or unlawful 
activities will be disciplined, up to and including termination and may result in civil or 
criminal liability. 

Incidental and occasional personal use of this equipment and systems is permitted 
during work hours, so long as such use does not interfere with an employee’s job 
responsibilities or interfere or conflict with UPO business, policies or procedures. In 
addition, employees may use the equipment and systems to communicate regarding UPO’s 
wages, hours, working conditions during non-working hours. 
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Employees have no right to privacy when using UPO’s equipment, resources or systems, 
including but not limited to desks, files, telephones, computers, voicemail, Internet, 
Intranet, or e-mail, and should not have an expectation of privacy for any information 
accessed or stored on UPO equipment or at UPO worksites. Any use of UPO 
communication’s resources is made with the understanding that such use is not secure, is 
not private or confidential, and is not anonymous. Equipment and technology use is subject 
to inspection by UPO at any time, and monitoring tools may be used. UPO maintains the 
right, as determined by UPO, to monitor, access, retrieve, delete, or disclose information 
on any and all UPO IT and telecommunications equipment, resources and systems. 

Any questions concerning use of UPO equipment or systems should be discussed with 
the employee’s supervisor or manager.  Unauthorized use of IT and telecommunications 
equipment, resources or systems could result in disciplinary action, up to and including 
termination and possible criminal prosecution. 

See Appendix 10, UPO Information Technology Policy. 

3.18 Software Licenses and Other Copyrighted Materials 

Most information and software that is accessible on the Internet is subject to copyright 
or other intellectual property protection. Copyright holders are given certain exclusive 
rights, including the right to make and distribute copies of protected material. UPO does 
not authorize or condone the illegal duplication of copyrighted software. Employees are 
responsible for complying with all copyright laws and applicable licenses that may apply 
to software, files, and other information downloaded or copied from the Internet. 
Employees, therefore, should not copy or download protected information from the 
internet for use within the organization and may not agree to any licensing arrangement 
without the express written permission of the Office of Technology. Violations of this 
policy will be taken seriously and may result in disciplinary action, up to and including 
termination and possible criminal or civil liability. 

3.19 Smoke Free Workplace 

In order to promote wellness and maintain a safe, healthy, and efficient work environment, 
all programs and services will be conducted in a smoke-free environment. This policy 
applies to all persons at UPO worksites. No one may smoke anywhere on UPO worksites 
at any time. Employees who want to smoke during work hours must leave the premises 
during designated breaks. 

3.20 UPO Comprehensive Alcohol and Drug Policy 

UPO is committed to protecting the safety, health and well-being of all employees and 
other individuals in the workplace. UPO recognizes that alcohol abuse and drug use pose 
a significant threat to the organization’s goals. UPO has established a drug-free 
workplace program that balances UPO’s respect for individuals with the need to maintain 
an alcohol and drug-free environment. 

 This policy recognizes that employee involvement with alcohol and other drugs can
be very disruptive, adversely affect the quality of work and performance of
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employees, pose serious health risks to users and others, and have a negative 
impact on productivity and morale. 

 UPO requires its employees to adhere to a strict policy regarding the use and possession
of drugs and alcohol. The manufacture, distribution, possession, or use of any illegal
drug, alcohol, or controlled substance while on UPO’s premises is strictly prohibited.
Violation of this policy can result in appropriate disciplinary action, up to and including
termination.

 UPO encourages employees to voluntarily seek help with drug and alcohol problems
and offers assistance through its Employee Assistance Plan more fully described below
in Section 5.3.

See Appendix 11, UPO Comprehensive Alcohol & Drug Policy. 

3.21 Gifts 

Employees and volunteers of UPO may not accept gifts, special discounts, loans or anything 
of value (money, services, etc.) from UPO customers or vendors, except unsolicited gifts 
less than $25.00 in value. Employees and volunteers who receive any gifts greater than 
$25.00 in value must return them and report the gift to the VP of Legal Affairs/General 
Counsel. 

Employees and volunteers also may not give unauthorized gifts to customers. Under no 
circumstances may UPO employees or volunteers request or accept gifts from UPO 
customers or vendors as a condition of such customers or vendors receiving program 
services or receiving orders, contracts, or other such commitments from UPO. 

See Appendix 6, UPO Employee and Volunteer Conflict of Interest and Related Party Policy. 

3.22 Solicitations and Distributions 

Solicitation or distribution of non-program related literature on UPO property generally is 
not permitted. Exceptions may be made for UPO vendors or service providers who are 
authorized to distribute information about specific services, programs or resources. 

Solicitation of products and services during work hours in work areas by employees and 
non- employees is prohibited. Employees are not permitted to distribute non-UPO 
literature in work areas at any time during the workday. 

3.23 Performance Evaluation 

UPO’s performance evaluation process is designed to improve the employee’s 
understanding of his or her job and to encourage professional development. At the time of 
employment, the employee’s supervisor will explain the performance requirements of the 
position. Employees are required to perform their work at an acceptable level of quality 
and quantity. An employee will not be considered for promotion or a salary increase 
unless the employee has received a current satisfactory performance evaluation. 
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Each employee’s job performance will be evaluated on the basis of such factors as 
knowledge of the job, productivity, quality of work, dependability, judgment, and ability 
to work effectively with others. The performance evaluation will focus on the degree to 
which the employee has attained the performance objectives established for the position. 
The employee will participate in the evaluation and will have an opportunity to review 
and respond in writing to his or her performance evaluation. A copy of the employee’s 
performance evaluation and any employee response or comments will be maintained in 
the employee’s personnel file. 

Frequency 

Each employee’s job performance will be reviewed and evaluated, in writing, by his or 
her immediate supervisor according to the following schedule: 

 During the initial six-month introductory period, employees will be evaluated two
times: once, after 90-days and, again, within thirty (30) days prior to the completion
of the introductory period. The second review will include the supervisor’s
recommendation to continue employment or terminate.

 After an employee successfully completes the introductory period, the employee will
be evaluated annually. Typically, employee evaluations will be completed no later
than October 31, for the period ending September 30 of that year. If the employee’s
performance was evaluated within the six (6) month period prior to this date, the
next review will occur the following year.

 During the initial 90-day period in a new position associated with staff transfers
or promotions, regular employees will be evaluated once, 30 days prior to the
completion of the 90 day period. The review will include the supervisor’s
recommendation to continue employment or terminate. If the employee’s
performance was evaluated within the six (6) month period prior to October 31,
the next review will occur the following year.

3.24 Progressive Discipline 

1. Introduction

Disciplinary action can be taken when an employee breaks a specific rule, regulation, 
policy, request or order. UPO has adopted a discipline system based upon the principle 
of progressive discipline. The severity of the employee’s performance or misconduct 
will determine the appropriate degree of disciplinary action, up to and including 
termination. 

Managers and supervisors are to exercise judgment when administering employee 
discipline and should be guided by principles of fairness and consistency. Managers 
also should weigh all of the circumstances, including the employee’s previous record, 
before initiating disciplinary actions. 
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While the steps described below identify the corrective actions available to 
supervisors, employees should understand that supervisors are not required to 
follow all the steps available to them in the progressive discipline process. UPO 
maintains the right to administer whatever level of discipline it deems appropriate 
under the circumstances regardless of the employee’s prior disciplinary record or 
the nature of the employee’s infraction. An employee may be placed on Administrative 
Leave by the Vice President of Human Resources during an investigation of the 
employee’s performance or misconduct. 

2. Verbal Warning

An employee may receive a written warning for minor violations of UPO’s policies
and performance standards. The verbal warning is given in an individual conference
between the employee and his or her immediate supervisor. The supervisor shall
document that the verbal warning occurred, the date of the warning, and shall
maintain the documentation for no more than one year.

3. Written Warning

An employee may receive a written warning for minor violations of UPO’s policies
and performance standards. The warning is given in an individual conference
between the employee and his or her immediate supervisor. The written warning shall
be documented and signed by both parties in order to acknowledge that the employee
has received notice of the warning, although signature by the employee is not
mandatory. If an employee declines to sign the warning conference document, the
supervisor should make a written notation and forward it to Human Resources.

4. Written Reprimand and Probation

Supervisors may issue a written reprimand with probation to an employee for (1) a 
serious infraction of UPO policy; (2) continued unsatisfactory performance following 
a written warning; or (3) repeated minor violations of UPO policies following a 
written warning. The reprimand is issued in writing to the employee, with a copy 
to Human Resources. Supervisors must identify the specific deficiencies in work 
performance and/or conduct that the employee must correct. Written reprimands 
should be signed by the employee, but this is not mandatory.  The probationary period 
will be between thirty 
(30) to ninety (90) calendar days to correct the deficiencies identified in the 
reprimand. During this reprimand period, the employee is not eligible for a 
promotion or to use Annual Leave. At the end of the reprimand period, the employee 
must be informed in writing whether he or she has satisfactorily corrected the 
deficiencies or will be terminated from employment. 

5. Suspension

Suspension is a temporarily enforced absence from duty and may not be for a 
period beyond fifteen (15) work days. It may be imposed as a disciplinary action, 
pending the outcome of an investigation, or proposed involuntary termination action. 
Managers must recommend all suspension actions to the VP of Human Resources for 
concurrence prior to HR issuing a notice of suspension. 



Effective 02/01/2018  3-PERSONNEL POLICIES & PROCEDURES   Page 13 of 17 

UPO EMPLOYEE HANDBOOK 

The employee shall be notified in writing of the suspension. The suspension notice 
shall specify the reason(s) for the suspension. An employee on suspension is to leave 
work and not to report to work until instructed to do so in writing. 
An employee on suspension is on leave without pay status and may not use accrued 
annual, personal or sick leave while on suspension. (See exception in the Collective 
Bargaining Agreement.) 

During the suspension period, management will determine whether the employee will 
be returned to: 1) regular status, 2) reassigned, 3) reduced in grade, 4) terminated, 
or 5) returned to regular status under specific conditions. Managers must recommend 
all actions to the VP of Human Resources for concurrence prior to HR issuing a 
notice to employee. 

6. Involuntary Termination

An employee may be involuntarily terminated by written notification from the Vice 
President of Human Resources for any reason(s) that UPO concludes, at its discretion, 
is appropriate. The following reasons constitute cause for termination, but are merely 
illustrative and not to be considered as exhaustive: 

a. Unsatisfactory work performance;
b. Violation of UPO policies and/or procedures;
c. Misconduct affecting one's employment;
d. Conduct  which  would  tend  to  disrupt  the  good  order  and  effectiveness  of

other employees;
e. Conduct which compromises the integrity of UPO or is not in the best interest of UPO;
f. Excessive and/or unauthorized absence or tardiness;
g. Theft and/or fraud, including, but not limited to, falsification of time records or

other records or information of UPO;
h. Conviction  of  a  felony  and/or  any  criminal  drug  or  alcohol  statute  whether

the violation occurred in the work place or in the community;
i. Insubordination;
j. Incompetence;
k. Unauthorized disclosure, possession, use or copying of UPO information or

documents and/or information about UPO’s customers; and
l. Layoff   or   Reduction-in-Force   resulting   from   changes   in   services,

resources, reorganization, or qualification requirements for designated programs
or projects.

Early Head Start/Head Start Employees 

a. In the event that unsatisfactory performance continues, prior approval for
termination is required from the Early Head Start/Head Start Policy Council/
Committee.

b. In cases of severe misconduct requiring an employee’s immediate removal from his
or her position (suspension), the Early Head Start/Head Start Policy
Council/Committee will be notified immediately/at their next regularly scheduled
monthly meeting. Layoffs do not count as terminations and do not require the



Effective 02/01/2018  3-PERSONNEL POLICIES & PROCEDURES   Page 14 of 17 

UPO EMPLOYEE HANDBOOK 

approval of the Early Head Start/Head Start Policy Council/Committee. All 
notifications of termination will be documented in the minutes of the meeting at 
which the notification was made. 

c. Employees recommended for termination will be suspended with/without pay
pending the Early Head Start/Head Start Policy Council/Committee decision.

d. The Early Head Start/Head Start Policy Council/Committee will approve or
disapprove the termination at its next regularly scheduled meeting.  The
termination, if upheld, will be effective upon the initial notice. If termination is
not upheld, the matter will be treated in accordance with the Problem Resolution
procedure.

3.25 Voluntary Termination 

Voluntary terminations are those initiated by the employee and include: 

 Resignation
 Retirement
 Death
 Failing to return from an approved extended leave of absence
 Failing  to  provide notification and obtain approval for absences of three or more

consecutive days

When an employee resigns his or her employment with UPO, he or she should submit a 
letter of resignation, stating the effective date and reason for leaving. Employees who plan 
to resign from UPO are requested to give at least two (2) weeks advance notice to their 
immediate supervisors and the Office of Human Resources. The employee is expected to 
work during the notice period, unless otherwise directed by UPO. 

Employees who terminate voluntarily will be paid all wages due on or before the next 
regularly scheduled pay date following the last day of work. In addition, employees will 
be paid any unused annual leave earned by the employee during the year of termination 
up to the day of termination, as part of the employee’s final pay check. However, no 
employee shall be paid for annual leave carried over from one year to the next, unless the 
carried over annual leave, up to 225 hours, was earned before March 15, 2001. All unused 
sick leave and personal business days are forfeited upon termination of employment. 

Supervisors shall submit a completed Resignation/Termination Form, final timesheet and 
the employee’s UPO identification card to the Office of Human Resources before the 
employee’s last day of employment. In addition, employees must return all UPO property 
to their supervisor prior to their last day of employment. All outstanding debts (unpaid 
vouchers, petty cash, UPO property costs, etc.) will be deducted from the employee's final 
pay check. 

The Office of Human Resources will schedule an exit interview. 

The Office of Human Resources will provide the employee with information on all UPO 
sponsored benefits and the Retirement Plan so that the employee may exercise his or 
her options concerning these benefits. 
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3.26 Rehire Policy 

1. Rehiring Regular Employees

At its discretion, it is the policy of UPO to consider rehiring former eligible and 
qualified employees for approved/budgeted open positions. This policy sets forth 
which employees may be eligible for rehire and how the rehire impacts the employee’s 
years of service. 

2. Eligibility for Rehire

a. Former employees must reapply and meet the minimum qualifications to be
considered for reemployment.

b. Former employees who were subject to a RIF or who voluntarily resigned and
left UPO in good standing with no policy violations and with a satisfactory work
record are eligible for rehire to any type of UPO employment.

c. Former employees who were subject to a RIF or who voluntarily resigned and had
a less than satisfactory work record at the time of termination will not be
considered for rehire.

d. Former employees who were involuntarily terminated who had a less than
satisfactory work record or who did not successfully complete their introductory
period will not be considered for rehire.

e. Former employees who were terminated for gross misconduct and/or a violation
of a UPO policy such as workplace violence, misappropriation of funds, theft,
dishonesty, intentional falsification of official records, fraud, harassment, gross
negligence, gross insubordination, or repeated offenses of minor violations will
not be considered for rehire.

f. Former employees who were terminated for possession or use of alcohol and/or
a prohibited controlled substance during duty hours, or receiving a positive
alcohol and/or drug test shall be able to seek UPO reemployment two years after
the date of termination.

3. Reinstatement of Years of Service

a. Years of service will not be reinstated if an employee’s break in service is more
than one year (12 months). Also, see the General Agreement between
Communications Workers of America and UPO, Article 26 – Seniority.

b. Reinstatement of years of service only applies to rehired employees with one or
more years of prior service who are rehired within one year of voluntary
resignation or RIF. The employee’s prior years of continuous service will be
reinstated to the employee to calculate years of service and for determining the
annual leave rate earned up to the effective date of the voluntary resignation or
RIF. The rehired employee will be eligible for participation in the UPO sponsored
benefits plans on the first day of the month following the date of rehire.

c. Rehired employees with less than one year of continuous service prior to
voluntary resignation or RIF will be considered a new hire and prior service will
not be considered to calculate time of service. The rehired employee will be
eligible for participation in the UPO sponsored benefits plans on the first day of the
month following the date of rehire.
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d. Rehired employees with more than one year of continuous service prior to
voluntary resignation or RIF and a break in service for more than one year (12
months) will be considered a new hire and prior service will not be considered
to calculate time of service or for determining the annual leave rate. The rehired
employee will be eligible for participation in the UPO sponsored benefits plans
on the first day of the month following the date of rehire.

4. Reinstatement of Benefits

UPO sponsored benefits plans will be reinstated with no lapse in coverage only for 
employees who are rehired in the same calendar month of the effective date of the 
employee’s voluntary resignation or RIF. 

5. Reinstatement of Sick Leave

Sick leave will be reinstated only for employees who are rehired within one year of 
voluntary resignation or RIF. Accrued sick leave earned up to the effective date of 
voluntary resignation or RIF shall be reinstated to the employee. The employee is 
entitled to use accrued sick leave and accrue additional sick leave immediately upon 
the effective date of rehire, provided that the employee had previously been eligible 
to use paid sick leave (the employee had 90 calendar days of service). 

6. Personal Business Days and Carryover Leave

A former employee who voluntarily resigns his or her position or are subject to a RIF 
and does not use his or her Personal Business Days, Carryover Flex Leave, or Carryover 
Leave prior to his or her departure will not have his or her Personal Business Days, 
Carryover Flex Leave, or Carryover Leave reinstated if rehired. 

7. New Hire

a. A rehired employee with less than one year of continuous service prior to
voluntary resignation or RIF or who has a break in service that exceeds more than
one year (12 months) will be considered a new hire upon rehire.

b. A newly hired employee who is rehired into his or her previous position will serve
in a three (3) month Introductory Period prior to being considered for
classification as a regular employee. An employee in his or her Introductory
Appointment Period may be terminated any time during the three month
introductory period, for any reason and with or without notice, and have no right
to appeal the termination decision.

c. A newly hired employee who is rehired into a new position will serve in a six
(6) month Introductory Period prior to being considered for classification as a
regular employee. An employee in his or her Introductory Appointment Period
may be terminated any time during the six month introductory period, for any
reason and with or without notice, and have no right to appeal the termination
decision.
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3.27 Reduction-In-Force 

A Reduction-in-Force, furlough and/or layoff may be necessary due to circumstances 
existing inside or outside of UPO, including but not limited to, a reduction in funds 
and/or unavailability of funds, program changes, workload changes and/or UPO 
reorganization. UPO will try to provide advance notice to employees of any reduction-
in-force, furlough and/or layoff unless otherwise precluded by a funding source or existing 
circumstances. 

3.28 Safety and Accident Reporting 

UPO believes that maintaining workplace safety is vitally important. UPO managers and 
employees strive to provide a safe work environment for all employees and UPO 
customers. Employees are encouraged to be mindful of their own safety and that of their 
fellow employees, customers, and the general public. 

All employee work-related accidents, regardless of the extent of seriousness, must be 
reported to the immediate supervisor, Office of Human Resources and the Office of 
Business Management, immediately. Failure to notify the Office of Human Resources of an 
accident may adversely affect an employee’s benefits under applicable law. 

All customer or general public accidents, regardless of the extent of seriousness, must 
be reported by the employee with the information to their immediate supervisor and the 
Office of Business Management immediately. 

END OF SECTION
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4 COMPENSATION POLICIES 

3.1 Payroll and Paydays 

Each employee will be paid by check or direct deposit on Friday of every other week or 
on Thursday, dated for Thursday, if Friday is a holiday. Paychecks are distributed bi-
weekly on the Friday following the end of the pay period, unless otherwise notified. When 
a holiday falls on a Friday, paychecks will be distributed the day before. 

3.2 Overtime Pay 

Exempt employees are not entitled to overtime compensation. 

Overtime compensation will be paid to a non-exempt employee for actual time worked 
in excess of 37.5 hours in a regular work week. Leave claimed during a work day does not 
count as hours worked for overtime purposes. A non-exempt employee who works 
overtime will be compensated at a rate of time and one-half of the hourly rate of pay. 

Before a non-exempt employee may work in excess of 37.5 hours during a regular work 
week, the employee must submit an Overtime Request Form in advance to his or her 
supervisor for approval. All overtime must be approved in advance by a UPO supervisor. 
Any employee who works overtime without advance approval from a UPO supervisor 
will be subject to disciplinary action, up to and including termination from employment. 

Non-exempt employees shall not work during his or her unpaid lunch break. If a non-
exempt employee is unable to take an uninterrupted lunch break, the employee should 
notify his or her supervisor, who will assign relief so the lunch break can be taken or 
authorize the additional work time. 

END OF SECTION



Effective 02/01/2018 5-UPO EMPLOYEE BENEFITS  Page 1 of 6 

UPO EMPLOYEE HANDBOOK 

5 UPO EMPLOYEE BENEFITS 

UPO sponsors a comprehensive benefits program for eligible employees, and each 
benefit plan has specific eligibility criteria. The following paragraphs of this Handbook 
contain a very general description of the benefits which eligible employees may receive. 
This general description is not intended to, and does not, provide employees with all of the 
details of these benefits. Therefore, this Handbook does not change or otherwise interpret 
the terms of the official plan documents. Employee eligibility and rights can be determined 
only by referring to the full text of the official plan documents. To the extent any of the 
information contained in this Handbook is inconsistent with the official plan documents, 
the provisions of the official plan documents will govern in all cases. 

Nothing contained in this Handbook or the benefit plans described herein shall be held 
or construed to create a promise of employment or future benefits or a binding contract 
between UPO and its employees, retirees or their dependents for benefits or for any 
other purpose. All employees shall remain “at will” subject to discipline and termination 
to the same extent as if these plans had not been put into effect. 

UPO reserves the right, at its sole and absolute discretion, to amend, modify or terminate, 
in whole or in part, any and all provisions of the benefits described herein. UPO also 
reserves the exclusive right and authority to administer, apply and interpret the benefits 
described herein and to decide all matters arising in connection with the operation and 
administration of such plans. 

5.1 Anniversary Date 

The first day an employee reports to work is his or her official anniversary date. This 
anniversary date is used to compute employee eligibility for benefits and various leave 
policies. 

5.2 UPO Benefit Summary and Eligibility 

The Office of Human Resources will explain UPO’s benefit plans during orientation and 
will provide enrollment forms and plan descriptions as required. Please consult the plan 
documents, however, for specific details about UPO’s benefits. The following is a brief 
overview of UPO’s benefits: 

 A regular full-time employee is eligible for fringe benefits, including Annual Leave
(or Predetermined Leave and Flexible Leave, as applicable to the position), Election
Day Leave, Sick Leave, Personal Business Days, Family and Medical Leave, Bereavement
Leave, Military Leave, Group Life Insurance, Retirement, Group Medical Insurance,
Long Term Disability, and paid holidays.

 A part-time employee with benefits, whose scheduled weekly hours are at least  twenty-
one (21) hours per week and less than seventy-five (75) in a pay period, is eligible for
half the amount of Annual Leave, Sick Leave and Personal Business Days and Election
Day Leave to which a full-time employee is entitled. He or she is eligible to participate in
the Group Life and Retirement Plans, with the amount of benefits based on his or her salary.
He or she is eligible for Group Medical Insurance and Family and Medical Leave.
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 Payment for holidays and Bereavement Leave will be based upon the hours he or she is
regularly scheduled to work.

 A part-time employee with limited benefits, whose scheduled weekly hours are less
than twenty-one (21) hours per week, is eligible to accrue and use Sick Leave consistent
with the Sick Leave Policy and is not eligible to receive any other benefits or paid time off.

 A temporary employee will be paid for holidays, but is not eligible for any other benefits.

 All premiums for Group Life Insurance coverage are paid by UPO for eligible employees.
Coverage begins on the first day of employment. Coverage terminates at the end of the
pay period following termination.

 The UPO Group Life Insurance Plan provides benefits equal to two and one-half (2½) times
an eligible employee’s annual salary, with a maximum of $250,000. Identical but separate 
benefits limits apply to accidental death & dismemberment.

 UPO employees participating in UPO’s Group Medical Insurance Plan will be responsible
for payment of fifty percent (50%) per month of the cost of their respective premiums.

 The UPO Group Long Term Disability Plan (LTD) provides benefits equal to sixty (60)
percent of an eligible employee's monthly salary, with a maximum monthly benefit of 
$6,000, payable after a ninety (90) day waiting period.  This insurance covers all eligible
employees who work 37.5 hours or more per week.

5.3 Employee Assistance Program Policy 

UPO sponsors an Employee Assistance Program (EAP) for employees who are 
experiencing personal problems that may adversely affect job performance. All 
employees may use the program beginning on the date of employment. Participation in 
the EAP is strictly voluntary. 

An employee’s job security or promotion opportunity will not be jeopardized by a request 
for, or participation in, counseling or other assistance from the EAP. The EAP, however, 
is not designed to protect employees from disciplinary action due to unsatisfactory work 
performance, misconduct, or absenteeism.  

See Appendix 12, EAP Brochure. 

5.4 COBRA Notification 

According to the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) of 
1985, as amended, in the event of termination of employment with UPO or loss of 
eligibility to remain covered under UPO’s group health insurance program, employees 
and their eligible dependents may have the right to continued coverage under UPO’s 
group health insurance program for a limited period of time at their own expense. The 
Office of Human Resources will provide employees with information about their rights 
under COBRA. 
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5.5 Cafeteria Plan-Pre-tax Payroll Deductions for Health Insurance Premiums, Medical 
Care Expenses, and Dependent Care Expenses 

Employees participating in the UPO Group Health Insurance Plan will have their portion 
of Health Insurance premiums paid with pre-tax dollars as part of the UPO Cafeteria Plan. 
Under this plan, employees may also participate in the flexible spending account 
program under which reimbursement of eligible medical care and dependent care 
expenses are provided for by pre-tax payroll deductions. The Office of Human Resources 
will explain these benefits to employees during initial orientation. Employees are eligible 
to participate in UPO’s Cafeteria Plan when hired, but consult the Cafeteria Plan documents 
for specific details of the plan. 

5.6 Workers’ Compensation 

Workers’ Compensation coverage is provided by UPO at no cost to employees. The 
coverage pays for reasonable and necessary medical care if an employee is hurt or gets 
sick because of an injury on the job, regardless of fault, and partial temporary 
compensation during the absence because of a work-related injury or illness, consistent 
with the District of Columbia Worker’s Compensation laws. 

An employee is required to notify his or her supervisor immediately regarding a work-
related injury/illness. Failure to make a timely notification may adversely affect an 
employee’s benefits. The supervisor shall notify the Office of Human Resources regarding 
the injury/illness and complete and submit a UPO Accident/Incident Report Form to the 
Office of Human Resources. In addition, the supervisor shall notify the Office of Business 
Management regarding any facility issues that may need to be resolved or corrected 
related to the injury/illness. The Office of Human Resources will report the injury to its 
workers compensation insurance carrier. 

An employee cannot receive both a worker’s compensation check from UPO’s workers’ 
compensation insurance carrier and a paycheck from UPO for the same day(s). In the 
event that this occurs, the employee must make UPO whole by paying UPO back the full 
amount paid by UPO. Once UPO is made whole, UPO will credit the employee any days of 
leave used during the workplace injury/illness absence. 

5.7 Retirement Income Plans 

An employee is eligible to participate in UPO’s retirement income plan upon being hired for 
a regular full-time or part-time appointment. 

Presently, UPO contributes, at no cost to the employee, five and one-half percent (5.5%) 
of each eligible employee's basic earnings for investment in UPO’s retirement income plan. 
For regular full-time employees, this contribution begins following the employees 
completion of the six-month Introductory Appointment period and for regular part-
time employees this contribution starts after the completion of 1000 hours worked and 
the six-month Introductory Appointment period. In addition, UPO will match $1.00 for 
$1.00 (on a dollar- for-dollar basis), up to an additional one percent (1%) of an employee’s 
pre-tax contributions to the Retirement Plan following a regular full-time employee’s 
completion of the initial six-month Introductory Appointment period and a regular part-
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time employee’s completion of 1000 hours worked and the six-month Introductory 
Appointment period. 

Upon employment, an employee must decide whether or not to make voluntary 
supplemental contributions to his or her retirement account. An employee may make 
contributions to his or her retirement account consistent with IRS laws and regulations. . 
If supplemental deductions are made, they will commence at the beginning of the pay 
period following an employee's eligibility date for retirement benefits and shall 
immediately vest. 

UPO's contribution to the retirement income plan will cease at the time an employee’s 
employment is terminated, whether voluntarily or involuntarily. 

5.8 Short Term Disability 

UPO does not offer short-term disability benefits. Short-term disability benefits may be 
obtained through a third-party provider. 

5.9 Long Term Disability 

UPO recognizes the effect of illness or injury on an employee's financial security. 
Therefore, UPO has purchased a long-term group disability plan with an independent 
insurance carrier. The plan provides 60% of an eligible full-time employee's annual 
salary, up to a maximum benefit of $6,000 per month, for disability after an elimination 
period of 90 days. 

This policy is designed to replace the loss of income resulting from an illness or injury 
of a protracted nature, and starts three (3) months after the onset of said illness or injury. 
All full- time employees of UPO are eligible for coverage under this policy. Presently, there 
is no cost to the employee, as the organization assumes the full cost of this policy. No 
annual leave or sick leave will be accrued or paid while an employee is receiving long-term 
disability benefits. Consult the Long Term Disability Plan for a full description of benefits. 

5.10 Life Insurance 

All active full-time and part-time employees, who regularly work a minimum of 21 hours 
a week, are eligible for group term life insurance benefits. Temporary employees are not 
eligible. 

The amount of insurance is the lesser of 2.5 times the employee’s annual salary or 
$250,000. Employees age 70 or older receive 50% of this benefit. 

5.11 Parking 

Parking at UPO worksites is limited. An employee wishing to park at a UPO owned 
worksite must request and complete a UPO Parking Space Request and User Data Sheet 
to obtain an assigned space and a UPO Parking Permit from the Office of Business 
Management (OBM). 
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An employee may only apply to be assigned a parking space at his or her primary 
worksite. This applies to ALL employees regardless of their scheduled shift. 

An employee shall pay for the assigned parking space. An employee’s payment is made 
by completion and submission of the Parking Commitment and Payroll Deduction 
Authorization Form, which authorizes UPO to make payroll deductions per pay period 
from the employee’s paycheck. 

Assignments will be made by OBM based on the availability of spaces. OBM may assign 
multiple employees to one space depending upon their shifts. OBM also reserves the right 
to assign employees a different space from their original assignment. Employees will be 
placed on a waiting list for future vacancies. 

Parking spaces reserved for visitors will be marked accordingly. Employees shall not park 
in visitor parking spaces. In addition, all employees must follow other applicable parking 
restrictions, e.g., spaces restricted for persons with a disability and fire lanes. UPO reserves 
the right to tow vehicles, at the owner’s expense, improperly parked in a UPO lot 
and/or parked without a UPO Parking Permit. In addition, UPO is not responsible for 
damages or theft of a vehicle or property in a vehicle while parked on a UPO lot. 
Unauthorized parking may result in ticketing and towing at the employee’s expense and or 
disciplinary action. 

This policy does not apply to facilities leased by UPO. Parking at non-owned UPO worksites 
is limited and may be unavailable. 

5.12 Employee Training and Professional Development 

UPO encourages employees who wish to take advantage of further educational 
opportunities to do so by taking courses offered by the various educational institutions in 
the metropolitan area. 

An employee, with the approval of the Division Director and Office Director, may 
rearrange his or her daily work schedule to attend classes if he or she works a total of 7.5 
hours a day and his or her new work schedule does not affect the program efficiency of 
the Division or Office involved.  

See Appendix 13, UPO Employee Education and Professional Development Policy. 

On occasion, employees will be required to attend courses, workshops, and seminars 
directly related to their work assignments. These courses can be taken during the 
employee’s regular work hours. Pursuant to funding agency authority, fees for required 
courses will be paid in full by UPO. These courses will be considered as part of the 
employee's work assignment. 

When an employee completes a course of studies or receives a work-related certificate, he 
or she should inform the Office of Human Resources in order for that information to be 
recorded in his or her personnel file. 
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Upon approval by an employee's Division Director and Office Director, an employee may 
be granted time off with pay to attend conferences beneficial to his or her work 
performance. 

Early Head Start/Head Start Employee 

Early Head Start/Head Start staff must participate in ongoing, structured training to 
acquire knowledge and skills including: methods for identifying child abuse and neglect 
and methods for planning for successful child and family transitions to and from the Early 
Head Start/Head Start program. 

Early Head Start/Head Start staff also may  participate in ongoing, structured training to 
acquire knowledge and skills including: early education credit classes at a recognized 
accredited college; advanced degrees applicable to their jobs; and, methods for planning 
successful transitions. 

Applicable Early Head Start/Head Start employees shall participate in training enabling 
them to obtain a Child Development Association (CDA) credential. In the event that the 
employee is not an Early Head Start/Head Start employee and not eligible for Early Head 
Start/Head Start classes, his or her courses may be reimbursed through the UPO 
Employee Education and Professional Development Policy . 

Orientation will be provided to all new staff, consultants, and volunteers which includes, 
at a minimum: the goals and underlying philosophy of Early Head Start/Head Start and 
the ways in which they are implemented by the program. 

END OF SECTION
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6  LEAVE POLICIES 

This section of the Handbook provides a brief description of the employee leave plans 
currently in effect. If an employee has any questions about UPO’s leave policies, please 
contact the Office of Human Resources. The leave programs described in this section are 
subject to change, either with or without notice, at the discretion of the management of UPO. 

6.1 Holiday Policy 

UPO recognizes the following holidays: 

New Year's Day Labor Day 
Martin Luther King, Jr. Day Columbus Day 
Inauguration Day Veterans Day 
Presidents Day Thanksgiving Day 
Emancipation Day Thanksgiving Friday 
Memorial Day Christmas Day 
Independence Day Business Day prior to or after Christmas Day 

Eligible employees shall be paid for the above recognized holidays, except when prohibited by the 
funding source. 

Non-exempt employees who must work on any of the above UPO recognized holidays shall be paid 
at the rate two times her or his normal daily rate. 

If a holiday occurs on an employee’s regularly scheduled day off, the employee will not be paid for 
the holiday. 

6.2 Predetermined Annual Leave and Flexible Leave for Applicable Office of Early Learning 
(OEL) Employees 

 Predetermined Annual Leave and Flexible Leave applies only to the following OEL employees:
Center Directors, Teachers, Classroom Associates and Food Service Aides. The list of applicable
OEL employees and or titles is subject to change with notice.

 Effective January 1, 2009, applicable OEL employees will not accrue Annual Leave. Applicable
OEL employees will receive Predetermined Annual Leave and Flexible Leave as set forth below.

 The Centers will be closed for fifteen (15) predetermined days per calendar year as set by the
OEL Predetermined Annual Leave calendar and shall be paid Annual Leave as follows:

a. OEL employees who are employed at UPO at the time of each Predetermined Annual Leave
period shall be on paid leave during that time. When an employee leaves his or her
employment with UPO, he or she will not be paid for any Predetermined Annual Leave days
remaining in the calendar year.

b. The number of Predetermined Annual Leave days will be as follows: five (5) consecutive
days around the Spring Break period; five (5) consecutive days in July; and five (5) days in
conjunction with the Christmas holiday. The Centers will be closed during these periods.

c. In addition to the leave referenced in Section 3. and 3.b. above, during each calendar year,
OEL employees with more than four (4) years of service will calendar year, applicable OEL
employees with more than four (4) years of service will receive five (5) days and six (6)
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hours of Flexible Leave and applicable OEL employees with less than four (4) years of 
service will receive four and one-half (4.5) hours of Flexible Leave. Flexible Leave may be 
used at the employee's discretion. However, employees must submit to his or her 
supervisor a written request and obtain prior approval from his or her supervisor or 
supervisor's designee to use Flexible Leave. Unused Flexible Leave will be carried over to 
the next calendar year and must be used by December 31st of that year or it will be lost. 

d. OEL employees separated from their employment with UPO, except for introductory
appointment employees, will be paid their Flexible Leave earned and not used during that
calendar year. OEL employees will not be paid for carry-over Flexible Leave.

e. OEL employees requesting to use Annual Leave or Flexible Leave for an emergency must
call and make his or her leave request to his or her supervisor or designee not later than
5:00 am for employees responsible for opening the Centers and for other OEL employees
not later than 7:00 am on the day the OEL employee wishes to be out and use Annual Leave
or Flexible Leave. When an employee needs to take Annual Leave or Flexible Leave during
the course of working hours, his or her supervisor's or designee's authorization must be
obtained before the commencement of such leave. UPO shall not pay accrued Annual
Leave to an OEL terminated employee, except as indicated in Section 3.f. below.

f. An OEL employee hired by UPO prior to March 15, 2001, may carry-over all of his or her
earned and unused hours of Annual Leave acquired and not used prior to March 15, 2001
("Grandfathered Leave"). Such an employee may use this Grandfathered Leave for an
emergency situation with his or her supervisor's or designee's prior approval. Upon
termination, UPO shall pay to an OEL terminated employee up to 225 hours of
Grandfathered Leave.

g. If a UPO holiday occurs during an employee's Annual Leave, he or she will not be charged
Annual Leave for that day.

h. Any type of previously scheduled leave (e.g. Annual, Flexible, Personal Business, Sick, etc.)
shall remain unchanged in the event of an unscheduled closing (Administrative Leave) of
UPO or any of its Programs.

i. UPO reserves the right to adjust employee annual leave schedules and policies.

6.3 Annual Leave for All Other Employees 

 Annual Leave time is granted to all eligible employees based upon length of service. An
eligible employee begins to earn Annual Leave at the beginning of the pay period
following his or her date of employment. An employee becomes eligible to use Annual
Leave three (3) months after his or her start date.

 Annual Leave is determined at the beginning of each calendar year in accordance with the
following schedule:
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Length of Service 
Days 

per Year 
Hours 

per Year 
Hours 

per Pay Period 

1-4 years 15.6 117.0 4.5 

More than 4 years 20.8 156.0 6.0 

 Before an employee may take Annual Leave, he or she must submit a request for leave in eTime
or a Request for Leave form to his or her supervisor for approval. Seniority will be the
controlling factor in resolving disputes related to Annual Leave scheduling for employees
covered by the collective bargaining agreement.

 Upon termination, UPO will pay a terminated employee any unused Annual Leave earned by
the employee during the year of termination, up to the date of termination.

 Annual Leave earned during the current calendar year must be used during that year, except
up to thirty-seven and one-half hours (37.5) of unused accrued Annual Leave from the current
calendar year may be carried over to the following year and must be used by December 31st 

of that year or it will be lost. A terminated employee will not be paid carry over leave.

 An employee hired by UPO prior to March 15, 2001, may carry-over all of his or her earned and
not used hours of Annual Leave acquired and not used prior to March 15, 2001
(“Grandfathered Leave”). Such an employee may use all of his or her Grandfathered Leave with
the prior approval of his or her supervisor. Upon termination, UPO shall pay to a terminated
employee up to 225 hours of Grandfathered Leave.

 If a UPO holiday occurs during an employee's Annual Leave, he or she will not be charged
Annual Leave for that day.

 Any type of previously scheduled leave (e.g. Annual, Flexible, Personal Business, Sick, etc.) shall
remain unchanged in the event of an unscheduled closing (Administrative Leave) of UPO or
any of its Programs.

 UPO reserves the right to adjust employee annual leave schedules and policies.

6.4 Sick Leave 

 UPO provides Sick Leave to eligible employees as follows:

a. Full-time regular employee. The employee accrues Sick Leave at a rate of 4.5 hours
per pay period on the first day of the pay period following his or her date of
employment. The employee may use his or her Sick Leave once it is accrued
consistent with this Policy.

b. Part-time regular employee with benefits. The employee accrues Sick Leave at a
rate of 2.25 hours per pay period on the first day of the pay period following his or
her date of employment. The employee may use his or her Sick Leave once it is
accrued consistent with this Policy.
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c. Employee with limited benefits. All other UPO employees not included in “a.” or “b.”
above are in this classification. The employee accrues Sick Leave on the first day of
the pay period following his or her date of employment.  The employee accrues Sick
Leave at a rate of 2.02 hours per pay period.  The employee may begin to use paid
Sick Leave, consistent with this policy, after 90 days of employment with UPO.

 Sick Leave may be used by an eligible employee for any of the following reasons:

a. An absence resulting from an illness, injury or medical condition of the employee
(Sick Leave cannot be used to cover absences due to a workplace injury or
workplace illness of a UPO employee. These are covered by UPO’s worker’s
compensation insurance.);

b. An absence resulting from obtaining professional medical diagnosis or care or
preventative medical care (i.e., doctor’s appointments);

c. An absence for the purpose of caring for a family member who has any of the
conditions or needs for diagnosis or care covered by 2a and 2b above;

d. An absence resulting from the employee or the employee’s family member
becoming a victim of stalking, domestic violence, or sexual abuse, and the absence is
directly related to seeking social, medical, or legal services pertaining to the
stalking, domestic violence, or sexual abuse.

 For purposes of Sick Leave, a “family member” includes:

a. A spouse, including a registered domestic partner (The two individuals in the
registered domestic partnership maintain a committed relationship; care for and
share a mutual residence; are at least 18 years old and competent to contract; are
sole domestic partners of the other individual; and are not married.);

b. The parents of a spouse;
c. Parents;
d. Children (including foster children and grandchildren);
e. A child who lives with an employee and for whom the employee permanently

assumes and discharges parental responsibility;
f. The spouses of children;
g. Brothers and sisters;
h. The spouses of brothers and sisters; and
i. A person with whom the employee shares or has shared, for not less than the

preceding 12 months, a mutual residence and with whom the employee maintains a
committed relationship.

 If an employee’s absence for one of the above reasons continues after he or she has used
up all of his or her Sick Leave, he or she will be charged for Annual Leave, Flexible Leave,
or Personal Business Day Leave, as available. If an employee uses up all of his or her
available leave, the employee will go on Leave Without Pay (LWOP) status.

 If a holiday occurs while an employee is on Sick Leave and he or she is eligible for paid
holidays, he or she will not be charged Sick Leave for that day.
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 An employee shall make a reasonable effort to schedule Sick Leave in a manner that does
not unduly disrupt the operations of the employer. Where possible, an employee should
consult with his or her supervisor or the supervisor’s designee regarding the date and
time of the Sick Leave. If the need for Sick Leave is foreseeable, the employee must submit
a request in e-Time or a Request for Leave Form at least five (5) business days in advance,
or as early as possible.

 When the need to use Sick Leave is unforeseeable, an Office of Early Learning (OEL)
Center employee responsible for opening a Center, must report his or her need to use Sick
Leave to his or her supervisor or the supervisor’s designee between close of business and
10:00pm the day before the Sick Leave day or at least two (2) hours before the Center
is scheduled to open on the day the employee wants to take Sick Leave, or he or she will
be charged with Annual Leave, Flexible Leave, Personal Business Days Leave or Leave
Without Pay, as applicable.

 When the need to use Sick Leave is unforeseeable, all other OEL Center employees must
report his or her need to use Sick Leave to his or her supervisor or the supervisor’s
designee between close of business and 10:00pm the day before the Sick Leave day or not
later than 7:00am on the day the employee wants to take Sick Leave, or he or she will be
charged with Annual Leave, Flexible Leave, Personal Business Days Leave or Leave
Without Pay, as applicable.

 For all other employees needing to use Sick Leave when the need is unforeseeable, the
employee must report his or her need to use Sick Leave to his or her supervisor or the
supervisor’s designee not later than one (1) hour prior to his or her report for duty time
or he or she will be charged with Annual Leave, Flexible Leave, Personal Business Days
Leave or Leave Without Pay, as applicable

 If an emergency prevents an employee from making prior notification to his or her
supervisor or the supervisor’s designee of the need to use Sick Leave, the employee shall
notify his or her supervisor or the supervisor’s designee prior to the start of the next work
shift or within twenty-four (24) hours of the onset of the emergency, whichever occurs
first.

 UPO may require that Sick Leave for three (3) or more consecutive days be supported by
reasonable certification. This certification may include: a signed document from a health
care provider affirming that the employee or the employee’s family member has been
ill or seeking treatment or care (a doctor’s note); a police report indicating that the
employee or the employee’s family member was a victim of stalking, domestic violence, or
sexual abuse; or a signed statement from a victim  and witness advocate or domestic
violence counselor affirming that the employee or family member is involved in a legal
action related to stalking, domestic violence, or sexual abuse.

 Unused Sick Leave will be carried over from year to year.

 Unused Sick Leave will not be paid to an employee when his or her employment with UPO
ends.
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 An employee may terminate his or her employment on Sick Leave provided that his or her
doctor attests, on a monthly basis, to the fact that the employee is too ill to return to work
in the foreseeable future. The doctor's statement must be in writing and addressed to the
employee's supervisor. The employee may then continue to receive his or her pay checks
until such a time as his or her Sick and Annual Leave has been exhausted. His or her
termination date will become effective the day he or she has used all of his or her
accumulated leave.

 When there is a separation from employment with UPO and the employee is rehired
within one year of separation, previously accrued unused Sick Leave will be reinstated.
The employee shall be entitled to use accrued paid Sick Leave and accrue additional paid
Sick Leave immediately upon the re-commencement of employment, provided, that the
employee had previously been eligible to use paid Sick Leave (the employee had been
employed with UPO at least 90 calendar days).

 Employees will not face retaliation for requesting or using Sick Leave or asserting their
rights under this policy.

 Each employee will receive a report of the current balance of his or her Sick Leave on his
or her paycheck stub each payday.

6.5 Bereavement Leave 

Three days of leave with full pay will be granted to any eligible employee who suffers a death 
in the immediate family, upon request in eTime or a Request for Leave form to his or 
her Program Manager, Division Director or Office Director. Immediate family shall be 
defined as father, mother, husband or wife, brother, sister (including step or half), son, 
daughter, (including step or adopted) father-in-law, mother-in-law, daughter-in-law, son-in-
law, grandparent, grandchild or anyone with a familial relationship (as determined by HR). 
Any additional time may be deducted from the employee's accrued Annual Leave or Flexible 
Leave, if available. 

6.6 Jury Duty 

 An employee, who is summoned to perform jury duty or subpoenaed to appear as a
witness before an official body, is entitled to leave, with pay to perform such service. To
secure such leave the employee must send a copy of his or her summons or subpoena
to his or her supervisor, as applicable. Failure to submit the summons or subpoena
before the applicable pay period may result in the loss of pay.

 Any compensation (pay for work) received by the employee for his or her services as
a juror or witness must be surrendered to the UPO Office of Finance. Any money
received for expenses (i.e., mileage/transportation, parking, meals) does not have to be
returned to the Office of Finance.

 An employee who volunteers as a witness must do so on his or her own time. The
employee is not covered by the provisions in the preceding paragraphs and shall report
the time as Annual Leave, Personal Business Days, Flexible Leave, as applicable, or Leave
Without Pay.
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 The day(s) on which an employee performs jury duty or appears as a witness under
a subpoena is to be recorded in e-time as "Jury Duty".

6.7 Military Reserves or National Guard Leaves of Absence 

Employees who serve in U.S. military organizations or state militia groups such as the 
National Guard may take the necessary time off to fulfill this obligation and will retain all 
of their legal rights for continued employment under existing law 

6.8 Family and Medical Leaves of Absence (FMLA) 

1. The Employer will provide eligible employees with family and medical leave consistent
with the District of Columbia Family and Medical Leave Act of 1990 (DC FMLA), as
amended, and the federal Family and Medical Leave Act of 1993 (federal FMLA), as
amended.

2. Under DC FMLA, an eligible employee is one who has been employed by UPO for one year
without a break in service and has worked at least 1,000 hours during the 12-month
period immediately preceding the request for family or medical leave.

3. Under DC FMLA, an eligible employee may take sixteen (16) weeks of family leave during
any twenty-four (24) month period. Such leave shall consist of unpaid leave, except that
the employee may choose to use any accrued paid leave, Personal Business Days Leave,
or Flexible Leave. An eligible employee may take family leave for any of the following
reasons: a) the birth of the employee’s child; b) the placement of a child with the
employee for adoption or foster care; c) the placement of a child with the employee for
whom the employee permanently assumes and discharges parental responsibility; or (d)
the care of any member of the employee's family who has a serious health condition.

4. Under DC FMLA, an eligible employee may take sixteen (16) weeks of medical leave
during any twenty-four (24) month period. Such leave shall consist of unpaid leave,
except that the employee may choose to use any accrued paid leave, Personal Business
Days Leave, or Flexible Leave. An eligible employee may take medical leave because of
the employee’s own serious health condition that renders the employee unable to
perform the functions of her/his position.

5. If the need for family or medical leave is foreseeable, the employee must provide the
Employer with reasonable notice and make reasonable effort to schedule medical
treatment in a manner not to unduly disrupt the Employer’s operations.

6. Under the federal FMLA, an eligible employee is one who has been employed by the
Employer for at least one year and has worked at least 1,250 hours during the 12 month
period immediately preceding the leave.

7. The DC FMLA leave will run concurrently with the federal FMLA leave, which allows for
twelve (12) weeks of unpaid leave within a 12-month period for the following reasons:
the birth of a son or daughter and to care for the newborn child; the placement with the
employee of a son or daughter for adoption or foster care; to care for the employee’s
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spouse, son, daughter, or parent with a serious health condition; because of a serious 
health condition that makes the employee unable to perform the functions of his or her 
job; or because of any qualifying exigency arising out of the fact that the employee’s 
spouse, son, daughter, or parent is a covered military member on active duty in support 
of a contingency operation. 

Under the federal FMLA, qualifying exigencies may include attending certain military 
events, arranging for alternative childcare, addressing certain financial and legal 
arrangements, attending certain counseling sessions, and attending post-deployment 
reintegration briefings.  

8. The federal FMLA also includes a military caregiver leave that permits an eligible
employee who is the spouse, son, daughter, parent, or next of kin of a covered service
member to take up to twenty-six (26) weeks of leave to care for the covered service
member during a single 12-month period. A covered service member is: (1) a current
member of the Armed Forces, including a member of the National Guard or Reserves, who
is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient
status, or is otherwise on the temporary disability retired list, for a serious injury or
illness; or (2) a veteran who was discharged or released under conditions other than
dishonorable at any time during the five-year period prior to the first date the eligible
employee takes FMLA leave to care for the covered veteran, and who is undergoing
medical treatment, recuperation, or therapy for a serious injury or illness.

The federal FMLA definitions of “serious injury or illness” for current service members 
and veterans are distinct from the federal FMLA definition of “serious health condition.” 

9. UPO measures the family/medical leave entitlement periods from the date an employee
uses any previous family/medical leave. Each time an employee takes family/medical
leave, UPO computes the amount of leave the employee has taken during the previous 24
months under this policy (or 12 months, if leave is requested under the federal act), and
subtracts it from the weeks of available family/medical leave. The balance is the amount
of family/medical leave the employee is entitled to take at that time. For purposes of
determining the 24-month (or 12-month, under federal FMLA) period, UPO uses the
“rolling period” method (a period measured backward from the dates the employee
previously used family/medical leave).

10. Upon prior written approval from the Office of Human Resources, an employee may take
FMLA leave on a reduced leave or intermittent schedule for a qualifying exigency or
a serious health condition involving an employee’s or an immediate family member’s
serious health condition, when medically necessary.

11. During a period of continuous family or medical leave, employees will not accrue annual
or sick leave. When family or medical leave is taken intermittently, employees will
continue to accrue annual and sick leave.

12. If FMLA leave is anticipated based on an expected birth, placement, or adoption, the
employee shall provide UPO with reasonable notice prior to the expected birth, adoption,
or placement of a child with the employee. In such cases, UPO requests that employees
provide at least thirty (30) days advance notice or as much advance notice as possible
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under the circumstances. Employees taking leave to care for a newborn, adopted or 
newly placed child do not have the right to take intermittent leave and can only do so with 
their supervisor’s consent. 

13. If FMLA leave is anticipated based on an employee’s or immediate family member’s
planned medical treatment, the employee shall provide UPO with reasonable notice prior
to the medical treatment or supervision, and make reasonable efforts to schedule the
medical treatment or supervision, subject to the approval of the health care provider
of the employee or family member, in a manner that does not adversely affect the
operations of UPO. In such cases, UPO requests that employees provide at least thirty
(30) days advance notice or as much advance notice as possible under the circumstances.

14. If more than one family member is employed by UPO and eligible for leave, and seeks
leave in order to care for another immediate family member or for the birth, placement
or adoption of a child: (a) UPO may limit to sixteen (16) workweeks during a 24-
month period (or twelve workweeks during a twelve month period, whichever is
greater) the aggregate or combined number of family leave workweeks to which the
family members are entitled; and (b) UPO may limit to four (4) workweeks during a 24-
month period the aggregate number of family leave workweeks to which the family
members are entitled to take simultaneously. Family members employed by UPO can use
the balance of any unused family/medical leave to care for their own serious health
condition.

15. Employees who request family or medical leave must provide UPO with a written
certification issued by the health care provider of the employee or the immediate family
member, whichever is applicable. Such certification must be provided within fifteen (15)
days of UPO’s request (or the employee must provide a reasonable explanation for any
further delay). Failure to provide certification may result in denial of leave and denial of
reemployment rights.

16. The certification provided by the employee to UPO shall state: (a) the date on which the
serious health condition commenced; (b) the probable duration of the condition; (c) the
appropriate medical facts known to the health care provider that would entitle the
employee to take leave under this policy due to his own or a family member’s serious
medical condition; and (d) an estimate of the time that the eligible employee is needed
to care for the family member or an explanation of the extent to which the eligible
employee is unable to perform the functions of their job.

17. UPO may require, in appropriate cases, that the employee obtain, at UPO expense, the
opinion of a second health care provider, approved by UPO, in regard to information
required to be certified under this policy. If the second opinion differs from the original
certification provided by the employee, the employee may obtain the opinion of a third
health care provider mutually agreed upon by UPO and the employee. UPO shall pay the
costs related to the third health care provider’s opinion, and the opinion of the third
health care provider shall be final and binding on UPO and the employee. The health care
provider mutually agreed upon to render a third opinion may not be retained on a regular
basis by UPO or the employee, or otherwise bear a close relationship to UPO or the
employee.
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18. UPO may require that the employee obtain subsequent certifications from the health care
provider on a reasonable basis. In addition, UPO may require periodic certifications of the
employee’s intent to return to work, also on a reasonable basis.

19. UPO shall maintain the confidentiality of medical information obtained from an
employee’s FMLA certification.

20. Any employee who takes family or medical leave under this policy shall not lose any
employment benefit or seniority accrued before the date on which the family or medical
leave commenced

21. During any period in which an employee takes family or medical leave, UPO shall maintain
the employee’s health plan coverage at the same level and under the same conditions that
overage would have been provided if the employee had continued in employment from
the date the employee commenced family or medical leave until the date the employee
returns to work. UPO shall require the employee to continue to pay his or her share of
premiums to a health plan that the employee would have made if the employee had not
taken family or medical leave.

22. Upon return from family or medical leave, an eligible employee shall be: (a) restored to
the position of employment held by the employee when the family or medical leave
commenced; or (b) restored to a position of employment equivalent to the position held
by the employee when the family or medical leave commenced that includes equivalent
employment benefits, pay, seniority, and other terms and conditions of employment. If
the employee takes leave because of his or her serious health condition, the employee
may be requested to provide medical certification that he or she is fit to resume their
work.

23. Unless the period of leave is extended (at the employee’s request and within the time
frames provided under this policy, or extended as a reasonable accommodation for the
employee’s disability), an employee who fails to return to work within the time approved
or provided under this policy forfeits his or her reinstatement rights and is deemed
to have resigned from their employment with UPO.

24. Employees who believe they have not been treated fairly in accordance with UPO's Family
and Medical Leave Policy may have certain rights to administrative or civil enforcement
under the provisions of the District FMLA and federal FMLA.

6.9 Personal Business Days/Parental Leave 

1. An employee will be eligible to receive Personal Business Days after having been
employed by UPO for six (6) months.

2. Each employee shall receive two (2) Personal Business Days during a calendar year.

3. A Personal Business Day is determined by the employee with notification to and prior
approval from his or her supervisor or designee and is a work day off with pay.
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4. Personal Business Days not used by the employee by the end of the calendar year are lost.
Personal Business Days cannot be carried over to the next year nor are they paid to the
employee if his or her employment is terminated.

6.10 Election Day Leave 

An employee will be given two hours of administrative leave to vote either during the 
morning or the afternoon on an official election day. The actual time will be selected in 
agreement with his or her supervisor so as to assure adequate staffing of the office at all 
times. 

END OF SECTION
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7 EXPENSES 

The following is a brief summary of UPO expense policies and procedures. 

7.1 Cell Phone Policy 

1. Purpose

UPO recognizes the need for ongoing communications and access to critical employees. 
Such access facilitates the Mission of the organization and recognizes the need for mobility 
in the conduct of official duties. In addition because the business environment of some 
workers includes communities noted for high crime and violence, a cell phone is viewed 
as a workplace safety device. 

This policy is intended to outline the process and procedures for the administration of 
payment to those authorized employee who use their personal cellular telephones while 
conducting business for UPO. UPO will issue taxable allowances to authorized employees 
who agree to maintain a personal cellular telephone account, and to accept and/or make 
cellular phone calls for the purpose of carrying out their UPO related job functions. This 
allowance will be paid in a fixed amount on a pay period basis and will be recorded as a 
taxable benefit. 

2. Policy

UPO regular full time or part time employees whose organizational responsibilities 
necessitate the use of a cellular telephone may be authorized, by their Office Director, 
to receive a taxable cell phone allowance for the use of the employee’s personal cellular 
telephone for UPO related business purposes. The allowance is to be used solely for 
the purpose of payment for personal cellular telephone charges incurred while conducting 
UPO business and is based upon the cost of comparable business plans. 

The following are examples of criteria that may be used by Office Directors when 
determining whether or not to authorize a cell phone allowance for an employee: 

 The  employee’s  job  duties  must  require  frequent  travel  to  sites,  meetings  and  or
programs;

 Job duties require significant amounts of time in a UPO vehicle performing a UPO job
related function;

 Job duties require ongoing contact with UPO offices or program participants;
 Job duties necessitate work activities at times and/or places where a cellular phone

is considered a safety device;
 Need to contact employee at off hours or on an immediate basis due to critical job

duties.

UPO employees must practice professional, ethical and courteous behaviors when using 
their cellular telephone for authorized UPO business. Employees are prohibited from using 
cellular telephones while operating a UPO vehicle or machinery. When placing a call, 
employees are required to use caution and to pull off the road to a safe location. 
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UPO employees receiving the allowance must give their personal cellular telephone 
number to their program director/manager and the Office of Human Resources. 
Employees must be accessible by his or her personal cellular telephone during normal 
UPO business hours and, based on the scope of work, within a reasonable timeframe before 
and after normal UPO work hours for emergency purposes. Employees who are not 
frequently accessible to UPO on their personal cellular telephones may have their 
allowance revoked at the discretion of the Office Director. The allowance will terminate 
upon the employee’s separation including voluntary and involuntary termination from 
UPO. 

3. Procedure

a. Allowance Authorization:

The program director/manager and the employee will complete the  Cellular 
Telephone Allowance Request Form and sign as required. 

 The Office Director will identify the amount and appropriate cost center for
the monthly taxable allowance based upon a predetermined schedule; and
authorize the payment of a monthly taxable allowance to be issued to the
employee through the employee’s bi-weekly payroll check.

 The Office Director will forward the Cellular Telephone Allowance Request
Form to the Office of Finance for budget approval.

 The amount of the cell phone allowance is $60, $100 and $150. Office
Directors/Assistant Directors and those who must have continued telephone
contact receive $150. Positions which require 24 hours access or Division
Directors who must travel to multiple locations receive $100. Positions
which require business use, those assigned field work or security detail receive
$60.

 The Office Director will approve the allowance based upon budget availability
and will forward the request, along with a completed Personnel Action Form,
to the Office  of  Human Resources .  T he allowance will be processed and
the authorized payment will be released to the employee through their bi-
weekly paycheck.

b. Allowance Termination:

 In the event an employee is out on leave for longer than 30 days the program
director/manager will document the absences and inform the Office Director,
who will inform the Office of Human Resources of the absence and the
Human Resource Office will notify the Payroll Office to stop the original
allowance request. The allowance will resume upon the employee’s return to
work.  The Office Director will initiate the process by completing a new
Cellular Telephone Allowance Request Form.

 If the employee is non-compliant with any procedure set forth in this policy
their monthly allowance will be revoked.

 Should the duties of an employee change such that they are not caused to
be involved in regular activity outside the workplace, and are not on regular
call, their cell phone allowance will be discontinued.
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 In the event the allowance has to be revoked the Office Director will initiate
the process by completing the section for allowance termination on the
Cellular Telephone Allowance Request form.

 Upon the employee’s separation from UPO the program director/manager
will complete the HR Employee Resignation Termination Form which must be
signed by the Office Director acknowledging the employees
separation/termination and termination of the monthly allowance. The form
is then forwarded to the Human Resource Office and the Office of Finance for
final processing.

7.2 Purchasing Goods, Services and Supplies 

Only authorized persons may purchase goods, services and/or supplies in the name of UPO 
in accordance with the UPO Purchasing System Policy located on the UPO iNet for 
employees use. Without a properly approved contract and purchase order, UPO is not 
obligated for, nor responsible for any employee purchase. 

7.3 Travel Expense Reimbursement 

This policy applies to all UPO Board members, employees and consultants, if the travel 
involves the use of federal funds and/or a required non-federal share of funds. 

Like other expenditures, payments for travel by UPO are subject to audit by independent 
licensed public accountants and federal auditors. Expenditures for travel which fail to 
meet the requirements of this policy may be questioned and/or disallowed as proper 
charges against grant and contract funds. Each individual traveler and authorizing UPO 
official, therefore, will be responsible for providing the documentation needed to prove 
that travel expenditures were reasonable and necessary. 

Additionally, grants funds and/or the required non-federal share funds may not be used 
to reimburse costs incurred for travel which violates any funding agency’s regulation, 
grant or contract conditions. In this connection particular attention is directed to the 
limitations imposed on travel by CSA for the purpose of lobbying and using project 
vehicles. See 45 CFR and 1071.30 through 1071.91, respectively.  

Travel Authorization 
All payments by UPO for staff or board out-of-town travel must be specifically authorized 
in advance and must be supported by proper approved invoices covering both travel 
and, if applicable, hotel and per-diem rate for meals. The forms to be used for this 
purpose are located on UPO iNet for employee use. 

Authorizing Official 

The Secretary of the Board of Directors, after consultation with the Chair, shall have the 
authority to approve all out-of-town travel for Members of the Board. 

The appropriate Office Director responsible for the employee’s and consultant’s travel 
shall have authority to approve employee and consultant out-of-town travel requests. 
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Approval Criteria 

UPO officials responsible for approving out-of-town travel and attendance at meetings, 
conferences, conventions and symposia shall apply the following guidelines when reviewing 
travel requests: 

 Such travel and attendance is to be limited to programs where staff attendance will
directly benefit UPO achieving an objective related to its mission and the objectives
of the funding program.

 Such travel and attendance is not to be authorized when the primary benefit is to the
individual person, rather than to the accomplishment of the organization’s mission.
Such travel and attendance should relate directly to the position held by the person
employed or in furtherance of or in connection with UPO business.

 Such travel and attendance should not be authorized as a substitute for personnel
benefits, incentives or reward for past or present performance.

 The number of authorized travelers should be limited to the minimum number required
to meet program objectives.

Methods of Transportation 

Regardless of the method of transportation used (e.g., airplanes, bus, subway, taxicab, 
car rental, organization owned or privately owned vehicle), UPO travelers should select 
the method of transportation that will be most economical to UPO, considering such 
factors as cost of per-diem, overtime and time out of the office. 

First & Business Class Travel Prohibited: Except in the instances noted below, travel 
accommodations cannot be made at first class or business class level 

First & Business Class Travel Exceptions: First/Business class travel accommodations may 
be used only when approved in advance and under the following limited circumstances: 

 Less than first/business class accommodations would result in higher overall travel
costs because of required routing, time urgency, baggage differential or other factors.

 The physical limitations of the traveler or other extenuating circumstances require the
use of first/business class.

The reason(s) for traveling first/business class must be explained on the travel vouchers 
and/or other supporting document submitted for reimbursement. 

Mileage Costs 

Reimbursement of travel costs for use of privately owned automobiles shall be paid at 
the current federal mileage reimbursement rate. 
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Submission of Out-Of-Town Travel Expense Reports 

All claims for reimbursement of out-of-town expenses shall be submitted to the traveler’s 
supervisor and/or the authorizing official no later than two weeks after completion of the 
travel. Supervisors must submit approved travel vouchers to the Finance Office within one 
week of receipt. Reports not submitted within three weeks of travel or submitted without 
the authorizing official’s signature will result in payroll deductions for any traveler with 
outstanding travel advance. 

Per-diem Rates and Subsistence Expenses 

All out-of-town travel expenses, except as provided below, shall be reimbursed in 
accordance with the following methods: 

Per-diem Rate Reimbursement 

UPO will reimburse meals at a per-diem rate. The daily per-diem rate set by GSA for 
meals will apply only to travel involving 50 miles or more from the point of origin to the 
point of destination. Cost of lodging will be reimbursed at the actual daily room rate for a 
basic single- occupancy room, which must be approved in advance. 

For eligible travel of less than 24 hours, when a night’s lodging is not required, the per-diem 
rate shall be 75 percent of the applicable GSA M&IE rate for each calendar day you are in a 
travel status. No per-diem will be allowed for one-day travel when the travel period is ten 
hours or less during a given calendar day, except when the travel period is six hours or 
more and begins before 6 a.m. or terminates after 8 p.m. 

Subject to the above, one fourth of the per-diem rate for a calendar day will be allowed for 
each quarter day (period of six (6) hours or fraction thereof) during which the employee is 
in a travel status. 

Actual Subsistence Expenses 

Actual subsistence expense reimbursement may be authorized or approved for specific 
travel assignments when it is determined that the per-diem amount or lowest cost single-
occupancy room rate would be inadequate due to the unusual circumstances of the travel 
assignment or whenever the travel is to a high-rate geographical location. 

Actual subsistence expense reimbursement shall not be authorized or approved solely on 
the basis of inflated lodging and/or meal costs since inflated costs are common to all 
travelers; some unusual circumstances of the traveler’s assignment must be involved to 
cause the lodging and/or meal costs to be higher than those which normally would be 
incurred at a particular location. Travel which involves unusual circumstances may 
include, but is not limited to, the following situations: 

The traveler attends a meeting, conference, or training session away from his official 
duty station where lodging is at a prearranged place and alternative lodging at a lower 
cost is not available or imposed undue inconvenience. 
The traveler, by reason of the assignment, necessarily incurs unusually high expenses in 
the conduct of official business such as for superior or extraordinary accommodations 
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including a suite or other quarters for which the charge is well above that which he would 
normally have to pay for accommodations. 

The traveler necessarily incurs unusually high expenses incident to his assignment to 
accompany another traveler in a situation as described above. 

For travel involving actual subsistence expense reimbursement, the maximum daily rate 
shall not exceed the amounts set by the US Office of Management and Budget. 

To obtain reimbursement on an actual subsistence basis the traveler must itemize on 
his travel voucher the actual cost of each night’s lodging supported by hotel or motel 
receipts. The traveler shall be reimbursed for the actual expense incurred for each day 
or the daily maximum, whichever is lower. If actual expenses for a given day exceed the 
daily maximum, the excess may not be applied to another day with actual expenses less 
than the daily maximum. Items eligible for such reimbursement include: lodging, tips to 
waiters, porters and bellboys, laundry, phone calls to reserve rooms, transportation 
between places of lodging or business and places where meals are taken and all prior 
approved expenses. 

All travel involving actual subsistence expense reimbursement must be authorized by the 
President and Chief Executive Officer or his designee before taking such travel. 

Mixed Travel 

Travel may be authorized on both a per-diem basis and an actual subsistence expense 
basis during a single trip when travel is performed in several locations including high 
rate geographical areas; however, only one method of reimbursement (per-diem or 
actual subsistence expense) shall be authorized within the same day. 

In instances of mixed travel involving both per-diem and actual subsistence expenses, 
or several high rate geographical areas the methods of reimbursement and authorized rate 
for a calendar day (beginning at 12:01 a.m.) shall be determined by the location where the 
lodgings are obtained for that day. For example, when a traveler travels to a high rate 
geographical area where he performs official duties and obtains lodging, the 
reimbursement would be made under the actual subsistence expense method for the 
entire day not to exceed the maximum rate prescribed for the high rate area where the 
lodgings were obtained. 

The method of reimbursement for the day of return travel shall be computed at the same 
rate as authorized for the first day of travel. For example, if a traveler authorized actual 
subsistence expense reimbursement for the first day of travel, reimbursement for the day 
of return shall also be on actual subsistence basis; if per-diem is authorized for the first 
day of travel, per-diem shall also be authorized for the day of return to home or official 
station. 

Local Travel 

All local travel expenses for persons whose position requires daily or intermittent travel is 
to be covered by a general travel authorization granted by an appropriate authorizing 
official. The traveler should only be reimbursed after presentation of a local travel expense 
statement submitted at two-week intervals. The local travel statement shall be approved 
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by the authorizing official prior to submission to the Finance Office for payment. . 

Applicability of Standardized Government Travel Regulations (SGTR) 

Although the SGTR do not apply to CSA grantees, CSA has determined that the regulations 
contained therein represent reasonable restrictions and limitations which its grantees 
should not exceed. UPO’s travel policy implements the essential requirements of CSA. Any 
matters not covered by this policy related to travel or per-diem which is governed by CSA 
regulations shall be resolved by resorting to the applicable CSA regulations or SGTR 

7.4 Vehicle Use Policy 

This policy applies to UPO employees authorized to drive UPO or personal vehicles to 
conduct official UPO business within the District of Columbia or out-of-town travel. 

1. Policy

a. The use of UPO vehicles, including cars, vans and buses, as well as employee
vehicles or cars rented for business of the organization, must adhere to the
procedures and regulations set forth in this memorandum. Employees in “Driver”
positions also must also adhere to the terms of their program’s specific “Driver
Manual”. (Drivers contact their immediate supervisor for specific driver manual.)

b. Like other expenditures, costs related to official vehicle use by UPO employees
are subject to audit by independent licensed public accountants and federal
auditors. Expenses which fail to meet the requirements of this memorandum may
be questioned and/or disallowed as improper charges against grant and contract
funds. Therefore, each authorizing official and individual vehicle operator will be
responsible for providing the documentation needed to prove that questioned
expenditures were reasonable and necessary or will be required to reimburse UPO
for unauthorized and questioned expenditures through automatic payroll
deduction.

c. Official vehicle use must be approved in advance by the President and CEO
(President/CEO) as defined under item 2.

d. An Operators Manifest/Vehicle Check must be utilized for each day of official
vehicle use.

2. Authorizing Official

The advance authorization required by item 1.b., above, shall be obtained in the
following manner:

a. The President/CEO shall have the authority to approve all official vehicle use by
UPO employees.

b. Pursuant to the authority contained in subparagraph 2.a. above, the Pres/CEO
hereby delegates to Office Directors, the authority to approve official vehicle use
for those employees falling within the organizational needs of their respective
office.

c. Individual driving privileges may be refused, revoked or suspended by the
authorizing official due to loss of funding, criminal conduct or failure to adhere to
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UPO Vehicle Use Policy. Individuals violating this policy or operating an official 
vehicle in an illegal or improper manner may be subject to disciplinary action, 
up to and including termination from employment. 

3. Review Criteria

The officials responsible for approving official vehicle use shall apply the following 
guidelines in reviewing official vehicle use requests: 

a. Vehicle use is required to meet contractual obligations as set forth in grants,
contracts or UPO commitments to events, conferences or community activities.

b. There is a direct benefit to the achievement of an objective related to UPO’s
mission and the objectives of the controlling legislation of the program involved.

c. The official vehicle use costs are fully in line with budgeted costs.
d. There should be a direct relationship between the official vehicle use, the

position held by the person employed with UPO and operating the vehicle and the
accomplishment of UPO’s mission.

e. The vehicle operator meets the guidelines set forth in “The United Planning
Organization Procedures for Use of Company Vehicles and Non-Owned Vehicles
Used for Company Business”, as well as, have a valid District of Columbia,
Maryland or Virginia driver’s license and insurance confirmed by the Office of
Business Management. (See Driver Manual)

f. Employees regularly approved for official vehicle use must annually file a motor
vehicle driving record, police clearance and a copy of current insurance card if
they have one with the Office of Business Management. Employees charged with
the transporting of UPO clients or staff must take and successfully complete the
UPO administered road test as verified by their supervisor prior to assuming their
driving duties.

g. Employees charged with the transporting of UPO clients or staff must have the
requisite valid Commercial Driver’s License for the District of Columbia as verified
by the Office of Business Management when driving a multi-passenger vehicle.

h. Employees approved for official vehicle use must adhere to the standards set forth
in the UPO Comprehensive Alcohol and Drug Abuse policy as verified by the UPO
Office of Human Resources. See Appendix 11, UPO Comprehensive Alcohol and
Drug Abuse Policy.

i. All UPO employees authorized to use vehicles to conduct official UPO business
must be listed as authorized drivers under UPO’s vehicle insurance policies as
verified by the office of UPO Office of Business Management.

4. Official Authorized Use of Vehicles

The designation of official use of UPO vehicles, private vehicles or rental cars may
be issued ONLY for conducting business related to UPO’s administration, program
services or special events.
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5. Unauthorized Use of Vehicles

Use of an official UPO vehicle for activities other than UPO business is prohibited. 

6. Use of Vehicles by Non-UPO Employees

Non-UPO employees are prohibited from operating UPO vehicles. 

7. Operator Requirements

a. All UPO authorized operators of UPO or private vehicles for the purposes of
conducting official UPO business must adhere to all applicable state laws
regarding the operation and parking of motor vehicles.

b. Operators of UPO provided or authorized vehicles (including private vehicles
authorized by UPO to be used for purposes of conducting official UPO business)
which cause damage to other vehicles, property or harm to passengers due to
their negligence, or misuse are subject to disciplinary actions such as written
reprimand, temporary suspension without pay, and/or dismissal. Misuse means
unauthorized use, use for improper purpose, gross negligence in the care and
operation of an official UPO vehicle, or not adhering to traffic safety regulations
or UPO policy and procedures.

c. Operators of UPO provided or authorized vehicles are required to complete and
submit to an immediate supervisor and the Office of Business Management 
completed accident report forms within 24 hours of any accident. 

d. Operators of UPO provided or authorized vehicles are required to report vehicle
malfunctions, traffic citations and vehicle damage to their supervisor prior to 
operating the vehicle or upon return of the vehicle. 

e. In cases of passenger distress (i.e., illness, altercation), operators of UPO provided
or authorized vehicles are required to pull to a safe location, remedy situations
which do not pose a threat to operator’s personal safety or the safety of other
passengers, contact appropriate authorities as needed, provide assistance in
ensuring the safety of passengers not involved and notify his or her immediate
supervisor. A UPO Driver Incident Report must be submitted upon return of vehicle.

f. Office Directors must report all traffic citations related to UPO owned vehicles
by memorandum to the Office of Business Management within forty-eight (48)
hours of the citation. The memorandum must include the driver’s name,
description of the infraction and the how the driver will plead.

g. Operators of UPO provided vehicles disabled while in transit are required to:

i. Move vehicle and passengers to safest location
ii. Contact UPO immediate supervisor.

iii. File a UPO Driver Incident Report form immediately upon return to work site.

h. Drivers/Operators of UPO vans, buses and all other UPO provided vehicles must
accurately complete and sign a daily Operators Manifest/Vehicle Check form and
submit it to his or her supervisor at the close of each business day.

i. Drivers/Operators of UPO vans, buses and all other UPO provided or authorized
vehicles are prohibited from the use of a handheld cellular/mobile phone while
driving on duty in accordance with Section 7.1 of this Handbook.
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8. Personal Vehicle Use Reimbursement

Persons authorized to use their private vehicles for purposes of conducting official UPO 
business will be reimbursed for mileage in accordance with the US General Services 
Administration (GSA) issued Travel Regulation – Privately Owned Vehicle mileage 
reimbursement. Parking fees will be reimbursed at cost with the provision of original 
receipt and completed reimbursement form. Fees must be reasonable and incurred for 
the time period that official UPO business was conducted. Fees incurred beyond the 
official time period will be the responsibility of the authorized operator. 

9. Termination of Driver Authorization

If an authorized driver of an  UPO assigned vehicle is reassigned or terminated from 
employment, a DMV report on their assigned vehicle must be ascertained by their 
immediate supervisor prior to the issuance of their final paycheck. Any outstanding tickets 
attributable to the driver must be deducted from their UPO wages. 

END OF SECTION



Effective 02/01/2018  8-EMPLOYEE COMMUNICATIONS   Page 1 of 1 

UPO EMPLOYEE HANDBOOK

8. EMPLOYEE COMMUNICATIONS

8.1 Employee Suggestions 

UPO encourages all employees to bring forward their suggestions and good ideas about 
making UPO a better place to work and enhancing service to UPO customers. Any 
employee who sees an opportunity for improvement is encouraged to talk it over with his 
or her supervisor or write it down and place it in one of UPO’s Suggestion Boxes 
conveniently located at all UPO facilities. The employee’s supervisor can help bring ideas to 
the attention of the people in the organization who are able to implement them. UPO 
values all constructive suggestions. 

8.2 Complaint Procedure 

UPO is committed to providing the best possible working conditions for its employees. Part 
of this commitment is encouraging a frank and open atmosphere in which any problem or 
complaint will receive a timely response from UPO management. 

Any employee who believes that he or she has been treated unfairly has recourse for 
resolution of such a complaint. Employees who feel that they have been harassed in 
violation of UPO’s No-Harassment Policy should report any such harassment in 
accordance with the procedures set forth in Section 3.15 of this Handbook. Other employee 
complaints should be reported to the employee's immediate supervisor first, as soon as 
possible after the activity or incident occurs. If the employee’s complaint is not 
satisfactorily resolved or if the employee does not feel that he or she can discuss the 
activity or incident with his or her immediate supervisor, the employee should next 
report to the UPO Division Director responsible for the work site or program. If the 
employee remains unsatisfied with management’s response, then he or she should report 
to the Office Director. In the event the complaint is not resolved at the Office Director level, 
it should be brought to the attention of the Executive Vice President, who is responsible for 
final resolution of the matter. 

In addition, in keeping with the policy of maintaining the highest standards of conduct 
and ethics, UPO will investigate complaints of suspected fraudulent or dishonest use of 
its resources or property by staff, board members, consultants, volunteers, interns or 
clients. To maintain the highest standards of service, UPO will also investigate complaints 
concerning its programs and services. 

Employees, board members, consultants, volunteers, interns, clients, and community 
members are encouraged to report suspected fraudulent or dishonest conduct or 
problems with services provided. This policy supplements, and does not replace, any 
procedures required by law, regulation, or funding source requirements. 

See Appendix 14, UPO Whistleblower Policy. 

END OF SECTION
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9 EMPLOYEE ACKNOWLEDGEMENT 

I have received my copy of the UPO Employee Handbook (Handbook) and I understand that 
it is my responsibility to read and comply with the policies contained in it as well as any 
later revisions that may be made to it. 

This Handbook contains important information about UPO’s policies, but it is not 
exhaustive. I should consult my supervisor regarding any questions I may have that are not 
answered in the Handbook. 

I have entered into my employment relationship with UPO voluntarily and 
acknowledge that I have not been promised a specific length of employment. I 
understand that my employment with UPO is at-will. Accordingly, either UPO or I can 
terminate the relationship for any reason, with or without notice, at any time. I also 
acknowledge that this policy Handbook is not a contract of employment, nor a legal 
document. None of the provisions of this Handbook constitute legal or contractual 
obligations of UPO and UPO is free to change any provisions of this Handbook at any 
time at its sole discretion. 

______________________________________________________________________________________________________ 
Employee’s Name (please print) 

_____________________________________________________________________________________________________ 
Title  

____________________________________________________________________________________________________ 
Program/Division/Office 

____________________________________________________________________________________________________ 
Employee’s Signature  Date 

END OF SECTION
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APPENDICES 

1. UPO Organizational Chart
2. UPO Volunteer Guidelines
3. UPO Cultural Diversity and Competency Plan
4. UPO Record Retention and Destruction Policy
5. UPO Inclement Weather Policy
6. UPO Employee and Volunteer Conflict of Interest and Related Party Policy
7. Memo: Election Year and Political Activities
8. UPO Housing Counseling Program Privacy Policy
9. UPO Employee Dress Code Policy
10. UPO Information Technology Policy
11. UPO Comprehensive Alcohol & Drug Policy
12. UPO Employee Assistance Program Pamphlet
13. UPO Tuition Reimbursement Policy
14. UPO Whistleblower Policy

END OF SECTION
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United Planning Organization 

Volunteer Guidelines 

PURPOSE 

The United Planning Organization (UPO) recognizes that volunteers are a most needed 

commodity and a very valuable resource. We will endeavor to provide meaningful roles in which 

volunteers might serve. 

The information provided within those guidelines serve as direction for staff and volunteers and 

to reduce volunteer risk. UPO has the right to change these guidelines at any time and expect 

adherence. All revisions will be in writing. 

VOLUNTEER 

By definition, a “volunteer” is anyone who performs a service without compensation or the 

expectation of compensation, on behalf of UPO. A volunteer shall not be considered as an 

employee of UPO. Volunteers serve at the pleasure of UPO and assignments can be terminated at 

the discretion of UPO without notice or cause. 

SPECIAL VOLUNTEERS  

On occasion, UPO accepts students participating in student community service activities and 

accepts adults through the courts who are required to perform community hours. In either case, a 

special agreement must be in effect with the organization, school, and or court from which 

individuals originate. 

A person under the age of eighteen may only become a volunteer with written parental consent. 

FAMILY/FRIENDS/COMMUNITY MEMBERS AND CLIENTS AS VOLUNTEERS 

UPO welcomes community members, clients, family and friends as volunteers. Clients may 

serve as volunteers as long as it does not create an obstruction or conflict with provision of 

services they are receiving or providing to others. Family members acting as volunteers can be 

placed within the same department as other members of their family who are employees, 
however they can not be supervised by their family member.
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RESPONSIBILITIES  

I. Volunteers 

      

1. The volunteer is responsible for abiding by the rules and policies of United Planning 

Organization in performance of their volunteer services.  

 

2. Volunteers are expected to perform their services without compensation to the best of 

their abilities and remain loyal to the goals and policies of UPO. Volunteers may be 

utilized in all programs and activities and serve at all levels of skill, if qualified and 

activities have been approved by Office and Program Director. 
 

3. Volunteers receive no compensation for services or reimbursement for incidental 

expenses. 
 

4. Volunteers are required to record their hours of services on the designated volunteer 

service form (daily). 
 

5. All individuals interested in providing volunteer service to UPO, must complete attached 

UPO standard Volunteer Application Form. A copy will be maintained by the Office of 

Human Resources, Site Supervisor, and Volunteer Coordinator.  

 

6. All individuals accepted as UPO volunteer are required to execute the UPO Volunteer 

guideline agreement.  

 

7. A Criminal Background check which includes FBI, child registry and child protective 

clearance is required for particular volunteer assignments, and will be at the discretion of 

HR, and Office and Program Director.  If working in a ECDC facility a negative TB 

screening is also required.  

 

8. Volunteers must provide the Office of Human Resource and the Site Supervisor with all 

information relevant to allergies, medical condition(s) and physical limitations. 
 

9. Volunteers are required to participate in a personal interview, site orientation, and a 

volunteer assignment training session. 
 

10. Volunteers have the responsibility to maintain confidentiality appropriate to their 

assignment; be prompt, reliable and attend all meetings and training needed necessary for 

their assignment. 
 

11. Volunteers must report any incidents, injuries or illness occurring at the volunteer work 

site, regardless of how minor, immediately to the Site Supervisor. 
 

12. Volunteers must work within the rules of the site, and under the direction and supervision 

of a full time staff member. 
 

13. Volunteers must not use or possess illegal drugs or alcohol. 
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RESPONSIBILITIES  

II. Site Supervisor  

 

1. Maintain individual volunteer records for each volunteer at the assigned site.  

 

2. Maintain volunteer service form to account for the time the volunteer has been onsite 

providing services. 

 

3. Volunteers must have a clearly identified supervisor who is responsible for direct 

management and guidance of their work. 

 

4. Must provide each volunteer with a well defined job description of services to be 

rendered. 

 

5. Create volunteer work assignments with a beginning and end date. 

 

6. Plan short, periodic sessions with volunteer monthly and/or as needed to discuss any 

issues, etc. 

 

7. Make available all information (i.e. memo, materials, etc.) relevant to their assignment 

 

8. Acknowledge the value and contribution of your volunteer. 

 

9. Encourage their continuing commitment to volunteer. 

 

10. Include volunteers in your planning sessions-they too have some great ideals. 

 

11. Provide statement informing volunteer what to do in the event of an injury. 

 

12. Provide an appropriate work site which contains the necessary supplies and equipment to 

enable the volunteer to be productive and perform their assigned task. 

 

13. Conduct periodic evaluations to review their work and maintain records of the evaluation. 

 

14. Volunteers should dress appropriately for the conditions and site assignments according 

to UPO Dress code. 

 

15. Dismiss volunteers who do not observe the rules and procedures of the site or who fail to 

perform their volunteer assignments. You should discuss with the volunteer your 

reason(s) for dismissal. 

 

16. Provide volunteer with a copy of the Guidelines for UPO’s Volunteer Program and 

Volunteer Agreement. 

 

17. Maintain executed volunteer agreement and provide copy of volunteer application to 

Human Resource.  
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PLEASE READ AND INITIAL    NAME:       

  

Violence in the Worksite Policy  
UPO and its network of programs are committed to providing a safe workplace for its 

volunteers. To ensure a safe volunteer site and reduce the risk of violence, all volunteers 

should review and understand all provisions of UPO’s volunteer site policy. UPO will respond 

when there is any indication of a potentially hostile or violent situation. 

 

Prohibited Conduct  

UPO does not tolerate any type of violence committed by or against volunteers.  For the 

purpose of this policy, a threat or act of violence shall include, but not limited to, any act or 

gesture likely to leave another person injured or fearing injury, any act or gesture likely to 

damage property, or any act or gesture intended to harass or intimidate another person.  

 

Volunteers are prohibited from making or engaging in violent activities.  The list of prohibited 

behaviors includes, but is not limited to, the following conduct: 

 

 Causing physical injury to another person 

 Making threatening remarks  

 Aggressive or hostile behavior that creates a reasonable fear of injury to another person or 

subjects another individual to emotional distress 

 Intentionally damaging employer property or property of an employee or volunteer 

 Possession of a weapon while on UPO property or while conduction UPO business 

 

Safety and Accident Reporting  
UPO believes that maintaining worksite safety is vitally important. UPO Managers and 

employees strive to provide a safe work environment for all those who enter a UPO site.  

Volunteers are encouraged to be mindful of their own safety and that of others.  

 

All Injuries, incidents, accidents or unsafe conditions, regardless of the extent of seriousness, 

must be reported immediately to your Site Supervisor. 

 

Harassment  
The United Planning Organization strives to provide an environment free from all Harassment.  

Harassment which includes but not limited to sexual, verbal, psychological will NOT be 

tolerated.  Moreover UPO forbids any retaliation against anyone who reports allegations of 

harassment or who participates in investigation of such claims.   

 

Volunteers are expected to abide by UPO Sexual Harassment policy which includes quid pro 

quo and hostile environment harassment. The attached UPO Sexual Harassment Policy is 

compressive in its coverage and specific in its application.   
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I have read, understand, and agree to comply with the foregoing policy, rules, and condition governing the 

use of UPO’s policy and guidelines. I understand that violation of this policy may result in disciplinary 

action, including termination of volunteer services, legal actions, and criminal liability. 

Volunteer Signature Date 

Volunteer Printed Name  Date 

Site Supervisor’s Signature Date 

Program Coordinator Signature Date 

Confidentiality  

Personal information viewed by volunteers MUST remain confidential. Disclosure of 

confidential information may result in termination of a volunteer. 

All UO records and information relating to UPO and its customers are confidential, and 

volunteers must ensure the confidentially of all such materials and information.  The ability of 

UPO to effectively interact with the members of the community is highly dependent upon the 

community’s confidence that personal information that it provide to UPO will be held in 

confidence and not be released to unauthorized persons or agencies.   

NO UPO-related information, including, but not limited to, documents, notes, files, records, 

oral information, computer files or similar materials may be removed from UPO’s facility. 

Computer and Internet Usage (attached) 

I hereby acknowledge receiving information on UPO Computer and Internet Usage and agree 

to comply with the foregoing policy, rules, and condition governing the use of UPO’s 

computer resources and services. I understand that violation of this policy may result in 

disciplinary action, including termination of volunteer services, legal actions, and criminal 

liability.  
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UPO Early Childcare and Development Center Volunteer Guidelines 

329 CRIMINAL AND BACKGROUND HISTORY CHECKS 

329.1 The child development facility shall conform to the following requirements 

related to criminal background checks for applicants for volunteer service of the 

following requirements: 

(a) The applicant must satisfactorily complete a criminal background check, consistent with 

the Criminal Background Checks for the Protection of Children Act of 2004, (D.C. Law 

15-353, D.C. Official Code § 4-1501.01 et seq.); conform to all applicable rules and any 

other applicable District of Columbia or federal laws; and complete a child protection 

register check through the District of Columbia Child and Family Services Agency, 

before he or she can be employed; 

(b) Unless otherwise provided by law, the criminal background and child protection register 

checks must be completed or updated as appropriate within three (3) months prior to the 

date of employment; 

(c) Unless otherwise provided by law, the applicant must provide to the facility certified 

results of the criminal background and child protection register checks, or, at the 

facility’s discretion, with all information that will enable the facility to promptly obtain 

the results of the criminal background and child protection register checks of the 

applicant, including each state in which the applicant has resided or worked, the 

applicant's social security number, and all names the applicant has used; 

(d) The facility shall ensure that background check reports provided by an applicant conform 

to generally accepted practices, such as background checks based upon fingerprint checks 

performed by the Federal Bureau of Investigation National Criminal Center. 

(e) The applicant has the right to obtain copies of the criminal background and child 

protection register check reports and to challenge the accuracy and completeness of the 

reports; 

(f) The facility shall review the results of the background check and child protection 

registers to determine the suitability of the individual.  The information obtained from the 

criminal background check shall not create a disqualification or presumption against 

employment or volunteer status of an applicant unless the facility determines that the 

applicant poses a present danger to children or youth. In making this determination, the 

facility shall consider the following factors: 

(1) The specific duties and responsibilities necessarily related to employment or 

volunteer duties;  

(2) The bearing, if any, the criminal offense for which the person was previously 

convicted will have on his or her fitness or ability to perform one or more of such 

duties or responsibilities; 
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(3) The length of time that has elapsed since the occurrence of the criminal offense; 

(4) The age of the person at the time of the time of the criminal offense; 

(5) The frequency and seriousness of the criminal offense; 

(6) Any information produced by the person, or produced on his or her behalf, 

regarding his or her rehabilitation and good conduct since the occurrence of the 

criminal offense; and 

(7) An applicable public policy with regard to consideration of ex-offenders for 

employment; provided that:  

(A) The facility shall not employ or permit to serve as a volunteer, an 

applicant who has been convicted of, has pleaded nolo contendere to, is on 

probation before judgment, or placed on a case on the stet docket because 

of, or has been found not guilty by reason of insanity for any sexual 

offenses involving a minor, child abuse or child neglect. 

(B) If an application is denied because the applicant presents a present danger 

to children or youth, the facility shall inform the applicant in writing and 

the applicant may appeal the denial to the Commission on Human Rights 

within thirty (30) days after the date of the facility’s written statement. 

(g) The facility shall not employ an applicant or accept a volunteer for services at the 

facility until satisfactory completion of the criminal background and child 

protection register checks; provided that an applicant may be employed consistent 

with subsection 329.5 of this chapter.   

329.2 All records of criminal background checks and child protection register checks 

made available to the facility shall be confidential.  This information shall be 

maintained by the facility, in a secured location with limited access, separate from 

other records. 

329.3 The facility shall require the applicant to provide the names of and contact 

information for at least three (3) references, who shall be unrelated to the 

applicant.  The facility shall check at least three (3) references for each applicant, 

and shall ascertain that the applicant is suitable for employment in a position of 

close interaction with children, prior to employment of the applicant.  

329.4 The facility shall maintain a record of the reference checks performed for each 

applicant.  The record shall include either: a signed and dated letter of reference 

received by the facility; or documentation of a reference check conducted by 

telephone, including the name of the facility licensee, caregiver, center director, 
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or designee conducting the check, the name and telephone number of the 

reference, the date of the check, and written comments regarding the check. 

329.5 The facility may enter into a conditional employment  agreement to hire an 

applicant for a term of three (3) months, pending the outcome of the criminal 

background and child protection register checks; provided that the applicant shall 

submit to the facility prior to employment a signed notarized statement affirming 

that he/she has:    

(a) No conviction for any offense that would make him/her ineligible for 

employment under this chapter;  

(b) No placement on a child protection register; and 

(c) Three (3) references who will confirm that the applicant is suitable for 

employment in a position requiring routine interaction with children. 

329.6 The facility shall require an employee or volunteer to submit to periodic criminal 

background checks and child protection register checks while employed by or 

volunteering at a child development facility subject to this chapter. 



vbjackson
Typewritten Text
Appendix 3









1 

 

UNITED PLANNING ORGANIZATION 

RECORD RETENTION AND DESTRUCTION POLICY 

 

 

1. Purpose. 

 

United Planning Organization (hereafter “UPO”) retains records as required by all applicable 

laws and regulations or grant/contract terms and conditions and/or for a period of time period 

deemed to be sufficient given the content and purpose of the record; and to have a routine and 

orderly process for disposing of electronic and paper documents that do not need to be retained 

for legal or operational reasons at the proper time. This Policy provides guidelines concerning 

the length of time official records should be retained under ordinary business circumstances, as 

well as the steps that UPO should take in the event of any pending or imminent government 

(federal, state or local) or regulatory investigation, audit or proceeding, or any administrative, 

civil lawsuit or criminal proceeding involving UPO. 

It is not intended to serve as authorization to destroy or otherwise dispose of unscheduled records 

nor is it intended to cover every possible situation in which decisions about the retention or 

destruction of records must occur.   

 

This policy is intended to complement the use of approved records retention and disposition 

schedules.  If an Office lacks an approved records retention and disposition schedule, it may not 

destroy or otherwise dispose of any records in its custody, whether in electronic, paper or other 

format (including electronic mail).  

 

2. Policy. 

 

This Policy represents UPO’s formal policy regarding the retention and disposal of records 

related to and generated in the course of UPO’s operations. It is the responsibility of each Office 

Director to ensure effective record retention management so that UPO records are not arbitrarily 

destroyed and that legal record keeping requirements are met.  Each Office Director is 

responsible for checking contract or grant requirements to ensure that record retention 

requirements are met. The Office Director may delegate the record retention function to an 

individual within the office who shall work in conjunction with the UPO Office of Finance and 

the Office of General Counsel to establish retention schedules.  Each office shall routinely 

evaluate its record retention schedules to ensure compliance with federal, state and UPO 

requirements.  All staff who either generate and or exercise control over records should be 

trained in basic record retention requirements. 

 

Caution: Office personnel should be aware that there are no standard record retention time 

frames for federal grant awards.  While most federal records require a three (3) year record 

retention, the start of this three (3) year period is usually based on the final grant expenditure 

report which normally occurs several months after the end of the federal grant award term.  It 

should also be noted that amended final expenditure reports restart the three (3) year period. As 

a result, pre-defined period of time (i.e. as of October 1) cannot be used as a record retention 

date.  The Office of Finance maintains these critical dates and sends out semi-annual notification 

to offices, divisions regarding which fiscal year and which particular federal or district grant 
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records may be purged.  Similarly, audits also suspend permission to dispose of records.  Thus, 

close coordination with the Office of Finance as well as the Office of General Counsel is of 

paramount importance prior to any records being destroyed. 

 

 

3. Covered Records. 

This Policy applies to all records generated in the course of UPO’s operations, including 

but not limited to:   

 handwritten, typed, or printed hardcopy (i.e., paper) documents; 

 electronic records and documents (e.g., e-mail, Web files, text files, PDF files);  

 video or digital images; 

 graphic representations;  

 electronically stored information contained on network servers and/or document 

management systems;  

 notes, drafts, calendars, personal notes; and  

 recorded audio material (e.g., voicemail)  

 

Failure to retain records as required by law could subject employees and UPO to penalties and 

fines, cause the loss of rights, obstruct justice, spoil potential evidence in a lawsuit, place UPO in 

contempt of court, or seriously disadvantage UPO in litigation. 

 

UPO expects all employees and other persons who generate and access UPO records to fully 

comply with this policy. In addition, if an employee or other person believes or is informed by 

UPO, that UPO records are relevant to litigation or potential litigation (i.e., a dispute that could 

result in litigation), then those records must be preserved until UPO’s in-house or outside legal 

counsel determines the records are no longer needed. This exception supersedes any previously 

or subsequently established destruction schedule for those records.  

 

Retention time periods are noted in the attached Record Retention Schedule that is the 

maintenance, retention and disposal schedule for records of UPO unless needed for a longer 

period of time due to audit requirements or litigation: 

 

 

4. Implementation 

 

The UPO record retention function must include, but is not limited to the following types of 

activities: 
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a. Each office/division must have an officially designated person on record with 

            the Office of Finance to act as the Office/Division’s Record Retention Officer. 

 

b. The President and Chief Executive Officer shall appoint a UPO Record Retention 

Officer/Administrator whose duty it will be to administer this Policy and implement 

reasonable processes and procedures concerning the Record Retention Schedule. The 

Records Administrator shall be authorized to (with the approval of UPO’s legal counsel):  

(a) make modifications to the Record Retention Schedule from time to time to provide 

that this Policy complies with local, state and federal laws and includes the appropriate 

document and record categories for UPO; (b) monitor changes in local, state and federal 

laws affecting record retention; (c) monitor the compliance of UPO’s officers and 

employees with this Policy; and (d) take such other action as may be authorized by 

UPO’s Board of Directors.  The Records Administrator shall annually review UPO’s 

record retention and disposal program and shall apprise UPO’s officers, directors and 

employees of any changes in laws relating to UPO’s record retention and disposal 

program.   

 

c. The Director of the Office of Human Resources will arrange for every officer and 

employee of UPO to receive and review a copy of this Policy and each officer and 

employee shall sign a statement that affirms that he or she has received a copy of this 

Policy, has read and understands it and has agreed to comply with it. 

 

d. All agreements/contracts/MOU’s/ must include the requirement that records shall be 

maintained in accordance with UPO, District or federal retention policies, whichever is 

more restrictive, and that failure to do so could result in penalty assessments in 

accordance with law or possibly in the cancellation of the grant or contract. 

 

e. All agreements/contracts must include a provision allowing UPO access to persons and 

records. 

  

f. All record Retention Officers must be familiar with this policy and coordinate with the 

Office of General Counsel as to the current District and federal record retention policies. 

 

g. Office/Division Record Retention Officers must maintain contact with the Office of 

Finance and or Office of General Counsel regarding the long-term storage of documents.  

Consideration shall be given to cost-effective management of document storage needs 

and the use of alternative methods.  Specific records will be permanently discarded by the 

UPO long-term storage vendor only upon receipt of a written authorization signed by the 

appropriate Office/Division Director.  The Office/Division shall obtain written approval 

from the Office of Finance prior to giving written authorization to discard such records.  

See attached “Authorization to Discard Records”. 

 

h. Office/Division Record Retention Officers will maintain a permanent list of which record 

series their Office/Division have destroyed or transferred and the action date. 
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5. Record Storage Procedures. 

a. Organization of Records.  In order to facilitate administration of this Policy, 

where practicable, UPO’s records should where practicable be organized and stored according to 

the general categories set forth in the attached Record Retention Schedule.  Categories of records 

not specifically addressed in the Record Retention Schedule may be stored in a manner that best 

facilitates the efficient administration of UPO’s operations where appropriate.  Records within 

each category should generally be organized and stored in chronological order or by time period 

(e.g., by month or year).   

b. Dating of Records.  Categories of records not required to be retained on a 

permanent basis (according to the Record Retention Schedule) should be conspicuously dated to 

enable such records to be easily identified for destruction at the end of the record retention period 

recommended in the Record Retention Schedule. 

c. Confidentiality of Records.  Records containing confidential information should 

be labeled and/or stored in a manner to limit access to those employees or other individuals with 

authorization to view such records.  Any UPO e-mail, regardless of the nature of the content, 

may be subject to disclosure in the course of a government investigation or litigation involving 

UPO.  UPO provides its employees with e-mail as a tool for performing its employees’ work 

functions.   

  While UPO understands that employees may occasionally use their e-mail to 

conduct personal business, employees should be aware that they have no expectation of privacy 

for any information or communications contained in work-related e-mail accounts.  UPO 

reserves the right to review any UPO e-mail at any time.   

d. Electronic Storage System.  Subject to the approval of UPO’s Board of 

Directors, the Records Administrator shall be authorized to develop and implement a system for 

maintaining UPO’s books and records via an electronic storage system that either images 

hardcopy records or transfers computerized records to electronic storage media (e.g., hard drives 

 

6. Document Destruction Procedures. 

Once records have been retained for the applicable period set forth in the Record 

Retention Schedule, they should be prepared for destruction in the manner prescribed by the 

Records Administrator, unless the Records Administrator has suspended the destruction of any 

such records in accordance with Section 7.  The Records Administrator shall develop procedures 

for destroying categories of records that are not listed in the Record Retention Schedule at times 

and in an effective manner that best facilitates the efficient administration of UPO’s operations.  

All confidential paper documents destroyed pursuant to this Policy shall be cut by mechanical 

shredder.  Electronic data contained on servers and hard drives shall be deleted and overwritten.  

Electronic data contained on all other media shall be destroyed by the physical destruction of that 

media. 

 

7.Suspension of Record Disposal in Event of Litigation or Claims. 
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In the event any UPO employee reasonably anticipates or becomes aware of a 

governmental or regulatory investigation or audit concerning UPO or a claim asserted or the 

commencement of any litigation against or concerning UPO, such employee shall inform the 

Records Administrator and Vice President of Legal Affairs and General Counsel and any further 

disposal of relevant documents shall be suspended until such time as the Records Administrator, 

with the advice of the President and Chief Executive Officer and UPO’s legal counsel, 

determines that the record hold should be lifted.  The Records Administrator shall take such steps 

as are necessary to promptly inform affected staff of any suspension in the disposal or 

destruction of documents. 

 

Potentially relevant records should be retained indefinitely (or until the Records 

Administrator and Vice President of Legal Affairs and General Counsel advises otherwise), 

whether or not this policy would otherwise provide for the destruction of such records in the 

ordinary course of business.  In other words, records may be destroyed in accordance with this 

Policy only if they are not responsive to a subpoena or relevant to an imminent or pending 

investigation, lawsuit or claim. 

 

Any questions regarding whether a record is responsive to a subpoena or relevant to an 

investigation, lawsuit or claim should be directed to the Vice President of Legal Affairs and 

General Counsel.  Destruction of records relevant to a claim, investigation, subpoena or 

litigation, even if inadvertent, could seriously prejudice UPO and could subject any individual 

involved in such destruction and UPO to substantial criminal and civil liability, fines and 

penalties.   

 

Employees who violate this policy will be subject to discipline up to and including 

termination. 

 

8. Confidentiality and Ownership.   
 

All records are the property of UPO, and employees are expected to hold all business 

records in confidence and to treat them as UPO assets.  Records must be safeguarded and may be 

disclosed to parties outside of UPO only with proper authorization.  Any subpoena, court order, 

or other request for documents received by employees, or questions regarding the release of UPO 

records, must be directed to the Records Administrator and Vice President of Legal Affairs and 

General Counsel prior to the release of such records.  Any records of UPO in possession of an 

employee must be returned to the employee’s supervisor or the Records Administrator upon 

termination of employment. UPO records should never be stored in an employee's home, nor 

should records be removed from UPO's offices for storage except to an approved offsite storage 

facility. 

 

9. E-Mail and Other Electronic Records.   
 

Electronic records include e-mail, electronic spreadsheets, word processing files, power point 

presentations and other records stored or imaged on computer servers, magnetic tape, CD-ROM, 

hard discs, floppy disc or other electronic storage media.  Electronic records are legally no 

different from paper records – they are subject to the same retention periods (which are based on 
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content, not form) and, must be produced in the case of a subpoena government or regulatory 

investigation, or lawsuit. 

  

 Unless responsive to a subpoena, or relevant to a government or regulatory investigation, 

lawsuit or claim or otherwise required for retention under this Policy and the attached record 

retention schedule, e-mail messages should generally be deleted as soon as practicable.  E-mails 

located in your in-box and out-box will be automatically deleted after three (3) years.  Backup 

copies of e-mail messages will not be retained.  If an employee determines that a particular e-

mail should be retained for a longer period, either for business reasons or pursuant to the 

attached Records Retention Schedule or because of a Record Hold, the e-mail should be placed 

in one of the employee’s user-defined folders where such selected e-mails will be saved beyond 

the three (3) year limit.  Employees should periodically review the e-mails saved in these user-

defined folders and delete those e-mails no longer needed for business purposes which are not 

otherwise required to be saved in accordance with this Policy.  If electronic records such as e-

mail need to be stored indefinitely because of a Record Hold, employees should contact the 

Record Administrator and Vice President of Legal Affairs and General Counsel to arrange 

appropriate measures for retaining such records. 

 

 The Office of Technology has specific procedures for backup of data from UPO servers 

and individual computers.  Backup discs are stored for a very limited period of time and then 

erased and over-written.  As noted above, all e-mails that are more than three (3) years old 

and which have not been saved in a user-defined folder will be automatically deleted from 

your mailbox and will not be recoverable, unless otherwise determined for a longer period 

of time.  Employees should never rely on the existence of routine data backups for record 

retention.  Instead, if an electronic record should be retained for longer than it will otherwise 

remain on the system, the relevant employee(s) should take the steps outlined above to ensure 

that the record is retained as required. 

 

 E-mail – A Special Caution – All use of e-mail must be consistent with all UPO policies, 

including but not limited to those relating to harassment, privacy, confidentiality, copyrights, 

trademarks, trade secrets and other intellectual property considerations.  Employees should have 

no expectation of privacy in e-mails sent or received on UPO e-mail servers.  E-Mail may not be 

used for any unauthorized or unlawful purpose.  When electronic mail messages or files are 

created they should include comments, language, images or other files that any UPO employee 

would not be embarrassed to have read by any person.  “Private” Electronic Mail messages may 

easily be forwarded to a wide audience.  Such messages, taken out of context, could easily be 

misinterpreted.  All e-mail communications, therefore, should be conducted with the same care, 

judgment and responsibility that would be used when sending letters or memoranda written on 

UPO letterhead.   

 

 Additionally, employees should not: 

 Save electronic records such as e-mail to their local hard drives.  

 Routinely print electronic records, unless the print-outs are retained and/or destroyed 

in accordance with the Records Retention Schedule. 
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 Copy electronic records to home computers, portable devices such as laptop 

computers, digital assistants, portable hard drives or floppy or CD-ROM discs for the 

purpose of keeping them there permanently or for extended periods of time.  

 Forward UPO e-mail to an external e-mail account, such as Hotmail, Yahoo or 

Gmail.  

 Keep copies of e-mail messages in wireless or other portable e-mail devices for more 

than 60 days.  

10. Vital Records.   
 

Vital records are to be identified and protected so that UPO can resume operations with 

minimal inconvenience in the event of a disaster or crisis situation. 

 

 Vital records should be protected by either or both of the following: 

 On-site protection: storing the records in a secure location, with limited access, where 

the records are protected from natural or other disasters, insects, mold, conditions 

hazardous to electronically stored documents, etc. 

 Dispersal: sending duplicate copies of vital records to other locations that would not 

be affected by a disaster at the site where the record is normally maintained.   

 Vital records also should be: 

 Accessible only by authorized persons. 

 Placed in boxes or containers clearly identifying the contents as vital records. 

11. Maintaining Records Beyond a Scheduled Retention Period.   
 

If a Record must be held beyond its retention period, the Records Manager must be notified 

and valid reason must be provided.  Valid reasons include a subpoena, government or regulatory 

investigation, lawsuit, or changes in business conditions or practices that necessitate the ongoing 

use of the Record.  

 

 

12. Other Records 

 

Official Grant Files 

Rationale:  

Federal tax laws and audit requirements largely prescribe the content of these permanently 

retained files. The original grant files, which are initially kept in the Office of Finance and or the 

Office of General Counsel and or the Office of Executive Vice President and or the Office of 

Development & Assessment and or the Office of Early Learning files, contain the following: 

 

1. Original grant proposal; 
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2. Grant agreement and subsequent modifications, if applicable; 

3. All requested IRS/grantee correspondence including determination letters and “no 

change” in exempt status letters; 

4. Final grantee reports, both financial and narrative; 

5. All evidence of returned grant funds and the disposition and allocation of principal and 

interest moneys related thereto; 

6. All pertinent formal correspondence including opinion letters of counsel; 

7. Report Assessment forms; 

8. Documentation relating to grantee evidence of invoices, or matching grants that would 

support grantee compliance with grant agreement; and 

9. Pre-grant Inquiry Forms and other documentation for expenditure responsibility grants. 

10. Grantee work product produced with the grant funds. 

 

Program Files  

Rationale: 

Many programs retain a set of files in their office areas that pertain to their grants and                     

subgrantees and or contracts and subcontractors. These program files often contain a copy of the 

key documents retained in the official grant and or contract files—which are maintained in the 

above indicated Offices files—to provide ease of access to program staff. In addition, the 

program files may contain informal correspondence, copies of e-mail exchanges, project updates, 

media clippings, work product produced using the grant, invitations to events, and so forth. 

 

Because these files are not needed to comply with legal, financial or audit requirements, UPO 

has adopted a retention policy for program files based solely on programmatic and administrative 

needs. UPOs’ policy is to regularly dispose of program flies when the grants to which they relate 

close. This policy is flexible enough to allow program staff to retain particular documents longer 

if doing so would serve UPOs’ interest. For the policy to function effectively, the presumption 

that program files will be discarded when the grant closes is strong, allowing for longer retention 

only in cases that are clearly necessary and indicated in writing. 

 

Policy and Logistics: 

 

After completion of the final report assessment form (RAF), staff should send all program files 

related to the closed grant to the Office Record Retention Officer with the official file for the 

grant. An electronic form related to document retention is part of the final RAF. Staff should 

send the completed final RAF together with the accompanying files to Office Record Retention 

Officer within two months after the program staffs receive the official file with the final report. 

 

The Office Record Retention Officer will forward the program files to the Office Director for 

review and disposal. Staff should identify on the document retention for those materials that need 

to be retained longer and indicate the duration they are to be retained. Retained documents may 

be kept for up to an additional year at which point they will be scheduled for review by the 

Office Director and the responsible program staff. 
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Further, when a program staff member (director, officer or associate) leaves employment at 

UPO, the files for which he or she is responsible will be assigned to another staff member. The 

reassignment of responsibility will be made part of UPO’s regular exit interview process.  

 

In addition,  

 

 The UPO documentation retention policy will apply to all grants approved by the Board 

even if the grants are administered through an outside program office. 

 Program files for grants that have already been closed will be reviewed and disposed of 

according to the procedures outlined above. 

 

The Office Director will review the program files to locate any work product of the grant that 

should be placed with the official files and retained permanently or any formal documents 

that belong in the official files. All other materials will be discarded (with an effort made to 

save and re-use folders, binders, etc.). 

 

Chronological Correspondence and Memo Files  

Rationale: 

It is common for administrative assistants/assistants to the directors to maintain 

chronological files of correspondence and memoranda for program and operations staff 

members. These files often provide an easy means of retrieving a UPO-generated document 

for reference. However, usefulness of these files diminish with time and, thus, the files 

should be discarded in a regular manner. 

 

 

Policy and Logistics: 

The chronological files should be retained for the current year and the prior two years. All 

files from prior to this period should be discarded. The Assistant to the Director in each 

program area and in each operations department will be responsible for the implementation 

of this practice.  

 

Project or Cluster Evaluation Files 

Rationale:  

Because of their value as components of UPO’s institutional memory, final evaluation 

reports are kept permanently in UPO’s archives. The Compliance and Evaluation Division 

(C&E) keeps drafts of evaluations until the reports are in final form. At that point, the drafts 

are discarded. 

 

Policy and Logistics: 

The policy regarding the final evaluation report—to preserve it permanently in the 

archives—shall be in effect. Contractual documents (such as Program Development and 

Evaluation (PDE’s) and scopes of work) will also be retained permanently. When the 

evaluation is completed and in final form, the Head, C&E will collect the documents 

pertaining to the evaluation from program staff and the C&E staff should discard all drafts, e-

mails and other information/ correspondence pertaining to the evaluation. 
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13. Training.   
 

Upon employment with UPO, each employee with access to or responsibility for UPO 

Records should be given a copy of this Policy.  Each such employee will be required to review 

the policy and certify that he or she has read and understands the Policy. 

 

 There shall be a regular schedule for initial and ongoing training of such employees about 

their responsibilities and UPO’s policies and procedures with regard to the creation, retention 

and disposition of records.  Existing employees should periodically be reminded of their 

responsibilities with regard to the creation, retention and disposition of records, including any 

relevant changes in law, regulation or UPO policy.  Each department should document the 

training of its employees.   

 

14. Audit Procedures, Questions and Violations. 
 

The Records Administrator will conduct periodic audits to review compliance with this 

Policy.  Anyone with questions about the Policy should contact the Records Administrator.  UPO 

personnel should report any suspected violations of this Policy to their supervisor, the Records 

Administrator.  Any violations of this Policy will be subject to disciplinary action, up to and 

including termination of employment.  Failure to report a suspected violation of this Policy is 

itself a violation of this Policy subject to disciplinary action. 
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CERTIFICATE OF ADOPTION 

 

 

The foregoing Record Retention and Destruction Policy was adopted by the Board of 

Directors of the UPO on the ___ day of ______________, 2015. 

 

By:        

Name:  _____________________________ 

Title:    _____________________________ 
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RECORD RETENTION SCHEDULE 

The Record Retention Schedule is organized into the following categories: 

 

A. Accounting and Finance 

B. Contracts 

C. Contribution and Gift Records 

D. Corporate Records 

E. Correspondence and Internal Memoranda 

F. Employee Benefit and Retirement Plan Documents 

G. Grant Records 

H. Insurance Records 

I. Legal Files and Papers 

J. Miscellaneous 

K. Payroll Documents 

L. Personnel Records 

M. Programs & Services Records 

N. Property Records 

O. Tax Records 

 

A. ACCOUNTING AND FINANCE 

 

Record Type Retention Period 

Accounts Payable Ledgers and Schedules 
7 years from the end of the 

calendar year 

Accounts Receivable Ledgers and 

Schedules 

7 years from the end of the 

calendar year
 

Annual Audit Reports and Financial 

Statements 
Permanent 

Annual Audit Records (including work 

papers and other documents that relate to 

the audit) 

7 years after completion of audit 

Annual Plans and Budgets 3 years 

Bank Statements and Canceled Checks 
7 years from the end of the 

calendar year
 

Depreciation schedules Permanent 

Duplicate deposit slips 3 years 

Expense analyses/expense distribution 

schedule 

7 years from the end of the 

calendar year 

Employee Expense Reports 
7 years from the end of the 

calendar year
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Record Type Retention Period 

Garnishments 7 years 

General Ledgers Permanent
 

In-kind contributions 3 years 

Interim Financial Statements 7 years 

Journals Permanent 

Notes Receivable Ledgers and Schedules 7 years 

Internal audit reports 3 years 

Internal reports 3 years 

Inventories of products, materials and 

supplies 
7 years 

Invoices (to customers, from vendors) 7 years 

Investment Records 7 years after sale of investment 

Credit Card Records (documents 

showing purchaser credit card number) 
3 years 

Petty cash vouchers 3 years 

Physical inventory tags 3 years 

Purchase orders 7 years (other copies 1 year) 

Bids/Vendor selection records 7 years (originals) 

Receiving sheets 1 year 

Retirement and pension records  Permanent 

Requisitions 1 year 

Sales records 7 years 

Subsidiary ledgers 7 years 
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Record Type Retention Period 

Time records 7 years 

Tax returns and worksheets, examination 

reports, and other documents relating to 

determination of income tax liability  

 

Permanent 

Travel Advance and reimbursement 

records 
7 years 

 

B. CONTRACTS 

 

Record Type Retention Period 

Contracts and Related Correspondence 

(including any proposal that resulted in 

the contract and all other supportive 

documentation) 

7 years after expiration or 

termination  

 

 

 

 

C. CONTRIBUTION AND GIFT RECORDS 

 

Record Type Retention Period 

Donor Gift Agreements (or other 

documents evidencing terms of gifts) 
Permanent 

Records of Contributions (e.g., donor 

receipts) 
7 years after contribution 

Appraisal Documents and Related IRS 

Forms (e.g., IRS Form 8283) 
7 years after contribution 

Other Correspondence with Donors 3 years  

 

 

 

D. CORPORATE RECORDS  

 

Record Type Retention Period 

Corporate Records (minutes books, 

minutes and resolutions of the Board and 
Permanent 
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committees, minutes and resolutions of 

members, if applicable, corporate seals, 

articles of incorporation and 

amendments, bylaws and amendments, 

annual corporate reports) 

Licenses and Permits Permanent 

State Charitable Solicitation Reports Permanent 

Letter of Tax-exempt Determination from 

IRS 
Permanent 

Tax-exemption certificates and other 

documentation from state(s) 
Permanent 

 

 

 

E. CORRESPONDENCE AND INTERNAL MEMORANDA 

 

Most correspondence and internal memoranda should be retained for the same 

period as the document they pertain to or support, e.g., a letter pertaining to a 

particular contract would be retained as long as the contract is retained.  

Correspondence and internal memoranda that support a particular project or grant 

should be kept with the project/grant and take on the retention time of that particular 

project/grant file.  Correspondence or memoranda that do not pertain to documents 

or projects having a prescribed retention period, or correspondence or memoranda 

pertaining to routine matters and having no significant lasting consequences, should 

be discarded within two (2) years. 

 

 

F. EMPLOYEE BENEFIT AND RETIREMENT PLAN DOCUMENTS 

 

Record Type Retention Period 

Employee Benefit Plans and Records 6 years after termination of plan 

Retirement and Retention Plans 6 years after termination of plan 

 

 

 

G. GRANT RECORDS  

 

Record Type Retention Period 

Original Grant Proposal/Application (with 7 years after completion of grant 
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Record Type Retention Period 

supporting documentation and related 

correspondence) 

period 

Grant Agreement and Amendments 
7 years after completion of grant 

period 

Final grantee reports, both financial and 

narrative 

7 years after completion of grant 

period 

Documentation/Correspondence 

Concerning and Evidencing Returned 

Grant Funds 

7 years after completion of grant 

period 

All pertinent formal correspondence 

including opinion letters of counsel 

7 years after completion of grant 

period 

Opinion Letters of Counsel Concerning 

Grant 

7 years after completion of grant 

period 

Documentation Relating to Grantee 

Compliance with Grant Agreement 

7 years after completion of grant 

period 

Grantee Work Product Produced with 

Grant Funds 

7 years after completion of grant 

period 

 

H. INSURANCE RECORDS 

 

Record Type Retention Period 

Annual Loss Summaries 10 years 

Audits and Adjustments 3 years after final adjustment 

Certificates Issued to UPO Permanent 

Claims Files (including correspondence, 

medical records, injury documentation, 

etc.)  

Permanent 

Group Insurance Plans – Active 

Employees 

3 years after Plan is amended or 

terminated 

Group Insurance Plans – Retirees 
Permanent or until 6 years after 

death of last eligible participant   

Inspections 3 years 
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Record Type Retention Period 

Insurance Policies (including expired 

policies) 
Permanent 

Journal Entry Support Data 7 years 

Releases and Settlements Permanent 

 

 

I. LEGAL FILES AND PAPERS 

 

Record Type Retention Period 

Legal Memoranda and Opinions (including 

all subject matter files) 
7 years after close of matter

 

Litigation Files 7 years after close of matter 

Court Orders 7 years after close of matter 

Trademark registrations and copyrights Permanent 

Correspondence of historical or legal 

importance  
Permanent 

Discrimination and Wage claims Permanent 

 

 

 

 

J. MISCELLANEOUS 

 

Record Type Retention Period 

Compensation and Other Consultant’s 

Reports 
7 years after close of matter 

Material of Historical Value (including 

pictures, publications) 
Permanent  

Policy and Procedures Manuals – Original Current version with revision history  

Policy and Procedures Manuals – Copies Retain current version only 

Annual Reports Permanent 
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K. PAYROLL DOCUMENTS 

 

Record Type Retention Period 

Employment Tax Records 
4 years after due date of tax or date 

tax paid, whichever is later  

W-2 and W-4 Forms 
7 years after due date of tax or date 

tax paid, whichever is later 

1099 and 1096 Forms 
7 years after due date of tax or date 

tax paid, whichever is later 

Employee Earnings Records (including 

time cards/sheets and records concerning 

commissions, bonuses and incentives) 

3 years 

Garnishments, Assignments, Attachments 7 years 

Payroll Check Registers (gross and net) 3 years 

 

L. PERSONNEL RECORDS 

 

Record Type Retention Period 

EEO-1 /EEO-2 – Employer Information 

Reports 

3 years after superseded or filing 

(whichever is longer) 

Employee Handbooks and Training 

Manuals 
Permanent – 1 copy 

Employee Personnel Records (including 

individual attendance records, application 

forms, job or status change records, 

performance evaluations, termination 

papers, withholding information, 

garnishments, test results, training and 

qualification records) 

3 years 

Forms I-9 
3 years after hiring, or 1 year after 

separation if later 

Employment Contracts – Individual 3 years after separation 



19 

 

Record Type Retention Period 

Correspondence with Employment 

Agencies and Advertisements for Job 

Openings 

3 years from date of hiring 

decision 

Records for Non-Hired Applicants 

(including all applications and resumes, 

whether solicited or unsolicited, results 

of post-offer, pre-employment physicals, 

results of background investigations, if 

any, and related correspondence) 

3-4 years (4 years if file contains 

any correspondence which might 

be construed as an offer) (consult 

state law concerning required 

destruction of confidential 

information prior to end of holding 

period) 

Job Descriptions 3 years after superseded 

Personnel Count Records 3 years 

Records of Occupational Injuries and 

Illnesses  

5 years from date of injury or 

illness 

Records Concerning Disability 

Accommodations (including results of 

physical examinations) 

3 years 

Documents Pertaining to COBRA 

Benefits 
6 years after qualifying event 

Family and Medical Leave Act (FMLA) 

Records 
3 years 

Workers Compensation Records 3 years  

Unemployment Security Records 4 years  

 

 

 

M. PROGRAM AND SERVICE RECORDS 

 

Record Type Retention Period 

Research and Publications Permanent (1 copy) 

Fiscal Sponsorship Agreements Permanent 

Joint Program Agreements Permanent 
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N. PROPERTY RECORDS 

 

Record Type  Retention Period 

Correspondence, Property Deeds, 

Assessments, Licenses, Rights of Way 
Permanent 

Original Purchase/Sale/Lease Agreements Permanent 

Trademark Registrations and Copyrights Permanent 

Equipment Records 7 years after disposition 

Property Insurance Policies Permanent 

Routine repair/maintenance orders and 

records 
7 years 

 

O. TAX RECORDS 

 

Record Type Retention Period 

Tax-Exemption Documents  

and Related Correspondence 
Permanent 

IRS Rulings Permanent 

Excise Tax Records 7 years 

Tax Bills, Receipts, Statements 7 years 

Tax Returns – Income, Franchise, 

Property 
Permanent 

Tax Workpaper Packages – Originals 7 years 

Sales/Use Tax Records 7 years 

Annual Information Returns – Federal 

and State 
Permanent 

IRS or Other Government Audit Records Permanent 
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UPO INCLEMENT WEATHER POLICY AND PROCEDURES 

The following is the United Planning Organization’s (UPO) policy and procedures to be implemented in 

inclement weather conditions, i.e. snow, ice, hurricane, etc.  In some circumstances, UPO may be open for 

business during inclement weather and in other circumstances UPO may have an altered workday (delayed 

opening, early dismissal or closure).  UPO reserves the right to alter this Inclement Weather Policy and 

Procedures as necessary to operate its business, to be in compliance with funding sources, and to provide 

services to UPO clients.  It is UPO’s intent that this policy is consistent with the Collective Bargaining 

Agreement between UPO and the Communication Workers of America – Local 2336 and the UPO Employee 

Handbook. 
 

UPO will designate some employees as essential employees.  Prior designation of these employees will allow 

essential personnel to prepare for weather conditions, and if need be, provide alternative methods of getting to 

work during inclement weather conditions.  Essential employees will be required to report to work on time 

during inclement weather to assure that offices are open to the public and services are provided.   
 

PROGRAM VARIATIONS 
 

In those instances that funding sources or regulatory requirements dictate specific operational procedures, UPO 

employees must follow those procedures applicable to inclement weather situations.  Some UPO programs 

provide critical services to the public and generally will not stop their operations during inclement weather 

conditions.  Employees in these programs should follow the program’s emergency procedures.     
 

 For UPO employees who work in the UPO Office of Early Learning Centers (OEL Centers), if the 

District of Columbia Public Schools (DCPS) are closed due to inclement weather, the OEL Centers will 

also be closed.  If DCPS announces a delayed opening, the OEL Centers will adhere to the same delayed 

opening.  If DCPS announces an early dismissal, the OEL Centers will close for that early dismissal 

period and staff may leave once the children have been picked up by their parents/guardians.  OEL 

Centers will be on administrative leave during a closure, a delayed opening or the applicable early 

dismissal period. 

 The Shelter Hotline program provides critical services and transportation to homeless individuals and 

families.  These services are of heightened importance during the winter season.  UPO employees who 

work in the Shelter Hotline program as shift coordinators, dispatchers, outreach workers, or drivers shall 

report to work during inclement weather for their regularly scheduled shift as designated by the Shelter 

Hotline emergency procedures. 

 The UPO Comprehensive Treatment Center (CTC) provides important daily medical treatment for 

its clients.  CTC employees shall report to work in inclement weather conditions consistent with the 

CTC emergency procedures, unless the CTC has advanced notice of a closing that allows for the 

dispensing of medication sufficient to cover the period of the closing. 
 

ALTERED WORKDAY 
 

There are three basic weather situations that may result in the alteration of the standard UPO workday (8:45 am 

to 5:00 pm):  

 

1. Inclement weather conditions begin after the start of UPO standard hours of operation and result in early 

dismissals;  

2. Inclement weather conditions begin prior to the start of UPO standard hours of operation and result in a 

delayed opening or an unscheduled leave policy; and  

3. Inclement weather conditions begin prior to the start of UPO’s standard hours of operation and result in 

the closure of UPO’s operations.    
 

Except for the programs noted above, UPO will follow the District of Columbia government decisions on 

delayed openings, early dismissals, and closings due to inclement weather conditions.  In addition, the President 
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and Chief Executive Officer (or designee) may declare an early dismissal, delayed opening or closure above and 

beyond what the District government announces. 
 

Early Dismissal 
 

When severe inclement weather occurs during the UPO standard workday, UPO will follow the District of 

Columbia government decision and the District of Columbia Public School decision (applicable to the OEL 

Centers) regarding early dismissal.  The President and Chief Executive Officer (CEO) or designee may also 

decide to close UPO early due to inclement weather beyond the early dismissal of the District government.  The 

President and CEO or designee will authorize the issuance of an all staff e-mail regarding the early dismissal.  

Managers (or designees) will be responsible for ensuring that their staff is informed that UPO is closing early 

due inclement weather.   
 

When an early dismissal has been authorized, an employee, (except as noted above) shall be permitted to leave 

work prior to the end of the standard UPO workday for the early departure period of time, if he or she is 

working when the notice of early dismissal is received and if his or her scheduled hours of work end after the 

hour given as the authorized time for early departure.  These employees will be on administrative leave for the 

early dismissal period of time.   
 

Designated essential employees will be required to remain at work during inclement weather consistent with the 

program’s emergency procedures.  In addition, designated employees in the critical care programs must follow 

the program’s emergency procedures and must remain at work if so directed under the program’s emergency 

procedures. 
 

Staff serving dependent populations (children and youth) shall implement their emergency plans and cannot 

leave work until those in their care are released to their parents and/or guardians.  Special attention must be 

given to maintaining all standards regarding staff to customer ratios.  
 

An employee who had previously scheduled leave (vacation, annual, sick, personal business) planned for the 

day of an early dismissal may not use administrative leave but must use the type of leave that he or she was 

originally scheduled to take on that day.   
 

A non-exempt employee (an employee paid by the hour and is eligible for overtime) who requests and receives 

approval from his/her supervisor (or designee) to leave work before the early departure time may not use 

administrative leave for the additional time, but may use his or her annual leave or personal business leave to 

cover the time he or she is leaving before the early departure time.  If the employee does not have any annual 

leave or personal business leave, he or she will be on leave without pay status. 
 

Delayed Opening 
 

In some circumstances, UPO may delay the start of services due to inclement weather or allow employees to 

take unscheduled leave due to inclement weather.  Except as noted above, UPO will follow the District of 

Columbia government decision regarding delayed openings or unscheduled leave due to inclement weather.  

The President and Chief Executive Officer (CEO) or designee may also decide to close UPO early due to 

inclement weather beyond the delay issued by the District government.  The President and CEO or designee will 

authorize the issuance of an all staff e-mail regarding the delayed opening and a message will be on the UPO 

Weather Line regarding the delayed opening or unscheduled leave policy.  Staff may call (202) 238-4650 to 

listen to the recorded message.   
 

When the District government issues a delayed opening, UPO employees (except as noted above) will be on 

administrative leave for that period of time if they were previously scheduled to work during that period of time.   
 

If the District government determines that an unscheduled leave policy is in effect due to inclement weather, 

UPO employees (except as noted above), may choose not to report to work and use their available annual leave 

or personal business leave without obtaining advanced approval.  An employee wanting to use unscheduled 

leave must notify their supervisor that he or she is going to be out of the office due to the inclement weather.  If 
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an employee does not have any annual leave or personal business leave and he or she does not want to report to 

work, he or she will be on leave without pay status.   

 

Closure 
 

Except for the programs noted above, UPO will follow the District of Columbia government decisions and 

DCPS decisions on closings due to inclement weather conditions.  In addition, the President and Chief 

Executive Officer (or designee) may declare a closure above and beyond what the District government 

announces.   
 

The notice issued by the District government and DCPS will serve as notice for UPO applicable employees.  In 

addition, UPO will make every attempt to announce a closure due to inclement weather before 6:00am using 

area-wide news media via television and/or radio.  UPO will also send an all staff e-mail announcing the closure 

and will post a voice message on the UPO Weather Line regarding the closure.  Staff may call (202) 238-4650 

to listen to the recorded message.   
 

Employees scheduled to work on the closure date will be on administrative leave for the day UPO is closed due 

to inclement weather. 
 

Designated essential employees will be required to work during inclement weather.  In addition, designated 

employees in the critical care programs must follow the program’s emergency procedures and must report to 

work if so directed under the program’s emergency procedures. 
 

An employee who had previously scheduled leave (vacation, annual, sick, personal business) for the day that 

UPO is closed, the employee may not use administrative leave but must use the type of leave that he or she was 

originally scheduled to take on that day. 

 

 

July 2015 
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UPO Housing Counseling Program Privacy Policy 

1 | P a g e  

 

NOTE: If you have impairment, disability, language barrier, or otherwise require an 
alternative means of completing this form or accessing information about housing 
counseling, please talk to your housing counselor about arranging alternative 
accommodations.  
 
United Planning Organization Housing Counseling Agency (UPO HCA) is committed to assuring 
the privacy of individuals and/or families who have contacted us for assistance. We realize that 
the concerns you bring to us are highly personal in nature. We assure you that all personal 
information shared orally and/or in writing will be managed within ethical and legal 
considerations. Additionally, we want you to understand how we use the personal information 
we collect about you. Please carefully review this notice as it describes our policy regarding the 
collection and disclosure of your nonpublic, personal information.  
 
What is nonpublic, personal information?  
• Information that identifies an individual personally and is not otherwise publically available 
information, such as your Social Security Number or demographic data such as your race and 
ethnicity  
• Includes personal financial information such as credit history, income, employment history, 
financial assets, bank account information and financial debts  
 
What personal information does UPO HCA collect about you?  
We collect personal information about you from the following sources:  
• Information that you provide on applications, forms, email, or verbally  
• Information about your transactions with us, our affiliates, or others  
• Information we receive from your creditors or employment references  
• Credit Reports  
 
What categories of information do we disclose and to whom?  
We may disclose the following personal information to financial service providers (such as 
companies providing home mortgages), Federal, State, and nonprofit partners for program 
review, monitoring, auditing, research, and/or oversight purposes, and/or any other pre-
authorized individual and/or organization. The types of information we disclose are as follows:  
• Information you provide on applications/forms or other forms of communication. This 
information may include your name, address, Social Security Number, employer, occupation, 
account numbers, assets, expenses, and income.  
• Information about your transactions with us, our affiliates, or others; such as your account 
balance, monthly payment, payment history, and method of payment.  
• Information we receive from a consumer credit reporting agency; such as your credit bureau 
reports, your credit and payment history, your credit scores, and/or your creditworthiness.  
• We do not sell or rent your personal information to any outside entity.  
• We may share anonymous, aggregated case file information; but this information may not be 
disclosed in a manner that would personally identify you in any way. This is done in order to 
evaluate our program, gather valuable research information, and/or design future programs.  
• We may also disclose personal information about you to third parties as permitted by law.  
 
 
 
 
How is your personal information secured?  
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UPO Housing Counseling Program Privacy Policy 
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We restrict access to your nonpublic personal information to UPO HCA employees who need to 
know that information in order to perform their housing counseling duties. We maintain physical, 
electronic, and procedural safeguards that comply with federal regulations to guard your 
nonpublic personal information; and we train our staff to safeguard client information and 
prevent unauthorized access, disclosure, or use.  
 
Opting Out of Certain Disclosures  
You may direct UPO HCA to not disclose your nonpublic personal information to third parties 
(other than disclosures made to project partners and those permitted by law). However, if you 
choose to opt out, we will not be able to answer any questions from your creditors, which may 
limit UPO HCA’s ability to provide services such as foreclosure prevention counseling. If you 
choose to opt-out, please sign below under the “Opt-Out” clause. If you choose to release your 
information as stipulated in this Privacy Policy, sign under the “Release” clause. You may 
change your decision any time by contacting our agency.  
 
 

OPT-OUT: I request that UPO HCA make no disclosures of my nonpublic personal 
information to third parties other than project partners and those permitted by law. By 
choosing this option, I understand that UPO HCA will NOT be able to answer any 
questions from my creditors. I understand that I may change my decision any time by 
contacting UPO HCA.  
 
 
 
 
 
______________________ ______________________| _______ ______________________ __________________|____ _____ 

Client Name  1 (Printed)             Signature                Date 
 
 
______________________ ______________________| _______ ______________________ __________________|____ _____ 

Client Name 2 (Printed)           Signature                Date 
 
   

 

RELEASE: I hereby authorize UPO HCA to release nonpublic personal 
information it obtains about me to my creditors and any third parties necessary to 
provide me with the services I requested. I acknowledge that I have read and 
understand the above privacy practices and disclosures.  
 
 
 
 
______________________ ______________________| _______ ______________________ __________________|____ _____ 

Client Name 1 Printed)             Signature                Date 
 
 
______________________ ______________________| _______ ______________________ __________________|____ _____ 

Client Name 2 (Printed)           Signature                Date 
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UNITED PLANNING ORGANIZATION 

EMPLOYEE DRESS CODE 

 
United Planning Organization (UPO) employees must present themselves in a manner that 
reflects positively on themselves and UPO.  UPO is revising its dress code to ensure that 
employees are appropriately attired while performing their duties and serving their customers.  
The policy is unable to set forth a full inclusive list of do’s and don’ts of attire.  UPO employees 
are expected to exercise good judgment and dress in a professional manner.  All employees shall 
avoid wearing unacceptable clothing and accessories that detract from the professional image of 
UPO, including items that are unclean, torn, faded, unsafe, offensive, or provocative.  This 
policy applies to all employees and volunteers regardless of work location or environment.     
 
The specific details of the UPO Employee Dress Code are divided into three sections.  Section I 
of the Dress Code reflects the standard attire for employees who work in an office setting.  
Section II of the Dress Code reflects the standard attire for employees who regularly work in 
non-office settings, including, for example, drivers, maintenance employees, custodians, 
outreach workers in the Shelter Hotline program, and employees in the Early Childhood 
Development Centers (ECDC).  Section III covers miscellaneous provisions, including 
exceptions, special events, enforcement and discipline.   
 
I. Office Settings 

 
A. Professional Business Casual.  The standard dress for employees who regularly work 

in an office setting is Professional Business Casual.  Professional Business Casual 
includes suits, dresses, skirts, blouses, sweaters, dress shirts, slacks, khakis, sports 
jackets and other apparel reflecting the traditional business office. 

 
B. Casual Fridays.  The dress for employees who regularly work in an office will 

continue to be Professional Business Casual; however, attire may be more relaxed to 
include jeans. The designation of Fridays as Casual Fridays is a privilege that is 
offered to provide a more comfortable and relaxed atmosphere, but may be revoked 
on an individual, office or organization-wide basis if employees are abusing the 
policy.  Employees scheduled to meet with the public or with persons outside the 
Organization on Fridays must wear standard Professional Business Casual attire.   
Employee participation in Casual Friday is optional. 

 
C. Examples of appropriate Professional Business Casual dress 
 

1. Women 
 
a. Suits, dresses, skirts, slacks, khakis, and Capri pants, jackets, shirts (including 

golf or polo shirts), non-collared dress shirts, turtlenecks, blouses, and 
sweaters. 

b. Dress shoes, loafers, dress boots, flats and dressy sandals. 
c. Clothing with discreet manufacturers’ logos. 
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2. Men 
 
a. Suits, sports jackets, slacks, and khakis. 
b. Short or long-sleeved collared or button-down dress shirts with or without a 

tie, golf or polo shirts, non-collared dress shirts, sweaters, and turtlenecks. 
c. Loafers, dress boots, dressy casual shoes, and dressy sandals. 
d. Clothing with discreet manufacturers’ logos. 

 
D. Examples of Inappropriate Attire 

 
1. Women 

 
a. Miniskirts, shorts, skorts, spandex, leggings or other form fitting pants 
b. Strapless dresses, shirts and dresses with spaghetti straps (unless worn under 

another blouse or jacket at all times), halter tops, tube tops, and sandals with 
straps that tie up the leg 

 
2. Men and Women 

 
a. Shorts of any kind. 
b. Tee Shirts, tank tops (unless worn under a shirt or jacket). 
c. Midriff length tops (chest to hips must be covered at all times). 
d. Clothing that is sheer or otherwise revealing, distracting or provocative. 
e. Clothing or hats of any kind with offensive, derogatory wording, logos, 

pictures or slogans, or large lettering. 
f. Printed buttons with offensive, derogatory wording, logos, pictures or 

slogans. 
g. Printed buttons or clothing displaying solicitations, political endorsements, 

or religious statements. 
h. Scrubs. 
i. Clothing that would be worn to a gym or beach; tank top sports jerseys. 
j. Flip flops, sports sandals or bedroom slippers. 
k. Hats or head wraps on in the workplace unless worn as part of an official 

UPO uniform; or unless worn as part of religious attire, obligation or 
practice. 

 
E. Examples of Acceptable Attire for Casual Fridays 

 
1. Jeans (not torn, faded or ripped and appropriately fitting:  not too tight, not too 

low cut, not too baggy). 
2. Tee shirts (long or short sleeved) (clean, neat, and appropriately fitting; not torn 

or ripped). 
3. Clean tennis shoes. 
4. Athletic suits. 
5. Sleeved sports jerseys. 
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II. Non-Office Settings  
 

A. Shelter Hotline (Drivers and Outreach Workers). 
 
1. UPO issued uniform 
2. Tennis shoes, casual shoes or boots (no sandals) 

 
B. Maintenance Technicians 

 
1. UPO issued uniform  
2. Steel toe/safety shoes or steel toe/safety boots as required by specific tasks (no 

sandals) 
 

C. Custodians 
 
1. UPO issued uniform 
2. Tennis shoes, casual shoes or boots (no sandals) 

 
D. Drivers 

 
1. UPO issued uniform (should maintain current dress (including footwear listed in 

number 2 ) until such time a UPO uniform is issued). 
2.  Tennis shoes, casual shoes, boots or sandals (sandals must have heel straps, no 

slides or flip flops). 
 

E. ECDC Staff 
 
1. UPO issued uniform (should adhere to numbers 2 through 5 below until such time 

UPO uniform is issued). 
2. Scrubs/smocks covering your daily wear. 
3. Slacks, jeans (not torn, faded or ripped and appropriately fitting: not too tight, not 

too low cut, not too baggy), khakis. 
4. Athletic suits. 
5. Closed in, skid resistant shoes. 

 
III. Miscellaneous Provisions 
 

A. Exceptions.  Reasonable accommodations will be made for employees’ medical 
conditions or religious beliefs consistent with the laws and regulations.  

 
B. Special Events. 

 
1. The dress code for UPO special events (e.g. Holiday Social, All Staff Day, and 

Special Visitors) will be announced by Human Resources preceding the event.  
All staff will be expected to adhere to any changes in dress code as it relates to the 
UPO special event. 
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2. The dress for conferences, workshops and meetings outside of UPO shall be 
Professional Business Casual or attire appropriate for the occasion.  

 
C. Enforcement and Discipline. 

 
1. It will be the employee’s supervisor’s responsibility to determine whether or not 

clothing meets the standards established in this UPO Dress Code.  If an employee 
comes to work inappropriately dressed, his or her supervisor will counsel the 
employee regarding proper attire and the employee will be asked not to wear the 
inappropriate item to work again.  In addition, the supervisor may ask the 
employee to leave the work site to change clothing.  The employee must use his 
or her annual leave, personal leave, or flexible leave or be on leave without pay 
for the amount of time he or she is away from their designated work site.  
 

2. Progressive disciplinary action will be applied if dress code violations continue 
and may result in discipline, up to and including termination. 



 

 UNITED PLANNING ORGANIZATION 

 INFORMATION TECHNOLOGY POLICY 
 

 

A. Introduction 

The purpose of this United Planning Organization (UPO) Information Technology Policy (ITP) is to ensure the 

proper use of the computer and telecommunication resources and systems by all Users, including employees, 

interns, volunteers, independent contractors, and all other resource and system Users.  This policy applies to all 

UPO computer and telecommunication equipment, resources, and systems, including but not limited to host 

computers, file servers, application servers, mail servers, fax servers, communication servers, workstations, 

stand-alone computers, laptops, telephones, fax machines, software and hardware, internet, intranet (iNet), and 

internal or external computer and communications networks that are accessed directly or indirectly from UPO’s 

computer facilities.   

UPO encourages the use of the equipment, resources and systems to further UPO’s mission and to make 

communication and information accessibility more efficient and effective.  Users should remember that the 

equipment and systems are provided by UPO and are UPO’s property.  The equipment, resources and systems 

shall not be used for inappropriate or unlawful activities. 

The term “User”, as used in this policy, refers to UPO employees, interns, volunteers, independent contractors, 

and other persons or entities accessing or using UPO’s computer and telecommunications resources and 

systems.  All Users are expected to act in a responsible, ethical, and legal manner consistent with this IT Policy.  

B. Office of Technology 

The UPO Office of Technology (OT) is responsible for the creation and implementation of a robust, cost-

effective and secured information infrastructure in which authorized Users can create and share intellectual and 

administrative information. The OT is the source for authentication and authorization of access to information 

related to the Information Technology (IT) systems. OT is also responsible for the development and 

implementation of information system security policies, controls, and procedures in order to protect UPO IT 

resources.   

C. UPO Property   

Users should remember that the IT and telecommunication equipment and systems are provided by UPO and is 

UPO’s property.  UPO property should be secured at all times.  Users do not have the authority to dispose of the 

equipment without proper authorization.   

D. Use 

UPO is providing Users with the IT and telecommunication equipment and systems to facilitate and support 

UPO programs and business.  Incidental and occasional personal use of this equipment, resources and systems is 

permitted during work hours, so long as such use does not interfere with the User’s duties and responsibilities or 

interfere or conflict with UPO business, policies or procedures.  In addition, employees may use the equipment, 

resources, and systems to communicate regarding UPO’s wages, hours, and working conditions during non-

working hours. 
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E. User ID/Passwords   

Authorized Users are provided with a unique user account name (User ID) and initial password.  Users are 

responsible for safeguarding their UPO accounts and passwords and should choose passwords carefully. User’s 

passwords should not be printed or stored on-line. Users should not share their accounts and passwords with 

others nor utilize another User's accounts or passwords.  Users are responsible for all transactions made using 

their passwords. Users should always lock their workstations when left unattended.  

F. Monitoring 

UPO has the right, but not the duty, to monitor any and all aspects of its IT  systems and resources, including, 

but not limited to, monitoring sites visited by Users on the Internet, reviewing materials on the User’s computer, 

reviewing materials downloaded or uploaded by Users, and reviewing e-mails sent and received by Users.  

G. Privacy 

Users have no right to privacy when using UPO’s IT equipment and systems, including but not limited to 

accessing the Internet or Intranet or e-mail system.  Users should not have an expectation of privacy in anything 

they create, store, send, or receive on UPO’s computer or telecommunications systems.  Any use of UPO IT 

resources is made with the understanding that such use is not secure, is not private or confidential, and is not 

anonymous. 

H. E-Mail Use   

E-mail services, like other means of communication, are to be used primarily to support UPO business.  

Incidental and occasional personal use is permitted during working hours, so long as such use does not interfere 

with the User’s duties and responsibilities.  Employees may use e-mail to communicate regarding UPO’s wages, 

hours, and working conditions during non-working hours.   

When using electronic mail: 

 Users should always represent themselves as themselves and not someone else.  

 Users should not share lists of UPO employees or clients. 

 Users should not send or reply to chain letters of any kind. 

 Users should not send e-mail so that it appears to come from someone else. 

 Users should not send unsolicited advertising.  

 Users should not reply to unsolicited non-business e-mail, i.e., spam or junk e-mail.  Delete such e-mail 

without reading or responding. 

 Users should not use e-mail for illegal, disruptive, unethical or unprofessional activities. 

 Users should not engage in illegal activities, including but not limited to wagering or betting. 

 Users should not use e-mail to engage in commercial activities for personal gain or profit.   

 Users should not use e-mail for promotion of political or religious positions or activities.   

 Users should not send e-mails that constitute intimidating, hostile or offensive materials on the basis of 

race, color, religion, sex, national origin, age, disability, veteran status, pregnancy, marital status, gender 

identity or expression, genetic information, sexual orientation or any other status protected by Federal, 

District law or regulation.  UPO’s policy against harassment and workplace violence applies fully to the 

use of e-mail, the Internet, and the Intranet. 

If at any time a User receives an electronic communiqué that causes concern, places the User in peril, or leads 

the User to believe that a criminal act may be pending, the User should immediately report the matter to UPO 
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Office of Human Resources or the Office of General Counsel.  Upon receipt, the complaint will be 

acknowledged and investigated in a timely manner.  

I. Internet and Intranet Use 

The Internet and Intranet are important resources for UPO and its Users.  Effective use of the Internet and 

Intranet can provide important research and access to information. User access to and use of the Internet and 

Intranet is intended primarily for business-related purposes.  Limited and reasonable use of the Internet and 

Intranet for occasional personal that does not interfere with the User’s duties and responsibilities and is not 

illegal, unethical, or unprofessional is permitted. 

Downloading information from the Internet should be done with great care.  It is an extremely easy way to infect 

the computer system, and possibly the LAN, with viruses.  Downloading executable files is prohibited by 

anyone other than OT personnel. 

When accessing the Internet and Intranet from UPO equipment Users should:  

 Adhere to the security and usage guidelines in this Policy; 

 Always represent yourself as yourself; 

 Not place any material on the Internet/Intranet that would be considered inappropriate, offensive, or 

threatening to others; 

 Not access web sites that contain or distribute material that is objectionable in the workplace, including 

web sites that contain sexually explicit materials, advocate illegal activity, or advocate violence to 

others; and   

 Not engage in prohibited activities set forth the E-mail Use section above.   

J. Computer Software Usage   

Installation of any software shall be done only by OT staff to ensure compatibility with hardware and other 

software.  At least annually, an inventory of all software on each individual PC will be audited to ensure that no 

illegal or inappropriate software is installed on any equipment.  OT will maintain records of software installed 

on a network and each machine to ensure that a license or other proof of ownership is on file.  Users should not 

install personally owned software on UPO’s equipment without first obtaining the written approval of his or her 

supervisor and then request OT to review the product for potential conflicts and to install the software.  

K. Computer Viruses   

Malicious computer code includes, but is not limited to, computer viruses, Trojans, worms, and hoaxes. 

Computer viruses present a threat to UPO’s computing and networking environment.  A virus infection may 

manifest itself in the loss of data, disruption of computer and server software applications, compromises to the 

security of the network and connected computers, disruption of network services, and loss of staff productivity.  

Because UPO operates in a networked computing environment, all Users have the responsibility to take 

precautions to prevent the initial occurrence and subsequent spreading of computer viruses.  To lessen the threat 

of computer viruses within the UPO environment all UPO owned computers are required to have the anti-virus 

software package installed and running and software virus definitions must be updated and kept current at all 

times.  Users should immediately report any issues with malicious computer codes to OT.   

L. Reporting Information Technology Security Incidents or Unusual Occurrences   

Users should report any unusual IT incidents, problems, or concerns to OT.  OT will be responsible for 

addressing the issue and will seek the assistance of the appropriate UPO personnel.  Reports of system abuse 
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will be investigated promptly.  All substantiated User violations will be referred to the appropriate authority 

(e.g., UPO Executive Office, Office of General Counsel, Office of Human Resources) for disciplinary action, up 

to an including termination.   

In an emergency breach situation, the OT Director or his or her designee may direct that systems, through which 

intrusions are detected, be disconnected from all UPO IT resources in order to isolate the intrusion and protect 

other systems connected to the network until assurance can be made that the problem has been adequately 

resolved.  

M. Loaned Computer Equipment or Other IT Equipment   

UPO recognizes the value of allowing employees to borrow older computer equipment and other IT equipment, 

such as notebooks, iPads, hotspots, or projectors.  This arrangement allows for the employee to benefit from 

learning the technology and software, and for UPO to benefit from increased productivity.  Based on 

availability, Users may request to borrow computer equipment or other IT equipment. The request must be 

approved by the User’s supervisor and Office or Division Director.  The User must complete the appropriate OT 

form.   

UPO reserves the right to request the return of this equipment at any time and for any reason.  UPO retains all 

rights to the equipment and installed software.  All UPO IT policies apply to the use of the loaned equipment.  

Users should take diligent care of the equipment and not to leave it unattended unless it is in a secured location.  

Users do not have the authority to dispose or to use the equipment for any unlawful purpose. 

In case the equipment is stolen, the User is required to make a police report and provide the report to his or her 

supervisor and OT.  If the User fails to report the theft to the police, the User will be responsible to pay UPO for 

the fair value of the equipment.  If the employee does not pay the value of the equipment directly, UPO reserves 

the right to deduct the value of the equipment from the employee’s paycheck, consistent with District law.  For 

Users who are not UPO employees, UPO may seek damage in court.   

At the time of separation with UPO, Users are responsible to return the equipment to OT.  If the equipment is 

not return, UPO has the right to deduct the value of the equipment from the employee’s paycheck, consistent 

with District law, and/or pursue damages in court.   

N. Compliance with Applicable Copyright Laws and Licenses   

Users must comply with all software licenses and copyrights, and with all District and federal laws governing 

intellectual property and on-line activities.  

O. Communication of Trade Secrets, Proprietary Information and Confidential Material   

Unless expressly authorized by a User’s supervisor, sending, receiving or otherwise disseminating proprietary 

data, trade secrets, or other UPO confidential information is strictly prohibited.  Unauthorized dissemination or 

use of this information may result in disciplinary action, up to an including termination, and may also result in 

civil or criminal liability.    

P. All Users of UPO IT resources agree to the following:  

1.  No one shall knowingly or willingly interfere with the security mechanisms or integrity of UPO IT 

resources. Users shall not attempt to circumvent data protection procedures or exploit security loopholes. 

2. No one shall knowingly create, install, execute, or distribute any malicious code (e.g., virus, Trojan Horse, 

worm) or another surreptitiously destructive program on any UPO IT resource.  
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3.  No one shall modify or reconfigure the software, data, or hardware of any UPO IT resource (e.g., 

system/network administration, internal audit) without OT permission. 

4. No one shall make nor attempt to make any unauthorized connection to the UPO network. 

5. No one shall interfere with the intended use of UPO IT resources.  All Users shall share computing 

resources (e.g., bandwidth) in an ethical and fair manner and not unduly interfere with use by other 

authorized Users.  

6.  No one shall use UPO IT resources to attempt unauthorized use, or interfere with the legitimate use by 

authorized Users, of other computers or networks elsewhere.  Users are responsible for adhering to the 

policies and principles of other networks.  UPO cannot and will not extend any protection to Users who 

violate external network policies. Abuse of networks or computers at other sites through the use of UPO 

IT resources will be treated as an abuse of UPO IT resource privileges. 

7.  No one shall use UPO IT resources for individual financial or commercial gain.  

8.  No one shall perform, participate in, encourage, or conceal any unauthorized use or attempts by others to 

engage in unauthorized use of UPO IT resources.  

9.  No one shall use UPO IT resources to transmit abusive, threatening, intimidating, violent, or harassing 

material, chain letters, spam, or communications prohibited by state or federal laws or in violation of this 

Policy.  

10. No one shall connect any computer or network system to any of UPO's networks without employing 

reasonable technical and security standards - which, at a minimum, requires user identification and 

authentication. 

11.  No one shall misrepresent his or her identity or relationship to UPO for the purpose of accessing or 

attempting unauthorized access to UPO IT resources nor misrepresent his or her identity to other networks 

from UPO IT resources.  

12.  No User shall access (e.g., read, write, modify, delete, copy, move) another User's files or electronic mail 

without the owner's permission.  

13. No one shall use UPO IT resources in violation of applicable patent protection and authorizations, 

copyrights, license agreements, other contracts, state or federal laws, or by UPO rules.  

14.  No one shall breach the confidentiality of information contained on UPO IT resources.  

Q.  Violations 

Violations of the UPO Information Technology Policy may result in termination of access, disciplinary action 

up to and including termination, and/or legal action.   
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UPO COMPREHENSIVE ALCOHOL AND DRUG POLICY  

 

UPO Employee Personnel Policy Manual – Appendix 10.3 

CWA/UPO General Agreement Article 24  

 

 

I. PURPOSE 

 

The United Planning Organization (UPO) has a vital interest in providing a safe and healthy 

environment for its employees, volunteers, customers, and public.  Drug and alcohol abuse is a 

serious health problem, which can endanger UPO operations and the safety of those who work 

and volunteer with the organization or seek its services.  UPO must comply with the Drug-free 

Workplace Act of 1988, which stipulates that the organization agrees to undertake certain steps 

designed to provide a drug-free workplace as a condition of receiving contracts/grants from the 

Federal government.  The UPO Comprehensive Alcohol and Drug Policy is subject to revision as 

needed and required by Federal and/or District of Columbia laws and regulations, and/or UPO 

funding sources.  All employees shall be notified of such revisions, which will be binding upon 

passage by the Federal or District governments or the UPO Board of Directors. 

 

The purpose of this policy is to provide specific guidelines for UPO employees regarding:  (1) 

deterrence; (2) detection; (3) rehabilitation; and (4) policy enforcement.   

 

II. POLICY 
 

It is the policy of UPO that it maintains an alcohol and illegal drug-free environment in order to 

protect the health and safety of its employees, volunteers, customers, and the general public.  It is 

UPO’s policy that the unlawful manufacture, distribution, dispensation, possession, or use of a 

controlled substance or alcohol is prohibited in the UPO workplace.  An employee shall not 

report to work, be subject to duty, or remain on duty while his/her ability to perform his/her 

duties and responsibilities is impaired due to the use of alcohol and/or controlled substances.   

 

The Comprehensive Alcohol and Drug Policy and the procedures and standards contained herein 

apply to all UPO employees.  UPO is responsible for communicating the policy and guidelines to 

all of its employees.  As a condition of employment, everyone is responsible for strict adherence 

to the policy, procedures, and standards. 

 

III. DEFINITIONS 

 

For the purposes of the Comprehensive Alcohol and Drug Policy, the following definitions and 

terms apply.   

 

1. Alcohol – The intoxicating agent found in beverage alcohol or other low molecular 

weight alcohols, no matter how the alcohol is packaged or in what form the alcohol is 

stored, utilized or found.  

 

vbjackson
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2. Alcohol Abuse - The use of alcohol by an employee in such a way that his/her life is 

negatively affected.  Alcohol abuse may be revealed by an employee at work.  For 

example, an employee may arrive to work with odor of alcohol on his/her breath, or 

consume a beverage containing alcohol while subject to duty during a coffee and/or lunch 

break, or be late to work or absent from work due to the consumption of alcohol and it 

effects. 

 

3. Alcohol Dependence – Alcohol dependence, also called “alcoholism” is a disease or 

condition characterized by impaired control over drinking, preoccupation with alcohol, 

use of alcohol despite negative consequences, and distortions in thinking.     

 

4. Alcohol and/or Drug Positive Test - Urine, blood, and/or breath specimens of an 

individual that are chemically tested (screened), and then is found the presence of alcohol 

and/or a controlled substance in accordance with the standards for intoxication.  

 

5. Applicant – An individual who had filed a written application for employment with UPO 

or has been tentatively selected for employment. 

 

6. Breathalyzer/Evidential Breath Testing Devise (EBT) – The method for measuring the 

level of alcohol present in an individual. 

 

7. Children – Individuals who are twelve (12) years of age and under. 

 

8. Controlled Substance - Any drugs that are classified by the United States Drug 

Enforcement Administration of the Department of Justice (“DEA”) into the five (5) 

schedules or classes on the basis of their potential for abuse, accepted use and accepted 

safety under medical supervision.  For example, controlled substances include, 

Phencyclidine (PCP), marijuana, cocaine, amphetamines, and morphine.    

 

9. Conviction - A finding of guilt (including a plea of "nolo contendere") or the imposition 

of sentencing, or both, by any judicial body charged with the responsibility to determine 

violations of the Federal or State criminal drug statutes. 

 

10. Drug-Free Awareness Program - A UPO program for the education of employees 

regarding the physical and psychological health dangers of abusing alcohol and/or 

controlled substances. 

11. Drug-Free Workplace – As defined in the Drug-Free Workplace Act of 1988, a drug-free 

workplace is a site for the performance of work done in connection with a specific 

Federal grant and/or contract given to UPO at which employees of UPO are prohibited 

from engaging in the unlawful manufacture, distribution, dispensation, possession or use 

of a controlled substance in accordance with the requirements of the Act. 

12. Employee - An individual who works for UPO on a full-time, part-time, or temporary 

basis earning a wage or salary. 
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13. Illegal Drug Use - The unlawful use of a controlled substance. 

 

14. Off Duty - The status of time when an individual is not required to report to work.  This 

does not include breaks and meal periods during an employee’s tour of duty or workday.  

 

15. On Duty – The status of time when an individual is serving in his/her tour of duty or 

workday, including meal periods, breaks, on-call, or any time that an individual is acting 

in an official UPO capacity, or conducting business for the organization, whether on or 

off UPO property.  

 

16. Pattern – An individual's standard, consistent, or usual way of behaving.  Any behavior 

that is so routine as to become generally expected -  for example - a customary arrival 

time; absenteeism, such as being absent the Monday following a pay day; or avoiding 

certain kinds of tasks following lunch break. 

 

17. Random alcohol/drug testing – Alcohol and/or drug testing conducted on UPO 

employees in Safety Sensitive or Special Trust positions at an unspecified time for 

purposes of determining whether the employee has used drugs or alcohol and, as a result, 

is unable to satisfactorily perform his/her employment duties. 

 

18. Reasonable Accommodation – Workplace modifications or adjustments which enable a 

qualified individual with a disability to perform the essential functions of the job.  What 

is considered a reasonable accommodation in a particular situation depends on the 

circumstances.   

 

19. Reasonable Suspicion or Probable Cause – A reasonable belief by a supervisor, manager 

or others that an individual is under the influence of a controlled substance or alcohol to 

the extent that the individual’s ability to perform his/her job is impaired.  For example, 

may include, but not limited to the following:  odor of alcohol, slurred speech, obvious 

lethargy, changes in attendance, changes in work performance level, inattention to dress 

and personal hygiene, unusual need for money, unexplained possession of syringes or 

pills and/or capsules, scars on hands or arms, or impaired motor problems such as an 

inability to walk in a straight line. 

 

20. Return to Work - The status of an employee after an absence from work when he/she is 

released from medical care by his/her treating physician.  This may occur following a 

period of rehabilitation for substance abuse.    

 

21. Safety Sensitive Position – A position at UPO that requires an employee, in the normal 

course of his/her employment, to drive a motor vehicle for UPO, or requires an employee 

to have a Commercial Driver’s License (“CDL”), or requires an employee to operate 

hazardous equipment (i.e. ladders, power tools, and mowers) or handle chemicals.   
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22. Special Trust Position – A position at UPO, as determined by the Office of Human 

Resources, which requires an employee, in the normal course of their employment, to 

perform any of the following functions, roles, duties or responsibilities:   

 

a. security;  

 

b. unrestricted access to UPO master key(s);   

 

c. direct contact with children or youth, is entrusted with the direct care and custody of 

children or youth, and the individual’s performance of his or her duties in the normal 

course of employment may affect the health, welfare, or safety of children or youth 

(including, but not limited to, all employees in the Office of Early Learning and 

Youth Services);  

 

d. direct contact with senior citizens, is entrusted with the direct care and custody of 

senior citizens, and the individual’s performance of his or her duties in the normal 

course of employment may affect the health, welfare, or safety of senior citizens;  

 

e. works in a UPO substance abuse program; 

 

f. prepares or has access to prepare a client’s electronic benefit transfer (EBT) card;  

 

g.  access to a client’s/customer’s residence and/or meets with clients/customers in their 

residence; or 

 

h. other responsibilities as may be added by UPO based on the development of a new 

program, the creation of a new position, the receipt of a new grant/contract, or a new 

requirement from a funding source, law or regulation. 

 

23. Subject to Duty - The status of an employee who is scheduled to report for work at an 

assigned time and who has not been finally and completely released from the 

responsibility of performing further work that day is "subject to duty".  Subject to duty 

also means any employee who is responsible for being available to perform work on an 

emergency basis when called to do so, (i.e., in an "on-call" status) if said employee 

receives compensation because of his/her status as being "on call".  An employee who is 

simply responsible for responding to a call, if available, is not considered to be "subject 

to duty" for the purposes of this Policy. 

 

24. Workday - The time a person is assigned to work at UPO, or time an employee is 

scheduled to report to work/service.  For purposes of this policy, workday includes the 

time for breaks and meal periods during the individual’s tour of duty.  

 

25. Youth – Individuals between thirteen (13) and seventeen (17) years of age, inclusive. 
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IV. ELEMENTS OF UPO’S ALCOHOL AND DRUG PROGRAM 

 

The UPO Comprehensive Alcohol and Drug Program is made up of four elements -- deterrence, 

detection, rehabilitation, and enforcement.    

 

A. DETERRENCE.  The first element of the policy is deterrence.  This means that all UPO 

employees and volunteers shall do everything within their power to discourage the use of 

illegal drugs and the abuse of alcohol.  Deterrence means educating and informing all 

employees and volunteers that it is not in their best interest--in fact is adverse to their 

future--to use illegal drugs and/or an abuse alcohol.  UPO, through its Drug-Free 

Awareness Program (DFAP) and Employee Assistance Program (EAP), shall help 

educate its employees regarding the dangers of alcohol and drugs.  All employees shall 

receive a copy of the UPO Comprehensive Alcohol and Drug Policy. 

 

B. DETECTION.  The second element of the policy is detection.  This means that UPO, 

through all its employees, shall do everything appropriate to identify and detect 

individuals who use illegal drugs and/or abuse alcohol.  There are a number of ways to 

detect the abuse of alcohol and drugs.  The most beneficial way to detect the abuse of 

alcohol and drugs is through self-identification, which may lead to rehabilitation.  In 

addition, UPO may employ other means of detection including alcohol and/or drug 

testing following accidents, injuries, and incidents, as set forth in Section VII of this 

Policy.  UPO shall also conduct random alcohol and/or drug testing on employees in 

Safety Sensitive Positions and specific categories of employees in Special Trust 

Positions, as set forth in Section VII of this Policy.  In accordance with applicable 

federal, state, and district laws, UPO also reserves the right to search all UPO owned, 

leased, and/or operated property. 

 

C. REHABILITATION.  The third element of the policy is rehabilitation. UPO shall 

encourage individuals who use illegal drugs and/or abuse alcohol to seek appropriate 

treatment. UPO has established a Drug-Free Awareness Program (DFAP) to assist those 

employees who wish to seek help for alcohol and drug problems.  An employee may also 

seek assistance through the Employee Assistance Program (EAP).  There are two ways to 

begin rehabilitation.  The first is for the employee to voluntarily seek help.  The second is 

when UPO detects alcohol and/or illegal drug use and refers the employee to 

rehabilitation, as set forth in Section VIII of this Policy. 

 

D. ENFORCEMENT.  The final element of the policy is enforcement.  It is the 

responsibility of all employees to follow the policy.  However, UPO management will 

enforce the policy through disciplinary actions when an employee violates the policy, 

procedures and standards as set forth in Section VIII of this Policy.  Disciplinary action 

may include rehabilitation, suspension, probation, and termination.   
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V. RESPONSIBILITIES 

 

A. Prohibited Conduct 

 

1. An employee shall not unlawfully manufacture, distribute, dispense, possess or use 

alcohol and/or controlled substances in the workplace, while on duty, or subject to 

duty, including during breaks and meal periods. 

 

2. An employee must not report to work, be subject to duty, or remain on duty while 

his/her ability to perform his/her duties and responsibilities is impaired due to the use 

of alcohol and/or controlled substances. 

 

3. An employee shall not get a positive alcohol/drug test while on duty.  

 

4. An employee shall not have their ability to work impaired as a result of either the on 

duty or off duty use of alcohol and/or controlled substances. 

 

5. An employee must not report for duty or remain on duty when using any controlled 

substance unless used pursuant to the instructions of an authorized medical 

practitioner and the medical practitioner has advised the employee that the substance 

will not impair his/her ability to safely perform his/her duties and responsibilities.  

 

6. An employee serving in a driver position shall not consume any alcohol within four 

hours prior to reporting for duty. 

 

7. An employee serving in a driver position shall not consume any unauthorized 

controlled substance.  

 

8. An employee may not bring or store any open container of alcoholic beverage on any 

UPO property or worksite. 

 

9. An employee must not refuse to submit to an alcohol and/or drug test as requested 

under this Policy.   

 

10. An employee must not alter or adulterate his/her specimen during the testing process.  

Such actions are deemed equivalent to refusing to submit to the testing and will result 

in termination of employment with UPO.  

 

11. An employee shall not use alcohol or illegal drugs for eight hours following an 

accident or incident, or until he/she undergoes a post-accident or post-incident 

alcohol/drug test.   

 

B. Management Responsibilities  

 

1. UPO shall provide employees with educational information regarding the use and 

abuse of alcohol and controlled substances through the Drug-Free Awareness 
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Program and the Employee Assistance Program (EAP). 

 

2. Vacancy announcements shall include a statement informing applicants that UPO 

maintains an alcohol and drug testing program and if that position is subject to pre-

employment and/or random alcohol and/or drug testing. 

 

3. The position descriptions for each position designated as a Safety Sensitive or Special 

Trust Position shall include a statement of such designation and a statement indicating 

if that position is subject to random alcohol and/or drug testing. 

 

4. UPO shall notify the appropriate funding source(s) within ten (10) days after 

receiving notice of a criminal drug statute workplace conviction from an employee or 

otherwise receiving actual notice of such conviction. 

 

C. Employee Responsibilities 
 

1. An employee must sign an acknowledgement that he/she received a copy of the UPO 

Comprehensive Alcohol and Drug Policy. An employee is required to read, 

understand, and comply with the Policy.   

 

2. An employee is encouraged to voluntarily seek help if he/he has a substance abuse 

problem.   

 

3. An employee/applicant must submit to an alcohol and/or drug test when requested by 

a UPO supervisor, manager, or law enforcement personnel pursuant to this Policy 

and, as applicable, must sign a consent form giving consent to be tested and giving 

the testing vendor permission to provide UPO with the test results.  

 

4. An employee must notify his/her supervisor when taking any medications which may 

interfere with the safe and effective performance of duties or operation of UPO 

equipment.  An employee is responsible for consulting with his/her physician to 

determine if the employee can safely perform his/her duties while taking the 

prescribed medication(s).  If the use of a medication could compromise the safety of 

the employee, fellow employees, customers, or the public, it is the employee’s 

responsibility to use the appropriate personnel procedures (e.g. call in sick, use leave, 

notify supervisor) to avoid unsafe workplace practices or activities.  

 

5. Within forty-eight (48) hours of a request by UPO, an employee must provide a 

current valid prescription for any controlled substances identified when a drug test is 

positive.  The prescription must be in the employee's name. 

 

6. Any current employee must notify UPO of any criminal drug statute conviction, 

which occurs while the individual is employed by UPO, including a plea of no 

contest, no later than five (5) days after such conviction. 
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VI.  AMERICANS WITH DISABILITIES ACT (“ADA”) 

 

A. The Americans with Disabilities Act (“ADA”) prohibits employers from discriminating 

against an employee on the basis of the employee’s disability if the employee is a 

qualified individual with a disability.  The term “qualified individual with a disability” 

means an individual with a disability who, with or without reasonable accommodation, 

can perform the essential functions of the job.  An individual has a disability if he/she has 

a physical or mental impairment that substantially limits one or more major life activities; 

a record of such an impairment; or is regarded as having such an impairment.   

 

B. According to the Equal Opportunity Commission (EEOC) alcoholism is generally 

considered an impairment under the ADA. The ADA provides an individual with 

alcoholism limited protection if the alcoholism substantially limits a major life activity 

and if the individual can perform the essential functions of the job with or without a 

reasonable accommodation.   

 

C. An employee who is currently engaging in the illegal use of drugs does not qualify for 

protection under the ADA.  However, UPO may not discriminate against an employee 

who is addicted to drugs if he/she has been successfully rehabilitated and no longer uses 

illegal drugs; if the employee is currently participating in a rehabilitation program and is 

no longer using illegal drugs; or if the employee is regarded, erroneously, as using drugs 
illegally.  An employee who casually used drugs in the past is not an individual with a 

disability and he/she is not protected under the ADA.  UPO may discharge or deny 

employment to current illegal users of drugs, on the basis of such drug use, without fear 

of being held liable for disability discrimination. 

 

D. The ADA provides that an employer may prohibit the use of alcohol and the illegal use of 

drugs in the workplace; require that an employee not be under the influence of alcohol or 

illegal drugs in the workplace; and hold an employee with alcoholism or a drug addiction 

to the same qualification standards for employment or job performance and behavior as 

other employees.  UPO may discipline, terminate or deny employment to an individual 

with alcoholism or a drug addiction if the use of alcohol/illegal drugs adversely affects 

the employee’s job performance or conduct.   

 

E. UPO may be required to make reasonable accommodations for an employee with 

alcoholism and/or drug addiction (but not currently using) if he/she can perform the 

essential functions of the job.  For example, an employee’s work schedule may be 

adjusted so the employee can attend alcohol rehabilitation counseling sessions.  UPO is 

not required to provide an accommodation that causes an “undue hardship” on the 

organization. 

 

VII.  ALCOHOL AND DRUG TESTING 

 

A. UPO will utilize services of an outside vendor (s) to administer the alcohol and drug 

testing and to manage the random selection process.  The vendor(s) shall be certified to 

perform such services.   
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B. Consent.  All employees must complete a consent form immediately upon 

implementation of this Policy or upon being hired.  When a specific testing situation 

arises, the employee will be required to complete another consent form authorizing the 

collection of a specimen and/or breath test and authorizing the vendor to release the test 

results to UPO.  In the event that an employee fails to sign a consent form, the employee 

shall be terminated.  UPO is not required to obtain a signed consent to test from an 

employee in a position that requires a CDL; such drivers provide consent by maintaining 

his/her CDL.  Holders of a CDL must consent to testing and no written consent is 

necessary.     

 

C. Confidentiality.  The results of any urine, blood, and other tests will be treated as 

confidential and only disclosed within UPO to appropriate personnel.  Except as required 

by statute, regulation, court, or administrative body, UPO shall not disclose an 

employee’s individual test results or medical information to a third party without 

obtaining the employee’s specific written consent.  Any employee violating UPO's 

confidentiality policy shall be subject to disciplinary action, including termination. 

 

D. Testing for controlled substances shall generally be conducted by collecting a urine 

sample from the individual being tested. 

 

E. Testing for alcohol shall generally be conducted by utilizing an evidentiary breath-testing 

device or EBT, commonly referred to as a “breathalyzer.”  A blood test may be used if 

the individual being tested is unable to produce sufficient breath to complete the 

breathalyzer.  

 

F. Testing Standards. 

 

1. Alcohol 

 

a. If the result of an alcohol test is under .02 it is considered a negative test. 

 

b. If the result of an alcohol test is between 0.02 and 0.039, the employee shall be 

removed from his/her duties for twenty-four (24) hours.  The employee must have 

a negative test (below 0.02) before returning to work and the employee will be 

responsible for paying the cost of the second test.  If the second test is not below 

.02 (negative test), the employee shall be removed from his/her duties and actions 

shall be taken consistent with Section VIII below for a positive test.   

 

c. If the result of an alcohol test is 0.04 or greater the test shall be deemed positive, 

the employee shall be removed from his/her duties, and actions shall be taken 

consistent with Section VIII below.   
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2. Controlled substances 

 

a. When a test for controlled substances results in a reading at or above the levels set 

forth below, the results shall be deemed positive.   

b. Generally, if the levels are below the levels set forth below, the test results will be 

negative.  However, there are numerous results other than positive or negative that 

laboratories may issue and all such listing are not included here. The levels are 

measured by monograms per milliliter (ng/mL).     

 

Initial Test Level  Confirmation Test 

               ng/mL          ng/mL 

 

Marijuana metabolites   50    15 

Cocaine metabolites   150          100 

Opiate 

Morphine   2000    2000 

Codeine   2000    2000 

Phencyclidine (PCP)   25    25 

Amphetamines 

Amphetamine   500    250 

Methamphetamine  500    250 

 

G. Mandatory Testing.  UPO employees and prospective employees are required to submit 

to alcohol/drug testing in the following situations: 

 

1. Pre-Employment Testing (All Employees).   

 

a. An applicant tentatively selected for a position is required to submit to 

alcohol/drug testing as a condition of employment.   

 

b. An applicant may be offered employment contingent on receipt of a satisfactory 

test result, and may, at the discretion of management, begin working in a position 

that is not a Safety Sensitive or Special Trust Position prior to receiving the 

results.  

 

c. Pre-employment testing also applies when a current employee transfers from a 

non-Safety Sensitive Position or a Special Trust Position to a Safety Sensitive 

Position or a Special Trust Position. 

 

2. Post-Accident or Post-Incident Testing (All Employees).   

 

a. An employee involved in any of the following situation(s) shall undergo 

alcohol/drug testing as soon as practicable:   

 

i. a vehicular accident or other type of accident or incident that results in a 

fatality;  



UPO Comprehensive Alcohol and Drug Policy  P a g e  | 11 

 

ii. a vehicular accident where an employee is given a citation for a moving traffic 

violation; 

iii. a vehicular accident where a vehicle is towed from the scene of the accident;  

iv. an accident or incident where substantial damage (over $1,000.00 in damage) 

to property occurs; or 

v. an accident or incident involving physical injury resulting in the need for 

medical attention.  

 

b. At no time will an employee be permitted to work for more than one (1) hour 

following such an accident or incident without taking an alcohol/drug test, even if 

this results in disruption of service.  

 

c. An employee involved in such an accident or incident under this section shall not 

use alcohol for eight hours following the accident/incident, or until he/she 

undergoes an alcohol/drug test, whichever occurs first.   

 

d. Following an alcohol/drug test in such situations, an employee shall be removed 

from service and placed on administrative leave until the results of the test are 

known to UPO and the employee.  

 

3.  Random Testing (Safety Sensitive Positions and Special Trust Positions).   

 

a. UPO will utilize services of an outside vendor (s) to administer and manage the 

random selection process. 

 

b. The date of the testing will not be announced in advanced.   

 

c. Random alcohol/drug testing may be administered at any time the employee is on 

duty.     

 

4.   Reasonable Suspicion Testing (All Employees).   

 

a. An employee is required to submit to an alcohol and/or drug test when a 

supervisor or manager requests such a test based on reasonable suspicion or 

probable cause.   

 

b. Reasonable suspicion or probable cause means that one or more supervisors or 

managers reasonably believe or suspect that the employee is under the influence 

of alcohol and/or drugs.  They cannot require testing based on a hunch or guess 

alone; their suspicion must be based on observations concerning the employee’s 

appearance, behavior, patterns, speech, or smell that are usually associated with 

alcohol and/or drug use.  The reasonable suspicion may be based on direct 

observation of alcohol and/or drug use or possession, physical symptoms of being 

under the influence of alcohol and/or drugs, a pattern of erratic behavior, work 

performance indicators of drug or alcohol abuse, as well as other reliable 

indicators.  
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c. Following an alcohol/drug test in such situations, an employee shall be removed 

from service and placed on administrative leave until the results of the test are 

known to UPO and the employee. 

 

5. Return-To-Duty Testing (All Employees).    

 

a.  If an employee has violated the prohibited alcohol and/or drug rules, the employee 

shall be required to take an alcohol/drug test before returning to work.      

 

b. The results of the test must be negative in order for the employee to return to 

work.  

 

6. Follow-Up Testing (All Employees).   

  

a. Following an employee’s return-to-duty, the employee will be subject to follow-

up mandatory, random alcohol/drug tests for a period of at least six (6) months 

thereafter.  

 

 b. For employees referred to a Substance Abuse Professional (SAP), the SAP will 

determine how many times the employee will be tested, for how long, and for 

what substances.  

 

H. Discretionary Testing (All Employees).  Supervisors and/or managers may direct that an 

employee submit to an alcohol/drug test after an employee is involved in any of the 

following situations:  

 

1. A physical altercation between employees or an employee and a customer/member of 

the public, where no medical attention is necessary.   

 

2. A disruptive verbal altercation between employees or an employee and a 

customer/member of the public.   

 

3. When an employee’s behavior is so out of control or his/her behavior is so unusual 

that it warrants summoning a supervisor, manager, or police.  

 

4. Any accident or incident involving damages less than $1,000.00 (See Section 

VII.G.2.a.iv. Post-Accident or Post-Incident Testing). 

 

5. When an employee’s absences from work occur in a pattern such as the day after 

payday, or the day before or after his/her regular days off.  

 

6. Following an alcohol/drug test in such situations, an employee shall be removed from 

service and placed on administrative leave until the results of the test are known to 

UPO and the employee. 
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VIII.  POST TESTING AND/OR POST VIOLATION ACTIONS 

 

A. Applicants. 

 

1. UPO shall not hire an applicant that refuses to take the required alcohol/drug test, in 

any way alters or adulterates or attempts to alter or adulterate his/her test, refuses to 

cooperate with any part of the testing process, or fails to produce an adequate amount 

of breath or urine in order to conduct the test and does not have a legitimate 

physiological or psychological reason.  

 

2. UPO shall not hire an applicant that has a confirmed positive alcohol/drug test.  

 

3. An applicant that refuses to take the required alcohol/drug test or has a positive 

alcohol/drug test shall not apply for a position with UPO for a period of one (1) year 

from the date of his/her refusal or the date of the positive alcohol/drug test. 

 

B. Any current employee who has been convicted of any criminal drug statute while 

employed by UPO shall be terminated from employment/service.  

 

C. Safety Sensitive and Special Trust Positions. 

 

1. Following an alcohol/drug test in Post-Accident or Post-Incident Testing, Reasonable 

Suspicion Testing, or Discretionary Testing, an employee shall be removed from 

service and placed on administrative leave until the results of the test are known to 

UPO and the employee.  

 

2. An employee in a Safety Sensitive Position or a Special Trust Position who refuses to 

sign a consent to test form, as applicable, refuses to take any requested test under this 

Policy, alters or adulterates (or attempts to alter or adulterate) his/her specimen, 

refuses to cooperate with any part of the testing process, or fails to produce an 

adequate amount of breath or urine in order to conduct the test and does not have a 

legitimate physiological or psychological reason shall be terminated from 

employment with UPO. 

 

3. Negative Test.  No disciplinary action or remedial action will be taken under this 

Policy when an alcohol/drug test is negative.  However, UPO may take disciplinary 

action separate and apart from the negative alcohol/drug test based on the 

circumstances.  

 

4.  Positive Test.  A scheduled, random, or requested test which results in a positive test 

for alcohol (including a second alcohol test not under .02 as set forth in  Section VII. 

F. 1. b) and/or a controlled substance, which the individual does not possess a valid 

prescription, will result in termination of the employee in a Safety Sensitive Position 

or a Special Trust Position. 

 

  



UPO Comprehensive Alcohol and Drug Policy  P a g e  | 14 

 

5. For all other violations where alcohol/drug testing was not required or necessary, 

disciplinary actions may be taken against the employee, up to and including 

termination. 

 

D. All Other Employees. 

 

1. Following an alcohol/drug test in Post-Accident or Post-Incident Testing, Reasonable 

Suspicion Testing, or Discretionary Testing, an employee shall be removed from 

service and placed on administrative leave until the results of the test are known to 

UPO and the employee.  

 

2. An employee who refuses to sign a consent to test form, to take any requested test 

under this Policy, refuses to cooperate with any part of the testing process, fails to 

produce an adequate amount of breath or urine in order to conduct the test and does 

not have a legitimate physiological or psychological reason, or alters or adulterates 

(or attempts to alter or adulterate) his/her specimen shall be terminated from 

employment with UPO. 

 

3. Negative Test.  No disciplinary action or remedial action will be taken under this 

Policy when an alcohol/drug test is negative.  However, UPO may take disciplinary 

action separate and apart from the negative alcohol/drug test based on the 

circumstances.  

 

4. Positive Test.  A positive test for alcohol (including a second alcohol test not under 

.02 as set forth in Section VII. F. 1. b) and/or a controlled substance, which the 

individual does not possess a valid prescription, will result in termination in the 

following situations: 

 

a. Any accident or incident resulting in a fatality or significant physical injury; 

 

b. Any accident, incident or physical altercation resulting in the need for medical 

attention;  

 

c. Other grave and serious consequences (e.g. theft of money or property from UPO 

or customers); or 

 

d. Prior positive alcohol/drug test. 

 

5. In all other instances when the alcohol/drug test results are positive, an employee will 

be permitted to utilize the DFAP on a mandatory referral basis, if the employee 

agrees to each of the following conditions: 

 

a. Satisfactory completion of an approved alcohol and/or other drug program. 

 

b. The employee will remain on sick leave until released to return to work by the 

approved alcohol and/or other drug program.  In the event the employee does not 
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have sick leave and/or annual leave the employee shall be placed on leave without 

pay. 

 

c. The employee must produce a negative alcohol/drug test in order to return to duty. 

 

d. The employee will be subject to mandatory, random alcohol and/or drug testing 

after return to duty for a period of six (6) months. 

 

e. The employee will be terminated following any subsequent, positive test for 

alcohol and/or other drugs. 

 

f. Failure of an employee to satisfactorily complete these conditions shall result in 

termination. 
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 UPO Employee Education and Professional Development Policy 
 

I. Policy 

 

A.  UPO shall offer tuition reimbursement, to the extent that funds are available to 

regular full-time employees who wish to pursue an undergraduate education and or 

professional development opportunities in areas related to their current positions or 

that will prepare them for more advanced positions within UPO.   

 

B. In order to receive tuition reimbursement/assistance, employees must be enrolled in 

an accredited college, university, trade, or technical school; and provide 

documentation of submission of a FAFSA (Free Application for Federal Student Aid) 

or other supplemental funding with related results. 

 

II. Tuition Assistance Eligibility 

 

A. All regular full-time employees who have been employed continuously for one year 

or more; and who have an average or above performance evaluation for the current 

year are eligible to apply. 

 

B. Approved Programs/Courses 

 

1. UPO will only reimburse for an accredited undergraduate, trade or technical 

school. 

 

2. UPO will reimburse the tuition cost for no more than two (2) classes per semester/ 

quarter/trimester or whichever is applicable.  

  

3. All programs/courses of study must be related to the employee’s current position; 

or business related providing the employee attain skills for career mobility or 

advanced positions within UPO. 

 

4. Programs of study/course approval will be made in conjunction with employee’s 

supervisor with final approval from the Office of Human Resources.  

 

C. Reimbursement/Assistance 

 

1. Funds for tuition assistance must be budgeted for and will be the 

responsibility of the Division/Office in which the employee works.  Tuition 

assistance will be reimbursed to eligible employees to the extent that budgeted 
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funds are available within his/her Office and or Division.   

Reimbursement/assistance is provided for the cost of tuition only; no other 

costs are reimbursable, including costs for registration, books, lab fees, 

parking, or other incidental expenses. 

2. The maximum reimbursement will be $5,250.00 per calendar year for eligible 

employees. 

 

3. Upon completion of the course(s), employees must submit to the Office of 

Human Resources an official legible transcript indicating the applicant’s 

name, semester/quarter/trimester, course name(s), and satisfactory completion 

of the course(s).  Satisfactory completion is grade “C” or higher, or its 

equivalent where grades are given, or a “passing” grade in a pass/fail course 

when pass/fail is the only grade option available for the course.    

 

4. Employees are required to submit all grades upon completion of each course 

to the Office of Human Resources within 30 days of the close of the 

applicable semester/quarter/trimester.  

 

5. Employees who fail to complete the course(s) with a satisfactory grade, or 

who withdraws from a course(s) will be required to repay UPO for the tuition 

assistance provided for that course(s).  Similarly, if the course is cancelled, the 

employee is required to immediately notify the Office of Human Resources 

and repay the tuition to UPO.    

 

6. If the employee receives an incomplete in a course, the employee will have 

until the end of the following semester/quarter/trimester in which to complete 

the work and have the incomplete removed.  Failure to complete the work will 

prohibit the employee from participating in the tuition reimbursement plan 

and the employee is required to repay the tuition to UPO. 

 

7. There will be a one year employment obligation assigned per each 

semester/quarter/trimester completed during the post 

semester/quarter/trimester obligation period.  If the employee voluntarily 

terminates employment prior to the completion of any one year post 

semester/quarter/trimester obligation period, then the employee will be 

required to repay UPO the full amount of tuition reimbursement owed for the 

applicable semesters(s)/quarter(s)/ trimester(s). 

 

8. If Head Start funds are used, there will be a three year employment obligation 

with UPO for each Head Start/Early Head Start teacher to teach or work in the 



UPO Head Start program after receiving the degree or the teacher must repay 

the total or a prorated amount of financial assistance received based on the 

length of service completed after receiving the degree. 

 

9. If an employee is involuntarily terminated by UPO, the employee will not be 

required to repay the tuition to UPO.   

 

D. Application Procedure 

 

1. Employees shall complete and submit a Request for Tuition 

Assistance/Reimbursement Application Form (“Form”) to the Office of 

Human Resources.  The Form shall be available on the UPO shared drive and 

or in the Office of Human Resources.  See attached “UPO Tuition 

Assistance/Reimbursement Application Form”. 

 

2.  The Form must be approved and signed through the employee’s management 

chain (Supervisor, Division Director, Office Director) prior to submission to 

the Office of Human Resources.  A copy of the registration receipt or official 

school documentation reflecting the per credit hour cost of tuition must be 

attached to the Form. 

 

3. The application shall be reviewed and final approval shall be made by the 

Office of Human Resources.  

 

4. All applications must be made and approved at least one (1) month prior to 

course enrollment in conjunction with this program.   

 

5. At the discretion and approval of the Division or Office Director, an employee 

may rearrange his/her daily work schedule to attend class if he/she works a 

total of 7-1/2 hours a day, and his/her new work schedule arrangement does 

not affect the program efficiency of the Division or Office involved.  The 

rearranged work schedule must be either at the beginning or end of the work 

day and should not exceed two (2) hours. 

 

III.  Professional Development 

 

UPO recognizes that professional development contributes to personal job satisfaction, 

workplace productivity, reward and recognition.  Professional development encompasses 

work related workshops, seminars, training programs and professional certifications.  

Employee participation in workshops, seminars and various training programs will be at 



the discretion of and approved by the employee’s supervisor and Division/Office 

Director.   

 

Employee participation in professional certifications will be dictated by the requirements 

of the position and approved by the employee’s Division/Office Director. Professional 

certifications recognize employees as a professional group and reflect a commitment to 

demonstrating high professional standards, building professional capabilities, continuous 

quality in work practices and optimizing career opportunities.   

 

 

A. Workshops and Seminars 

 

1. Funds for work related workshops, seminars and various other trainings will 

be the responsibility of the Division/Office in which the employee works.  

Employees are encouraged to attend work related workshops, seminars and 

various other trainings to the extent that funding is available. 

 

2.  Requests to attend work related workshops, seminars and various other 

trainings must be approved by the employee’s supervisor.  Once approved, the 

responsibility of the Division/Office will be to use the Office of Finance 

invoice procedures for payment. 

 

3. No employee payment or repayment obligation is required for attending 

approved work related workshops, seminars and various other trainings. 

 

4. An employee’s time away from his/her normal work site to attend a work 

related workshop, seminar or training will be considered a regular work day 

and time. 

 

B. Professional Certifications 

 

1. In instances where professional certification is required by UPO, the 

associated costs will be paid by UPO.  

 

2. Funds for professional certifications must be budgeted for and will be the 

responsibility of the Division/Office in which the employee works.  UPO will 

advance the cost of the class(s) and subsequent exam(s) for continuing 

education credits needed to keep certification current. 

 



3. At the discretion and approval of the Division or Office Director, an employee 

may rearrange his/her daily work schedule to attend class  if he/she works a 

total of 7-1/2 hours a day, and his/her new work schedule arrangement does 

not affect the program efficiency of the Division or Office involved.  The 

rearranged work schedule must be either at the beginning or end of the work 

day and should not exceed two (2) hours. 
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United Planning Organization 
 Whistleblower Policy 
(Approved 03/18/2010) 

 
General 
 
The United Planning Organization (UPO) Conflict of Interest and Related Party Policies and 
Accounting and Financial Policies require directors, officers, employees, volunteers and agents 
to observe high standards of business and personal ethics in the conduct of their duties and 
responsibilities.  Employees and representatives of UPO must practice honesty and integrity in 
fulfilling their responsibilities and comply with all applicable laws and regulations. 
 
The objectives of the UPO Whistleblower Policy are to establish policies and procedures for: 
 

● The submission of concerns regarding questionable accounting or audit matters,  
    fraud, waste and or abuse, corruption, unethical or illegal conduct, or dishonesty by 
   employees, directors, officers, volunteers and agents of UPO, on a confidential and 
   anonymous basis. 
 
● The receipt, retention, and treatment of complaints, received by UPO regarding 
    accounting, internal controls, or auditing matters or fraud, waste and or abuse, 
    corruption, unethical or illegal conduct, or dishonesty. 
 
● The protection of directors, officers, employees, volunteers, and agents reporting 
    concerns from retaliatory actions. 

 
Reporting Responsibility 
 
Each director, officer, employee, volunteer and agent of UPO has an obligation to comply with 
and to report (a) questionable or improper accounting or auditing matters, (b) violations or 
suspected violations of the UPO Conflict of Interest and Related Party Policies and UPO 
Accounting and Financial Policies Business Conduct (hereinafter collectively referred to as the 
Codes) (c) gross mismanagement of UPO grants or contracts relating to funds received (d) gross 
waste of funds (e) a substantial and specific danger to public health and safety related to the 
implementation or use of funds (f) an abuse of authority related to the implementation or use of 
funds (g) or a violation of law, rule, or regulation related to a UPO grant or contracts awarded or 
issued relating to funds (hereinafter collectively referred to as Concerns) in accordance with this 
Whistleblower Policy.  
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Authority of Audit  Committee 
 
All reported Concerns will be forwarded to the Chair of the Audit  Committee in accordance 
with the procedures set forth herein.  The Vice President of Legal Affairs and General Counsel 
will be responsible for overseeing investigations with the assistance of the Audit  Committee and 
outside auditors, reviewers, and /or attorneys as deemed appropriate.  At the end of the 
investigation, the Vice President of Legal Affairs and General Counsel shall prepare a report on 
the investigation that contains factual findings and recommendations.  The Audit  Committee 
shall be responsible for making appropriate recommendations to the Board of Directors, with 
respect to all reported Concerns.  
 
No Retaliation 
 
This Whistleblower Policy is intended to encourage and enable directors, officers, employees 
volunteers and agents to raise Concerns within UPO for investigation and appropriate action.  
With this goal in mind, no director, officer, employee, volunteer or agent who, in good faith 
reports a Concern shall be subject to harassment, retaliation or in the case of an employee, 
adverse employment consequences.  Moreover, an employee, volunteer or agent who retaliates 
against someone who has reported a Concern in good faith is subject to discipline up to and 
including termination of employment or dismissal from the volunteer position or agent position.   
 
Reporting Concerns 
 
Employees 
 
Employees should first discuss their Concern with their immediate supervisor.  If, after speaking 
with his or her supervisor, the individual continues to have reasonable grounds to believe the 
Concern is valid, the employee should report the Concern to the Vice President of Legal Affairs 
and General Counsel.  In addition, if an employee is not comfortable speaking to his or her 
supervisor or the supervisor is a subject of the Concern, the employee should report his or her 
Concern directly to the Vice President of Legal Affairs and General Counsel.   
 
If the Concern was reported verbally to the Vice President of Legal Affairs and General Counsel, 
the reporting employee shall reduce the Concern in writing.  The General Counsel is required to 
immediately report the Concern to the President and Chief Executive Officer, Vice President of 
Finance and Chief Financial Officer and to the Chair of the Audit  Committee as indicated in the 
Authority of the Audit  Committee section above. If the Vice President of Legal Affairs and 
General Counsel, for any reason, does not immediately forward the Concern to the Vice 
President of Finance and Chief Financial Officer or to the Chair of the Audit  Committee, the 
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reporting employee should directly report the Concern to the Chief Financial Officer or to the 
Chair of the Audit Committee.  Contact information for the Chair of the Audit Committee may 
be obtained through the Office of General Counsel.  Concerns may also be submitted 
anonymously.  Such anonymous Concerns should be in writing and sent directly to the Vice 
President of Legal Affairs and General Counsel. 
 
Directors, Other Volunteers and Agents 
 
Directors, other volunteers and agents should report Concerns in writing directly to the Vice 
President of Legal Affairs and General Counsel.   
 
Handling of Reported Concerns 
 
The Audit  Committee shall address all reported Concerns.  The Chair of the Audit  Committee 
shall immediately notify the Audit  Committee and the Chair of the Board of any such report.  
The Chair of the Audit  Committee will notify the sender and acknowledge receipt of the 
Concern within five business days, if possible.  It will not be possible to acknowledge receipt of 
anonymously submitted Concerns. 
 
Initial inquiries will be made to determine whether an investigation is appropriate, and the form 
that it should take.  Some Concerns may be resolved without the need for investigation. 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. 
 
Concerns expressed anonymously will be investigated appropriately, but consideration will be 
given to the seriousness of the issue raised; the credibility of the concern; and the likelihood of 
confirming the allegation from attributable sources because appropriate follow-up questions may 
not be possible unless the source of the information is identified. 
 
Reports will be promptly investigated by the General Counsel with the assistance of the Audit  
Committee and appropriate corrective action will be recommended to the Board of Directors, if 
warranted by the investigation.  In addition, action taken must include a conclusion and or 
follow-up with the complainant for complete closure of the Concern. 
 
The Audit Committee has authority to retain outside legal counsel, accountants, private 
investigators, or any other resource deemed necessary to conduct a full and complete 
investigation of the allegations. 
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Accounting and Auditing Matters  
 
The Audit Committee of the Board of Directors shall address all reported Concerns or 
complaints regarding corporate accounting practices, internal controls or auditing.  The Chair of 
the Audit Committee shall immediately notify the Audit Committee and Finance Committee of 
any such complaint and work with the Committees until the matter is resolved. 
 
Acting in Good Faith 
 
Anyone reporting a Concern must act in good faith and have reasonable grounds for believing 
the information disclosed indicates an improper accounting or auditing practice, or a violation of 
the of the Codes or other Concerns listed in “Reporting Responsibilities” above. Any good faith 
report is fully protected by this Whistleblower Policy, even if the report, question, or Concern is, 
after investigation, not substantiated. 
 
The act of making allegations that prove to be unsubstantiated, and that prove to have been made 
maliciously, recklessly, 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 dismissal from 
the volunteer position, agent position, or termination of employment.  Such conduct may also 
give rise to other actions, including civil lawsuits. 
 
If the investigation of a Concern, that was done in good faith and investigated by UPO, is not to 
the Whistleblower’s satisfaction, then he or she has the right to report the Concern to the 
appropriate legal or investigative agency posted in the UPO Office of Human Resources. 
 
Confidentiality 
 
Reports of Concerns, the complainant’s identity and investigations pertaining to the Concerns 
shall be kept confidential to the extent possible, consistent with the need to conduct an adequate 
investigation. 
 
Disclosure of reports of Concerns to individuals not involved in the investigation will be viewed 
as a serious disciplinary offense and may result in discipline, up to and including termination of 
employment.  Such conduct may also give rise to other actions, including civil lawsuits. 
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Contact Information 
 
Office of the General Counsel 
Deborah McArthur, Vice President of Legal Affairs and General Counsel 
301 Rhode Island Avenue, NW 
Washington, DC  20001 
202-238-4626 
dmcarthur@upo.org 
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