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Employee Policies  
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Sexual haras s ment 
Sexual haras s ment is  prohibited by federal, s tate and local laws , and applies  equally to 
men, women, and those who identify as  non-binary. Federal law defines  s exual 
haras s ment as  unwelcome s exual advances , reques ts  for s exual favor(s ), or other 
verbal or phys ical conduct of a  s exual nature when (1) s ubmis s ion to the conduct is  
made either explicitly or implicitly a  term or condition of an employee’s  employment; (2) 
s ubmis s ion to or rejection of s uch conduct by an employee is  us ed as  the bas is  for 
employment decis ions  affecting the employee; or (3) s uch conduct has  the purpos e or 
effect of unreas onably interfering with an employee’s  work performance or creating an 
intimidating, hos tile or offens ive working environment.  
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Thes e behaviors  may include, for example: s ubtle or overt pres s ure for s exual favors ; 
inappropriate touching; lewd, s exually oriented comments  or jokes ; foul or obs cene 
language; pos ting of s ugges tive or s exually explicit pos ters , calendars , photographs , 
graffiti, or cartoons ; and repeated reques ts  for dates . School policy further prohibits  
haras s ment and dis crimination bas ed on s ex s tereotyping (For example, s ex 
s tereotyping may occurr when one pers on perceives  a  man to be unduly effeminate or a  
woman to be unduly mas culine and haras s es  or dis criminates  agains t that pers on 
becaus e he or s he does  not fit the s tereotype of being male or female.). The School 
encourages  reporting of all perceived incidents  of s exual haras s ment, regardles s  of 
who the offender may be. Every employee is  encouraged to rais e any ques tions  or 
concerns  with the Director of Operations  and/ or Executive Director.   

Supervis ors ’ Res pons ibilities   
All s upervis ors  are expected to ens ure a work environment free from s exual and other 
haras s ment. They are res pons ible for the application and communication of this  policy 
within their work area. Supervis ors  s hould:  

• Encourage employees  to report any violations  of this  policy. 
• Make s ure the Director of Operations  and/ or Executive Director is  made aware of 

any inappropriate behavior in the workplace.  
• Create a  work environment where s exual haras s ment is  not permitted.  

 
Proces s  for Reporting and Inves tiga ting Sexual Haras s ment  
Employees  s hould report incidents  of inappropriate behavior or s exual haras s ment as  
s oon as  pos s ible after the occurrence. Employees  who believe they have been s exually 
haras s ed, regardles s  of whether the offens ive act was  committed by a s upervis or, co-
worker, vendor, vis itor, or client, s hould promptly notify their immedia te s upervis or or 
the Director of Operations  (which includes  Human Res ources ). If the employee’s  
immediate s upervis or is  involved in the incident, the employee s hould report the 
incident to the Director of Operations  and/ or Executive Director. Every claim of s exual 
haras s ment will be treated s erious ly, no matter how trivial it may appear. All complaints  
of s exual haras s ment or other inappropriate s exual conduct will be promptly and 
thoroughly inves tigated by the School. 
 
There will be no retalia tion for filing or purs uing a s exual haras s ment claim. To the 
extent pos s ible, all complaints  and related information will remain confidentia l except to 
thos e individuals  who need the information to inves tigate, educate, or take action in 
res pons e to the complaint.  
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All employees  are expected to cooperate fully with any ongoing inves tigation regarding 
a s exual haras s ment incident. Employees  who believe they have been unjus tly charged 
with s exual haras s ment can defend thems elves  verbally or in writing at any s tage of the 
inves tigation.  
 
To protect the privacy of pers ons  involved, confidentia lity will be maintained throughout 
the inves tigatory proces s  to the extent practicable and appropriate under the 
circums tances . Inves tigations  may include interviews  with the parties  involved, and 
where neces s ary, individuals  who may have obs erved the alleged conduct or who may 
have relevant knowledge. 
 
At the conclus ion of a  s exual haras s ment inves tigation, the complainant (alleged 
victim) and the “alleged haras s er” (accus ed) s hall be informed of the determination. 
Where appropriate, the accus ed and the complainant may be offered couns eling 
through an employee as s is tance program (EAP), or mediation. 

Res torative Practices  for Viola tion of Sexual Haras s ment Policy  
If it is  determined that inappropriate conduct has  occurred, the School will act promptly 
to eliminate the offending conduct, and take s uch action as  is  appropriate under the 
circums tances . Such action may range from couns eling, creating a s afe work 
environment by s epara ting the employees , to termination of employment, and may 
include s uch other forms  of res toratuve action, as  the School deems  appropriate under 
the circums tances  and in accordance with applicable law. 

Workplace Violence 
All employees , cus tomers , vendors  and bus ines s  as s ociates  mus t be treated with 
courtes y and res pect a t all times . Employees  are expected to refrain from conduct that 
may be dangerous  to others . 

Conduct that threatens , intimidates , or coerces  another employee, cus tomer, vendor or 
bus ines s  as s ociate will not be tolerated. The School’s  res ources  may not be us ed to 
threaten, s talk or haras s  anyone at the workplace or outs ide the workplace. The School 
treats  threats  coming from an abus ive pers onal relations hip as  it does  other forms  of 
violence.  

Indirect or direct threats  of violence, incidents  of actual violence and s us picious  
individuals  or activities  s hould be reported as  s oon as  pos s ible to a  supervis or, s ecurity 
pers onnel, Director of Operations  and/ or Executive Director. When reporting a threat or 
incident of violence, the employee s hould be as  s pecific and detailed as  pos s ible. 
Employees  s hould not place thems elves  in peril, nor s hould they attempt to intercede 
during an incident. 
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Employees  s hould promptly inform the Director of Operations  of any protective or 
res training order that they have obta ined that lis ts  the workplace as  a  protected area. 
Employees  are encouraged to report s afety concerns  with regard to intimate partner 
violence. The School will not retaliate agains t employees  making good-faith reports . 
The School is  committed to s upporting victims  of intimate partner violence by providing 
referrals  to community res ources  and providing time off for reas ons  related to intimate 
partner violence. 

The School will promptly and thoroughly inves tigate all reports  of threats  of violence or 
incidents  of actual violence and of s us picious  individuals  or activities  related to s chool 
bus ines s . The identity of the individual making a report will be protected as  much as  
pos s ible. The School will not retaliate agains t employees  making good-faith reports  of 
violence, threats  or s us picious  individuals  or activities . In order to maintain workplace 
s afety and the integrity of its  inves tigation, the School may s us pend employees  
s us pected of workplace violence or threats  of violence, either with or without pay, 
pending inves tigation. 

Anyone found to be res pons ible for threats  of or actual violence or other conduct that is  
in violation of thes e guidelines  will be s ubject to prompt dis cipline, up to and including 
termination of employment. 

The School encourages  employees  to bring their dis putes  to the attention of their 
s upervis ors  or the Director of Operations  before the s ituation es calates . The School will 
not dis cipline employees  for rais ing s uch concerns . However, if it is  determined after an 
inves tigation that an employee willfully and intentionally provided fals e information 
regarding the complaint, that individual will be s ubject to dis ciplinary action, up to and 
including termination. 

Equal opportunity 
Equal Employment Opportunity 
I Dream PCS is  an equal opportunity employer. We will extend equal opportunity to all 
individuals  without regard to race, religion, color, s ex (including pregnancy, childbirth, 
lactation, and related medical conditions ), creed, national origin, ances try, phys ical or 
mental dis ability, medical condition, marital s tatus  (including regis tered domes tic 
partners hip s tatus ), age, s exual orientation, genetic information, gender (including 
gender identity and expres s ion), military or veteran s tatus , immigration s tatus  (except 
as  neces s ary to comply with federal, s tate, or local law), or any other s tatus  protected 
under applicable federal, s tate or local law. Our policy reflects  and affirms  our 
commitment to the principles  of fair employment and the elimination of all 
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dis criminatory practices . Details  of our equal employment opportunity policies  are 
further explained in Part 3 below. 
 
Your Employment Relationship with the School 
I Dream PCS generally does  not offer individual employees  a  formal employment 
contract with the School. Employment is  “at-will,” meaning that you or the School may 
end or change your employment at any time for any lawful reas on, with or without 
caus e, and with or without advance notice.  
 
This  Employee Handbook is  not a  contract. It does  not create any agreement, expres s  
or implied, guaranteeing you any s pecific terms  or conditions  of employment. Nothing 
contained in this  Handbook s hould be cons trued as  creating a contract guaranteeing 
employment for any s pecific duration. Neither does  it obligate you to continue your 
employment for a  s pecific period of time. Unles s  you have entered into an employment 
agreement that s upersedes  this  document, either you or the School may terminate or 
change the employment relations hip at any time. Neither does  the Handbook guarantee 
any pres cribed proces s  for dis cipline and dis charge. Nothing in this  Handbook or any 
oral s tatement changes  the at-will relations hip. 
 
No s upervis or or other repres entative of the School, other than the Executive Director 
has  the authority to enter into any agreement guaranteeing employment for any s pecific 
period. No s uch agreement s hall be enforceable unles s  it is  in writing and s igned by the 
Executive Director and the employee. 
 

Drug-free workplace 
Subs tance abus e of any kind is  damaging to the community, creating s afety ris ks , 
emotional trauma, and undermines  the School’s  ability to mainta in its  core values . Any 
employee who is  convicted of any violation occurring on School property or during 
working times , s hall notify the Director of Operations  within five (5) days  of the date of 
conviction. A conviction includes  a  finding of guilt, including a plea of no contes t, or 
impos ition of s entence, or both. Should there be reas onable caus e for s us picion of drug 
us e or intoxication on School property, s chool leaders hip maintains  the right to reques t 
tes ting. The School cannot randomly tes t any s taff member without reas onable caus e 
for s us picion. The School als o maintains  the right to engage the employee in res torative 
practices  in accordance with the School’s  core values  to promote healing within the 
community and for the employee. 
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Subs tance Abus e 
Subs tance abus e is  a  s erious  problem advers ely affecting the lives  of millions  of 
Americans , corporate profits , organizational effectivenes s , and our nation's  ability to 
compete in the world economy.  
 
I Dream PCS recognizes  alcohol and drug abus e as  potential health, s afety and s ecurity 
problems . I Dream PCS expects  all employees  to as s is t in maintaining a work 
environment free from the effects  of alcohol, drugs  or other intoxicating s ubs tances . 
Accountability with this  s ubs tance abus e policy is  made a res pons ibility of employment, 
and violations  of the policy may lead to res torative protocols  and/ or dis charge. 
 
All employees  are accountable to refrain from engaging in the unlawful manufacture, 
pos s es s ion, us e, dis tribution or purchas e of illicit drugs , alcohol or other intoxicants , as  
well as  the mis us e of pres cription drugs  on School premis es  or at any time and any 
place during working hours . While we cannot control your behavior off the premis es  on 
your own time, we certainly encourage you to behave res pons ibly and appropriately at 
all times . All employees  are required to report to their jobs  in appropriate mental and 
phys ica l condition, ready to work.  
 
I Dream PCS will not conduct formal employer drug tes ting as  part of onboarding or as  
a  matter of policy at any time, either randomly or otherwis e. However, if there is  
reas onable s us picion that an employee is  under the influence during the workday, they 
will be required to undergo an immediate drug tes t, a t the expens e of I Dream PCS. 
Failure to undergo the reques ted tes t will res ult in the employee being as ked to leave I 
Dream PCS for the day, and will not be a llowed to return to work until the drug tes t is  
completed. A pos itive drug tes t or refus al to s ubmit to a  drug tes t is  grounds  for further 
res torative action, up to and including termination from I Dream PCS.  
 
Subs tance abus e is  an illnes s  that can be treated. Employees  who have an alcohol or 
drug abus e problem are encouraged to s eek appropriate profes s ional as s is tance. You 
are s afe to inform the Director of Operations  or the Support Specia lis t for as s is tance in 
s eeking help to addres s  s ubs tance abus e. The Director of Operations  can als o help you 
determine coverage available under the School’s  medical ins urance plan.  
 
When work performance is  impaired, admis s ion to or us e of a  treatment or other 
program does  not preclude appropriate action by the School. 
 
Any violator of this  s ubs tance abus e policy will be s ubject to res torative action up to 
and including termination of employment. 
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Staff complaint res olution proces s  
Affirming Inclus ion- Discrimination Is  Prohibited 
I Dream PCS is  an equal opportunity employer and makes  all employment decis ions  
without regard to race, religion, creed, color, national origin, ances try, s ex (including 
pregnancy, childbirth, lactation and related medical conditions ), national origin, phys ica l 
or mental dis ability, age, genetic information, marital s tatus  (including regis tered 
domes tic partners hip s tatus ) gender identity or expres s ion, military or veteran s tatus , 
immigration s tatus  (except as  neces s ary to comply with federal, s tate, or local law), or 
any other category protected by federal, s tate, or local law. This  policy applies  to all 
terms  and conditions  of employment, including but not limited to, hiring, placement, 
promotion, termination, layoff, recall, trans fer, leaves  of abs ence, benefits , 
compens ation, and training. We s eek to comply with all applicable federal, s tate and 
local laws  related to dis crimination. 
 
I Dream PCS makes  decis ions  concerning employment bas ed s trictly on an individual’s  
qualifications  and ability to perform the job under cons ideration, the comparative 
qualifications  and abilities  of other applicants  or employees , and the individual’s  pas t 
performance within the organization.  
 
If you believe that an employment decis ion has  been made that does  not conform with 
management’s  commitment to equal opportunity, you s hould promptly bring the matter 
to the attention of the Director of Operations  and Executive Director. Your complaint will 
be thoroughly inves tigated. There will be no retaliation agains t any employee who files  a  
complaint in good faith, even if the res ult of the inves tigation produces  ins ufficient 
evidence to s upport the complaint. 

Prohibited Practices  

Under the DC FMLA, I Dream PCS cannot interfere with, res train, or deny the exercis e of 
any right provided by the DC FMLA or terminate the employment of or dis criminate 
agains t any individual for oppos ing any practice or becaus e of involvement in any 
proceeding relating to the DC FMLA. In addition, I Dream PCS cannot us e the taking of 
family and medical leave as  a  negative factor in employment actions , s uch as  hiring, 
promotions , or dis ciplinary actions . 

An employee may file a  complaint with the DC Office of Human Rights  or may bring a 
private laws uit agains t an employer. However, I Dream PCS encourages  all employees  
to firs t bring any concerns  they have regarding this  policy to the attention of I Dream 
PCS by contacting the Director of Operations  and/ or the Executive Director.  
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I Dream PCS prohibits  retaliation agains t any employee for bringing any complaint 
forward in good fa ith under this  policy. 

The DC FMLA does  not affect any federal or DC laws  prohibiting dis crimination, or 
s upers ede any DC law that provides  greater family or medical leave rights . 

 
Proces s  for Reporting and Inves tiga ting Sexual Haras s ment  
Employees  s hould report incidents  of inappropriate behavior or s exual haras s ment as  
s oon as  pos s ible after the occurrence. Employees  who believe they have been s exually 
haras s ed, regardles s  of whether the offens ive act was  committed by a s upervis or, co-
worker, vendor, vis itor, or client, s hould promptly notify their immedia te s upervis or or 
the Director of Operations  (which includes  Human Res ources ). If the employee’s  
immediate s upervis or is  involved in the incident, the employee s hould report the 
incident to the Director of Operations  and/ or Executive Director. Every claim of s exual 
haras s ment will be treated s erious ly, no matter how trivial it may appear. All complaints  
of s exual haras s ment or other inappropriate s exual conduct will be promptly and 
thoroughly inves tigated by the School. 
 
There will be no retalia tion for filing or purs uing a s exual haras s ment claim. To the 
extent pos s ible, all complaints  and related information will remain confidentia l except to 
thos e individuals  who need the information to inves tigate, educate, or take action in 
res pons e to the complaint.  
 
All employees  are expected to cooperate fully with any ongoing inves tigation regarding 
a s exual haras s ment incident. Employees  who believe they have been unjus tly charged 
with s exual haras s ment can defend thems elves  verbally or in writing at any s tage of the 
inves tigation.  
 
To protect the privacy of pers ons  involved, confidentia lity will be maintained throughout 
the inves tigatory proces s  to the extent practicable and appropriate under the 
circums tances . Inves tigations  may include interviews  with the parties  involved, and 
where neces s ary, individuals  who may have obs erved the alleged conduct or who may 
have relevant knowledge. 
 
At the conclus ion of a  s exual haras s ment inves tigation, the complainant (alleged 
victim) and the “alleged haras s er” (accus ed) s hall be informed of the determination. 
Where appropriate, the accus ed and the complainant may be offered couns eling 
through an employee as s is tance program (EAP), or mediation. 
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Whis tleblower policy 
 
This  policy is  intended to encourage and enable all employees , and others , to rais e 
s erious  concerns  within the School prior to s eeking res olution outs ide of the School. No 
director, officer, or employee who, in good fa ith, reports  a  violation s hall experience 
haras s ment, retaliation, or advers e employment cons equences . An employee who 
retaliates  agains t s omeone who reports  a  violation in good faith, is  s ubject to 
dis ciplinary action, up to and including termination. 

If you are uncomfortable s peaking with an immediate s upervis or, or are not s atis fied 
with the s upervis or/ s upervis or’s  res pons e, pleas e s peak with s omeone in School 
Leaders hip with whom you feel comfortable s peaking. School leaders  are required to 
report s us pected violations  of the Code of Conduct to the Executive Director, as  long as  
the Executive Director is  not the accus ed, who has  s pecific and exclus ive res pons ibility 
to inves tigate all reported violations . For s us pected fraud, or when employees  are not 
s atis fied with s peaking with any employee of the School or the Executive Director is  the 
accus ed, he/ s he s hould contact the Board Chair. 

Anyone filing a complaint concerning a s us pected violation, or a  violation of the Code of 
Conduct, mus t be acting in good faith and mus t have reas onable grounds  for believing 
the dis clos ed information des ignates  a  violation of the Code of Conduct. Any 
allegations  which are not s ubs tantiated, and which prove to have been made with 
malicious  intent or made knowing the accus ation is  fals e, will be s ubject to dis ciplinary 
action, up to and including termination. 

Violations , or s us pected violations , may be confidentia lly s ubmitted by the employee or 
may be s ubmitted anonymous ly. Thes e reports  will be kept confidential to the extent 
pos s ible cons is tent with the need to inves tiga te the report. 
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