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EMPLOYEE HANDBOOK ACKNOWLEDGMENT FORM 

 
 

I have received the UpTurnships Employee Handbook, dated January 1, 2022, which sets forth current 
practices, policies, plans, programs, and procedures of UpTurnships. 

I understand that it is my responsibility to read and become familiar with the information contained in this 
Handbook and any revisions made to it.  I understand that the Handbook is intended as a reference 
document containing employee expectations and general management guidelines and does not necessarily 
represent all guidelines and practices of UpTurnships.  I am aware that the information in the Handbook is 
subject to change from time to time without prior notice, that this Handbook and its contents revoke and 
supersede any and all previous policies, statements or practices on similar subjects, and that UpTurnships 
may deviate from the policies set forth in the Handbook in individual circumstances in its discretion.  

I further understand that the language contained in this Handbook does not create a contract.  I also 
understand that my employment is at-will, which means that neither I nor UpTurnships is bound to continue 
the employment relationship and that either I or UpTurnships may end the relationship at any time for any 
reason without notice.  I further understand that nothing in this handbook modifies the at-will employment 
relationship between me and UpTurnships.  No one at UpTurnships has authority to alter my at-will 
relationship with UpTurnships except the Executive Director (ED) in a written contract signed by the ED on 
UpTurnships’ behalf. 

I agree in accepting or continuing employment with UpTurnships to abide by its policies, procedures and 
practices and understand that failure to comply with UpTurnships’ policies, procedures and practices may 

result in my discipline, up to and including immediate dismissal.  

 
Employee Signature   
 
Employee Name (Printed)   
 
Date   
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INTRODUCTION 

 
 
Purpose of the Handbook 
 
No set of expectations and management guidelines can address every possible situation that may arise.  
This Handbook is designed to provide you with general guidance regarding UpTurnships’ (“UpTurnships” or 
“UpTurnships, Inc.”) practices, policies, programs, and employee benefits. Please be sure to address any 
questions or issues you may have with either your manager and/or Executive Director (ED) as soon as they 
arise. This Handbook is the property of UpTurnships, and its use is strictly limited to UpTurnships and its 
employees. The disclosure of this Handbook to competitors is prohibited and making an unauthorized 
disclosure is a breach of UpTurnships conduct standards that may lead to discipline, up to and including 
immediate termination, and other liabilities permitted by law. 

In order to be responsive to our dynamic environment, UpTurnships retains the right to change, cancel or 
revoke, this Handbook, any of the specific provisions outlined in this Handbook or any other policy or rule, 
at any time and without notice to any employee. UpTurnships will attempt to notify employees of such 
changes as soon as practicable. The organization also retains the right, in its sole discretion, to interpret 
and modify the application of the guidelines and benefits outlined in this Handbook, depending upon the 
facts and circumstances of each case. 
 
The Handbook, and each of the guidelines and benefits outlined herein, are not a contract and should not 
be interpreted as creating an employment contract between any employee and Upturnships.  UpTurnships 

employees are employed at-will.  In other words, either UpTurnships or any employee may terminate their 
employment relationship at any time, without prior notice and for any or no reason.  Any representations 
to the contrary by any employee, including any manager, are not binding upon Upturnships or any employee 
unless set forth in a written contract signed by UpTurnships’ ED. 
 
 

CONDUCT AT WORK 
 
Equal Opportunity Employer 
 
UpTurnships is committed to providing equal employment opportunities.  All qualified applicants and 
employees will be considered for employment and advancement without regard to gender, gender identity, 
age, race, national origin, religion, marital status, pregnancy, familial status, disability, genetic information, 
sexual orientation, color, or any other basis protected by applicable laws.  This commitment applies to all 
employment practices and terms and conditions of employment, including but not limited to recruitment, 
hiring, promotions, transfers, compensation, terminations, and training. 
 
Employees should raise any concerns they might have regarding possible discrimination in accord with the 
complaint procedure described in the Offensive Behavior Policy.  No retaliation will be permitted against 
anyone who in good faith brings forth a complaint of possible discrimination. 
 
Offensive Behavior Policy 

 
Our ability to work together as a team directly affects our success as individuals and as an organization.  
Together, we desire an environment that respects our individual differences and allows each of us to feel 
safe, valued, motivated and secure.  It is UpTurnships’ goal to be supportive of all employee concerns, to 
objectively investigate instances of offensive behavior prohibited by this policy and to effectively resolve 
employee issues. 

 
More specifically, UpTurnships is committed to maintaining a work environment that is free from unlawful 
discrimination and harassment, including unlawfully intimidating, hostile, or offensive conduct based on a 
legally protected characteristic. Harassment, discrimination, or other inappropriate conduct that is based 
on, or is directed toward someone because of, gender, sexual orientation, gender identity, gender 
expression, age, race, color, national origin, religion, marital status, familial status, disability, genetic 
information, or any other legally protected characteristic is against Upturnships policy and will not be 
tolerated.  Voicemail and electronic communications (such as e-mail and Internet use) are covered by this 
policy in the same manner as other communications and actions. 
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1. Prohibited Conduct Defined  
 

Discrimination consists of an adverse employment action based on a person’s gender, sexual orientation, 
gender identity, gender expression, age, race, color, national origin, religion, marital status, familial status, 
disability, genetic information, or any other legally protected characteristic. 
 
Harassment is one type of discrimination and consists of unwelcome conduct based on a person’s gender, 
sexual orientation, gender identity, gender expression, age, race, color, national origin, religion, marital 
status, familial status, disability, genetic information, or any other legally protected characteristic when 
submission to such conduct is: 
 

• a condition of employment; or 
• a basis for an employment decision affecting your job; or 
• interfering with your job performance; or 
• creating an intimidating, hostile, or offensive work environment. 

 
One form of prohibited harassment is sexual harassment.  Sexual harassment includes unwelcome sexual 
advances, requests for sexual favors, sexually motivated physical contact, or other verbal or physical 
conduct or communication of a sexual nature when submission to such conduct is: 
 

• a condition of employment; or 
• a basis for an employment decision affecting your job; or 
• interfering with your job performance; or 

• creating an intimidating, hostile, or offensive work environment. 
 

UpTurnships prohibits harassment, including sexual harassment, in any form, including verbal, physical, and 
visual harassment. In addition, UpTurnships prohibits harassment, including sexual harassment, regardless 
of the sex, sexual orientation or gender identity of the individuals involved. 
 
While not exhaustive, some examples of conduct that may constitute harassment in violation of this policy 
if based on someone’s sex or another legally protected characteristic include: 
 

• Saying, texting, emailing, posting, or otherwise distributing unwelcome abusive, 
intimidating, insulting, degrading, or offensive remarks, epithets, jokes or slurs; 

• Displaying objects, cartoons, pictures, or other material which may be perceived as 
offensive or demeaning; 

• Unwelcome conduct of a sexual nature, such as unwelcome leering, sexual gestures, 
sexual advances, requests for sexual favor;  

• Unwelcome physical conduct of a sexual nature; or 
• Threats, demands, or suggestions that an employee’s work status, advance or terms 

of employment are contingent on the employee tolerating or agreeing to submit to 
unwelcome sexual advances. 
 

UpTurnships encourages employees to report any conduct that may violate this policy in accordance with 
the reporting procedure discussed below.  
 

2. Scope of Policy 
 
This policy prohibits discrimination or harassment by any individual, including UpTurnships directors, 
managers, supervisors, coworkers, and third parties such as clients, customers, consultants, contractors, or 
vendors who deal with UpTurnships applicants or employees.  
 
UpTurnships reserves the right to take action in response to conduct, whether on or off Company property, 
that occurs during working time, during other activities sponsored or sanctioned by UpTurnships, which 
otherwise relates to UpTurnships or its business, or that UpTurnships otherwise determines has a continuing 
effect on an employee’s work environment. 
 

3. Consensual Relationships 
 
Any consensual romantic relationships between individuals affiliated with UpTurnships must not involve 
conduct that violates this policy, and individuals should be mindful that the pursuit of such a relationship 
may be viewed by another individual as unwelcome and unprofessional. Any familial or consensual 
relationship involving an UpTurnships employee is governed by UpTurnships’ Consensual Relations and 
Nepotism policy, which prohibits individuals in a familial or romantic relationship from reporting to each 
other. 
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4. Reporting Potential Policy Violations 
 

UpTurnships wants to resolve any such problems but can only do so if it is aware of the problem. Any 
employee who becomes aware of or is subject to possible discrimination or harassment is strongly 
encouraged to notify his/her manager, the ED, or any member of the management team. UpTurnships may 
ask that complaints be put in writing, to facilitate its investigation process discussed below. In addition, for 
employees who are comfortable doing so, telling the person who is engaging in inappropriate behavior to 
stop can often be one effective way to stop objectionable behavior, but this is not required.  If you have 
made a report of a potential policy violation to one of the forementioned persons and have not heard back 
promptly from UpTurnships on your report, UpTurnships asks that you contact another person set forth in 
this section to ensure that UpTurnships is on notice of your report. Again, UpTurnships wants to resolve any 
potential policy violations to ensure a nondiscriminatory and respectful workplace. 
 
Directors, supervisors, or managers who become aware of any incidents or alleged incidents of possible 
discrimination or harassment must immediately report them directly to the Executive Director or the Board 
Chair. Those with reporting responsibilities under this section should not undertake to investigate potential 
policy violations on their own and, instead, should report the potential policy violation as soon as possible 
in accordance with this policy, providing all known relevant details as part of the report. Any supervisor or 
manager who fails to report allegations of discrimination, harassment, or other prohibited conduct or who 
otherwise fails to deal properly with such allegations may be subject to discipline, up to and including 
immediate discharge. 
 

5. Obligation to Act in Good Faith 

 
Individuals making reports of a violation of this policy must do so in good faith.   
 

6. Investigation of Potential Policy Violation 
 
When UpTurnships is aware of a potential violation of this policy, it will investigate the potential policy 
violation as it deems appropriate. All employees are expected, upon request, to cooperate in the course of 
any investigation.  All employees have an obligation to be truthful in the course of any investigation.  
 
UpTurnships may, as it finds appropriate, implement measures during an investigation designed to balance 
its business and operational needs with its policy of providing a safe and nondiscriminatory work 
environment, including, but not limited to, changes in an employee’s schedule, duty, work location, reporting 
relationship, and/or parking. Requests for interim measures may be made to UpTurnships’ Executive 
Director or the Board Chair, and UpTurnships will decide on such requests in its discretion. 
 
An employee alleged to have experienced conduct violating this policy and an employee accused of having 
violated this policy will be informed in writing of the conclusion of UpTurnships’ investigation and 
UpTurnships’ decision as to whether a policy violation occurred. 
 

7. Confidentiality 
 
UpTurnships will strive to maintain the confidentiality of a report and an investigation of a violation of this 
policy to the extent possible, subject to UpTurnships’ need to investigate and respond to potential policy 
violations and its operational needs.  
 

8. No Retaliation 
 
Retaliation against any individual for making a good faith complaint under this policy, for opposing 
harassment, or for participating in an investigation of any potential policy violation is strictly prohibited.   
If you feel that you have experienced such retaliation, you should immediately report any such retaliation 
as set forth in the reporting section of this policy above. 
 
An individual found to have engaged in retaliation in violation of this policy will be subject to corrective 
action, including possible discipline up to and including termination, regardless of whether or not any 
underlying matter being investigated by UpTurnships is found to involve a violation of this policy. 
 

9. Policy Coordination 
 
UpTurnships’ Governance Committee will oversee and monitor implementation of and compliance with this 
policy. If you have questions at any time about this policy or reporting discrimination, harassment, or 
retaliation, please contact UpTurnships’ ED. If your concerns or questions relate to the Manager, you should 
contact UpTurnships’ Executive Director. If it relates to the ED, you should contact the Board Chair. 
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10. Corrective Action 
 
Any UpTurnships employee or business affiliate that is found to have engaged in behavior prohibited by this 
policy may be subject to corrective action, including but not limited to any of the following actions, in any 
order: required assessment, education, or training; warning; probation; demotion; suspension; pay 
consequences; and termination of the individual’s employment or other relationship with UpTurnships. 
 
UpTurnships has the sole right to determine whether conduct violates this policy or is otherwise 
inappropriate. UpTurnships reserves the right to impose consequences, up to and including immediate 
termination of an individual’s relationship with UpTurnships, for any conduct based on a person’s legally 
protected characteristic that UpTurnships finds inappropriate even if the conduct does not meet the 
definitions of “discrimination” and/or “harassment” set out, above, in this policy.   
 

11. Reservation of Flexibility 
 
The procedures set forth in this policy reflect UpTurnships’ desire to respond to reports of harassment, 
discrimination and/or retaliation in good faith and in a manner that promotes fairness to all involved 
individuals. UpTurnships recognizes that each case is unique and that circumstances may arise which require 
the exercise of discretion and flexibility in responding to a particular matter. Accordingly, UpTurnships 
reserves the right to modify the procedures in this policy or take other action as it finds to be appropriate 
under the circumstances. 
In circumstances where a report is made of a violation of this policy by an individual who is not an employee 
of UpTurnships, UpTurnships reserves discretion to use a process or procedures other than those discussed 

in this policy, as appropriate under the circumstances. 
 
Reasonable Accommodation for Disability, Pregnancy or Religious Beliefs 
 
UpTurnships is committed to providing equal employment opportunities.  UpTurnships will make reasonable 
accommodations for qualified individuals with known disabilities, for health conditions related to pregnancy, 
childbirth or related health conditions, and for a sincerely held religious belief to the extent required by law.  
 
If you need a reasonable accommodation, you should contact your manager and/or the ED. The Governance 
Committee will work with the appropriate supervisor(s) to review the request and to engage in an interactive 
process to evaluate possible accommodations. In the case of a disability or pregnancy-related 
accommodation request, UpTurnships may, consistent with applicable law, ask for information from a 
medical provider to determine if a condition exists that entitles the individual to an accommodation, if an 
accommodation is needed and what accommodation would be effective.  In the case of a religious 
accommodation, UpTurnships may ask for information to confirm the religious belief at issue, the need for 
an accommodation, and what accommodation would be effective. Medical and other private information 
shared with UpTurnships in connection with an accommodation request will be treated as confidential 
information to be shared only with those in a narrow need to know circle within UpTurnships or consistent 
with applicable law. 
 
A reasonable accommodation may take many forms.  An employer is not required to grant an 
accommodation that would be an undue hardship or to grant an individual’s first choice of an 
accommodation.  Rather, what is required under this policy is for UpTurnships to grant an effective 
reasonable accommodation to a qualified individual that is not an undue hardship. UpTurnships will strive 
to provide a reasonable accommodation that best serves the applicant or employee and UpTurnships.  

Consensual Relations and Nepotism 
 
 
It is the goal of UpTurnships to avoid creating or maintaining circumstances in which the appearance or 
possibility of favoritism, conflicts or management disruptions exist. Because supervisory employees have 
authority over other employees, UpTurnships strongly discourages romantic or sexual relationships or other 
conduct between supervisors and subordinate-level employees, and it prohibits any sexually harassing or 
other conduct that violates UpTurnships Offensive Behavior policy. Due to power differentials, questions can 
arise as to whether a supervisor’s relationship with a subordinate employee is truly mutually consensual 
even when a supervisor might believe it to be. 

In addition, UpTurnships prohibits employees in a familial, same household, or consensual romantic or 
sexual relationship from reporting to each other to avoid conflict situations, potential favoritism, and to 
promote objective evaluation of employee performance. Employees who are involved in a familial, same 
household, or consensual romantic or sexual relationship are expected to disclose this information to 
UpTurnships’ Management so that appropriate steps can be taken to ensure that such relationships do not 
pose a conflict and comply with this policy.  
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Drugs and Alcohol Policy 
 
UpTurnships has a strong commitment to provide a safe and productive work environment.  In keeping with 
this commitment, UpTurnships employees may not use, possess, buy, sell, distribute, or be under the 
influence of alcohol or illegal drugs while working, or while operating UpTurnships equipment, machinery, 
or vehicles. In addition, the use, possession, manufacture, sale, distribution, transfer, or solicitation of illegal 
drugs is prohibited at any time. “Illegal drugs” includes legal drugs that were not legally obtained or that 
were used for purposes other than the purpose for which they were prescribed.  “Illegal drugs” also includes 
marijuana except where an employee uses medical marijuana based on the employee being on a state 
medical marijuana registry and in accordance with any medical marijuana prescription.  Employees on a 
state medical marijuana registry may not use medical marijuana in the work environment or be under the 
influence of medical marijuana while working. 
 
The legal use of prescribed or over-the-counter drugs is permitted on the job if it does not impair an 
employee’s ability to perform the essential functions of the job effectively and in a safe manner that does 
not endanger the employee, UpTurnships’ product or reputation, or other individuals in the workplace. 
Employees using any prescription or over-the-counter drugs that may affect the safety of others must obtain 
a determination from their physician as to whether the drug could affect the job safety of the employee or 
others. In the event that job safety may be affected, the employee must inform their supervisor so that 
appropriate arrangements can be made. 
 
UpTurnships encourages employees to seek assistance with any drug or alcohol problem, including drug or 
alcohol dependency, and will seek to reasonably support any employee desiring assistance through referrals 

to rehabilitation, appropriate leaves of absence and other measures consistent with UpTurnships’ policies 
and applicable federal, state, and local laws. However, employees should seek assistance before a drug or 
alcohol problem, or dependency potentially affects their job performance. Work problems resulting from 
such use or dependency will be dealt with in the same manner as any other-work related problem and may, 
therefore, be cause for discipline up to and including immediate dismissal.  
 
Drug and Alcohol Testing Policy 
 
UpTurnships has adopted a Drug and Alcohol Testing Policy, which, along with its Drug and Alcohol Policy 
above, applies to all UpTurnships’ employees and is designed to promote and maintain a workplace free 
from the adverse effects of alcohol and drug abuse. 
 
UpTurnships may require an employee to undergo drug and/or alcohol testing if UpTurnships has a 
reasonable suspicion that the employee:   

(i) is under the influence of drugs or alcohol;  

(ii) has violated UpTurnships’ Drug and Alcohol Policy;  

(iii) has sustained a personal injury arising out of and in the course of his or her employment or 
has caused another employee to sustain such a personal injury (unless it is obvious that drugs 
or alcohol could not have contributed to the incident occurring); 

(iv) has damaged UpTurnships’ product, platform, or reputation because of drug or alcohol use;  

(v) has caused a work-related accident unless it is obvious that drugs or alcohol could not have 
contributed to the accident occurring); or  

(vi) was operating or helping to operate machinery, equipment or vehicles involved in a work-
related accident. 

 
UpTurnships may also require an employee to undergo drug and/or alcohol testing if he or she has been 
referred by UpTurnships for chemical dependency treatment or evaluation, or if he or she is participating in 
a chemical dependency treatment program under an employee benefit plan. The employee may be required 
to undergo drug and/or alcohol testing without prior notice during the evaluation or treatment period, and 
for a period of up to two (2) years following the completion of any prescribed treatment program.  
 
More information is available from the supervisor regarding the specific details of the Drug and Alcohol 
Testing Policy.  

 
Workplace Violence Prevention 

UpTurnships does not tolerate violence or threats of violence.  UpTurnships also does not allow weapons 
such as, but not limited to, knives or firearms on UpTurnships property, including parking lots. 
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If at any time you observe violence, threats of violence, or weapons in UpTurnships’ workplace or on its 
premises you should: 

• Obtain emergency assistance in any situation that you feel constitutes an emergency; 

• Take immediate action to protect yourself and others from harm where you can do so safely; and 

• Advise your manager, any other member of management. 

UpTurnships will investigate complaints under this policy, as appropriate, and take appropriate action.  Any 
person found to have engaged in violence or threats of violence in violation of this policy will be subject to 
appropriate corrective action, which may include discipline up to and including immediate termination.   

 
Background Checks 

UpTurnships conducts background checks on applicants for employment following the grant of a conditional 
job offer.  A criminal conviction does not necessarily preclude an applicant from getting a job at UpTurnships. 
Consistent with applicable law, UpTurnships considers all background check results on a case-by-case basis, 
based upon the specific background check results, time passed since a criminal offense, and job duties and 
requirements.  UpTurnships complies with all applicable laws with respect to obtaining consents for 
background checks and making adverse employment decisions based on background check results. 

 
Driving for Work 

 
Employees who drive in the course of performing their duties for UpTurnships are responsible for complying 
with all applicable laws, including but not limited to all motor vehicle and driving laws and all laws on the 
use of phones or mobile devices while driving.  Employees are personally responsible for any accidents, 
tickets, charges, fines, or other consequences resulting from their own legal violations. 
 
Immigration Compliance 
 
UpTurnships complies with the Immigration Reform and Control Act of 1986 by employing only U.S. citizens 

and non-citizens who are authorized to work in the United States.  As such, all new employees will be 
required, as a condition of employment, to provide original documents verifying the individual’s right to 
work in the United States and to sign a verification form required by federal law (Form I-9).  If UpTurnships 
cannot verify an employee’s right to work in the United States within three (3) days of hire, UpTurnships is 
required by law to terminate the individual’s employment. 

Company Property; Searches 

To provide employees with appropriate resources to do their jobs, UpTurnships may provide you with office 
space and supplies and materials, such as furniture, telephone and computer equipment, fax machine, 
software, electronic media and services, and mobile phones or other hand-held devices used to supply e-
mail, mobile phone capability, voicemail, and text capability. These resources are the sole property of 
UpTurnships. Therefore, employees should have no expectation of privacy pertaining to such use. The use 
of passwords does not mean that messages stored on electronic systems are confidential from UpTurnships 
or may not be retrieved by others. 

In addition, UpTurnships may search any such UpTurnships property and may monitor, intercept, access, 
review, disclose and remove these resources at its discretion. There may also be rare circumstances in which 
searches of employee in regards to UpTurnships’ business or related programming, such as employee cars 
or phones, may become necessary. During any such a search, every effort will be made to respect, to the 
extent possible, the privacy of personal items. Refusal to submit to a search or cooperate in any investigation 
when requested may result in discipline, up to and including termination of employment. 

Business Conduct Statement  

 
All UpTurnships employees have the responsibility to maintain a high standard of business conduct by 
behaving professionally in the office, when traveling for business, working with clients, at off-site business 
meetings and in other settings where an employee is representing UpTurnships. Business meetings include 
internal work meetings, client visits, seminars, conferences, conventions, and all other company-sponsored 
events. Professional behavior includes, but is not limited to, adherence to UpTurnships’ Offensive Behavior 
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Policy, Drug and Alcohol policy, wearing attire that is appropriate to the occasion, non-offensive language, 
jokes, and entertainment, and maintaining appropriate professional boundaries with colleagues, clients and 
other business contacts. 

Standards of Conduct 

 
Everyone shares in the responsibility for proper conduct.  UpTurnships and your co-workers expect you to 
act in an appropriate and professional manner. If there are cases of inappropriate conduct, UpTurnships will 
respond firmly, but in a manner, it believes is fair.   
 
We expect your conduct at work to be consistent with our professional environment, the importance of 
productive and quality work, an awareness of the rights of others, and our commitment to respect.  Conduct 
that may violate these expectations includes, but is not limited to: 
 

• Deliberate destruction or theft of UpTurnships property.  
 
• Misuse of UpTurnships funds or suspected involvement in any other type of fraudulent activity may 

constitute a prosecutable offense and result in immediate dismissal, as well as possible prosecution.  
Knowledge of fraudulent activity without reporting it to management may also constitute grounds 
for disciplinary action, even if an employee is not directly involved.   

 
• Falsification, misrepresentation, or unauthorized use or disclosure of UpTurnships proprietary 

information, including the unauthorized disclosure of confidential information relating to 
UpTurnships, its operations, or its clients.  

 
• Any attempts to falsify timekeeping or payroll records. 

 
• Failure to comply with UpTurnships policies and procedures.  

 
• Failing to disclose a Conflict of Interest required to be disclosed under the Conflict-of-Interest Policy 

for Employees stated below.   
 

• Personal conduct that violates or interferes with the rights of others.   
 

• Maintaining or authorizing disbursements of UpTurnships funds that are not recorded on 
UpTurnships’ books and records. Any liability to UpTurnships vendors is to be satisfied only by 
submission of any appropriately detailed invoice or approved check request to UpTurnships.  

 
• Violation of safety and security guidelines.   

 
• Possession of weapons or any type of explosives while on UpTurnships property, except where 

allowed by law, and/or any violent conduct.  Employees found in violation of this policy may be 
subject to immediate dismissal.   

 
• Personal conduct that can be construed to impair productivity and the quality of work, including 

reporting to work under the influence of drugs or alcohol.   
 

• Excessive absenteeism or tardiness.  
 

• Failure to follow instructions, insubordination, or general disregard for authority.   
 

• Using threatening, abusive, or other improper language toward fellow employees or management. 
 

• Poor performance. 
 
The above list of prohibited conduct is not exhaustive and does not cover all situations that arise.  Thus, all 
employees are expected to meet a reasonable standard of conduct and work performance as determined in 
UpTurnships’ sole discretion.  Violation of UpTurnships’ standards of conduct may lead to disciplinary action 
up to and including immediate dismissal. Notwithstanding this policy, you remain an at-will employee and 
UpTurnships may terminate your employment at any time for any reason. 
 
Conflict of Interest Statement 
 
UpTurnships respects an individual's right to engage in activities outside of employment that are private in 
nature and encourages your exercise of those rights (e.g., social, community, or political activities). 
However, each employee is expected to protect UpTurnships information and avoid undue outside influence 
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on or conflicts with his/her/their work-related decisions or activities. In all business associations, both inside 
and outside UpTurnships, employees should not permit themselves to be placed in a dual interest or a 
conflict between self-interest and integrity. No employee should derive personal gain from actions taken as 
a representative of UpTurnships. In addition, where conduct outside of work is damaging to UpTurnships’ 
operations and/or brand, UpTurnships reserves the right to take responsive action, including discipline up 
to and termination, consistent with any applicable law. 
 
Outside Employment 
 
Employees owe a duty of loyalty to UpTurnships not to compete with the organization during employment 
and to otherwise act in UpTurnships best interests. Outside jobs may not be held if they interfere with an 
employee’s duties to UpTurnships, pose a conflict of interest, or otherwise conflict with the interests of 
UpTurnships. 
 
Conflict of Interest Policy for Employees 
 

1. Policy Statement.  It is the policy of UpTurnships that all employees who make decisions 
that influence the financial and business relationship actions of UpTurnships must do so in accordance with 
the highest professional and ethical standards. In order to preserve the integrity and reputation of 
UpTurnships, all employees are expected to avoid giving an unfair advantage—or even the appearance of 
an unfair advantage—to any person or organization doing business with UpTurnships.  To comply with this 
policy, all employees must be aware of and seek to avoid any situation where an employee’s personal 
interests’ conflict with the interests of UpTurnships.  It is particularly important for an employee to avoid 

conflicts of interest when the employee is in a position to enter into contracts on behalf of UpTurnships.  
 
2. Areas in Which a Conflict of Interest May Arise.  A conflict of interest may arise when a 

person or organization with which UpTurnships does business (a “Vendor”) has, or could reasonably be 
believed to have, improper influence over the actions or judgment of an employee. 

 
a. Examples of Vendors   

 Employees should be especially alert to conflicts of interest that may arise in their 
relations with: 

 
(1) Vendors that supply goods and services to UpTurnships; 
 
(2) Vendors from whom UpTurnships leases property, equipment, or real estate. 

 
b. Examples of Relationships That May Produce a Conflict 
 

A Vendor’s influence, or apparent influence, over an employee is most likely to result 
from either a personal or a financial relationship between the employee and the Vendor 
with whom the employee deals.  A Vendor’s influence or apparent influence over an 
employee also can result from offers made by the Vendor to finance trips, travel, 
seminars, educational materials, or the like, that may in fact benefit UpTurnships, but 
that also may be perceived as providing personal benefit to the employee or inappropriate 
benefit to UpTurnships. The following relationships commonly produce a conflict of 
interest: 
 

(1) An employee, or a family member of an employee, has an investment or 
ownership interest in the Vendor. 

 
(2) An employee, or a family member of an employee, has a compensation 

arrangement with the Vendor.  A compensation arrangement specifically 
includes any payment to an employee from a Vendor in return for service on 
an advisory board or advisory panel related to the Vendor’s business. 

 
(3) An employee, or a family member of an employee, is an officer, director, or 

employee of the Vendor and can exercise substantial influence over the 
actions of the Vendor. 

 
(4) An employee, or a family member of an employee, has received a gift or 

favor of more than nominal value (in excess of $25) from a Vendor or 
participant. 

 
(5) A Vendor or participant has paid for, or reimbursed an employee for, goods 

or services of more than a nominal value, even if those goods or services 
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assist the employee in carrying out his or her duties for UpTurnships, or 
lodging, meals, travel, or tuition in connection with a conference, travel 
scouting trip, or training seminar.  

 
3. Procedure When a Conflict of Interest Arises.  UpTurnships cannot guard against a 

Vendor’s improper influence over the actions of UpTurnships or an employee unless UpTurnships is aware 
of potential conflicts of interest. Therefore, any employee of UpTurnships who becomes aware that a conflict 
of interest may exist, regardless of whether the conflict involves the employee himself or herself, or another, 
must disclose to his or her direct supervisor that an employee’s relationship with a Vendor—including any 
of the relationships listed above—may exist that could produce a conflict of interest. The supervisor will 
assist in determining whether there is a conflict of interest, and if there is, will determine the course of 
action necessary to protect the interests of UpTurnships.  

 
4. Violations of the Conflicts of Interest Policy.  An employee who fails to disclose a 

relationship required to be disclosed under this policy is subject to discipline up to and including termination. 
Other employees who fail to make such disclosures also may be subject to discipline or termination.   
 
Open Door Policy 
 
UpTurnships believes that effective communication is essential to a productive working relationship. 
Therefore, employees are encouraged to bring questions, problems, or concerns to their manager. If an 
employee feels that the manager’s response does not appropriately address the questions or concerns, if 
the concerns or questions relate to the employee’s supervisor, or if the employee prefers not to address the 

issue with his or her manager for some other reason, the employee may bring his or her questions or 
concerns to a member of the Governance Committee, or the ED. 
 
Whistleblower and Anti-Retaliation Policy 

 
The lasting success and reputation of UpTurnships requires fair dealing and ethical conduct by its officers, 
directors, managers, employees, and volunteers.  In order to maintain the trust and confidence of the 
community and our stakeholders, UpTurnships intends to comply with all applicable laws and regulations 
and expects its directors, managers, officers, employees, and volunteers, to comply with the law and to 
refrain from any illegal, dishonest, or unethical conduct. 
 

1. Reporting Responsibility 
 
It is the responsibility of all officers, managers, directors, employees, and volunteers to comply with all 
applicable laws, regulations, and UpTurnships’ policies, and to report violations or suspected violations in 
accordance with this Whistleblower Policy. 

 
2. No Retaliation 

 
No officer, director, manager, employee, or volunteer who in good faith reports a violation of applicable laws 
and regulations or policies of UpTurnships shall be subject to harassment, retaliation, or other adverse 
consequences. Any officer, director, manager, employee, or volunteer who retaliates against someone who 
has reported a violation in good faith is subject to sanctions, up to and including the termination of the 
person’s relationship with UpTurnships.  This policy is intended to encourage and enable officers, directors, 
managers, employees, and volunteers to raise serious concerns within the organization prior to seeking 
resolution outside the organization. 

 
3. Reporting Violations 

 
UpTurnships suggests that officers, directors, managers, employees, and volunteers share their questions, 
concerns, suggestions, or complaints with someone who can address them properly.   
 
For employees, your supervisor is usually in the best position to address an area of concern.  However, if 
you are not comfortable speaking with your supervisor or with your supervisor’s response, you are 
encouraged to speak with anyone in management who you are comfortable approaching. Supervisors and 
managers are required to report suspected violations to the ED, who have specific and exclusive 
responsibility to investigate all reported violations.  
 
Management at UpTurnships should direct questions and report any suspected violations to the Chair of the 
Board or the ED. Volunteers should direct questions and report any suspected violations to their volunteer 
coordinator, to the director or to the ED. 
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UpTurnships will investigate reports received under this policy and will take any responsive action that it 
determines is appropriate. Reports made under this policy, and all related investigations, shall be kept 
confidential to the extent possible, consistent with UpTurnships’ need to conduct an adequate investigation. 
 
  



 

 11 

EMPLOYMENT 
 
At-Will Employment 
 
It is important to reiterate the employment-at-will principle discussed above. At-will employment means 
that either UpTurnships or the employee may terminate the employment relationship at any time for any 
reason.  Among other possible reasons for termination, violating any of the provisions outlined in this 
Handbook or other policies disseminated by UpTurnships to its employees may lead to discipline, up to and 
including immediate termination. 
 
Job Classifications for Wage and Hour / Benefit Purposes 
 
For payroll purposes, employees are classified as exempt or non-exempt under applicable wage and hour 
laws.  Exempt employees are paid on a salary basis and are excluded from overtime pay laws.  Non-exempt 
employees are generally paid on an hourly basis and are eligible for overtime pay for working over 40 hours 
in UpTurnships’ designated seven-day work week.  UpTurnships is committed to complying with all wage 
and hour laws and regulations with respect to exempt and non-exempt employees.  All UpTurnships policies, 
including the policies in this Handbook, will be interpreted, and administered consistent with the 
requirements of applicable wage and hour laws and regulations. In the event of any ambiguity or any 
inconsistency between this Handbook and applicable law, applicable law controls. If you have questions or 
concerns regarding your classification or any aspect of payroll administration, contact your supervisor or 
ED.  
 

In addition, for benefit eligibility and holiday/PTO time eligibility purposes, the following job categories are 
used: 
 

• Regular, Full-Time Employees – regularly work 35 or more hours per week.  

• Regular, Part-Time Employees - regularly work 34 or fewer hours per week.  

• Temporary, Contract, Full-Time or Part-Time Employees—employees hired for a short period of 
time for a specific project or someone who is on call to work at irregular intervals.   

• Volunteer – unpaid and not eligible for pay or benefits. 
 
All Regular, Full-Time employees are eligible to participate in UpTurnships’ benefit programs subject to all 
terms and conditions of the agreement between UpTurnships and the insurance carrier or other applicable 
terms. Coverage normally becomes effective the first day of the month following thirty (30) days of 
employment, as long as the employee completes the enrollment forms on a timely basis.  Part-time and 
temporary employees and volunteers are not benefit eligible except for any benefits required by law. 
 
Hours of Work  
 
UpTurnships’ designated seven-day work week is Sunday to Saturday.  In addition, UpTurnships’ business 
hours are Monday through Friday, 8:00 a.m. to 5:00 p.m., and employees are expected to be available 
during office hours unless otherwise approved by management (see Flexible Work Schedule Policy).  If you 
must be absent, notify your manager as far in advance as possible.  In the event of an emergency or sudden 
illness, please contact your manager immediately, but not later than your regularly scheduled start time.  

 
Whenever possible, UpTurnships will permit you to manage your work hours and your specific starting and 
ending time, provided that UpTurnships is able to meet its clients’ needs. You should discuss your work 
schedule with your manager to make sure departmental and UpTurnships requirements are being met. Your 
schedule may be changed at UpTurnships’ discretion to meet business needs. 
 
Paydays 
 
Paydays are set up on a bi-weekly schedule and fall every other Friday. If a payday falls on a holiday, 
paychecks will be distributed the day before the holiday. Each employee can view their paystubs online via 
the Zenople Portal (registration required).  
 
Attendance & Absence Notification Policy 
 
Regular and timely attendance is an essential requirement of every employee’s position. UpTurnships 
expects you to be punctual and to avoid excessive absenteeism from work.  If you are going to be absent 
or late, it is your responsibility to contact your supervisor as soon as possible (but not later than the 
scheduled start of your workday).  If you are absent for several days, you must notify your manager each 
day.  Excessive absences or tardiness may lead to discipline, up to and including dismissal. 
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If you are absent for more than three (3) consecutive workdays because of illness or injury, a statement 
from a physician may be required before returning to work.  In such instances, UpTurnships may request 
that you submit to an examination by a physician designated by UpTurnships, or as otherwise permitted 
under the law.   
 
If an employee is absent from work for three (3) consecutive business days without notifying his/her 
manager, the employee may be considered to have voluntarily resigned. The employee will be sent a written 
notice of employment status. 
 
Timekeeping 
 
All non-exempt employees are required to accurately record their time worked in UpTurnships’ time keeping 
system.  Time records must be approved by your manager at the end of the pay period.  It is mandatory 
for the timesheet to reflect all actual time worked, whether pre-approved or not.  Accurate recording of time 
worked is the responsibility of the employee.    Falsifying one’s own timecard or someone else’s and working 
“off the clock” are strictly prohibited and may result in immediate dismissal. 
 

Meals and Breaks 

 
There is no standard time frame allotted for a lunch period or breaks.  The time of day and amount of time 
taken is at your discretion, but meal and rest breaks should be taken during times that will not unduly 
impact UpTurnships’ business or the productivity of other employees.  Any meal period of at least 30 minutes 
by a non-exempt employee is unpaid, provided no work was performed during the meal break.  We do ask 
that you keep extended lunch periods (in excess of 1 hour) to a minimum and only on an as-needed basis. 
 

Overtime; Remote Work 
 
Non-exempt employees are entitled to overtime pay at the rate of one and a half times their regular rate of 
pay for all hours worked in excess of 40 hours in a work week.  Paid time off is not counted toward hours 
worked in determining overtime hours and pay. 
 
Non-exempt employees may not work overtime unless specifically authorized in advance by their manager.  
Exempt employees do not receive overtime pay.   
 
In addition, non-exempt employees are scheduled to work a pre-set schedule and they should not perform 
any work for UpTurnships outside of their normal pre-set scheduled hours without advance approval of a 
manager. This includes checking voicemail, e-mail, or any other work-related messages while outside 
scheduled hours without advance approval of a manager. 
 
An employee who works unauthorized overtime or remote hours may be subject to termination. 
 
Deductions From Pay – All Employees 
 
UpTurnships is required by law to make certain deductions from your pay. These deductions are itemized 
on the pay statement attached to your check or direct deposit receipt. Deductions required by law include 
Social Security, Income Tax, and any wage garnishments.  See the Account Specialist or the Executive 
Director if you have any questions regarding mandatory deductions.  
 
Other deductions may be authorized by you from time-to-time, e.g., insurance premiums, cafeteria plan 
contributions, etc. 
 
Deductions From Pay – Exempt Employees 
 
In keeping with wage and hour laws, UpTurnships intends to pay exempt employees their full salary (or 
salary, plus paid time off, to equal the amount of the full salary) for any work-week in which they perform 
work, regardless of the number of days or hours worked, subject only to deductions that are permitted by 
law.  While an exempt employee’s salary may be subject to review from time to time, the salary is generally 
not subject to deductions for variations in the quantity or quality of the work performed.  UpTurnships will 
not make a deduction from an exempt employee’s salary unless that deduction is permitted by applicable 
law. The law permits UpTurnships to make a deduction from an exempt employee’s salary in the following 
circumstances: 

• Full day absences for personal reasons. 
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• Full day absences for sickness or disability (which absence may otherwise be paid through any PTO 
or disability benefits available to the salaried employee, if any).   

• To offset amounts received as payment for jury and witness fees or military pay. 

• The first or last week of employment in the event the employee works less than a full week. 

UpTurnships will not make deductions from an exempt employee’s salary in any of the following 
circumstances, but may, when applicable, treat exempt employee time off as PTO time: 

• Partial day absences for personal reasons, sickness, or disability.   

UpTurnships will follow state, local and federal laws in regards to salary due to absences for jury duty, 
attendance as a witness, or temporary military leave in any week in which you have performed any work. 

 

Pay Corrections 

UpTurnships is committed to fully compensating its employees in accordance with applicable laws.  We strive 
to ensure that each employee’s paycheck is accurate, and that UpTurnships has not made any inappropriate 
deductions. We ask that you review your pay stub regularly to check your deductions, and other aspects of 
your pay, for accuracy. If you believe that an improper deduction has been made from your paycheck or 
believe you have not received all wages to which you are entitled, you should immediately notify immediate 
supervisor. UpTurnships will promptly review and investigate your claim and will reimburse you if it finds 
that you have been subjected to an improper and unlawful deduction or otherwise correct any failure to pay 
all earned wages. UpTurnships will not retaliate against any employee who has raised a concern about their 
pay.  
 
Wage Information  

Employees working for UpTurnships, or living in Minnesota have the right, under Minn. Stat. §181.172, to 

choose to disclose their own wages and to discuss another employee’s wages which have been voluntarily 
disclosed by that employee. In addition, regardless of location, employees who are not managers or 
supervisors also have these rights. An employee does not, however, have the right to disclose to a 
competitor of UpTurnships or to any other person any wage information regarding other employees of 
UpTurnships that he or she has learned in the course of performing job duties that involve access to 
confidential and private information about employees. 
 
UpTurnships shall not require an employee to agree to give up his or her wage disclosure rights as a condition 
of employment, to sign any document that purports to deny an employee his or her wage disclosure rights 
or take any retaliatory or other adverse employment action against an employee for exercising his or her 
wage disclosure rights.  
 
A copy of Minn. Stat. §181.172 can be obtained from their supervisor. §181.172 permits a civil cause of 
action for a violation of the statute and, in any such action, the court may, if found appropriate, order job 
reinstatement, back pay, restoration of lost service credit, and the expungement of adverse records. 

 
Performance and Salary Reviews 
 
Employees will typically receive a performance/salary review annually in or about November.  Employees 
have the opportunity to do a self-assessment and receive feedback from their manager(s) as part of the 
performance review process.  Performance reviews should be a collaborative process, which enables 
employees to grow and develop. 
 
Merit increases are based on a pay-for-performance system.  Any approved merit increases typically become 
effective in the following pay period.   
 
New Hires will generally receive an informal performance-only review after completing 6 months of 
employment. This review will be between the manager and the employee and be filed with the employee’s 
record. This provides the employee an opportunity to evaluate his/her interest in the job and provides 
UpTurnships the opportunity to evaluate the employee’s initial performance, qualifications, and suitability 
for continued employment with UpTurnships. It is to the supervisor’s discretion, with ED approval, to make 
any salary adjustments based on performance including but not limited to bonuses, partial merit increase, 
etc. After completing a minimum of 12 months of employment, employees will follow the official performance 
review cycle held in November of each year as stated above.  
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Either the employee or UpTurnships can end the employment relationship at will, at any time during and 
after the initial 90-day period, with or without cause or advance notice.     
 
Personnel Records 
 
You are responsible for promptly notifying your supervisor & payroll (ESSG) of any changes in certain 
personal, work-related information, such as your name, address, phone number, marital status, dependents, 
citizenship, income tax withholding, insurance beneficiaries, dependent insurance coverage, emergency 
contact, etc. Accurate and correct information is vital for benefits and insurance records and other 
UpTurnships files. If you leave UpTurnships and change your address, please contact your supervisor or ED 
in writing to ensure that future correspondence is sent to the correct address. 
 
In the state of Minnesota, employees have various legal rights and remedies related to the contents of their 
personnel files.  If you are employed in Minnesota, these rights extend to you and include:   
 

• The opportunity to review the contents of your personnel file, upon a good faith written request to 
management, once every six (6) months as an active employee and once each year after 
termination of your employment for as long as the record(s) are maintained, 

• The opportunity to receive a copy of the contents of your personnel file, upon written request to 
management and,  

• The opportunity for you to dispute information that is contained in your file and request that the 
information be removed.  If we do not agree with your request to have the information removed, 
you have the opportunity to include a statement of up to five (5) written pages in your file on your 

position. 
 
UpTurnships also has obligations associated with this law.  UpTurnships may not: 
 

• Use information from your personnel file that was intentionally omitted during your file review in a 
civil or administrative proceeding and, 

• Retaliate against you for exercising your rights with respect to your personnel file. 
 
The Minnesota Department of Labor and Industry enforces this law, Minnesota Statutes Section 181.960, et 
seq.  If it is determined that a company has not acted in good faith in complying with the provisions of this 
law, various remedies for violations and retaliation may be available to employees.  If you have any 
questions about this law or would like to request a review of your personnel file, please contact your 
supervisor or ED.  
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PROTECTION OF COMPANY BUSINESS INTERESTS 
 

UpTurnships Cyber Security Compliance Policy 
  

The Upturnships Inc. Cyber Security Policy applies to all employees, interns, contractors, and those using 
Upturnships Inc assets. Policies are the organizational mechanism used to manage the confidentiality, 
integrity, and availability issues associated with information assets. Information assets are defined as any 
information system (hardware or software), data, networks, and components owned or leased by 
Upturnships Inc. or its designated representatives. 
 
All employees, contractors, and other persons using or accessing Upturnships Inc. information or 
information systems must adhere to the following policies listed below. 
 
General Security 
 
All information systems within Upturnships Inc. are the property of Upturnships Inc. and will be used in 
compliance with Upturnships Inc. policy statements. Any personal information placed on Upturnships Inc. 
information system resources becomes the property of Upturnships Inc. Any attempt to circumvent 
Upturnships Inc. security policy statements and procedures (e.g., disconnecting or tunneling a protocol 
through a firewall) is strictly prohibited. Unauthorized use, destruction, modification, and/or distribution of 
Upturnships Inc. information or information systems is prohibited. All users will report any irregularities 
found in information or information systems to the IT team immediately upon detection. Use of any 
Upturnships Inc. information system or dissemination of information in a manner bringing disrepute, 

damage or ill will against Upturnships Inc is not authorized. 
 
System Security 
 
The sharing of passwords is prohibited. Any suspicious queries regarding passwords will be reported to the 
IT team. Passwords will be protected as Upturnships Inc. proprietary information. Writing them down is 
prohibited. Passwords will conform to the following criteria. 

• Passwords will be a minimum of eight characters. 
• Passwords must consist of at least one uppercase letter, one 
• lowercase letter and one number. 
•  

Accounts will be locked out after five failed password attempts in a 30-minute time period. Accounts can 
be reset by contacting the IT team or by waiting 30 minutes to initiate a reset on the account directly. All 
system passwords will be changed within 24 hours after a possible compromise. When users leave the 
organization, their accounts will be immediately disabled or deleted.  
 
If the user leaving the organization was a privileged user or a network administrator, all system 
passwords will be changed immediately. Disabling or interfering with virus protection software is 
prohibited. Users will not allow non-employees to use any Upturnships Inc. owned machine or device 
without authorization of the IT team.  
 
Security irregularities, incidents, emergencies and disasters related to Upturnships Inc. information or 
systems will be reported to the IT team immediately. Sabotage, destruction, misuse or unauthorized 
repairs are prohibited on Upturnships Inc. information systems. All data on information systems at 
Upturnships Inc. is classified as company proprietary information. Users will secure all printed material 
and other electronic media associated with their use of Upturnships Inc. information and information 
systems.  
 
Personal software will not be installed on any Upturnships Inc. owned machine. All email on the 
Upturnships Inc. information systems, including personal email, is the property of Upturnships Inc. 
Individual email accounts are intended to be used only by the person to whom they are assigned. Special 
arrangements can be made to share information between team members, such as between a producer 
and an account representative. In all other cases, no user is authorized to open or read the email of 
another without the express consent of senior management. Email is provided to the users of Upturnships 
Inc. primarily to enhance their ability to conduct Upturnships Inc. business.  
 
Terminated employees will have all email access immediately blocked. Users who leave the company will 
have all new emails automatically forwarded to their supervisor, or their designated representative, for 30 
days. The former employee’s supervisor is responsible for disseminating stored emails to the appropriate 
party. Thirty days after the date of termination, the former employee’s mailbox will be permanently 
removed from the system.  
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When sending email, users should verify all recipients to whom they are sending the message(s). System 
users will not execute programs of unknown origin, as they may contain malicious logic. The unauthorized 
development, transfer or execution for virus, hostile and malicious code is strictly prohibited. All users will 
report any suspicious occurrences to his/her supervisor or the IT team immediately. Viruses that are 
detected on a user’s workstation will be reported to the IT team immediately for action and resolution. 
Irregular behaviors of any software program will be reported to the IT team immediately. All company 
systems will be protected by a standard virus protection system. The user should follow good security 
practices including the following: 

• Password protect all personally owned devices 
• Do not leave personally owned devices unattended 
• The user agrees to report the following immediately: 
• If the device is lost or stolen 
• If the device has been attacked with malware, a virus, or any other 
• suspicious attack 
• Any other security concern with regard to company data 

 
Security of information and the tools that create, store, and distribute that information are vital to the 
long-term health of our organization. To further these objectives, Upturnships Inc. has established this 
Cyber Security Policy. 
 
All employees are expected to understand and follow the guidelines established by this policy. All 
employees will sign the Cyber Security Agreement Form upon hiring and install anti-virus software onto 
any electronic device.   

 
We encourage employees to take a proactive approach to cyber security. If and when you identify a 
potential problem, please report it promptly to your direct supervisor. If you have any uncertainty 
regarding the content of this policy, you are required to consult your supervisor. This should be done prior 
to completing this acknowledgment form. 
 
Work-Product Ownership  
 
As an employee of UpTurnships, all of the results and proceeds of your services and any written or other 
materials of any kind or nature, or any ideas, creations, concepts, inventions, designs, copyrightable 
materials and other works of authorship that you may create, in whole or in part, within the scope of your 
employment, together with any rights therein, will be exclusively owned by UpTurnships as works made for 
hire and, in addition thereto, you irrevocably assign to UpTurnships automatically, from their inception, any 
such rights without limitation or condition, without any right on your part to receive any additional or special 
consideration.  You shall not be required to assign to UpTurnships an invention for which no equipment, 
supplies, facility or trade secret information of UpTurnships was used, and which was developed entirely on 
your own time, and (1) which does not relate (a) directly to the business of UpTurnships or (b) to 
UpTurnships’ actual or demonstrable anticipated research or development, or (2) which does not result from 
any work performed by you for UpTurnships. 
 
Social Networking Policy 
 
UpTurnships views social media sites as powerful tools to strengthen our brand and to further your 
professional reputations.  Social media can take many different forms, including internet forums, blogs & 
microblogs, online profiles, wikis, podcasts, pictures and video, email, instant messaging, music-sharing, 
and voice over IP, to name just a few.  Examples of social media applications are LinkedIn, Facebook, 
Wikipedia, YouTube, Twitter, Yelp, Instagram, Yahoo groups, WordPress, ZoomInfo, etc.  
 
When you are participating in personal social media activities, you are representing yourself personally, but 
some may also see you as representing UpTurnships. It is not our intention to restrict your ability to have 
an online presence or to mandate what you can and cannot say in your personal life. We believe social 
media is a very valuable tool and continue to advocate the responsible involvement of all UpTurnships 
employees in this space. While we encourage this online collaboration, UpTurnships has established this 
policy and the following set of guidelines for appropriate online conduct and to avoid the misuse of this 
communication medium:  
 

• Abide by all applicable UpTurnships policies, including the confidentiality policy. 

• Maintain the confidentiality of UpTurnships’ trade secrets and private or confidential information.  
Trade secrets may include information related to the development of systems, processes, products, 
business development, know-how, and technology.  Do not post internal reports, internal policies, 
or other internal business-related confidential communications. 
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• Use privacy settings when appropriate.  Remember, the internet is immediate, and nothing 
posted is ever truly private nor does it expire.  

• If you see unfavorable opinions, negative comments, or criticism about UpTurnships that you 
believe UpTurnships may need to address, do not take it upon yourself to do so. Forward the 
information to your supervisor to be looked into and addressed by UpTurnships.  

• If you are posting to personal networking sites and are speaking about job-related content or about 
UpTurnships, identify yourself as a UpTurnships employee, including your title, and use a disclaimer 
and make it clear that these views are your personal views, not those of UpTurnships.  “The opinions 
expressed on this site are my own and do not necessarily represent the views of UpTurnships.” 
Alternatively, for Twitter bios, use a shortened version of the disclaimer: “These opinions are mine, 
not my employer’s.” 

• We encourage you to use a picture of yourself as your avatar.  It adds personalization to the 
account and shows people you are a real person.  This also prevents confusion about which is the 
“corporate” UpTurnships corporate account.  

• For Twitter accounts that are professional in nature, use the preapproved UpTurnships background 
graphic. 

• Many sites like Facebook and Twitter can blur the lines between business and personal.  Keep this 
in mind and make sure to be clear that personal posts are personal in nature.  

• Be respectful of others.  While you have the right to disagree with others, this can be done in a 
respectful tone.  In addition, in deciding how to express disagreement, remember that online 
postings are public and can be spread more quickly than in-person comments. 

• Do not post malicious or defamatory personal attacks.  

• When posting to UpTurnships’ maintained social media sites, be knowledgeable, interesting, honest 

and add value.  UpTurnships’ outstanding reputation and brand is a direct result of our employees 
and their commitment.  

• Do not infringe on copyrights or trademarks.  Also, do not plagiarize.  Remember to cite your source 
for information if the information is not your original thinking. 

• Be aware that you are not anonymous when you make online comments.  Information on your 
networking profiles is published in a very public place.  Even if you post anonymously or under a 
pseudonym, your identity may still be revealed.  

• If contacted by the media for questions pertaining to UpTurnships as an entity or to its operations, 
refer them to the Director of Institutional Partnerships and Communications for an official comment 
by UpTurnships. 

• Users who violate this policy may be subject to discipline, up to and including dismissal.  If you 
have any questions about this policy or a specific posting on the web, please contact your 
supervisor. 
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OTHER RELEVANT INFORMATION 

 
Job Openings / Promotions 
 
UpTurnships endorses promotions from within and encourages employees to explore opportunities for 
advancement.  One means of providing for advancement is the job posting procedure.  As a position becomes 
available, it may be posted internally so that interested employees are aware of the opening and may 
respond if qualified.  Though we encourage all eligible employees to apply for internal, open positions, please 
keep in mind that promotional decisions may be based upon a variety of factors such as individual 
performance, qualifications, and length of service.  In order to apply for a position that has been posted 
internally, the following requirements must be met: (1) An employee must have been employed in his/her 
current position for at least six (6) months; and (2) an employee must not have received any disciplinary 
action during the last six (6) months or have been on a Performance Plan.  To be considered for an open 
position, applications must go through your manager. UpTurnships has the right to limit internal applications 
from certain positions based on business needs. Any questions about job postings should be directed to your 
manager.  
 
Solicitation and Posting Policy 
 
UpTurnships recognizes the need to designate appropriate places and times for solicitation and postings. In 
order to offer non-UpTurnships product purchases, we recognize it is on a voluntary basis with no pressure 
or requirement. Also, proper employee communications may be posted on an employee bulletin board or in 

the appropriate online forum.  Please see your supervisor if you have questions on whether a communication 
is proper for posting. Solicitation of UpTurnships employees by third parties on UpTurnships’ premises or 
using UpTurnships’ email or computer networks is not permitted, except for officially sponsored 
UpTurnships. 
 
Security 
 
It is the responsibility of everyone to help maintain a safe and secure workplace environment to protect 
you, your co-workers, personal belongings, company property and visitors. UpTurnships will follow the 
building and company policies of the institution or companies UpTurnships occupies for work or 
programming.  
 
If you have been loaned UpTurnships or building property such as a key fob or keys, a laptop computer, 
cellular phone, etc., be sure to take appropriate precautions to protect these items from damage and theft 
while on or off Company premises.  UpTurnships will not be held responsible for lost or stolen personal 
belongings. 

 
Safety 
 
Safety is a joint effort at UpTurnships. UpTurnships strives to provide a clean, hazard-free, healthy, safe 
environment in which to work and is committed to complying with all relevant federal, state, and local 
occupational health and safety laws. 
 
As an employee, you have a duty to comply with the safety rules of UpTurnships, and you are expected to 
take an active part in maintaining a safe and hazard-free environment.  You should observe all posted safety 
rules, adhere to all safety instructions provided by your supervisor, and use safety equipment where 
required.  Your workspace should be kept neat, clean, and orderly.   
 
You are required to report any accidents – including any breaches of safety – and to promptly report any 
potential hazard or unsafe equipment, working condition, process, or procedure immediately to a supervisor.  
Every incident must be reported on the day of incident. 
 
In addition, if you are injured in the course of your work for UpTurnships, you may be eligible for workers 
compensation benefits.  You should report any such work-related injury to your supervisor so that 
UpTurnships can notify its workers compensation carrier of the incident. 

 
Emergency Procedures and Weather-Related Office Closures  
 
UpTurnships will follow the emergency procedures of the building and company policies of the institution or 
companies UpTurnships occupies for work or programming.  
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UpTurnships does not formally close the office in the event of inclement weather (e.g. snow or blizzard). 
Given the broad geographic range in which our employees work, UpTurnships feels it is better for individual 
employees to make the call as to the safety of their commute.  All employees have the ability to work 
remotely, and employees are expected to plan ahead as needed to enable this (e.g. bring a laptop home 
when significant snow is expected). If an employee elects to work from home due to weather conditions, he 
or she should notify colleagues and supervisors as early as possible.  If working remotely during weather-
related situations is not possible (e.g. if school closures mean children are at home and in need of parenting), 
employees should discuss alternate plans with their manager. 
 
Dress Code 
 
UpTurnships’ dress code is business casual, (no workout clothing or yoga pants) Monday through Friday.  
This code is intended to provide convenience and flexibility to all employees.  Employees’ attire should at 
all times be appropriate, however, to a business office environment and consistent with reflecting a 
professional image to UpTurnships clients, business partners, and the other communities with whom 
UpTurnships interacts. 
 
Gift Policy 
 
All UpTurnships employees are expected to conduct themselves appropriately with respect to gifting.  
Specifically: 
 

• External Gifts – Giving gifts to business contacts is appropriate in some cases provided the gifts 

are of modest value and are sent as a token of appreciation from the entire organization.  In no 
case should gifts be given as an expectation or a solicitation of future business from clients.  All 
gifts should be discussed with and pre-approved by your manager.   

 
• Internal Gifts – The following are permissible:  acceptance of nominal gifts in keeping with special 

occasions, such as marriage, retirement, illness, or birthdays; food and refreshments in the 
ordinary course of business meetings; receipt of unsolicited advertising or promotional materials, 
e.g., pens, note pads, calendars, etc.  However, participation in such activities, including 
contributions for even nominal gifts, should be wholly voluntary on the part of each employee.  
Managers must avoid placing themselves in a position which could interfere with, or create the 
impression of interfering with, the objective evaluation and coaching of their team members.  No 
manager shall accept gifts from team members other than those of nominal value for special 
occasions. 

 
Travel Policy 
 
This policy provides guidance to UpTurnships employees regarding travel expenditures; the goal of the policy 
is to minimize costs to the organization, meet all necessary business objectives, and provide convenience 
and safety for employees.  This policy has been developed to reflect the basic trust in the integrity of our 
employees.  
 
Travelers are required to submit their own travel reports even if traveling with other UpTurnships employees.  
Expense reports must be submitted no later than on the 6th day of the preceding month from incurred 
expenses. 
.   
 
The following is a list of expenses that will normally be considered for reimbursement, along with some 
procedures that must be followed: 
 

• Mileage.  Employees will be reimbursed for the personal use of their car at the current IRS 
published rate and for parking and tolls.  As always, employees must comply with all motor vehicle 
laws and regulations when using a car on Company business. In addition, drivers must carry 
appropriate insurance.  Reimbursement for the use of a personal car cannot exceed the lowest 
alternate method of transportation, and reimbursement should be measured based on the most 
direct route.  Personal automobile insurance and normal commuting expenses are not 
reimbursable. Reimbursement is provided for business-related mileage in excess of normal 
commuting mileage.  Total mileage reimbursement is authorized when travel requires an overnight 
stay. 

 
• Business Meals.  The most senior-level person hosting a business meal with employees and/or 

customers is required to charge the expense. When submitting for reimbursement of a business 
meal, please include the receipt and information as to attendees and purpose of the meal. 
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The following expenses will NOT be reimbursed as part of business travel:  

• Alcoholic beverages, except with management approval for donor or other UpTurnships purpose 

• Loss of personal funds and property  

• Parking tickets or traffic violations  

 
Expense Reporting 
 
Report any business expenses by submitting an Expense Report; the template can be found on the shared 
drive.  Expense Reports must be signed by the employee and approved by his or her manager, then given 
or emailed to your supervisor.   
 
Original itemized receipts are required for all reimbursements.  If receipts are lost or misplaced, please 
complete a form found on UpTurnships shared drive to submit for reimbursement.  (Excessive use of this 
form will be frowned upon…) 
 
Expense reports are due on the 6th day of the preceding month from incurred expenses. 
 
And just to state the obvious, when combining personal travel with business travel, reimbursement is limited 
to the expense that would have been incurred for business travel.   
 
Reference Checks 
 
All references in any form, including online through sites such as LinkedIn.com or otherwise, must be 

given by or approved by your supervisor.  All inquiries regarding a current or former employee’s position, 
duties or compensation with UpTurnships must be forwarded to and handled by the ED only. 
 
Termination of Employment 
 
Either you or UpTurnships may terminate employment at any time for any reason. UpTurnships may 
terminate an employee’s employment because of changes in UpTurnships’ business needs, when the 
employee’s performance or conduct does not satisfy UpTurnships’ requirements, or for other reasons 
determined by UpTurnships. 
 
Should you decide to leave your employment with us, we ask, as a courtesy, that you provide UpTurnships 
with at least a two-week advance notice.  Your thoughtfulness is appreciated and will be taken into 
consideration should you ever reapply for employment with UpTurnships. 
 
Employees who are rehired following a break in service (other than an approved leave of absence) are 
considered new employees from the effective date of their re-employment for all purposes, including for 
purposes of benefit eligibility. 
 
Return of Property  
 
On or before their last day of employment, regardless of the reason an employee’s employment ends, an 
employee must promptly turn over to UpTurnships in good condition all property of UpTurnships in the 
employee’s possession or control, including but not limited to all originals, copies of, or electronically stored 
documents or other materials containing confidential information, regardless of who prepared them and all 
UpTurnships technology or account passwords. In the case of electronically stored information retained by 
the employee outside of UpTurnships’ electronic systems, the employee must promptly add everything to 
an UpTurnships online cloud storage. 
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HOLIDAY, PTO AND LEAVE POLICIES 
 

 
Holidays 
 
UpTurnships will make available a schedule of observed holidays at the beginning of each calendar year.  
Generally, holidays falling on a Saturday will be observed on the preceding Friday and holidays falling on a 
Sunday will be observed on the following Monday.   
 
Generally, UpTurnships provides eleven paid holidays to each Regular, Full-Time employee.  Typical holidays 
include: New Year’s Day, Martin Luther King, Jr Day, Memorial Day, Juneteenth, Independence Day, Labor 
Day, Thanksgiving Day, the Day after Thanksgiving, Christmas Eve, and Christmas Day, and New Year’s 
Eve.  For non-exempt employees, holiday hours are counted by UpTurnships as hours worked for purposes 
of overtime calculations.   

If an exempt employee works on a holiday, an alternative day off will be allowed in lieu of taking the holiday.  
If a non-exempt employee works on a holiday, he or she will be paid at the applicable overtime rate.  If, for 
religious or cultural reasons, you wish to take an alternative day off in lieu of a Company-designated holiday, 
you may either take the day off as part of your PTO, or you can arrange other accommodations, in advance, 
with your manager.  Part-time employees do not receive holiday pay. 
 
Paid Time Off (“PTO”)  
 
UpTurnships provides eligible employees with Paid Time Off (“PTO”) each year.  PTO is an earned benefit 
provided to Regular, Full-Time employees in recognition of their service to UpTurnships and to encourage 
employees to take time away from their jobs to relax or attend to personal matters.  PTO may be used at 

your discretion for vacation, illness, snow days, appointments, personal or family issues, funerals, or general 
leisure. 
  
PTO is awarded evenly over twenty-six pay periods throughout the calendar year (January - December 
annually). The award level for PTO depends on your length of service. PTO may be taken in increments as 
small as one hour for nonexempt employees. Exempt employees must record PTO in four-hour 
increments. When the use of PTO is foreseeable (i.e. vacation), advance notice to your supervisor is 
required. Up to 40 hours of PTO can be carried forward into the following benefit plan year. Some 
exceptions apply. Employees are not eligible to be paid out for any accrued PTO until they reach six 
months of full-time employment for any reason or if used within last two weeks of employment 
(exceptions subject to approval by supervisor). After six months of employment, full-time employees 
qualify for one week of PTO being paid out upon separation of employment. After twelve months of full-
time employment, full-time employees qualify to be paid out in full upon separation of employment.  
 
Please note: You will have until December 31st to use your accrued PTO time. Anything above 
40 hours on December 31st at 11:59pm will be removed from your PTO balance. Years of 
Service 
 

Years of Service Awarded per pay period  Annual PTO Award  Maximum Carry-over to 
Next Plan Year  

0-1 Years of Service  6.15 hours  20 days (160 hours)  5 days  
(40 hours)  

2-5 Years of Service  7.69 hours  25 days (200 hours)  5 days  
(40 hours)  

6-9 Years of Service  9.23 hours  30 days (240 hours)  5 days  
(40 hours)  

10+ Years of Service  10.77 hours  35 days  
(280 hours)  

5 days  
(40 hours)  

 
Employees are encouraged to use all accrued PTO within the calendar year. Any exceptions to the earned 
PTO must be approved by your supervisor, at the earliest ability to notify your supervisor. If an employee 
needs PTO that has not been accrued, employees may request to take up to 24 hours of PTO to their 
supervisor.  As the employee accrues PTO, his or her accrual will be reduced by the amount of PTO hours 
advanced until the PTO loan is repaid in full.   
 
Employees do not accrue PTO while on any unpaid leave of absence, or two-weeks of PTO during a pay 
period, or when using only short-disability during a pay period.   
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Time Off Requests 
 
Time off must be scheduled and approved in advance by your manager, except in cases of unforeseeable 
illness or unforeseeable emergencies, in which case you must give notice as soon as possible. Requests for 
scheduled PTO must be submitted at least two weeks in advance.  An employee should provide reasonable 
prior notice and make reasonable efforts to schedule any partial days off for a time early or late in the day 
or over the lunch break so as not to unduly disrupt UpTurnships business operations. 
 
UpTurnships will make reasonable efforts to accommodate your time off request, but in some cases, 
UpTurnships may not allow you to take the PTO/time off on the date(s) you request. Your manager will work 
with you to resolve any conflicts in PTO/time off requests based upon business priorities. 

 
In the event you require an extended absence, you should notify your manager to determine whether 

additional unpaid leave may be available to you. 

 
Leave Programs 
 
To apply for any leave offered by UpTurnships, begin by contacting your manager. If you apply for a leave, 
you will be asked to state why you want the leave, when you want the leave to begin and end.  UpTurnships 
will inform you what type and duration of leave, if any, has been approved and will also tell you what 
requirements, such as certification of a health condition, you must fulfill. 
 
All leaves are granted for a specific period of time. If you foresee being unable or unwilling to return to work 
at the end of the leave period, you should apply for any other leave for which you are eligible, including an 
extension of the current leave.  If you do not return to work at the end of an approved leave period including 
any extensions, your employment will be terminated as of the date the leave ends. 
 
Some forms of leaves or other time off are governed by various federal and state laws.  If you have a need 
for time off that is in addition to or is not covered under the provisions of this Handbook, contact your 
supervisor to determine whether any other type of leave is available. 
 
Parenting Leave 
Parenting Leave is available to employees for up to twelve (12) weeks of leave is available as follows: 
 

• An eligible biological or adoptive parent may take such leave for the birth or adoption of a child; 
and 

• An eligible female employee may take such leave for prenatal care or incapacity due to pregnancy, 
childbirth, or related health conditions. 

 
UpTurnships allows the use of PTO to all new parents upon the birth or adoption of a child and up to twelve 
(12) additional weeks of unpaid leave to all new parents upon the birth or adoption of a child. The PTO leave 
must be taken full time and will run concurrently with any unpaid leave.  (In other words, an employee 
cannot take 2 weeks paid leave and then take 12 weeks unpaid; an employee can only take 2 weeks paid 
and 10 weeks unpaid leave, with the two types of leave running concurrently.)  All standard payroll 
deductions will be made during the paid parental leave (e.g. taxes, benefits), and all other requirements 
and restrictions referenced below will be observed. 
 
An employee requesting parental leave must give UpTurnships at least thirty (30) days advance notice of 
the start and end dates of the requested leave unless such notice is not possible due to legitimate 
unanticipated factors in which case as much notice as is possible should be given.  For a leave for the birth 

or adoption of a child, the leave must begin within either 12 months of the birth or adoption or, if the child 
must remain in the hospital longer than the mother, within 12 months of the child leaving the hospital. 
 
Insurance benefits will continue during the leave, but the employee must pay his or her portion of the 
premiums during the leave and will be required to reimburse UpTurnships for premiums paid by UpTurnships 
during the leave if the employee does not return to work following the leave. 
 
In addition, any employee who preparing for unpaid parental leave may carry over additional PTO during 
the end of year. This additional PTO over the allowed 40 hours can only be used for the unpaid parental 
leave. 
 
Following leave under this policy, an employee will be reinstated to his or her same job or one with 
comparable duties, hours, and pay. 
 



 

 23 

If UpTurnships experiences a layoff during an employee’s leave, and the employee would have lost his or 
her position had the employee not been on leave, the employee is not entitled to reinstatement. If an 
employee on leave is laid off, the employee retains all rights under the layoff and recall system as if the 
employee had not taken leave.   
 

If UpTurnships, in its discretion, consents, an employee may return to work part-time during the unpaid 

portion of the parental leave. 

 
Leave to Care for Sick or Injured Family Members 
An employee who has worked for UpTurnships for at least six (6) months may use his or her 
accrued/available PTO to care for the employee’s sick or injured child, stepchild, foster child, adopted child, 
adult child, spouse, sibling, parent, parent-in-law, stepparent, grandparent, or grandchild (including a 
biological, step, foster, or adopted grandchild) for reasonable times as the employee’s attendance may be 
necessary. Upon exhausting all available PTO, the employee may request up to two weeks of unpaid 
voluntary time off (VTO) exclusively to be used for care of a sick family member as detailed above.  Please 
consult your supervisor to request extended caregiver VTO; this is meant to support employees in caring 
for a family member experiencing a serious health condition.  Documentation of the need may be required, 
and the extended VTO is granted at the discretion of UpTurnships management.  

Medical Leave 
If an employee must be away from his/her job for an extended period for medical reasons and the absence 
is not covered by one of UpTurnships’ other leave policies, the employee may request a medical leave of 
absence by contacting their supervisor.  When the need for medical leave is foreseeable, employees must 
request leave at least thirty (30) days in advance of the proposed start date of the requested leave.  When 
thirty (30) days’ notice is not possible, the employee must provide notification of leave to UpTurnships as 
soon as practicable under the circumstances.  
 

UpTurnships will determine whether to grant a medical leave and the length of any such leave based on its 
operational needs, other relevant factors, and any applicable laws. UpTurnships also reserves the right to 
grant up to two weeks additional VTO if warranted under the circumstances. An employee requesting medical 
leave may be required to provide medical provider information to UpTurnships supporting the need for the 
leave, certifying the employee’s ability to return to work at the conclusion of leave, and addressing the 
employee’s work abilities and any accommodations, if any, an employee may be requesting of UpTurnships 
in connection with returning to work. 
 
During any medical leave granted by UpTurnships, an employee must use any accrued paid time off benefits 
if available, including but not limited to: PTO, worker’s compensation benefits, and/or disability insurance 
benefits – except that PTO does not have to be used during a workers’ compensation leave.  Apart from the 
use of any such paid benefits, an approved medical leave will be unpaid.  In addition, during any approved 
medical leave of absence, an employee will not accrue additional PTO time.  
 
During any medical leave, an employee may continue health coverage under any UpTurnships group health 
plan on the same terms as if the employee had continued to work.  Employees who normally pay a share of 
the premiums for such coverage must continue, while on leave, make the same contributions as active 
employees.  Employees should contact their supervisor to make arrangements to continue to pay their share 
of premiums during medical leave.  In some instances, a medical leave may trigger COBRA continuation 
coverage and an employee may be obligated to pay a COBRA premium to maintain insurance.  While on a 
medical leave, an employee must continue to pay the employee’s contributions or loan payments for any 
applicable benefits which would otherwise be automatically deducted from the employee’s wages (e.g., 
supplemental life insurance and 401(k) loans). Employees should contact your supervisor for details 
regarding employee contributions and/or loan payments.  If an employee does not, for reasons within his 
or her control, return to UpTurnships from a medical leave and work at least thirty (30) calendar days after 
the end of leave, UpTurnships has the right to seek reimbursement for its share of health plan premiums 
that it paid during any unpaid portion of the leave. 
 
Prior to the end of any approved leave, an employee must provide UpTurnships an update on the employee’s 
ability and plans to return to work and, if able to return, a medical provider’s note certifying the ability to 
return and identifying any accommodations, if any, the employee is requesting to enable his/her return to 
work.  Upon the conclusion of a leave, UpTurnships will, to the extent possible, seek to restore an employee 
to his/her same or a comparable position with comparable pay, benefits, and other employment terms and, 
where this is not found to be possible, UpTurnships will assess whether it has alternative positions open for 
which the employee is qualified.  If, however, an event occurs during an employee’s medical leave that 
would have resulted in the employee’s employment being terminated or altered had he/ she not been on 
leave (e.g., a reduction in force, elimination of a position), the employment of that employee will terminate 
or be altered at the same time as if the employee had not been on leave. 
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Bereavement Leave 
 
Full-time employees who have worked 90 consecutive days are eligible to receive up to three (3) days of 
paid leave when a member of their immediate family dies. Immediate family is defined as the employee’s 
or his/her spouse’s parents, grandparents, siblings, children, as well as the employee’s spouse or significant 
other.  You may request up to three (3) days off subject to approval by your manager.  Time off for 
attendance at funerals, other than immediate family, will be granted with your manager’s approval.  Part-
time employees may also request time-off in order to attend funerals of family members subject to approval 
by their manager. This bereavement leave will not count towards your PTO and can be used once per year. 
Any additional bereavement request is subject to approval by their manager and the ED. 
 
Jury/Witness Duty 
 
If you are required to serve on a jury, please let your manager know as soon as possible.  UpTurnships will 
pay non-exempt employees half of their regularly scheduled pay for up to four (4) weeks if serving on jury 
duty or as a witness. If you are excused from jury duty one hour or more before the end of the normal 
workday, you are expected to return to work.  You are also expected to report to work on any regular 
workday when your services as a juror are not required.  Exempt employees will be paid in accordance with 
applicable law.   
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BENEFITS 

 
Benefit Eligibility 
 
All Regular, Full-Time employees are eligible to participate in UpTurnships’ benefit programs subject to all 
terms and conditions of the agreement between UpTurnships and the insurance carrier or other applicable 
terms.  Other categories of employees and volunteers are not benefit eligible other than for benefits required 
by law, such as workers’ compensation insurance. 
 
Available Benefits  
 
Employee benefits that may be offered by UpTurnships are a significant and important part of an employee’s 
overall compensation package.  Currently, the benefits offered by UpTurnships include: 
 

• Health insurance 
• Dental insurance 
• Vision Insurance 
• Short-term and long-term disability insurance 
• Life insurance 
• Flexible spending plan, if applicable 
• Health Savings Account, if applicable 
• 401k plan  
• EAP (Employee Assistance Plan) 

• PTO/paid holidays 
 
In some instances, the cost of certain benefits may be shared by UpTurnships and the employee.  In such 
cases, an employee’s portion of the costs is generally deducted from their paychecks as authorized by 
employees. 
 
While UpTurnships strives to provide competitive benefits, it cannot provide an assurance as to the adoption 
or continuance of any particular employee benefit plan or program, and the employee’s eligibility to 
participate and/or the terms of benefit participation shall be subject to the terms of the applicable benefit 
plan documents and applicable law.  No representation is given that any particular type of employee benefit 
plan or program will be established or maintained or that any particular employee will be eligible to 
participate in UpTurnships’ plans.   
 
Some of UpTurnships’ benefit plans provide that an employee may not participate until the employee has 
completed a certain period of employment.  If an employee does not enroll in the benefit plan after first 
becoming eligible to participate following any such waiting period, an employee may be unable to enroll in 
the plan until UpTurnships has an open enrollment or special enrollment period for the benefit plan.   
 
When employees begin employment or become eligible to participate in certain benefit plans, they will 
receive more detailed information regarding the benefit plans offered to employees.   
 

 

 

 

 

 

 

 

 

 


