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Team Member Acknowledgment

Welcome to The LP Family!
Dear LP Team Member,

Welcome to The LP family! You are joining an organization that strives to be a positive, fulfilling,
and healthy place to work. As a team, each day, we ground our work in mutual respect and a
common mission to advance artists and neighbors as change agents in their own communities.

Our work is often creative, joyful, mind-expanding, challenging, surprising, and complex all at
once, and we strive to approach it with a spirit of abundance. You are joining a team that
intentionally builds bonds and supports one another towards individual and collective success.
We have team agreements that guide our ability to show up at work as full humans. We value
open communication and feedback and encourage gentleness to ourselves and others.

And we work hard because we believe in The LP’s mission and community. We expect that you will
show up each day ready to do your best, and in return, we promise to uphold an environment that
will invest in your professional growth and greater wellbeing.

We aim to intentionally and doggedly pursue equity across race, ethnicity, class, age, gender,
sexuality, religion, nationality, disability status, and immigration status. Yet we know that we won’t
always get it right, so please let us know when something just doesn’t seem right. We will revisit
and revise this Culture Guide at least once a year and welcome feedback all year long.

Please review the whole Guide and let us know if you have any questions. We look forward to
working, growing, and building with you. Together, we will help shape our world towards
greater creativity, equity, and societal change.

In community,
The LP Team

Welcome to the LP Family!
As we like to say, once LP fam, always LP fam!
Thank you for joining our team!

About this Handbook

At-Will Employment

This handbook supersedes all previous employee handbooks
and policies, written or implied; we will continually update with
new ideas and suggestions as the organization evolves and
reserve the right to revise, delete, and add to the provisions of
the handbook at any time. This handbook is not a contract,
express or implied, nor does it guarantee employment for any
specific length of time.

Employment with The Laundromat Project is on an “at will”
basis, which means that all employees and the Laundromat
Project can end the employment relationship at any time for
any lawful reason with no further obligation.
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Who We Are

The Laundromat Project (The LP) advances artists and neighbors as change agents in their
own communities. We envision a world in which artists and neighbors in communities of
color work together to unleash the power of creativity to transform lives.

We make sustained investments in growing a community of multiracial, multigenerational,
and multidisciplinary artists and neighbors who are committed to societal change. We do
this by supporting their artmaking, their community building, and their leadership
development.

Our Values
As we strive to achieve our

Welcome

mission and embody our vision,

we are guided by our values and
always reflect upon how we can
best:

Nurture Creativity
We value creativity as a rich and
renewable resource that turns strangers into
a community of strong and resilient
neighbors.

Our Team Agreements
Be POC-Centered
We value the voices, imaginations, knowledge,
cultures, and leadership of people of color
(POC).

Create Change
We value addressing community challenges
and creating opportunities for new visions.

Value Place
We value meeting people where they are and
the legacies embedded in place.

Write Our Own Histories
We value self-determined narratives as an
essential basis for building lasting community
power.

Be present
Be gentle & enjoy yourself
Ask for help & give help
Be transparent about triumphs
& challenges
Presume charitable intention
(we are on the same team)
Prioritize open communication
and feedback loops
Listen to understand, not just
to respond or solve
Never a failure; Always a lesson
Lean into collaboration and co-

Be Propelled by Love

creation that includes diverse

We value love as a radical and essential act of
power and protest to create the kind of world

voices.

we all deserve to live in.
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Our Commitment to Equity & Inclusion

A People of Color Centered Organization
We are a people of color centered

As we mature institutionally, The LP strives

organization, meaning we champion the

to more fully articulate how and why we do

voices, cultures, imagination, knowledge,

our work. We start from a place of bold

and leadership of people of color (POC). We

visioning so we can help build the world we

push against complex systemic injustices in

want to see. We manifest being POC-

pursuit of a world in which all people––across

centered as an ongoing organizational

race, ethnicity, class, age, gender, sexuality,

practice rooted in multiracial solidarity.

religion, ability, nationality, disability status,

Below, we outline what being POC-

and immigration status––are free to be their

centered and intersectional means to us.

whole selves. creative solutions and ideas.

Our People of Color Centered Principles
Welcome Complexity We commit to diversity that is

Know that Language Matters We commit to

more than skin deep by continually asking ourselves

using accessible, multimodal, and multilingual

and our communities how we can be a more

language that upholds the dignity, complexity,

welcoming and supportive organization across race

and full humanity of The LP community members

and ethnicity as well as across class, age, gender,

and communities––verbal and written, spoken

sexuality, religion, nationality, disability status, and

and unspoken, virtual and otherwise.

immigration status.

Honor Past, Present & Future We commit to

Cultivate Representational Power We commit to

grounding our work in concrete power

maintaining a board and staff that is at least

analyses as well as the often intersecting

majority people of color, particularly leadership

histories, present day realities, and future

positions. We will continue to serve artists of color

dreams of POC communities. We strive to

predominantly and communities of color

respect and record POC voices, creativity, and

exclusively.

knowledge now and for the future.

Match Organizational Policies with Organizational

Shape Conversation We commit to using our

Values We commit to developing and enhancing our

organizational voice to ignite, shift, influence,

internal organizational policies, practices, and

and amplify important conversations in our field

systems––e.g. advocacy, gift acceptance, and

for productive learning and engagement.

personnel policies––to be fully values-aligned.

Build a Net that Works We commit to fostering

Nurture Leadership We commit to investing in the

stronger relationships with values-aligned and

leadership and professional development of The LP

POC-centered organizations, in order to partner

community members, including artists, neighbors,

as well as exchange knowledge and resources

staff, and board. We will provide training to The LP

that strengthen our collective power.

staff on anti-racist, gender, and disability equity

Hold Ourselves Accountable We commit to

practices. This commitment includes making space

rigorous and transparent criteria, learning, self-

for reflection and self-care in action and policies.

reflection, feedback loops, and real time

Advance Economic Dignity & Access We commit to

adjustments––e.g. programs, partners,

being thoughtful when setting program fees as well

resources––that help us grow our POC-centered

as compensation for staff, interns, artists, faculty,

practice. We will produce annual reports that

partners, etc. We are committed to prioritizing

detail our progress across these principles in

POC-led and community-based vendors for needed

order to manifest collective strength and

services. When possible, we will use financial

understanding in our field.

institutions that value and invest in POC
communities.
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Our Commitment to Equity & Inclusion

Creating an Inclusive Community
We want to build and sustain a diverse and inclusive culture
at The LP, one where you feel valued and respected for who
you are. In order to live out our principles we may require
our team members to participate in trainings, e.g. on
anti-racism, gender bias, or disability justice, so that
we all have a shared knowledge and understanding of
how to be an inclusive community.

All people are welcome within our office space and
community events, and we will actively work with
individuals to accommodate your needs. The LP is
committed to taking the actions necessary to ensure equal
employment opportunities in accordance with all applicable
federal, state, and local laws.

The LP representatives will communicate with the team member working in good faith to
engage in a cooperative dialogue (written and/or oral) concerning the team member's
accommodation needs. At the conclusion of this dialogue, The LP will provide the team member
who requested an accommodation and participated in the dialogue with a final written
determination identifying any accommodation granted or denied. Team members or applicants
for employment who have questions about this policy or who wish to request a reasonable
accommodation under this policy should contact The Deputy Director.

Our Inclusive Community In Action
Personal Appearance & Dress
At The LP, we encourage all team members to wear clothing that represents their personal style
and expression. Our organization does not have a formal dress code for our office space or
community events. We ask that you dress for the specific work you will be conducting on a
particular day and use your best judgement. For example, attending an art gala, a block party,
or a funder meeting would all require different fashion choices. If you have questions about
making choices for a specific event or providing guidance to volunteers or fellows, contact your
manager.

We encourage team members to wear hair or facial hair styles that are consistent with their
cultural, ethnic or racial heritage, identity, or personal style. Our principles are aligned with
New York Human Rights Law which provides that you are not able to discriminate based on
race, and traits historically associated with race, including but not limited to, hair texture and
protective hairstyles (Protective hairstyles includes braids, locks, and twists).

Team members are expected to maintain a high level of personal hygiene and that includes
general cleanliness and tidiness of clothing. If a medical condition is the cause of a personal
hygiene issue, it should be brought to the attention of HR for appropriate support.
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Our Commitment to Equity & Inclusion

Our Inclusive Community In Action
Gender and Identity
The LP commits to being a safe and productive workplace environment for all team members,
without regard to their gender, sex, sexual orientation, or gender expression. These
guidelines address common concerns of transgender and gender-expansive or nonconforming team members.

Privacy
You have the right to discuss your gender identity or expression openly or to keep that
information private.

You get to decide when, with whom, and how much to share your private

information and you should respect all other colleagues’ rights in the same way. Information
about a team member’s transgender status (such as the sex they were assigned at birth) can
constitute confidential medical information under privacy laws like HIPAA. You should not
disclose information that may reveal another team member’s transgender status or gender
non-conforming presentation to others. That kind of personal or confidential information
may only be shared with your colleague’s consent, and only with coworkers who truly need to
know to do their jobs.

Official Records
If you ask, The LP will promptly change our records about you to reflect a change in name or
gender. Certain types of records, like those relating to payroll and retirement accounts, may
require a legal name change before your name can be changed. Most records, however, can
be changed to reflect a person’s preferred name without proof of a legal change. As quickly
as possible after a request from you, we will make every effort to update any photographs for
websites or publications, so that your gender identity and expression are represented
accurately.

Names/Pronouns
You have the right to be addressed by the name and pronoun that correspond to your gender
identity, upon request. A court-ordered name or gender change is not required. Intentional
or persistent refusal to respect your gender identity can constitute harassment and is a
violation of The LP’s anti-discrimination policies. For example, intentionally referring to a
team member by a name or pronoun that does not correspond to their preferred gender
identity is not aligned with our commitment to inclusion. At The LP we encourage all team
members to have a standard email signature to include their preferred pronouns.

This public

gesture is a sign of solidarity with those who are non-binary or gender conforming.

If you are

not comfortable sharing your pronouns in an email signature ,you are not required to do so
and may opt-out without explanation.
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Our Commitment to Equity & Inclusion

Our Inclusive Community In Action
Disability
The LP is committed to complying with all applicable provisions of the Americans with
Disabilities Act (“ADA”). It is our policy to not discriminate against any qualified team
member or applicant— that is, anyone who can perform the essential functions of the job—
with regard to any terms or conditions of employment because of such individual’s disability
or perceived disability. Consistent with this policy of nondiscrimination, The LP will provide
reasonable accommodations to a qualified individual with a disability, as defined by the ADA,
who has made The LP aware of his or her disability, provided that such accommodation does
not constitute an undue hardship on The LP.

If you have a disability and believe you need an accommodation to perform the essential
functions of your job, please contact your manager, the Deputy Director, or the Executive
Director. The LP encourages individuals with disabilities to come forward and request
accommodation.

If the request for an accommodation is granted, we will work with you to determine the
appropriate accommodation for you and whether an accommodation is having the desired
result. If the accommodation request is denied, you will be advised of your right to appeal the
decision by submitting a written statement explaining the reasons for the request. If the
request on appeal is denied, that decision is final.

Religion
We recognize, honor and appreciate a variety of religious beliefs and personal expressions of
religion. Traditional clothing and/or head coverings are welcome to be worn in the workplace
or at work-related events.

As part of our practice, we add major religious holidays to our planning calendar with a
specific focus on the holidays that are celebrated by members of our current team. We
encourage (but not require) every team member to share any religious holidays that you
observe as part of your religious practice. As an organization and leadership team we will also
consider major religious holidays in our overall programming to avoid any unnecessary
conflicts or perhaps acknowledge a specific holiday through one of our community events.

In the event you need to take time away from work to observe religious holidays, we offer
floating holidays and personal days as part of our paid time off policies. Please reference
Section 7 (Paid Time Off Policies) for more information. At specific times you may have
special requests related to your religious expressions such as time away from your desk for
prayer or a flexible work schedule during periods of fasting. We encourage you to ask for
what you need so that we can offer reasonable accommodations.
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Our Commitment to Equity & Inclusion

Our Inclusive Community In Action
Pregnancy
Team members and applicants for employment in New York City may request a reasonable
accommodation for pregnancy, childbirth and related medical conditions. For purposes of
this policy, a " related medical condition" is a medical condition related to pregnancy or
childbirth that inhibits the exercise of a normal bodily function or is demonstrable by
medically accepted clinical or laboratory diagnostic techniques, but does not prevent the
team member from performing her job functions in a reasonable manner, with or without
reasonable accommodation.

The LP will provide a requested reasonable accommodation that would enable the team
member or applicant to perform the essential functions of her job unless the
accommodation would impose an undue hardship on The LP. A reasonable accommodation
may include, but is not limited to:

Team member may be required to provide medical or other information that is necessary for
consideration of a reasonable accommodation. Such medical information will be kept
confidential.

Lactation
The LP will provide a reasonable amount of break time to accommodate a team member
desiring to express breast milk for her infant child. Team members needing breaks for
lactation purposes may use reasonable break times when needed.

The LP will make the effort to identify a location within close proximity to the work area for
the team member to express milk; this will be a room or a private
area, other than a bathroom or toilet stall, that is shielded from
view and free from intrusion from co-workers and the public.
This location may be the staff member's private office,
if applicable.
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The Emplolyment Relationship
We hold ourselves to the highest standard of creating an inclusive and equitable
environment for our team, board, volunteers, supporters and all other community members.
We also abide by general federal and state laws for anti-discrimination, equal employment,
and authorization to work in the United States.

Equal Employment Opportunity
The LP is committed to equal employment opportunity and to compliance with federal antidiscrimination laws. We also comply with New York law, which prohibits discrimination and
harassment against any team members, applicants for employment, or interns based on
race, color, creed, religion, sex (including pregnancy, childbirth or related medical
conditions and transgender status), gender identity or expression, familial status, national

Welcome

origin, physical or mental disability (including gender dysphoria and being a certified
medical marijuana patient), genetic information (including predisposing genetic
characteristics), age (18 and over), veteran status, military status, sexual orientation, marital
status, certain arrest or conviction records and domestic violence victim status. The LP will
not tolerate discrimination or harassment based upon a team member's membership in one
or more of these protected categories, a team member's known relationship or association
with a member of one or more of these protected categories, or any other characteristic
protected by applicable federal, state or local law.

You may discuss equal employment opportunity related
questions and concerns with your manager, Deputy
Director, or Executive Director. All team members are
encouraged to follow the steps outlined in the Reporting
and Investigation Procedure section of this Handbook.
You may raise any concerns without fear of reprisal.
Anyone found to engage in any type of unlawful
discriminatory conduct will be subject to disciplinary
action, up to and including termination of employment.

Employment At Will
The employment relationship between you and The Laundromat Project is one of mutual consent.
Employment with The Laundromat Project is on an “at will” basis, which means that any team
member of The Laundromat Project can end the employment relationship at any time for any
lawful reason with no further obligation. Please reference our recommendations for team member
resignations in Section 10.

No employee or company representative other than the Executive Director has the authority to
change the at-will employment relationship or to contract with any employee for a different term
of employment. Nothing in this handbook constitutes a contract with employees or promise of
continued employment
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The Emplolyment Relationship

Employment Eligibility and Work Authorization
The LP employs United States citizens and other individuals who are authorized to work in
the United States and who comply with applicable immigration and employment laws.

As a condition of employment, each person must provide satisfactory evidence of their
identity and legal authority to work in the United States. We encourage workers with
personal authorization, such as F-1 visas, DACA-authorized individuals or those
with asleep, refugee or other authorizations to join The LP staff. However, personal
authorizations will be subject to review and once the personal authorization expires,
employment at The LP must also end as directed by labor laws.

In compliance with federal law, all newly hired employees must present proof that they have
authorization to legally work in the United States and proof of their identity. We must keep
records showing proof of eligibility including a copy of the UCIS Form I-9 and supporting
documents related to an employee's immigration status. To protect your privacy, this
information will be maintained in a separate confidential file for each employee and will not
be kept in employee personnel files. Further, an applicant or employee's immigration status
will not be considered in the course of employment decisions.

Outside Employment
The LP is in full support of any staff member taking on additional employment for any
reason they deem necessary. This policy is intended to provide guidelines for team
members to reference. Supplemental work is permitted, with the expectation that the team
member applies reasonable consideration when securing another role. The LP practically
anticipates that the additional work opportunity will not:
Conflict with the team member's productivity, efficiency, or availability for their
LP role
Interfere with the team member's LP schedule
Negatively impact the team member’s overall job performance at The LP
Expose proprietary or confidential information owned by The LP
It is also fully expected that no activities or duties pertaining to the supplemental work will
be done while the team member is actively working, on or off of the premises, for The LP.

By accepting an additional work opportunity, The LP team member is implicitly stating that
they will be able to meet the demands of their current job, which may include working
overtime, or occasionally covering duties for other team members. Additionally, the team
member accepts accountability to maintain expected job performance.
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Employment Relationship

Compensation & Pay
Payroll Schedule
Team members will be paid bi-weekly on Thursdays by check or direct deposit. If the regular
payday falls on a LP-recognized holiday, then team members will be paid on the day of work
day before the regular payday.
Compensation Scale
The LP maintains a compensation scale across various organizational roles. Our rates of pay
are pegged to and often intentionally exceed industry averages. Our most common
comparative source is the annual Nonprofit New York salary survey.
Cost of Living Adjustments
Each year, The LP will consider giving a cost of living adjustment. The cost of living increase
reflects changes in cost of living based on items like food, housing, transportation, gas, and
insurance costs to the average consumer. If granted, cost of living adjustments are
effective in January. Cost of living increases are subject to fund availability.

Increases in Pay
The opportunity for an annual merit increase is based on an
individual’s annual performance evaluation, the availability
of resources to fund increases, and guidelines approved by
the Board of Directors. This increase would be in addition to
any cost of living increase.

A pay increase might also occur if your responsibilities
substantially increase and these additional responsibilities
include additional permanent duties or a substantially
greater amount of work.
Bonus Pay
Employees may occasionally receive bonus payments as recognition for exceptional
individual or collective work. This would be at the discretion of management and approval
of the Board of Directors.
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The Employment Relationship
Team member classifications are established as part of
the Fair Labor Standards Act (FLSA). FLSA determines
which team members are subject to minimum wage and
overtime laws. The organization will observe any legal
guidelines that apply to the classification of team
members. Its categories will be formulated in a manner
that does not contradict any rules mandated by law, and
the benefits will be administered accordingly.

Fair Labor Standards Act Job Classifications
For purposes of determining eligibility for overtime pay, all team members are
designated as either non-exempt or exempt under state and federal wage and hour
laws:
Non-exempt team members are team members fully covered by the Fair Labor
Standards Act (FLSA). Team members of this classification must receive overtime
pay for hours worked over 40 in a workweek at a rate of at least one and one-half
times a team member's regular rate of pay.

Exempt team members are those who meet the Department of Labor’s
requirements for exemption from the overtime requirements of the FLSA, such as
executives, managers, professional, certain administrative positions. Exempt team
members do not receive overtime pay for hours worked more than 40 in a
workweek.

The LP’s Job Classifications
The LP has established the following categories for both non-exempt and exempt team
members:
Full-time team members are not in a temporary status and are regularly scheduled to work The
LP’s full-time schedule, which is 5 days per week and/ or 40 hours. Full-time team members are
eligible for full benefits package, subject to the terms, conditions, and limitations of each
benefit program.

Part-time team members are not in a temporary status and are regularly scheduled to work less
than 40 hours per week. Part-time team members who work at least 30 hours per week are
eligible for some of the benefits offered by The LP, subject to the terms, conditions, and
limitations of each benefit program. Please reference eligibility requirements for part-time
team members in Section 8 (Benefits).

Temporary team members are team members whose position at the time of hire is for a shortterm period, typically with a start and end date. Temporary team members are paid hourly or
per project under a Letter of Agreement for a specified period of time or as part of a formal
partnership with another agency for a specified period of time. Temporary team
members are not eligible for fringe benefits. The LP fellows and & interns are classified as
temporary team members.
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Employment Relationship

Performance Reviews
The LP is committed to holding ourselves accountable and that means we encourage and
embrace a culture of feedback where we consistently reflect on our own individual
performance, team performance, and our ability to collaborate with each other, our fellows,
and our community partners.

The LP culture of feedback helps us to clarify our strategic goals, identify opportunities for
improvement and growth, and realign our work and behavior to support the strategy and
values of the organization. Here are the following opportunities for team members to
reflect on strengths and areas of improvement:
One-on-Ones: On a weekly or bi-weekly basis, you will meet with your manager to discuss
progress on goals, receive feedback on work assignments, real-time coaching and plan future
work.
Quarterly Reviews: Every 3 months, you will reflect on overall performance as an individual
and as part of your department or team, reflect on progress, and reset goals as necessary.
Project Reviews/Debriefs: At the conclusion of each major event, program cycle or project,
you will reflect on the results, the process to achieve the results, what went well, and where
you may want to improve. This reflection can also be executed with a small group, a specific
department or the entire LP team.
Annual Reviews: An overall assessment of the previous year, including individual and team
accomplishments, strengths and personal growth areas. Managers and direct reports will also
look forward and discuss personal career goals and professional development opportunities.
New Hires: Team members who are new to The LP will receive a brief review to reflect on how
well they are learning the job and where they may need additional help our resources. This
review will happen at the end of your first 3-months.

Annual reviews will generally take place in the last quarter or first quarter of each calendar
year and will reference the prior year’s work. All team members will be on the same review
cycle. If you have been on The LP’s team less than 6 months, you will receive a condensed
review based on your time in the role.

Every team member is entitled to an annual performance review each year (the Executive
Director will be reviewed by the Board of Directors with input from team members). The
annual performance review process aims to include the opportunity to identify areas for
professional development and growth. When possible and approved by the appropriate
manager and/or Executive Director, The LP will strive to provide support—time and funding—
to help a team member pursue opportunities that improve their overall job effectiveness.
Even when such support is not possible, the team member is encouraged to discuss the
opportunity with their manager and/or the Executive Director to devise other
possible solutions.
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Employment Relationship

Our Skills Map
We use the following rubric during our annual performance review cycle.

The LP, as an organization will also review its progress, strengths and opportunities for
improvement. At the end of the calendar year, the senior leadership team (Executive
Director, Deputy Director, and Program Director) engage in an annual planning process to
reflect on the program year and set goals for the upcoming year. The leadership team will
engage all team members in this process to solicit feedback and gain additional perspective.

Our goals will be set in January and shared with our team, board of directors, and program
participants as appropriate. The LP will conduct a mid-year (June/July) review to assess
progress and adjust course as necessary.
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Employment Relationship

Professional Development
The LP is committed to nurturing the professional
development and leadership of our team members. Thus,
we recognize and support a variety of ways for our team to
grow their professional skills, knowledge, and networks.
Here are some of the professional development formats
that we most encourage:

•
Learn by Doing: This happens through the job role itself, including room to grow
stretch, experiment, collaborate, and sometimes fail.
Coaching: This is 1:1 and/or group sessions focused on developing specific skills for
enhanced results in the current job and general career goals.
Trainings: This may happen through workshops, webinars, conferences and other forms
of individual and group trainings.
Research: This happens through direct research, reading groups, studio visits, etc.
Knowledge & Network building: This may happen formally or informally through
professional groups, conferences, convening’s, informational interviews & coffee
dates, attending peer organizations’ events or programs, etc.
Mentorship: Developing relationships across the art community with peers, successful
leaders or serving as a mentor can be an important strategy to gain exposure and grow
your professional skills.

Thus, each year, The LP will allocate dedicated financial resources for team members’
professional development in the following categories.

•
LP Designed Experiences:
All Team members:

These are specific learning experiences that we will identify for all

LP members. Examples may include anti-racism, sexual harassment training, and peer
organizations’ events. The LP will cover your time and expenses for such opportunities.
Job Specific Training: Based on your job activities you may be required to attend
targeted trainings to meet your annual goals or improve a specific skill. Examples may
include facilitation training or volunteer management for members of our program
team, coaching or management training for managers, or fundraising training for
development team members. These opportunities will be identified in partnership
between you and your manager, with your manager having the final approval. The LP will
pay for the expenses and provide time away from work.•
Staff-Initiated Professional Development: To support your individual learning and/or
personal motivations you may apply to the LP for support in time and/or financial
resources. Examples may include: trainings, books, magazine subscriptions,
professional association fees, peer organization’s events, and coffee dates with
mentors, mentees, or peers. Management approval is required and may depend on job
relevance and available funds. Please fill out the “Professional Development Request
Form” to apply.
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Section 4: Our Everyday Work
& Expectations
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Our Everyday Work & Expectations

Each of us is a representative of The LP organization; thus, the manner in which team
members conduct themselves should create a favorable and lasting impression of The LP.
The continued success of The LP depends on the integrity and expertise of our entire team.

Work Schedule
The LP has a 40-hour weekly work schedule for full-time team members, and whenever
possible, will accommodate each individual's personal needs as balanced with those of The
LP. The LP’s workday is typically from Monday - Friday from 10:00 am to 6:00 pm, and there
is generally flexibility to work within the hours of 9:00 am - 7:00 pm, with your manager’s
approval. Some team members work Tuesday - Saturday from 10:00 am to 6:00 pm.

Team members are encouraged to take a one-hour break per full day of work, totaling 35
hours worked per week.

Flexible Schedule and Working from Home
Our office is a welcoming environment and provides the materials and structure you need
to be productive, get work done and collaborate with your colleagues. Our work often
takes us into the community for site visits, programs, and evening events. Sometimes we
need deep concentration for writing and thinking; other times we require a collaborative
work space to connect with colleagues and community members. To create a flexible and
productive working environment, we offer the ability for team members to work away from
the office - at home, a neighborhood cafe, or wherever you can find good Wi-Fi and a quiet
space.

All LP team members are eligible to work from home as needed/requested using the
following guidelines:
Team members may work from home up to 2 times per month.
You may devise a regular schedule with your manager (e.g. every Wednesday or
every Friday) or you may choose an ad hoc day. In either case, this must be
approved by your manager in advance. We expect that you will have access to the
internet and a quiet space to take phone calls or meetings with your colleagues.
When you work away from the office you must be accessible to your colleagues via
phone and email.
Working from home is a privilege and is subject to manager discretion. The expectation is
that your performance and productivity is the same or higher on days when you are not at
The LP’s offices.
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Our Everyday Work & Expectations
Inclement Weather or Emergencies
In the event of severely inclement weather (e.g., a
blizzard), other emergency conditions, or the large-scale
disruption of City services (e.g., a transit strike), the
Executive Director may close The LP offices and/or
excuse affected team members from coming into the
office. This will be the case when, for example,
government officials broadcast a request that, because
of weather or other emergency conditions, City workers
stay home. Otherwise, you are expected to come to
work, unless you take a vacation or personal day or
communicate your intent with your manager to work
from home.

If The LP decides to close its offices due to inclement weather on a specific day(s), this will
still be considered an office closure. However, those team members who have the ability to
work from home will be expected to work a normal business day and be available to
colleagues via phone and email. If a team member is unable to work from home due to
personal reasons (e.g. child care) they may take a personal day or vacation day to account
for the time.

How to Know Whether You Should Report to Work
To determine whether you are expected to come into work in the event of severely inclement
weather, other emergency conditions, or a large scale disruption of City services, contact your
manager directly or check the following (if available):

1. Group Text Message
2. *Slack Channel
3. *Your LP email

*Provided there is access to the Internet, our Deputy Director of Executive Director will send
out information via one or more of these channels.

In addition, in the case of weather or other emergencies that prompt a decision to close the
office(s) on one or more subsequent days, we will use the same methods above to communicate
and/or discuss how to handle any deadlines or meetings which may be affected by the closure.

Overall Note on Attendance:
If unable to start work on time, or if a team member will be absent for an entire day, the team
member must contact the manager as soon as possible. Excessive absenteeism or tardiness
will result in discipline up to and including termination. If a team member does not report to
work and does not inform their direct manager for three consecutive days or more, the team
member will be considered to have voluntarily resigned employment.
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Technology & Resources
Use of Company Equipment and Resources
The LP provides computers, printers, email, photocopier, scanner, telephone, and Internet
access to facilitate the work of the organization and its business communications. These
systems belong to The LP and should not be used in a manner that impairs their use or the
work of The LP.

All The LP files and materials should be kept on The LP networks and servers or in The LP
cabinets. They are not intended for personal storage or use.

Team members should note that the use of The LP’s communications and record-keeping
systems—email, server, database, files, letters, memoranda—is not private.

You are expressly

advised that in order to prevent misuse, The LP reserves the right to monitor, intercept, and
review, without further notice, every team member's activities using The LP’s IT resources
and communications systems. Do not use The LP’s IT resources and communications systems
for any matter that you desire to be kept private or confidential from The LP.

Personal Electronic Devices
Team members are allowed to use their personal computers or other electronic devices for
The LP work provided that all work done on personal devices, must be saved to The LP’s cloud
server or other authorized location. The LP work should not be saved locally on a team
member’s personal computer. The LP does not assume any liability when a team member
chooses to use their personal devices.

Occasionally, certain software may be necessary to complete The LP work.

If a team member

desires and the Executive Director consents, a team member may install LP-owned software
on their personal computer. However, The LP retains ownership of the software and personal
use of the software must be limited.

If employment ends while the software is still on the

team member’s personal computer, the team member must work with The LP’s IT team to
uninstall the software or other reasonable actions to return the property to The LP.

Business Travel and Reimbursement
The LP may reimburse team members for expenses incurred through pre-approved business
travel or for preparing for or conducting LP events.

Please refer to the separate the LP Fiscal

Policy for more information.
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Consensual Romantic or Sexual Relationships at Work
We will not take any adverse employment action against any team member for engaging in
consensual romantic relationships with another team member, fellow, or volunteer. However,
we will consider such relationships when they affect a team member’s job performance, occur
during working time, occur on The LP premises, or pose a danger of a conflict of interest. If a
romantic relationship does take place, we ask that interactions take place during nonworking hours and away from LP premises. If two team members marry, become related,
or enter into an intimate relationship, they may not remain in a reporting relationship or in
positions where one individual may affect the compensation or other terms or conditions of
employment of the other individual.

The LP strongly discourages romantic or sexual relationships between a direct manager and
their team member (a team member who reports directly or indirectly to that person)
because such relationships tend to create compromising conflicts of interest or the
appearance of such conflicts. Also, such a relationship may give rise to the perception by
others that there is favoritism or bias in employment decisions affecting the team member.

Moreover, given the uneven balance of power within such relationships, consent by the team
member is suspect and may be viewed by others, or at a later date by the team member, as
having been given as the result of coercion or intimidation. The atmosphere created by such
appearances of bias, favoritism, intimidation, coercion or exploitation undermines
the spirit of trust and mutual respect that is essential to a healthy work environment. If there
is such a relationship, the parties need to be aware that one or both may be moved to a
different department or other actions may be taken.

If any LP team member enters into a consensual relationship that is romantic or sexual in
nature with a member of their team (a team member who reports directly or indirectly to
them), or if one of the parties is in a supervisory capacity in the same department in which
the other party works, the parties must notify the Executive Director. Because of potential
issues regarding quid pro quo harassment, The LP has made reporting mandatory. This
requirement does not apply to team members who do not work in the same department or to
parties where neither one supervises or otherwise manages responsibilities over the other.

Once the relationship is made known to The LP, the organization will review the situation in
light of all the facts (reporting relationship between the parties, effect on other team
members, job titles of the parties, etc.) and will determine whether one or both parties need
to be moved to another role or department. If it is determined that one party must be
moved, all parties involved will be consulted to identify the best possible
solution to mitigate risk and best serve all interests.
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Family Relationships/Nepotism
For the purposes of this policy, a "relative" is any person who is related by blood or marriage,
or whose relationship with the team member is similar to that of persons who are related by
blood or marriage (e.g., domestic partnership or civil union status).

To avoid this problem, we may refuse to hire or place a relative or other intimately associated
individual in a position where the potential for favoritism or a conflict exists.

Immediate family may not be hired, if employment would:
Create a supervisor/subordinate relationship with a family member
Have the potential for creating an adverse impact on work performance
Create either an actual conflict of interest or the appearance of a conflict of interest.

In other cases where a conflict or the potential for a conflict arises, even if there is no
manager relationship involved, the parties may be separated by reassignment or terminated
from employment, at the discretion of The LP.
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Confidentiality & Privacy

Background Checks
The LP recognizes the importance of maintaining a safe, secure workplace with team
members who are qualified, reliable, and who do not present a risk of serious harm to their
coworkers or others. To promote these concerns and interests, The LP reserves the right to
consider an individual's prior employment history, personal references, and educational
background, as well as other relevant information. Consistent with legal or contractual
requirements, The LP also reserves the right to obtain and to review an applicant's or a team
member's criminal conviction record, and related information, and to use such information
when making employment decisions, but only to the extent permissible under applicable
law. A pending criminal matter may be considered in appropriate circumstances for
business-related reasons, consistent with applicable law. All background checks will be
conducted in strict conformity with the federal Fair Credit Reporting Act (FCRA), applicable
state fair credit reporting laws, and state and federal anti-discrimination and privacy laws.

Continuous Duty to Self-Report
Upon employment at The LP, all team members are under a continuous obligation to selfreport any arrests, warrants for arrest, and convictions. Failure to self-report an arrest,
warrant for arrest, or conviction that occurs after the completion of your initial background
check may lead to disciplinary action by the organization up to and including
termination.

Reference Checks/Employment Verification
When The LP receives a request for information from another person or entity about a team
member, either during employment or after the team member's employment has ended, it
is The LP's policy to provide dates of employment and job title. Any requests to verify
employment should be directed to our Deputy Director. Our policy is not to furnish any
other information about work performance or employment, unless the team member
specifically directs us to do so in writing.

Access to Your Personal Information
Team members may inspect their own personnel file at any time
in the presence of a representative of The LP. Please contact the
Deputy Director and/or Executive Director. Team members may
not be allowed to view investigation records or any letters of
reference that have been prepared or collected by management.
Team members will be provided access to personnel records in
accordance with applicable state law.
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Confidential Material
All The LP records relating to donors, board members, funders, sponsors, and program
participants are confidential, and team members must treat all matters accordingly. Team
members must treat all information of any sort relating to these parties with discretion and
good judgment. In no event should a team member disclose or reveal confidential
information within or outside The LP without proper authorization or purpose.

Ethics and Whistleblower Obligations
The Laundromat Project team members are required to observe high standards of
organizational and personal ethics in the conduct of their duties and responsibilities. LP
team members must practice honesty and integrity in fulfilling their responsibilities and
must comply with
all applicable laws and regulations.

Each team member must report any:
(a)

improper accounting or auditing matters

(b)

any dishonest or fraudulent conduct

(c)

any violations of law

Conduct that any team member believes to constitute such wrongdoing must be reported
to the Executive Director and the Board Secretary. Team members MUST come forward at
once when violations occur, or there is a need for further information or assistance. Any
alleged policy violations will be investigated, maintaining confidentiality to the fullest
extent consistent with a thorough and fair investigation and appropriate response. It is the
responsibility of all team members to cooperate fully in any investigation.

The LP prohibits retaliation against a team member who in good faith makes any report
under this policy about conduct reasonably believed to be wrongdoing as defined in this
policy. The LP also prohibits retaliation against any team member who participates in
an investigation of such reports. Any team member who engages in such retaliation will be
subject to discipline up to and including termination of employment.
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Community Engagement and External Affairs
External Consulting - Consultant Fees, Honoraria, Gifts
At The LP, we take great pride in sharing our work, insights, and expertise with peers,
partners, and the general public. All staff members are encouraged to participate in a
variety of community and professional activities; thus, strengthening our community
connections through staff representation on juries, stages, panels, classrooms, etc. To
support this and to maintain consistent brand messaging for The LP, we ask all team
members to proactively share any active external consulting engagements with The LP
leadership
team in advance, in order to:
·
Understand where and how The LP is being externally represented
Build a catalog of professional development opportunities for all staff members
Build or strengthen partnerships with peer organizations and partners
Track consulting and honoraria fees if coming to The LP
Manage (sometimes hidden) risk and conflicts regarding the consulting
organization, staff member, or The LP

Many of these consulting opportunities will offer financial payment in the form of honoraria
or fees. To determine how any associated fees may be appropriately distributed- (LP only,
staff member only, or divided between LP and staff member), these decisions will be made
on a case by case basis using the following guides:
·
Will the team member be primarily representing LP programs, materials, or
experiences?
How much time will this opportunity take to fulfill, and how much, if any, would be
during regular LP work hours?
If it is determined that the team member should receive the full honorarium for personal
use, they will be required to use paid time off, as needed, to fulfill their consulting
obligation.

External Affairs (Advocacy, Media, and Social Media)
Advocacy
Each LP staff member is personally responsible for what they communicate in the media
and on social media. All staff members must make clear on their personal social media and
media communications that they are speaking on their own behalf. Whether or not they
disclose their affiliation as a staff member of The LP, The LP asks that they proactively
include a public disclaimer that their views do not represent those of The LP. For example,
consider including such language as “all opinions expressed here are my own” on all social
media platforms, and when engaging in media interviews not directly related to one’s role at
The LP.
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External Affairs (Advocacy, Media, and Social Media)
Contact with the Media
The Executive Director is the primary spokesperson and
media representative for The LP. There may be occasions
when members of the media, government agencies, or
special interest groups requesting information about The
LP or opinions from The LP contact team members. If you
receive such an inquiry, before putting The LP on public
record, please pause and check in with your manager,
Deputy Director, or Executive Director. If the team member
has been pre-authorized by the Executive Director to speak
with the media or other outside groups, the team member
may answer the questions posed and provide the
information requested. This does not apply in the case of
Staff Member Protected Communications as defined
below.
Media and Social Networking
The LP recognizes that its non-manager Team members have certain rights under the labor laws
to discuss among themselves, and with third parties, the terms and conditions of their
employment, including, for example, wages and benefits, hours, working conditions, and
personnel actions. Non-manager team members have the right to engage in such discussions in
circumstances where one or more team members seeks to initiate, induce, prepare for, or
pursue staff member group action relating to the terms and conditions of employment. For
purposes of these policies, such communications by non-managers are called “Team Member
Protected Communications”. As such, it is The LP's policy not to prohibit or otherwise
interfere with its non-manager team members’ use of social media websites to engage in team
member Protected Communications, and such discussions do not require corporate
authorization, approval, or notification. team members may also discuss team member
Protected Communications with the media and such discussions do not require corporate
authorization, approval, or notification.

Social Networking
Social Media provides unique opportunities to share information about The LP’s mission and
programs, and to achieve community outreach. However, use of social media can pose risks
to The LP’s confidential and proprietary information, reputation and brand, can expose The LP
to legal claims, and/or can jeopardize The LP’s compliance with business rules and laws. As such,
when logged into social media accounts of The LP and posting social media content as The LP,
team members must proofread the postings and make sure the content is appropriate for all
audiences from children to adults. Team members are expected to use their best judgment and
treat The LP’s social media accounts as a business tool, and not a personal posting device.
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External Affairs (Advocacy, Media, and Social Media)
Social Networking (continued)
During work time, personal use of social media should be limited and generally for the purposes
of accomplishing LP work, while utilizing The LP’s computers, networks, and other IT resources
and communications systems.

This policy is not intended to preclude or dissuade team members from engaging in activities
protected by state or federal law, including the National Labor Relations Act, such as Team
Member Protected Communications (see definition above). This policy relates primarily to team
members with access to social media accounts that post as The LP, such as The LP’s Facebook,
Twitter, or Instagram accounts.

Because anyone who works for The LP may be associated with our public brand by others, we ask
team members to include language on all their social media accounts that says all opinions
belong to the author alone.
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Time Away From Work
Holiday Schedule
Full-time The LP team members receive up to 15 days of paid holidays each year. Full-time and
part-time team members are eligible for paid holidays immediately upon hire. The annual
holiday schedule with specific dates will be provided to all team members at the beginning of
each new fiscal year. We observe the following holidays:
New Year’s Day
Martin Luther King, Jr. Day
President’s Day
Memorial Day
Independence Day

Indigenous People’s Day (2nd Monday in October)
Thanksgiving Day
Day after Thanksgiving Day
Winter Break: Xmas Day through New Year’s Eve Day

Labor Day
Things to Note:
If one of the above holidays falls on a Saturday, it will be observed on the preceding Friday,
and if it falls on a Sunday, it will be observed on the following Monday.
For team members who work a Tuesday - Saturday schedule, they will observe the five
Monday holidays (MLK, Presidents, Memorial, Labor, and Indigenous Peoples Days) on the
Saturday proceeding the official holiday.
Non-temporary part-time team members who work at least 20 hours per week are eligible to
be paid for The LP observed holidays, proportionate to their work week (e.g. 4 hours a day for
a team member working 20 hours a week).
Temporary team members may be eligible for paid holidays at the discretion of the
organization. These decisions will be made considering the expectations of the role,
availability to adjust schedules, and volume of work assignments.

Floating Holidays (up to 2 per team member)
While we observe a specific set of holidays, we recognize that team members have diverse
needs, and thus we strive to offer flexibility. Therefore, you may “float” holidays i.e. use an
official LP holiday at a different time. Floating holidays are meant to be used for religious or
cultural holidays, birthdays, volunteer activities, or to spend time with family members who may
be out of school or off of work. Floating holidays must be used as full work days (proportionate
to your full time or part time schedule).

Full-time and part-time team members will receive up to 2 floating holidays each calendar
year. Use of floating holidays is optional and not required. Floating holidays require advance
approval by your manager, similar to vacation time. When you request a floating holiday you
must indicate which normally observed LP holiday you will swap out and for which date. For
example, you would indicate that you would like to celebrate a cultural holiday on March 1 and
will work on President’s Day instead. Advanced planning will ensure that we have adequate
coverage across teams. Unused floating holidays will not be carried over to the next calendar
year. They will also not be paid out if unused at year end or when you leave the organization.
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Vacation Days
We fully expect that you will work hard at The LP and require time away from work for renewal
and personal pursuits. Taking breaks is important, and we encourage our team members to step
away whenever they need to recharge. As a full-time or part-time LP team member you are
entitled to paid time off from work.

All full-time LP team members will receive 15 days per calendar year. Vacation leave will be
accrued on a pro-rata basis beginning on the team member’s first day of work. For example, if
you begin work on September 1, you are eligible to accrue up to 5 days of vacation from
September to December of that year.

Part-time team members are eligible to accrue vacation days at a prorated percentage of time.
Part-time team members who work a 60% schedule, will accrue 9 days per calendar year; Parttime team members who work an 80% schedule will accrue 12 days per calendar year.

Vacation Approval
Vacation requests will be approved based on manager's discretion. Whenever possible, vacation
leave should be scheduled a minimum of four (4) weeks in advance and approved by the team
member’s manager. The team member should ensure their absence does not unduly impede
completion of key assigned tasks or prevent other staff from completion of their work
assignments.

Vacation Advance
There are times when your vacation needs will happen before you fully accrue enough vacation
days. You may request “advance” vacation days as needed, to be approved by your manager and
the Executive Director. However, if the team member’s employment with The LP ends at a time
when the amount of vacation leave taken exceeds the amount of accrued vacation leave, the
team member’s final paycheck will be reduced accordingly.

Vacation Rollover
To encourage each team member to utilize their vacation leave during the calendar year, no
more than 40 hours of vacation leave may be carried over from one calendar year to the next.
Any vacation leave carried over to the next year must be used by February 15 of the new calendar
year or else it will be forfeited.
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Vacation Days (continued)
Vacation and Leaving Staff
When your employment with The LP ends, all full-time and part-time team members will be
compensated for any earned (accrued) but unused vacation days. Please see Section 10 for more
information about what is required upon leaving the organization.

Personal Days
Our personal time policy is designed for team members to use as needed; e.g. if they are moving, have
to appear in court, school/teacher conferences, or other reasons that require you to be out of the
office (not related to vacation). These days are there if/when you need them
and are designed to be flexible in nature.

Full-time team members will receive up to 3 personal days in each calendar year. Part-time team
members will receive a prorated number of personal days based on your work schedule. If you work a
60% schedule (4 days per week) you will be granted 2.5 personal days. Personal days are different from
vacation days in the following ways:
Personal days are not subject to manager pre-approval although it is appreciated when
possible
Personal time off is not guaranteed time off like vacation (it is more like an emergency
stash of cash)
Personal days expire at the end of the year and do not rollover from year to year. Team
members will not be paid for Personal days when they leave the organization

Paid Sick and Safe Time
Our work is important to us, and we know that we bring our best work and effort when we take care of our
mental and physical health. For those days when we just aren’t feeling well or need time to recover, The LP
offers paid sick and safe time off. Paid “safe time” refers to paid time off used specifically to deal with
issues related to domestic abuse.

Paid sick and safe time is granted in full at the beginning of the calendar year as follows (and prorated
based on your start date):

Full-time team members are eligible for up to 40 hours combined sick and safe time
per calendar year
Part-time team members are eligible for sick and safe days at a prorated percentage
of time based on their agreed upon their work schedule
Paid sick time can be used for personal illness or injury, the illness or injury of a dependent, or
the illness or injury of a close family member. Eligible family members include a team member's
spouse or registered domestic partner; parent, parent-in-law or parent of a domestic partner;
child or child of a domestic partner, including a biological, adopted or foster child, a stepchild, a
legal ward or a child of a team member standing in loco parentis; sibling, including a half-sibling,
step-sibling and sibling related through adoption; grandchild; grandparent; an individual related
to the team member by blood and an individual whose close association with the team member
is the equivalent of a family relationship.
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Time Away From Work
Paid Sick and Safe Time (continued)
We ask that you communicate with your manager as
soon as possible when you are not able to work and
will take a sick or safe day. At The LP, we typically
communicate via email, text message, or Slack.

Please keep in mind the following criteria when
using your allotted sick or safe time:
You are not required to specify if you are taking sick
versus safe time
You may not use paid sick or safe time for vacation or other
personal business
When a holiday or office closure falls during a period of illness or
injury, it is not treated as sick or safe time
You will not be paid for any unused sick or safe time at the end of
your employment at The LP
Paid safe and sick time may not be used to extend employment or
to delay a termination date
Paid safe and sick time expires at the end of the year and does not
rollover from year to year
Documentation
We have a culture of trust and respect so we take you at your word if you are not feeling well or
need to take care of a family member or dependent.

In the instance when your personal illness requires more than 5 consecutive days away from
work, a doctor's note or other documentation must be submitted. Documentation should be
provided upon the team member’s return to work and submitted to your manager. Proper
documentation may include: a signed document from a health care provider, a police report, a
court order, and a signed statement from a victim/witness advocate.

Extended Illness
If a team member needs to be out due to an injury or illness for more than seven consecutive
working days, they are eligible to apply for short term disability through New York State funded
insurance. If the illness extends beyond 26 weeks, they are eligible for Long-Term disability
benefit. Please reference our Short-Term and Long-Term disability in our benefits guide.
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Time Away From Work
Paid Sick and Safe Time (continued)
Reasons Sick and Safe Time May be Used
Eligible team members may use paid sick and safe time for the following reasons:
For an eligible team member's mental or physical illness, injury or health condition
Need for medical diagnosis, care or treatment of a mental or physical illness, injury or
health condition or need for preventive medical care (e.g., screenings, checkups,
patient counseling to prevent health problems)
To care for an eligible family member who needs medical diagnosis, care or treatment
of a mental or physical illness, injury or health condition or needs preventive medical
care
If the team member's workplace is closed by order of a public official due to a public
health emergency or the team member needs to care for a child whose school or
childcare provider has been closed by order of a public official due to a public health
emergency. Such an emergency must be declared by the New York City Mayor's office
or the New York City Commissioner of Health
If the team member or an eligible family member is the victim of a family offense
matter, sexual offense, stalking, or human trafficking and time off is needed to:
Obtain services from a domestic violence shelter, rape crisis center or other
shelter or services program for relief from a family offense matter, sexual
offense, stalking or human trafficking
Participate in safety planning, temporarily or permanently relocate, or take
other actions to increase the safety of the staff member or family member
Meet with a civil attorney or other social service provider to obtain
information and advice on, and prepare for or participate in, any criminal or
civil proceeding, including but not limited to matters related to a family
offense matter, sexual offense, stalking, human trafficking, custody, visitation,
matrimonial issues, orders of protection, immigration, housing, discrimination
in employment, housing or consumer credit
File a complaint or domestic incident report with law enforcement
Take other actions necessary to maintain, improve, or restore the physical,
psychological, or economic health or safety of the team member or family
member or to protect those who associate or work with the team member.

A "family offense matter" is actual or threatened disorderly conduct, harassment,
aggravated harassment, sexual misconduct, forcible touching, sexual abuse, stalking,
criminal mischief, menacing, reckless endangerment, strangulation, criminal
obstruction of breathing or blood circulation, assault, identity theft, coercion or grand
larceny, between spouses, former spouses, a parent and child or between members of
the same family or household.
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Time Away From Work
Parental Leave
At The LP, our mission is to strengthen and transform communities through art. At the core
of any community is the family. In this spirit, we offer time away from work with pay for
expecting parents and new caregivers for a child.

The LP offers 12 weeks of paid parental leave

for all eligible full-time or part-time team members at 100% pay, up to a certain salary limit.

Parental leave will run concurrently with NY State Paid Family Leave.

Eligibility Requirements:
Full-time team member who works at least 30 hours per week. Paid time off for birth parent,
adoptive parent, or foster parent
You are eligible to take parental leave after the birth of the child; time can be taken
intermittently but must occur within the first 12 months after the birth of the child. Leave
must be taken in full-day increments
Any time off required prior to the birth of child will be subject to normal paid time off
policies (i.e. vacation or sick time)
You must provide at least 60 days’ notice if you plan to take parental leave.

Please work with the Deputy Director to file the paperwork required for Paid Family Leave.
More information on Paid Family Leave can be found on the following pages.

Paid Family Leave
Paid Family Leave provides job-protected, paid time off so you can
Bond with a newly born, adopted or fostered child
Care for a close relative with a serious health condition, or •
Assist when a family member is deployed abroad on active military service.

How does it work?
NY State Paid Family Leave is an insurance fund that will pay a portion of your salary for up to 10
weeks. While out on leave, the NY State Family Fund will pay a portion of your average weekly
wage. As of January 1, 2020, NY State will pay 60% of your weekly salary up to a maximum
payment of $840.70* per week. The LP will supplement the remainder of your weekly salary
during your leave.

2020 The LP Culture Guide

39

Time Away From Work
Paid Family Leave
Who is Eligible? (As per New York State law)
Full-time team members after 26 consecutive weeks of employment. Full-time is defined as
working 20 hours or more per week •
Part-time team members who work a regular schedule of less than 20 hours per week are
eligible after working 175 days, which do not need to be consecutive.

What Happens During Family Leave?
Your health insurance will continue and The LP will
continue to make contributions and also collect
employee contributions during your leave
Team members will not continue to accrue
vacation time
You may not receive short-term disability and Paid
Family Leave benefits at the same time.
You may not take more than 26 combined weeks
of short-term disability and Paid Family Leave in a
52-week period.

Your Rights and Protections
You have job protection, ensuring you can return
to the same job (or a comparable one) when you
return from Paid Family Leave
You can keep your health insurance while on leave.
•
You do not have to take all of your sick or vacation
time before using Paid Family Leave.

To learn more about NY State Paid Family leave, you
can reference the website at
https://paidfamilyleave.ny.gov

2020 The LP Culture Guide

40

Time Away From Work

Paid Family Leave
When can I take Paid Family Leave?

Bereavement Leave
Bereavement leave, which consists of additional paid personal days, may be approved in the
event of the death of a close relative, a member of your extended family, or a close friend.

Full-time team members will be granted up to 5 days of paid leave following a death. Part-time
team members will receive a prorated percentage of time based on their predetermined work
week schedule (For example, if you work a 4-day work week you will receive up to 4 days of
bereavement).

The maximum amount of bereavement leave that will be granted will be 5 days or 40 working
hours for each loss. In more extenuating circumstances, additional leave time may be granted
using our leave of absence policy. You are encouraged to discuss your needs with your manager.

Jury and Witness Duty Leave
The LP will pay a full-time team member their normal pay for up to five (5) days of jury duty. A
team member may use vacation leave for additional days or unpaid leave. Part-time team
members will receive a prorated percentage of time based on their predetermined work
schedule.

Time Off to Vote
The LP believes that every team member should have the opportunity to vote in any state or
federal election, general primary or special primary. The LP reserves the right to select the
hours a team member is excused to vote as needed. As The LP’s workday is 10:00 am to 6:00 pm,
in most circumstances, team members should be able to vote before or after the workday starts.
Team members may be provided additional time off with pay (up to 3 hours) when necessary to
comply with state and federal wage and hour laws. Notify your manager in advance.
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Time Away From Work

Military Leave
Team members absent on their annual two-week reserve or National Guard duty shall be
considered on an excused leave of absence and may elect one of the following options related
to their pay:
The team member may use paid time off (personal days, vacation) and retain their
military pay
The team member may surrender their military pay to The LP, receive their regular salary
and use their vacation leave at a later date
The staff member may take unpaid leave and retain their military pay.
A staff member called up to active duty is allowed an unpaid leave of absence to meet their
military responsibilities. A team member may use any vacation leave that has accrued before
the beginning of their military service instead of unpaid leave.

Health benefits will not continue during the unpaid leave of absence. The staff member will be
given a Consolidated Omnibus Budget Reconciliation Act notice for election to continue
insurance during the leave.

Upon honorable discharge from active duty, the team member will be allowed 90 days to apply
for reinstatement to their former job. The team member will be reinstated to the same job
formerly held, with the same duties, same level of pay, benefits and seniority had they not
been on active military duty. The LP complies with all applicable federal, state, and local laws,
including the Uniformed Services Employment and Reemployment Rights Act of 1994.

Sabbatical Leave
We value the contributions and commitments of The LP’s team members to the mission of the
organization. To provide recognition for long-term employees and to provide them time away
from the organization for renewal, we provide long-term employees with the opportunity to take
a self-designed and paid sabbatical.

After 6 years of consecutive employment at The LP, full-time eligible staff members can choose
to take a fully paid 6-week paid sabbatical. Sabbatical leave can be used for whatever the staff
member deems necessary. Examples include rest, travel, writing a book, taking a class, volunteer
service, personal research, and artistic activities.
What Happens During Sabbatical
100% normal paid wages for the entire six weeks
Your medical benefits will not change and The LP will continue to pay towards your
health insurance premiums.
Contributions to your 401(k) will continue, both yours and The LP match.
Your vacation and other paid time off will not continue to accrue.
Sabbatical leave does not replace your accrued vacation time.
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Time Away From Work
Sabbatical Leave (continued)
Requesting Sabbatical
You will have up to 15 months from the date of your sixth work anniversary at The LP to
take your sabbatical. If you do not take your sabbatical within that time period, it will be
forfeited.
Sabbatical should be submitted to your manager at least 6 months in advance. The
Executive Director approves all sabbaticals, with input from your manager.
Your 6-week sabbatical is to be taken all at one-time in consecutive weeks. If you only
take four weeks instead of the full 6 weeks, you will forfeit the remaining 2 weeks.
Upon taking a sabbatical, you are agreeing to work for The LP for at least one full year
after your return. If you decided to leave The LP before 12 months have passed, The LP will
deduct the amortized cost of your sabbatical benefit as appropriate. For

instance, if

your salary is $52k and The LP paid you $6k during sabbatical, should you leave The LP
after just 10 months back, your last paycheck will be less $1000 ($500/month).

If you do not take your sabbatical, it will not be paid out upon departure from the
organization.
Eligibility/Manager Approval
If you request a sabbatical, it must be approved by the Executive Director, along with your
manager. They will consider the following:
If the requested dates for sabbatical coincide with significant projects where the staff
member has a critical role. In this case, the manager and/or ED will discuss alternative
dates with the staff member.
Whether other staff members will be on sabbatical, family, or military leave during the
same requested time period.
If the staff member is under a performance improvement plan or has been through a
disciplinary process within the last 6 months. In these cases, they cannot take a
sabbatical leave.
You are eligible to take a sabbatical every 6 years

Planning Your Sabbatical Time Away
Prepare a sabbatical leave transition plan with your manager and direct reports. If you are
a team leader, this will detail things like who your direct reports should go to for items
that require approval or sign-off, what you expect them to accomplish during your
absence, etc.
Set up your office email auto-reply. Make sure to leave either a list of appropriate
contacts or a single contact that the sender can reach out to, in your absence.
To ensure a smooth reentry, check in with your manager one week before you are set to
return to the office. This may happen by email, video conference, or in person.
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Benefits

The information in this section represents the
highlights of the benefits currently offered to our
team members. Because our team members do such
a great job, we want to ensure that we are
supporting them and provide them with a
competitive benefits program. All full-time team
members are eligible to enroll in our benefits
opportunities. The actual terms and conditions of
benefits are governed by the official plan
documents. To the extent a description of a benefit
in this document varies from the official plan
documents, the official plan documents will govern.
For more specific information and cost, please see
the Benefits Guide or contact the Deputy Director
with any questions.

Same-Sex Marriages, Civil Unions & Domestic Partnerships
The LP complies with all applicable federal and state laws regarding the provision of
benefits to same-sex spouses, domestic partners and couples in a civil union. Team
members should contact the Deputy Director if they have any questions regarding benefits
eligibility for themselves or their spouses, domestic partners, or partners in a civil union.

Medical, Dental &

Retirement Benefits

Vision Policies

The LP offers a salary match

The LP offers the opportunity for

member contributions to the

all eligible team members to
participate in its health benefits
program.

The

insurance

medical,

dental,

coverage.

For

on

these

more

insurance

includes

and

vision

information

plans,

for eligible full-time team

please

review The LP Benefits Guide.

401(k) plan. If the team
member does not make any
pre-tax contributions, The LP
will not make any
contributions either. Refer to
our Benefits Guide for a full
description of the 401(k) plan.

Commuter Benefits
Eligible full-time team members are offered pre-tax commuter
(public transportation, parking) fare benefits. Commuter benefits are
available upon employment, pending successful enrollment in the
program. Please see our Benefits Guide for more information.
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Wellness Fund
As a team member of the LP we want to support your development and growth as a person,
including and beyond your direct work responsibilities. We recognize that time for self-care,
reflection and learning in any way that is most enjoyable for you, is vital to overall personal
wellness.

The LP has a Wellness Fund whereas each staff member has a small financial fund to support
your overall development. The intent of the Wellness Fund is to encourage self-care and
opportunities for staff to have additional resources to take care of mental, physical and
financial priorities. This may include (but is not limited to):
A course not directly related to work
Gym memberships and/or workout equipment
Apothecary supplies or lessons
Financial Wellness seminar or services
The Wellness fund is subject to available funding each year and available funding. Use of the
Wellness Fund is subject to approval from your manager in advance of use. Please review
The LP benefits guide for details.

Workers' Compensation
When work-related accidents, injuries or illnesses occur, team members may be eligible for
workers' compensation insurance benefits. The Company provides a comprehensive workers'
compensation insurance program at no cost to team members and in accordance with
applicable state law. This program covers most injuries or illnesses, sustained in the course
of employment that requires medical, surgical or hospital treatment. Subject to applicable
legal requirements, workers' compensation insurance provides benefits or, if the team
member is hospitalized, or needs immediate treatment.

Reporting Work-Related Injury or Illness
Team members who sustain a work-related injury or illness should inform their manager
immediately. No matter how minor an on-the-job injury may appear, it is important that it
be reported immediately. This will enable an eligible team member to qualify for coverage if
needed.

Team members who are ready to return to work following a workers' compensation-related
leave of absence must supply certification from a health care provider confirming the team
member's ability to return to work.

Team members who need to take time off from work due to a workers' compensation illness
or injury may also be eligible for a leave of absence under the Company's leaves of absence
or reasonable accommodation policies. Team members should consult with the Deputy
Director for additional information.
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NY State Disability Policy
If you need time off from work because of an illness or
injury which is not job-connected, you are protected
by the New York State Disability Benefits Law and
short-term disability insurance. The Laundromat
Project provides all full-time team members with
Short Term Disability Coverage. On the day you start
working for The LP, you are covered by short-term
disability insurance. This is a statutory benefit
(meaning that New York State law requires employers
to provide it). The benefit is available for up to 26
weeks of consecutive disability. Please review The LP
Benefits Guide for full details.
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Feeling Safe at Work

Standards of Conduct
To assure safety and security and provide the best possible work environment, we expect
team members to follow basic, common-sense rules of conduct that will protect everyone's
interests and safety. It is not possible to list all forms of behavior that are considered
unacceptable in the workplace, but the following are examples of infractions that may result
in disciplinary action, including suspension, demotion, or termination of employment:
Falsification of employment records, employment information or other records
Theft or the deliberate or careless damage of any LP property or the property of any
team member or client
Use of LP materials, supplies, tools or products for personal reasons without
advanced permission from management
Abuse of the organization’s electronic resources, including sending personal emails
during working time or in a manner that interferes with the team member's work
performance
Possessing, distributing, selling, transferring or using or being under the influence of
alcohol or illegal drugs in the workplace
Provoking a physical fight or engaging in physical fighting during working hours or on
premises owned or occupied by the organization
Carrying firearms, weapons or dangerous substances at any time, on premises owned
or occupied by the organization, unless state law provides otherwise
Using abusive, violent, threatening or vulgar language at any time during working
hours or while on premises owned or occupied by the organization
Absence of 3 consecutive scheduled workdays without notice
Failing to obtain permission to leave work during normal working hours
Abusing or misusing paid sick leave. Note: For team members subject to mandatory
sick leave laws, the provisions of the applicable policy govern sick leave issue
Failing to provide a certificate from a health care provider when requested or
required to do so in accordance with applicable law
Working overtime without authorization or refusing to work assigned hours
Violating any safety, health or security policy, rule or procedure
Committing a fraudulent act or intentional breach of trust under any circumstances
Although employment may be terminated at-will by either a team member or The LP at any
time, without following any formal system of discipline or warning, we may exercise discretion
to utilize forms of discipline that are less severe than termination. Examples of less severe
forms of discipline include: verbal warnings, written warnings, demotions and suspensions
(with or without pay). Although one or more of these forms of discipline may be taken, no
formal order or procedures are necessary. The LP reserves the right to determine which type
of disciplinary action to issue in response to any type of performance issue or
rule violation.
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Drug-Free Workplace
Given the populations (such as small children and seniors) that team members are likely to engage
with during the course of their employment, The LP must maintain a strict drug-free workplace.
Team members needing help with a substance abuse problem are encouraged to contact their
manager or a treatment facility.

Early recognition and treatment are critical to any program to curb abuse and to enhance the team
member's ability to perform satisfactorily. The LP finds that both the team member and The LP will
benefit greatly from early substance abuse recognition and treatment.

No person will be penalized for seeking or accepting counseling or treatment for a substance
abuse problem.

Workplace Violence
The LP is committed to preventing workplace violence and maintaining a safe work environment.
All team members, including managers, both full-time, part-time and temporary team members
should be treated with courtesy and respect at all times. Violence by a team member or anyone
else against a team member will not be tolerated. The purpose of this policy is to minimize the
potential risk of personal injuries to team members at work and to reduce the possibility of
damage to The LP’s property in the event someone, for whatever reason, may be unhappy with a
decision or action by a team member.

If you receive or overhear any threatening communications from a team member or outside third
party, report it to your immediate manager at once. Do not engage in either physical or verbal
confrontation with a potentially violent individual. If you encounter an individual who is threatening
immediate harm to a team member or visitor to our premises, contact an emergency agency (such
as 911) immediately.

All reports of work-related threats will be kept confidential to the extent possible, investigated
and documented. Team members are expected to report and participate in an investigation of any
suspected or actual cases of workplace violence and will not be subjected to disciplinary
consequences for such reports or cooperation.

Possession, use, or sale of weapons, firearms, or explosives on work premises, while operating
corporate machinery, equipment, or vehicles for work-related purposes or while engaged in
corporate business off-premises is forbidden except where expressly authorized by The LP and
permitted by state and local laws. This policy applies to all team members, including but not
limited to, those who have a valid permit to carry a firearm.

Team members who are aware of violations or threats of violations of this policy are required to
report such violations or threats of violations to their immediate manager immediately. Violations
of this policy, including your failure to report or fully cooperate in the organization’s investigation,
may result in disciplinary action, up to and including termination.
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Grievance Policy
The LP recognizes that there are times when the need arises for team members to express concerns or
complaints in a formal manner. The organization employs a grievance policy as a means of dispute
resolution that can be used to address legitimate concerns. A grievance is
considered to be any dispute between the team member and the organization which impacts a team
member’s ability to perform their job.

Although purely personal matters between team members would not ordinarily give rise to a grievance,
subject to this grievance policy, any matter that adversely impacts a team member’s ability to perform
their job could be the subject of a grievance. This may include, but not limited to: a verbal altercation
or dispute between two colleagues, a team member feels that their direct manager is treating them
unfairly or denying them privileges available to other colleagues.

The following procedures provide a hierarchical structure for presenting and settling workplace
disputes and will ensure that team members receive the opportunity to express workplace concerns.
Step 1: Verbal conversation with your direct manager
Team member concerns should be verbally addressed with the team member's direct manager. Many
concerns can be resolved informally when a team member and direct manager take time to effectively
communicate their concerns and discuss options to address the issue.

Team member concerns should first be addressed with your direct manager. If you don’t feel
comfortable talking with your direct manager for any reason, there are additional persons with whom
you can share your grievance.
Step 2: Written complaint to one of the following LP Team member
Your team leader (typically this will be your manager’s direct supervisor)
Deputy Director
Executive Director

We recommend that you first contact your team leader - in most cases this is your direct manager’s
supervisor - which will give the opportunity for the team leader to help coach/direct you on ways to
resolve the problem or intervene on your behalf.

If you are not able or choose not to speak with your direct line of management, we ask that you bring
your concern to the Deputy Director. The Deputy Director can help also document the concern and
work with the staff member to resolve the concern.

If the team leader or Deputy Director is not able to help resolve the issue, please contact the
Executive Director. As needed we may bring in additional resources to provide mediation and
issue resolution. The parties involved in a dispute can mutually agree upon a person or organization to
facilitate a formal mediation.
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Grievance Policy (continued)
Special Circumstances
If you concern or grievance is concerned the Executive Director or the overall management of The
LP organization, please send a written communication (i.e., email) to the Board Secretary. The
communication should include:
The nature of the grievance
Detailed information including evidence of the issue, witnesses, related policies, etc.
The remedy or outcome desired
An explanation of the grievance and details of all previous efforts to resolve the issue

For record keeping, the copy of the grievance and the resolution will be kept in the team members’
employee files.

Anti-Harassment Policy
The LP believes that all team members should be able to work in an atmosphere free from all forms
of employment discrimination, including sexual harassment and any other form of harassment
(such as harassment based on race, color, ethnicity, religion, sex, gender, gender identity and
expression, sexual orientation, national origin, disability, age, marital status, veteran status,
uniformed service member status, pregnancy, parenthood, genetic information or characteristics
[or those of a family member] or any other characteristic or status protected by law).

Accordingly, such harassment in the workplace, whether by any staff member of The LP (including
managers and co-workers) or third parties with whom the LP works with, will not be tolerated. The
workplace includes:
Actual worksites;
Any setting in which work-related business is being conducted (whether during or after
normal business hours);
LP-sponsored events;
Online and electronic interactions with LP team members and third parties involved in LP
operations (fellows, community members)

Harassment Defined
Harassment is unwelcome verbal or physical conduct based on an individual’s race, color, ethnicity, religion,
sex, gender, gender identity and expression, sexual orientation, national origin, disability, age, marital
status, veteran status, uniformed service member status, pregnancy, parenthood, genetic information or
characteristics (or those of a family member), or any other basis protected by federal, state or local law.
Harassment in employment may take many different forms. Examples include, but are not limited to, the
following:
Verbal conduct such as epithets, derogatory comments, slurs or unwanted comments and jokes;
Visual conduct such as derogatory posters, cartoons, drawings or gestures;
Physical conduct such as assault, blocking normal movement, restraint, touching or other physical
interference with work directed at an individual; and
Threats and demands to submit to certain non-work-related conduct or perform certain non-work related
actions in order to keep or get a job, to avoid some other loss, or as a condition of job benefits, security
or promotion.
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Feeling Safe at Work
Anti-Harassment Policy (continued)
Sexual Harassment Defined
Sexual harassment is unwelcome verbal or physical behavior based upon a person's gender/sex and
includes unwanted verbal or physical sexual advances, requests for sexual favors or visual, verbal or
physical conduct of a sexual nature when:
Submission to such conduct is made a term or condition of employment; or
Submission to, or rejection of, such conduct is used as a basis for employment decisions
affecting the individual; or
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, even if the
individual making the report is not the intended target of such conduct

Sexual harassment can occur regardless of the gender of the person committing it or the person
exposed to it. Harassment on the basis of an individual's sexual orientation, self-identified gender,
perceived gender or transgender status is all forms of prohibited sexual harassment.

The following is a non-exhaustive list of the types of conduct prohibited by this policy:
Unwanted sexual advances or propositions (including repeated and unwelcome requests for
dates);
Offers of employment benefits in exchange for sexual favors;
Making or threatening reprisals after a negative response to sexual advances;
Visual conduct: leering, making sexual gestures, displaying pornographic or sexually suggestive
images, objects, pictures, cartoons, graffiti, posters or websites on computers, emails, cell
phones, bulletin boards, etc.;
Verbal conduct: making or using sexist remarks or derogatory comments based on gender,
innuendos, epithets, slurs, sexually explicit jokes, whistling, suggestive or insulting sounds or
lewd or sexual comments about an individual's appearance, body, dress, sexuality or sexual
experience;
Verbal and/or written abuse of a sexual nature, graphic verbal and/or written sexually degrading
commentary about an individual's body or dress, sexually suggestive or obscene letters, notes,
invitations, emails, text messages, tweets or other social media postings;
Physical conduct: unwelcome or inappropriate touching of team members or customers,
physical violence, intimidation, assault or impeding or blocking normal movements; and
Hostile actions taken against an individual because of that individual's sex, sexual orientation,
gender identity or the status of being transgender, such as:
Interfering with, destroying or damaging a person's workstation, tools or equipment, or
otherwise interfering with the individual's ability to perform the job;
Sabotaging an individual's work; and
Bullying, yelling, name-calling.
Retaliation for making reports or threatening to report sexual harassment.
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Anti-Harassment Policy (continued)
Reporting Violations
Team members must report all violations, and suspected violations that they experience or witness
and are asked to do so right away to ensure a safe workplace for all and timely investigation of
violations. Team members who believe that they have been subjected to inappropriate comments
or behavior by a non-team member (Board member, artist, community partner, volunteer) while
working for The LP must also report this matter. Any policy violations must be reported to the
Deputy Director or Executive Director. A report of harassment or discrimination to any other
member of management is not sufficient under this policy.

Any alleged policy violations will be investigated; confidentiality will be maintained to the fullest
extent consistent with a thorough investigation. It is every team member’s responsibility to
cooperate fully with any investigation into alleged violations of this policy.

The LP recognizes that there are times when a person who witnesses or experiences unlawful
discrimination or harassment may realize only in retrospect that a line was crossed; therefore may
need more time before being able to speak about it. In such cases, The LP asks that the team
member report their concerns as soon as possible and explain the reasons for any delay in
reporting. The LP will investigate all such complaints promptly and thoroughly as soon as the team
member brings the complaint forward.

Also, anyone who learns about alleged harassment or discrimination, even if he or she did not
personally witness the alleged discrimination or harassment, must notify the Deputy Director or
Executive Director.

Should the investigation reveal that harassment or
discrimination has occurred, The LP will take appropriate
remedial action to correct the situation. This action may
include, but is not limited to, oral or written warning,
referral to formal counseling, disciplinary suspension or
probation, or termination from The LP. It is a condition of
employment that team members cooperate with all LP
investigations. In addition, The LP may choose to take
action notwithstanding the conclusion that the alleged
conduct neither violates this policy nor the law, but that
such conduct was impermissibly interfering with the work
environment.
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Anti-Harassment Policy (continued)
Complaint Procedure
Individuals who believe that they or another individual have been subjected to sexual
harassment, or who believe another individual has been subjected to sexual harassment,
should as soon as possible, report it to the Deputy Director or Executive Director.

Team members are not required to make the report to their immediate manager or person
who has engaged in the complained-of conduct. Reports of sexual harassment can be made
verbally or in writing. To submit a complaint in writing, individuals can use the complaint form
but are
not required to do so.

Please reference the complaint form via this link: Sexual Harassment

Complaint Form

Team members who believe that they have been
subjected to an unlawful discriminatory practice
or harassment and are not satisfied with
The LP’s response to their concern may file a
written complaint with the Equal Employment
Opportunity Commission (“EEOC”). You may
contact the EEOC New York via the web:
https://publicportal.eeoc.gov/portal/ or by phone
at 1-800-669-4000.

Prohibition of Retaliation
There will be no unlawful retaliation against any staff member for making a good faith report
of alleged violations of this policy against discrimination, harassment, or offensive behavior;
opposing any practice reasonably believed in good faith to be unlawfully discriminatory, or
participating in an internal or government investigation of possible discrimination. Any team
member who engages in prohibited retaliation will receive appropriate discipline, up to and
including termination.

Training
The LP will establish periodic training sessions for all employees concerning their rights to be
free from harassment and the options available if they are harassed. In addition, training
sessions will be held for supervisors and managers educating them on how to keep the
workplace free from harassment and how to handle harassment complaints.
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If You Must Leave Us

We consider ourselves a caring community, so even when you depart your position as a team
member we still consider you a part of The LP community.

We like to say, “Once LP fam, always LP fam.”
Resignations
When you are ready to leave, we ask that you submit a formal letter of resignation (email is
permissible) to your manager and the Executive Director. We also ask that you please provide at
least 10 working days’ notice of your intent to resign your position. For more senior team
members and/or managers we ask that you give at least 15-20 working days’ notice.

Involuntary Termination
Discipline and/or termination may result for many reasons including, but not limited to,
inappropriate behavior and/or unsatisfactory performance. Inappropriate behavior includes, but
is not limited to, misbehavior on the job, refusal to do work reasonably expected, wrongful use of
or taking of organization property, conviction of a felony that impedes capacity to carry out job
duties, or violation of any policies or practices of The LP. Unsatisfactory performance means
failure of a team member to meet performance standards, to complete tasks in a timely,
competent way, or to maintain an adequate attendance record. Uncooperative behavior or
negative attitudes that affect the work or morale of others may result in termination. At the
discretion of the Executive Director, a team member facing termination for unsatisfactory
performance may be given the option to resign as described in the above section under
"Resignation."

Separation from Employment
If employment with The LP ends at a time when the amount of vacation leave taken exceeds the
amount of accrued vacation leave, the team member’s final paycheck will be reduced
accordingly. If a team member disagrees with the reduction, they may submit the basis of their
dispute in writing to the Executive Director. The Executive Director will review and respond, and
adjust the reduction if necessary, within two (2) weeks. Team members will be compensated for
any accrued, unused vacation leave at the time a team member’s employment ends for any
reason.

Return of The LP Property
If employment ends while LP-owned software is on a team member’s personal computer, the
team member must work with The LP’s IT

team

to uninstall the software or other reasonable

actions to return the property to The LP. All supplies, materials, and work products of a team
member purchased by or produced while at The LP shall remain the property of The LP after
resignation, discharge, or layoff of that team member. The team member may retain any
personal files, but work files and other papers shall remain with The LP.

2020 The LP Culture Guide

57

If You Must Leave Us
Open Door Policy
As a team member of The LP, our goal is that you feel safe, comfortable and empowered to share
questions and/or concerns about our policies and our work environment.

Team members may have suggestions for improving our workplace, as well as complaints about
the workplace. We feel that the most satisfactory solution to a job-related issue is usually
reached through a prompt discussion with a Team member's manager. Team members should
feel free to contact their manager with any suggestions and/or complaints. If team members do
not feel comfortable contacting their manager or are not satisfied with their manager's
response, they should contact the Deputy Director and/or Executive Director.

While we provide team members with the opportunity to communicate their views, please
understand that not every complaint can be resolved to the team member’s satisfaction. Even
so, we believe that open communication is essential to a successful work environment and all
team members should feel free to raise issues of concern without fear of reprisal.
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Team Member Acknowledgment

I

acknowledge that I have received a copy of The LP Culture Guide.

I understand that I am responsible for reading the information contained in the guide complying
with the policies outlined.

I understand that this guide is intended to provide me with a general overview of the
organizations policies and procedures. I acknowledge that nothing in this guide is to be
interpreted as an inducement for employment and that it does not guarantee my employment
for any period.

I understand and accept that my employment with the organization is at-will. I have the right to
resign at any time with or without cause, just as the organization may terminate my employment
at any time for any lawful reason without notice, subject to applicable laws. I understand my atwill employment cannot be altered by any verbal statement or alleged verbal agreement made by
organization personnel. It can only be changed by a legally binding, written contract covering
employment status.

I acknowledge that the organization may revise, suspend, revoke, terminate, change or remove,
prospectively or retroactively, any of the policies or procedures of the organization, whether
outlined in this guide or elsewhere, in whole or in part, with or without notice at any time, at the
organization’s sole discretion.

Signature of Team Member

Date
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