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Introduction:  Welcome from the Executive Director 

 
Dear Colleague: 

Thank you for being a part of HOWARD ECOWORKS, INC. (hereafter “EcoWorks”).  We pride ourselves in 
having the most qualified people available.  You can help us to build on our current strengths while 
expanding your contributions to EcoWorks’ success.  It is my pleasure to welcome you.   

You are a valued team member at EcoWorks.  Open communication, employee involvement and personal 
growth are encouraged.   Your clear understanding of the expectations and standards of employment 
between you and EcoWorks contributes to a successful work environment.   

This Employment Handbook (hereafter “handbook”) provides you with general information about 
management’s expectations and standards of this workplace, along with a general summary of the 
benefits of employment at EcoWorks.  We care about you, EcoWorks, and having a great workplace.   

We are excited to have you support our customers while upholding our core values and working within 
the policies and procedures outlined in this handbook.  This is vitally important to EcoWorks. 

As EcoWorks continues to grow, we hope that these principles will help you.  

Welcome to EcoWorks!  Let’s do great things together! 

Sincerely, 

 

Lori Lilly, Executive Director 
Howard EcoWorks, Inc.   
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SECTION 1: EMPLOYMENT AT WILL AND LEGAL DISCLAIMERS 

This handbook highlights our guiding beliefs and principles and outlines the basic policies, practices, and 
procedures of EcoWorks.  It contains general policy statements, not the details of each policy.   

As referenced above, the handbook is for informational purposes only and does not create an 
employment agreement or an express or implied contract or promise that the policies discussed in it will 
be applied in all cases.  This handbook is intended to provide guidelines for you, and it should not be confused 
with an employment agreement.   

EcoWorks will try to keep the handbook current but there may be times when policies will change before 
this material can be revised.  This handbook is not intended to alter the "employment-at-will" 
relationship in any way.  

Some things you must understand: 

At its option, EcoWorks may (and reserves the right to) change, delete, suspend, or discontinue any of the 
handbook’s policies, at any time and without prior notice, as business circumstances, employment laws, 
and economic conditions dictate.  Any such action shall apply to existing as well as to future employees. 

No one other than the Executive Director may alter or modify any of the policies in this handbook.  Any 
alteration or modification of the policies in this handbook must be in writing.  No statement or promise 
by a supervisor or Executive, past or present, should be considered a change in policy, nor will it constitute 
an agreement with you. 

This handbook applies to all employees of EcoWorks and replaces (supersedes) any and all other or 
previous EcoWorks handbooks or EcoWorks policies whether written or oral.  You should review the 
handbook and its provisions, which are effective immediately.  You are expected to know and comply with 
these handbook provisions and to sign the acknowledgement of receipt found at the end of this handbook.   

Should any portion of this handbook be found unenforceable and deemed invalid then such finding shall 
not invalidate the entire handbook, but only that provision.  The remaining sections and those unaffected 
sections shall nevertheless remain valid and shall be construed as if this handbook had been executed 
without such invalid or unenforceable sections or provisions. 

This handbook does not constitute an employment or legally binding contract and is subject to change at 
any time.  Either you or EcoWorks can terminate the employment relationship at any time, with or without 
cause, with or without notice.  Employment with EcoWorks is “at-will” and nothing in this handbook will 
alter that status.  “At-will” means that employment may be terminated by you or EcoWorks at any time, 
with or without reason, with or without cause, with or without notice. 
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SECTION 2: ABOUT ECOWORKS 
About Us  

EcoWorks was incorporated in 2016 and fully operational on 7/1/2017. EcoWorks’ flagship program, 
READY (Restoring the Environment and Developing Youth) program, was formerly administered by the 
Alliance for the Chesapeake Bay. READY was started in 2012 through the advocacy of People Acting 
Together in Howard (PATH) whose members wanted jobs for youth and stormwater management to be 
priorities of the County. Lori Lilly, EcoWorks founder and first Executive Director, joined the READY 
program in 2014 as Operations Manager. She worked with initial founding Board Members to create a 
local home for the READY program along with other workforce development and environmental 
initiatives that were deemed to be critical to making Howard County a better place.   
 
While READY has continued to grow and improve, the organization has expanded its impact to include a 
number of programs including UpLift, Seeds of Change, Tree HoCo, and more.  From fledgling 
beginnings, EcoWorks now leads the region as a model for social and environmental change to support 
resilient communities. 

Mission Statement 

EcoWorks empowers communities and diverse workforces to respect and restore our natural systems for 
future generations. 

Values 

• Safety 
• Productivity 
• Integrity 
• Craftsmanship 
• Education 
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SECTION 3:  COMMITMENT TO ETHICS IN THE WORKPLACE 

EcoWorks is committed to doing things right and doing the right thing.  We believe in an ethical work 
environment where you and our partners are valued in the work that we do.  “Ethics” can mean different 
things to different people.  In this section, we clarify what we mean by an “ethical workplace” and we 
expect you to understand and apply our commitment – this is how we do business.   

Code of Ethics 

Our reputation for integrity is our most valuable asset and is directly related to your conduct. Our work is 
conducted in observance of both the letter and spirit of all applicable laws, and your integrity is of utmost 
importance. 

Even our personal lives and choices can have an impact on our work.  You should conduct your personal 
affairs in a way that ensures that your duties and responsibilities to EcoWorks are not jeopardized and 
that legal questions do not arise with respect to your affiliation or employment with EcoWorks.  You must 
never use your position with EcoWorks or any of our customers for private gain to advance personal 
interests or to obtain favors or benefits for yourself, members of your families or any other individuals, 
corporations, or business entities. 
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IMPORTANT NOTE FROM OUR EXECUTIVE DIRECTOR 

We strive for excellence in all we do – it’s what our customers have told us they expect from us 
and what they admire about our organization.  And that excellence also reflects a high ethical 
standard. Our values include respect – for each other and for our customers – and honesty in 

how we conduct business. 

The rest of the policies in this section are intended to provide a common set of expectations 
about ethical behavior at EcoWorks.  Please let me know if you have any questions. 

Conflicts of Interest 

An actual or potential conflict of interest occurs when you are in a position to influence a decision that 
may result in a personal gain for yourself or for a relative as a result of EcoWorks’ business dealings.  

You should conduct yourself to ensure that there are not actual or potential conflicts of interest. You 
should not reap unusual gains through our business dealings.  Unusual gain refers to bribes, product 
bonuses, special fringe benefits, unusual price breaks, and other windfalls designed to ultimately benefit 
an outside firm, you or both. No "presumption of guilt" is created by the mere existence of a relationship 
with outside firms.  

Other examples of conflicts of interest include making use of confidential information obtained from 
EcoWorks for your own benefit, or for the benefit of a relative, business associate, or other organization; 
or taking advantage of an opportunity, or enabling a relative, business associate or other organization to 
take advantage of an opportunity, which they have reason to believe would be of interest to EcoWorks. 

If you have any influence on transactions involving customers, purchases, contracts, or leases, you must 
immediately disclose to your supervisor the existence of any actual or potential conflict of interest so that 
safeguards can be established to protect all parties. Please feel free to discuss any concerns that you may 
have with your supervisor or the Executive Director. 

Reporting Potential Conflicts 

An interested party is under a continuing obligation to disclose any actual or potential conflict of interest 
as soon as it is known, or reasonably should be known. 

An interested party shall complete a questionnaire, provided by the Executive Director, to fully and 
completely disclose the material facts about any actual or potential conflicts of interest. The disclosure 
statement shall be completed upon his/her association with the organization, and shall be updated 
annually thereafter.  An additional disclosure statement shall be filed at such time as an actual or 
potential conflict arises. 

Outside Employment and Self-Employment 

You may hold outside jobs (or have your own business) as long as you meet the performance standards 
of your job, and as long as the employment (or self-employment) does not create a conflict of interest 
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with EcoWorks.  Your outside employment activity must not compete with current or future EcoWorks 
projects.   

Please note the following requirements for outside employment: 

 You may not conduct outside employment activities during work hours.  
 You may not solicit customers of EcoWorks for future employment opportunities or for self-

employment opportunities.   
 When you perform services outside of EcoWorks, you must make it clear that you are not 

providing the services on behalf of EcoWorks.   
 You must report all self-employment and outside employment to the Executive Director. If 

EcoWorks determines that your outside work interferes with performance or the ability to meet 
the requirements of your job with EcoWorks or creates a conflict of interest, you may be asked to 
terminate the outside employment if you wish to remain with EcoWorks. 

Outside employment that constitutes a conflict of interest is prohibited.  A conflict of interest is any 
activity, including any employment, business, social and/or other activity, whether or not pursued for 
monetary advantage, that is, may be, or appears to be in direct or indirect conflict with EcoWorks’ 
interests or that might place you in a conflicting position to that of EcoWorks. You should understand that 
EcoWorks expects that there is a duty of loyalty of time and effort inherent in this relationship.   

Examples of outside employment or activities that constitute a conflict of interest include, but are not 
limited to: 

 Any activity that can be or is harmful to EcoWorks’ reputation, business relationships, or potential 
business relationships. 

 Performing services for an organization that is in direct competition with EcoWorks. 
 Running or helping another organization that provides the same services or products that 

EcoWorks offers. 
 Accepting any income or material gain from individuals outside EcoWorks for materials produced 

or services rendered while performing your job. 

Whistleblower Policy 

If you reasonably believe that a policy, practice, or activity is in violation of a law, you may file a written 
complaint with the Executive Director. If the issue concerns the Executive Director, you may file a written 
complaint with the Board Executive Committee or another member of the management team.  EcoWorks 
intends to adhere to all laws and regulations, and the purpose of this Policy is to support legal 
compliance.  EcoWorks needs your help to achieve compliance with various laws and regulations.  You are 
protected from retaliation only if you bring the alleged unlawful activity, policy, or practice to the 
attention of the Executive Director, Board Executive Committee, or other member of the management 
team and you provide the Executive Director, Board Executive Committee, or other member of the 
management team with a reasonable opportunity to investigate and correct the alleged unlawful 
activity.  You are only protected if you comply with this requirement. 

EcoWorks will not retaliate against you if you have, in good faith, made a protest or raised a complaint 
against some practice of EcoWorks, or of another individual or entity with whom EcoWorks has a business 
relationship.  You must have a reasonable belief that the practice is in violation of law or a clear mandate 
of public policy. 
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In addition, EcoWorks will not retaliate against you if you disclose or threaten to disclose to a supervisor 
or a public body any activity, policy, or practice of EcoWorks that you reasonably believe is illegal.  You 
must reasonably believe EcoWorks is violating a law, rule, or regulation mandated pursuant to law or that 
EcoWorks is in violation of a clear mandate or public policy concerning health, safety, welfare, or 
protection of the environment. 

Confidential Nature of Work  

The protection of confidential business information is vital to the interests and success of EcoWorks.  
EcoWorks considers certain information to be confidential and/or proprietary.  Such confidential 
information should not be communicated or disclosed, purposefully or inadvertently, without proper 
authorization from the Executive Director. 

Confidential Information includes, but is not limited to: customer files, customer documents, customer 
correspondence, customer lists, customer contact information, internal discussions regarding customers 
and their matters, and any and all other customer information; financial, banking and tax information; 
strategic plans (including marketing plans and strategies); software and computer records; passcodes and 
passwords; personnel records and policies; any information which EcoWorks has received from a third 
party in confidence; and all other files, correspondence, books and records.  If you are not sure if the 
information you are handling is confidential, consult your supervisor.   

When discussing or transmitting confidential information, please follow these guidelines: 

• Do not reveal any confidential information except under the direction and with the approval of 
the Executive Director. 

• Make sure that confidential information is properly marked and secured before transmittal. 
• Ensure that the recipient of the confidential information has a legitimate need to know the 

information. 
• Avoid displaying confidential data where it can be easily observed, including on your computer 

screen when you are not at your desk. 
• Immediately inform your supervisor of the loss of any confidential data. 
• Limit reproduction and distribution of such information.  
• Secure confidential documents in locked cabinets or containers when not in use. 
• Make sure that you properly dispose of all confidential information. 

Do not remove any confidential information from EcoWorks’ offices without specific authorization to do 
so by the Executive Director.  All confidential information remains the exclusive property of EcoWorks.  
Before you leave employment at EcoWorks, return all confidential and sensitive information directly to 
the Executive Director. 

Media Relations 

Unless given prior written consent by the Executive Director, you are not authorized to act or speak as an 
agent or representative of EcoWorks, nor may you misrepresent to third parties that you have such 
authority.  All media contacts or questions concerning EcoWorks should be referred to the Executive 
Director or those specifically designated by the Executive Director to speak with the media. You should 
honor the privacy rights of your colleagues by seeking written consent before writing or displaying 
information about them or providing to the media information that might be considered a breach of their 
privacy or confidentiality. 
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Hiring of Relatives 

The employment of relatives may cause employee morale problems. In addition, personal conflicts from 
outside the work environment can be carried into day-to-day working relationships.  

Although EcoWorks has no prohibition against hiring relatives of existing employees, we are committed 
to monitoring situations in which relatives work in the same department. In case of actual or potential 
problems, EcoWorks will take prompt action. EcoWorks reserves the right to refuse to place relatives into 
employment positions within the same department. For the purposes of this handbook, a relative is any 
person who is related by blood, marriage, or rules of law.  

Relationships in the Workplace 

EcoWorks does not prohibit dating or having a relationship with another coworker. However, if either 
person desires to stop dating or to discontinue the relationship, the other individual must respect the 
coworker's decision and should work to maintain a professional relationship. If you are involved in 
romantic relationships, please notify the Executive Director.   

Because of the potential for conflict, EcoWorks strongly discourages dating or a relationship between the 
employee and any other individual that has management authority over that employee. If you and 
another employee are involved in a romantic relationship, you must report the relationship when one of 
you is a supervisor of the other.  EcoWorks will attempt to reassign one of you.  While your preference 
may have some weight on the decision as to whom is reassigned and where, the determining factor will 
be continuity or improvement of EcoWorks operations. EcoWorks does not wish to intrude on your 
personal lives and will take efforts to treat such reports as confidential as possible, limiting disclosure to 
those persons with a need to know. 

Gifts and Gratuities 

You should not offer or accept gifts or gratuities of any kind to or from customers or vendors under any 
circumstances. Also, you should not accept at any time any lavish entertainment, paid time off, or other 
similar forms of solicitation or persuasion. If a customer or vendor offers you a gift or gratuity, contact the 
Executive Director.  

Special Events 

When you are invited to a special event, before accepting the invitation ask your supervisor if it would be 
appropriate to attend and whether you have permission to attend on behalf of EcoWorks.  

Fundraising & Distribution of Non-Work-Related Information 

Solicitation of employees and/or distribution of non-work-related information is permitted so long as the 
solicitations and/or distributions are conducted during your non-work time in non-working areas such as 
during rest breaks or meal breaks.  Any exception to this policy must be approved by the Executive 
Director. 

Non-employees are not allowed to solicit or distribute materials to EcoWorks employees on EcoWorks 
property and/or any EcoWorks worksites during working hours.   
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Personal Beliefs and Partisan Political Activity 

Because EcoWorks is a 501(c)(3) tax-exempt organization, you are prohibited by law from using your 
organizational authority to coerce or attempt to command or advise another employee to pay or 
contribute anything of value for political purposes.  
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SECTION 4: GENERAL EMPLOYMENT PROVISIONS 

Open Door Policy 

EcoWorks provides avenues for you to discuss any issue regarding conditions of employment or 
application of policy.  You are encouraged to discuss such issues first with your immediate supervisor, who 
is responsible for prompt attention to the matter. If the complaint involves the supervisor, or it would 
otherwise be awkward or inappropriate to discuss the matter with your supervisor, you are encouraged 
to approach another member of the management team.   

Remember, most of us have questions or concerns at some time with our work. If you do, talk it over with 
your supervisor. If your supervisor cannot resolve the problem to your satisfaction, ask to speak to the 
Executive Director.  You may ask another supervisor to be present at any discussion with any level of 
management.  

You should not discuss general employment, day-to-day work, internal work concerns, or HR related 
issues with our members of the Board.   

Employment Categories 

Employment classifications are defined here so you understand your employment status and benefit 
eligibility. Your position is designated as either Non-Exempt or Exempt under the federal Fair Labor 
Standards Acts (FLSA). Non-exempt employees are entitled to overtime pay under federal and state wage 
and hour laws. Exempt employees (typically salaried) are excluded from specific overtime pay provisions 
of federal and state wage and hour laws. In addition to the above categories, each employee will belong 
to one other employment category:  

Regular Full-Time  
The employee who regularly works 32 or more hours a week is considered a regular full-time employee.  

Regular Part-Time  
The employee who regularly works at least 12 hours per week but less than 32 hours is considered a 
regular part-time employee.  

On-Call Employees 
On-call employees are employed on an “as-needed” basis for an unspecified period. An on-call employee 
is considered active if the employee works a minimum of 8 hours within a period of 10 weeks. If an on-
call employee works less than 8 hours within a 10-week period, they will be removed from “active” status 
and must reapply to regain active status.  

Seasonal Employees 
An employee who is hired to work for the growing season (March through December) or another seasonal 
period needed by EcoWorks is considered a seasonal employee.  

Temporary Employees  
An employee who is hired on a temporary basis (including as a paid intern), for a specific limited number 
of days, not to exceed 6 months, or for completion of a specific task or project, is considered a temporary 
employee.  Temporary employees do not revert to another status merely by working more than the period 
originally expected and designated.  Rather, an employee will change from temporary to regular status 
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only if advised of such a change in writing by management.  The notification will indicate the effective 
date on which the employee became or will become a regular employee.   

Overtime for Non-Exempt Employees (Payroll Status) 

If your position has been classified as non-exempt, you may be eligible to earn overtime pay if you are 
asked to work more than 40 hours in a work week.  All overtime work must receive your supervisor’s prior 
authorization.  Overtime assignments will be distributed as equitably as practical to those who are 
qualified to perform the required work.  

Overtime compensation is paid to those who are in non-exempt position in accordance with federal and 
state wage and hour laws.  Overtime pay is based hours worked and is paid after the hours are worked. 
PTO, sick and safe leave, EcoWorks holidays, or any leave of absence will not be considered hours worked 
for purposes of calculating overtime pay.   

Overtime for Exempt Employees (Payroll Status) 
If your position has been classified as exempt, you are not eligible to earn overtime pay.  This category 
includes all positions which are classified by EcoWorks as exempt from the overtime provisions of the 
federal Fair Labor Standards Act and any applicable state laws.   

Travel Time for Non-Exempt Employees 

Overnight, Out-of-Town Trips 
If you are an employee in a non-exempt position, you will be compensated for time spent traveling during 
your normal working hours, on days you are scheduled to work and on unscheduled workdays (such as 
weekends). You also will be paid for any time spent performing job duties during otherwise non-
compensable travel time (for example, travel outside of your normal working hours on a scheduled 
workday).  However, such work should be limited and should be authorized by your supervisor in advance. 

Out-of-Town Trips for One Day 
If you are an employee in a non-exempt position and you are required to travel out of town for a one-day 
assignment, you will be paid for all travel time, except for, among other things: (i) time spent traveling 
between the employee's home and the local railroad, bus or plane terminal; and (ii) meal periods. 

Local Travel 
If you are an employee in a non-exempt position, you will be compensated for time spent traveling from 
one job site to another job site during a workday. The trip home, however, is non-compensable when you 
go directly home from your final job site, unless it is much longer than your regular commute home from 
your regular worksite. In such case, the portion of the trip home in excess of the regular commute is 
compensable. 

Commuting Time 
If you are an employee in a non-exempt position, under the Portal to Portal Act, travel from home to work 
and from work to home is generally non-compensable. However, if you regularly report to a worksite near 
your home, but you are required to report to a worksite farther away than the regular worksite, the 
additional time spent traveling is compensable. 

If you are an employee in a non-exempt position and your compensable travel time results in more than 
40 hours worked, you will be compensated at an overtime rate of one and one-half times the regular rate. 
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Payroll 

EcoWorks pays you bi-weekly. If the pay date falls on a holiday, paychecks will be issued on the working 
day prior.  You are encouraged to elect and use direct deposit for your paychecks.  You will have the 
requisite payroll taxes and deductions from each paycheck. You should review the tax and other 
withholdings from your paycheck to ensure the appropriate amount of tax is being withheld per your 
elections.  You must notify the Deputy Director of any change in withholding rate, marital status changes, 
number of exemptions, direct deposit account change or any other payroll election. No salary advances 
will be made to you at any time. 

We make every effort to ensure that you are paid correctly.  Occasionally, however, inadvertent mistakes 
can happen.  When mistakes do happen, and are called to our attention, we promptly will make any 
correction that is necessary.  Please review your pay stub for accuracy when you receive it.  If you believe 
a mistake has occurred or if you have any questions, please report your concerns to the Deputy Director.  

Time Keeping  

Accurately recording time worked is your responsibility. Federal and state laws require EcoWorks to keep 
an accurate record of time worked to calculate your pay and benefits. Time worked is all the time spent 
on the job performing assigned duties. Applicability of local laws may affect work schedules and reporting. 
Falsifying a time record is against EcoWorks policy. 

You must sign or otherwise approve your time submissions to verify that the reported hours worked are 
complete and accurate (and that there is no unrecorded or “off-the-clock” work).  Your time submission 
must accurately reflect all regular and overtime hours worked; any absences, early or late arrivals and 
early or late departures.  Overtime work must always be approved in advance. Time records are used to 
calculate overtime pay.  

At the end of every payroll period, you should submit your completed time submission for verification to 
your supervisor.  When you receive each paycheck, please verify immediately that you were paid correctly 
for all hours worked each workweek.  

The Deputy Director will review the time worked before submitting it for payroll processing. If corrections 
or modifications are made to the time sheet, both you and the Deputy Director must verify the accuracy 
of the changes by approving the adjustment.  

Violations of the Time Keeping Policy or Questions about the Policy 

You may not falsify a timecard or alter someone else’s timecard. You may not, and your supervisor may 
not, instruct another employee to incorrectly or falsely report hours worked or alter another employee’s 
timecard, or to under-or over-report hours worked.   

No one should ever instruct you to alter another employee’s time records to inaccurately or falsely report 
that employee’s hours worked; conceal any falsification of time records or to violate this policy; or remote 
falsify a time record.  If any of these situations happen, please report it immediately to the Deputy 
Director.  Every report will be fully investigated. 

EcoWorks does not tolerate retaliation against employees who report alleged violations of this policy or 
who cooperate in EcoWorks’ investigation of such reports.   
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Pay Transparency 

EcoWorks will not terminate or in any other manner discriminate against you or any applicants because 
you have inquired about, discussed, or disclosed your own pay or the pay of another employee or 
applicant. However, if you have access to the compensation information of other employees or applicants 
as a part of your essential job functions, you must not disclose the pay of other employees or applicants 
to individuals who do not otherwise have access to compensation information, unless the disclosure is (a) 
in response to a formal complaint or charge, (b) in furtherance of an investigation, proceeding, hearing, 
or action, including an investigation conducted by EcoWorks, or (c) consistent with EcoWorks’ legal duty 
to furnish information. 

Job Postings 

EcoWorks tries to fill job vacancies and newly created positions by advancing our own employees 
whenever practical.  We consider you for such advancement by evaluating your overall work performance 
and qualifications.  You have the opportunity for promotion by utilizing the job posting system.  This 
system allows eligible employees, if qualified, to apply for jobs that become available.  Generally, you may 
apply for internal opportunities if you are performing satisfactorily in your position and are not on a 
performance improvement plan. In general, notices of all regular, full-time job openings are posted, 
although EcoWorks reserves, in its discretion, the right to not post a particular opening.  

Business Expenses  

You are eligible for reimbursement of company-related expenses with the prior approval of your 
supervisor. You should verify that planned travel is eligible for reimbursement before making travel 
arrangements. In general, expenses must be reasonable, ordinary, and necessary business-type expenses 
to be reimbursable, such as travel costs, mileage, meals, etc.  You must incur the lowest reasonable travel 
expenses and exercise care to avoid impropriety or the appearance of impropriety. You must submit an 
expense report with appropriate approval to payroll system along with appropriate documentation for 
expenses to be reimbursed. All expenses must be approved in advance by your supervisor per EcoWorks’ 
purchasing policies. Expenses may not be reimbursed if not approved in advance. EcoWorks is exempt 
from Maryland State sales tax.  You should provide vendors with the tax-exempt certification.   

You should submit expense reports within the payroll period in which you incur them. You will receive 
reimbursement at the next pay cycle following the submission of your expense reports. Original receipts 
specifying your name, amount, and payment method are required. (Please note: credit card statements 
are not original receipts.) Please do not submit a copy of your credit card statement as documentation, as 
it does not provide proper proof to government agencies in the event of an audit.) If no receipt is available, 
expenses may not be reimbursable. If you use a personal check, a copy of the canceled check will serve as 
proof of payment. The reimbursement will be granted in compliance with EcoWorks’ guidelines and 
Internal Revenue Service requirements. The mileage reimbursement rate for use of a personal vehicle to 
conduct EcoWorks business will be announced annually and set to the Federal reimbursement rate. 

Credit Cards Issued by EcoWorks 

You may be issued a credit card for the payment of certain business expenses, but such credit cards may 
not be used for personal charges. If you inadvertently use a corporate card for personal expenses, you 
should notify the Deputy Director as soon as possible to ensure proper accountability and you must 
reimburse the debt immediately. 
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Professional Dues and Fees 

EcoWorks pays dues and fees for your membership in professional organizations if your membership is 
important and relevant to the organization and position. Requests for payment of dues or fees by 
EcoWorks must be approved by the Executive Director. 

Access to Human Resource Files 

EcoWorks maintains human resource (HR) files for our employees. Your HR file includes your job 
application, resume, records of training, performance appraisals, salary increases, tax records, and other 
employment records. Any records of a medical nature are kept separately from your human resource file.  

HR files are the property of EcoWorks, and access to the information in the files is protected for your 
privacy. You have the right to inspect your HR file accompanied by the Executive Director and with prior 
request.  You may not alter, remove, add, or replace any documents in your HR file. You may not view the 
HR records of any other employee, except that your record may be accessed by your supervisor.  

Personal Data Changes 

Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be 
contacted in the event of emergency, and other such information should always be accurate and current. 
Please enter your personal data changes in our self-service portal or notify the Deputy Director.   

Performance Appraisals 

Please discuss job performance and goals with your supervisor on an informal and ongoing basis. 
EcoWorks conducts performance appraisals annually.  This will provide you and your supervisor the 
opportunity to discuss job tasks, identify areas of improvement, encourage, and recognize strengths, and 
discuss positive, purposeful approaches for meeting goals.  

Attendance Policy 

EcoWorks expects you to assume diligent responsibility for your attendance and promptness.  You are 
expected to arrive at work at your assigned start time.  

Tardiness is discouraged. If you expect to be late or to miss work, you are required to contact your 
supervisor by phone no later than one hour prior to your scheduled work time, unless a verifiable 
emergency makes it impossible for you to do so.  If you cannot reach your supervisor, please contact your 
next member of management.  Please request confirmation of receipt when using email to report your 
absence.   

Failure to report for two (2) consecutive workdays will be deemed job abandonment and resignation of 
employment.  

You may be required to provide written verification of illness to justify any absence that exceeds three (3) 
consecutive workdays.   

Work Hours 

The normal workweek is Monday through Sunday, beginning Monday at 12:00 a.m. and ending at 11:59 
p.m. on Sunday, and consisting of forty (40) hours.  Your work schedule will be communicated to you by 
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your supervisor and may change seasonally.  You will have an unpaid 30-minute lunch period and two 15-
minute paid breaks each day.  You should arrive at work, with personal obligations taken care of and ready 
to begin your work. At the discretion of the Executive Director, you may be granted accommodations to 
the regular work schedule, subject to consideration of the requirements, coverage, and workloads of the 
office.  

Flexible Work Scheduling 

With the approval your immediate supervisor, and in consultation with the Executive Director, you may 
be permitted to work a schedule other than the standard work hours for EcoWorks.  The decision will be 
based on an assessment of whether you can adequately satisfy the requirements for the job on the 
schedule proposed, other employees’ schedules, the need for you to work with other employees who 
have a schedule different than the one you have proposed, and any other factors EcoWorks deems 
relevant.  Although approved for a flextime schedule, you should understand that your flextime schedule 
may be adjusted to accommodate meetings and EcoWorks events. 

If you are required to work to represent EcoWorks at events outside of your regular work schedule, you 
may request to work a flexible schedule day to adjust from your regular schedule.  Flextime day requests 
should, if possible, be turned in to your immediate supervisor by the Friday before the event occurs and 
requires approval.   

Flexible Workplace Arrangements/Telecommuting 

EcoWorks has different workplace arrangements for employees, depending upon the nature of the 
position and position requirements. In this policy, “on site” means in EcoWorks’ office or nursery or at 
assigned field sites. EcoWorks has three categories of flexible workplace arrangements: 

• On-Site Positions.  Some of our positions require that you work on-site the vast majority of 
the time.  On-site employees have a scope of job that requires in-person, on-site 
presence, and performance of duties. Occasional, ad hoc remote work may be permitted, 
with advanced supervisory approval.     

• Hybrid Positions. The nature of hybrid positions has some functions that can be performed 
off-site (up to 1-2 days per week) and some functions that require you to be on-site in the 
performance of your work duties.  Hybrid work schedules may fluctuate due to EcoWorks 
events, job requirements, and job-specific needs.    

• Remote Positions.  From time to time, the Executive Director may determine, in their sole 
discretion, that a small segment of our employees work in positions in which the vast majority 
of the work responsibilities are regularly scheduled and performed off-site. Remote 
employees will still come to the office or customer offices for team meetings, special events, 
and other scheduled reasons.    

 
Each employee that will participate in the Flexible Workplace Program (Hybrid and Remote) will need to 
sign EcoWorks’ Remote Work Procedure and Agreement.  This Agreement outlines the expectations of 
flexible workplace arrangements, and details what equipment will be provided.  
 
Your supervisor will contact you to discuss your position and eligibility for remote working.    
 
While working remotely, you are expected to ensure the protection of all proprietary and confidential 
information consistent with all policies and procedures, including, but not limited to, use of regular 
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backup, password security, and any other steps appropriate for the job and the environment.  
Additionally, you are solely responsible for ensuring the safety of your remote workplace. You are required 
to immediately report any injuries that occur in conjunction with you regular work duties.   

Employees classified in positions that are non-exempt employees must still fully comply with timekeeping 
requirements and are required to record all hours worked according to timekeeping processes. Hours 
worked more than those specified per work week require advance approval from your supervisor.  

Nursing Mothers Policy  

EcoWorks will provide a reasonable amount of break time to accommodate you if you need to express 
breast milk for your infant child.  EcoWorks will make reasonable efforts to provide you with the use of 
an office, room, or location other than a toilet stall for you to express milk in private. Please consult your 
supervisor if you have questions or need a room.  You will not be discriminated against or retaliated 
against for exercising your rights under this policy. 

Immigration Law Compliance 

EcoWorks complies with the Immigration Reform and Control Act of 1986, which requires that EcoWorks 
hire only individuals with authorization to work in the United States.  You are required to present proof 
of your identity and eligibility to work in the United States when you are hired.  You will be required to 
furnish this information on your first day of employment.  In addition, all job offers extended to successful 
applicants are made contingent upon the receipt of the required original documentation and satisfactory 
completion of the USCIS Form I-9.  Failure to provide the required documentation within legally specified 
timeframes will disqualify you from employment. 

Appearance and Attire 

EcoWorks intends to provide you with a work environment that is respectful and comfortable and allows 
you to dress for your day.  

When working in the office: 
- If you are working in the office on a day on which you are not interacting with customers, 

community members, board members, and other external partners, casual attire is acceptable. 
- Business casual attire is required when interacting with community members, board members, 

and other external partners. Business casual means neat shirts, blouses, sweaters, slacks or skirts.   
- Please remember that others may be allergic to the chemicals in perfumes, colognes, and make-

up, so wear these substances with restraint.  

When working at customers’ sites or attending EcoWorks events: 
 

- When working at customer sites or when attending EcoWorks events, you are required to wear 
our EcoWorks shirts.   

- Abide by the safety rules for special attire/equipment at customers’ sites, especially when 
transitioning from office work to field work.   

When working remotely: 
- You should dress in a way that allows you to participate in virtual meetings, keeping business 

casual in mind when you are in virtual meetings with customers, community members, board 
members, and other external partners. 
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While dress for your day is intended to be relaxed, the expectation is that you will wear clothing 
appropriate for an office environment, whether working in the office or remotely. Please keep in mind 
these factors:  

• Clothing is not permitted that has profane or obscene language and/or images, or clothing that 
promotes causes that include, but are not limited to, politics, religion, sexuality, race, age, gender, 
and ethnicity.  

• Clothing that reveals too of your back, your chest, your stomach or your underwear is not 
appropriate.  

• Jeans are acceptable.  However, jeans with rips, stains or bleach marks are not appropriate.   
• Loungewear and gym attire is not appropriate attire. 

Our goal is to provide a workplace environment that is comfortable and inclusive for all employees. We 
expect that your business attire, although casual, will exhibit professionalism.  

EcoWorks adheres to the guidelines established by the Fairness for All Marylanders Act. The act mandates 
that, within certain reasonable standards, you can appear, groom, and have dress standards that are in a 
manner consistent with your gender identity.  

Telephone Courtesy  
Telephone courtesy is essential to maintaining our service image with our customers. When answering 
the telephone, always greet and state your name. When making a telephone call, identify yourself and 
EcoWorks.  An example of a great telephone greeting is: “Hello, thank you for calling EcoWorks.  This is 
______ (your name).  How can I help you today?”  
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SECTION 5: WORKPLACE SAFETY & SECURITY  

Safety 

EcoWorks is committed to your health and the well-being of all employees or all persons who visit 
EcoWorks premises. EcoWorks’ ability to promote and maintain a safe workplace and safe working 
conditions depends on the mutual cooperation of all supervisors, and employees, and is of the utmost 
importance. EcoWorks encourages you to use common sense, precautionary behaviors, and the vigilance 
of those around you to assist EcoWorks in preventing accidents of any kind. Some of the best ideas for 
safety improvements come from you.  If you have ideas, concerns, or suggestions for improved safety in 
the workplace, please raise them with your supervisor, or bring them to the attention of the Executive 
Director.   

EcoWorks maintains first-aid kits and fire extinguishers at its office and worksites.  Please learn the 
location of these items for emergency usage.  EcoWorks provides a workplace for its employees in 
compliance with the Occupational Safety and Health Act and applicable regulations.  You must also read 
and understand any and all safety policies of EcoWorks.   Please report any safety concerns, hazardous 
conditions, property in need of repair, injuries, or unsafe practices to your supervisor or the Executive 
Director immediately so EcoWorks can take prompt progressive discipline.  

Parking 

You are responsible for securing your own parking arrangements. EcoWorks is not responsible for 
damages or theft that may occur to your vehicle while parked for work at EcoWorks or at a customer site.   

Security 

While we strive to maintain security at the office and at worksites, you are also responsible for making 
the workplace secure for everyone.  You should be aware of the potential problems of theft.  All EcoWorks 
property such as computers, sheds, vehicles, etc., should be kept locked when not being used.  In addition, 
all your valuables (including purses, wallets, etc.) should be locked up when you are away from your 
workspace.   

You must immediately report to your supervisor any lost key cards, padlocks, etc. You are prohibited from 
sharing key cards or padlock combinations with anyone who does not work here.  Furthermore, you must 
ensure that any guest of EcoWorks (including any former employee) is escorted throughout the premises.   
Also, you must lock the door(s) to the premises when leaving EcoWorks outside of normal business hours.       

Threats, Acts of Violence, & Emergency Reporting Procedures 

You are expected to report incidents of threats or acts of physical violence of which you are aware.  The report 
should be made to your immediate supervisor or the Executive Director.  However, in the event of an 
emergency, or any other circumstances that require police intervention or emergency medical attention, 
you should call 911 prior to taking any other action to notify appropriate authorities.   

Please be familiar with the evacuation route for your location. 

Personal Responsibility 

We all share responsibility for doing our part to prevent acts of violence.  If you believe that you are a 
possible target of violence, because of events occurring either on or off EcoWorks premises, please report 
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this situation to your supervisor or the Executive Director.  Please use your best judgment as to whether 
it is safe for you to report to work until the situation has been resolved, and EcoWorks reserves the right 
to make that decision for you.  You can use PTO or unpaid leave for extenuating circumstances such as 
these.  

Reporting Work-Related Injuries and Illnesses 

If you are hurt or injured on the job, regardless of how insignificant the injury may appear, you should 
notify your supervisor within 24 hours of the incident.  Such reports are necessary to ensure that you get 
the care you need and to comply with the law.  EcoWorks will then initiate workers’ compensation 
benefits procedures on your behalf. 

All Incident Reports must be documented to the Executive Director and these reports will be filed and 
maintained by EcoWorks. This includes injuries or illnesses requiring basic first aid as well as those 
requiring medical treatment. 

Please be prepared to provide the following information: 

1. The date and time that the injury occurred. 
2. The physical location (address) that the injury occurred. 
3. Nature of the injury. 
4. What you were doing at the time the injury occurred. 
5. A list of witnesses and contact information. 
6. If medical attention was sought. 
7. Who provided medical attention (including contact information for this person). 
8. If any worktime was missed due to the injury, along with dates and hours missed. 

Inclement Weather and Emergency Closures 

In instances of severe weather, EcoWorks wants to ensure your safety and well-being as a high 
priority.  Decisions about office closings and use of liberal leave will take into consideration local 
government closings. 

If severe weather occurs in the county in which you live, EcoWorks permits the following schedule: 

• If your local government is opening with a one-hour delay, you may report to work up to one hour 
late and you may elect to use PTO or take unpaid time off; 

• If your local government is opening with a two-hour delay, you may report to work up to two 
hours late and you may elect to use PTO or take unpaid time off; and 

• If your local government is closed, you may elect to use PTO or take unpaid time off (liberal leave 
policy) or you may work from home if you are able and are approved to do so by your supervisor.   

To continue to support EcoWorks customers in a timely manner, you may work from home on the days in 
which the weather is too severe to prevent safe travel to/from the EcoWorks office if you are able and 
are approved to do so by your supervisor.  If you are not able or are not approved to work from home, 
then you must use PTO or take unpaid time off.   

In the event of other emergency closings, such as electrical outages or flooding, EcoWorks will notify you 
of a closure as determined by the Executive Director.  
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COVID-19/Infectious Disease Health Safeguard Measures 

EcoWorks will take proactive steps to protect the workplace in the event of an infectious disease outbreak. 
It is the goal of EcoWorks during any such time to strive to operate effectively and ensure that all essential 
services are continuously provided and that employees are safe within the workplace.  

EcoWorks is committed to providing authoritative information about the nature and spread of infectious 
diseases, including symptoms and signs to watch for, as well as required steps to be taken in the event of 
an illness or outbreak.  

Preventing the Spread of Infection in the Workplace 

EcoWorks will ensure a clean workplace, including the regular cleaning of objects and areas that are 
frequently used, such as bathrooms, breakrooms, conference rooms, door handles and railings.  

We ask all employees to cooperate in taking steps to reduce the transmission of infectious disease in the 
workplace. The best strategy remains the most obvious—frequent hand washing with warm, soapy water; 
covering your mouth whenever you sneeze or cough; and discarding used tissues in wastebaskets. We will 
also install alcohol-based hand sanitizers throughout the workplace and in common areas. 

Unless otherwise notified, our normal attendance and leave policies will remain in place. Individuals who 
believe they may face challenges reporting to work during an infectious disease outbreak should take 
steps to develop any necessary contingency plans. For example, employees might want to arrange for 
alternative sources of childcare should schools close and/or speak with supervisors about the potential to 
work from home temporarily or on an alternative work schedule.  

Temperature Screening 

All employees are required to have their temperature taken before reporting to work and prior to entering 
EcoWorks property or going to any customer sites.  

Each employee will be screened privately using a touchless forehead/temporal artery thermometer. The 
employee's temperature will be documented, and the record will be maintained as a private medical 
record. Any employee who has a fever at or above 100 degrees Fahrenheit will be sent home.  

Time spent waiting for the health screening should be recorded as time worked for nonexempt 
employees. 

Limiting Travel 

All nonessential travel should be avoided until further notice. Employees who travel as an essential part 
of their job should consult with your supervisor on appropriate actions. Business-related travel outside 
the United States will not be authorized until further notice. Employees should avoid crowded public 
transportation when possible.  

Remote Work  

Remote work requests will be handled on a case-by-case basis. While not all positions will be eligible, all 
requests for temporary remote work should be submitted to your supervisor for consideration.  
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Staying Home When Ill  
 
Many times, with the best of intentions, employees report to work even though they feel ill. During an 
infectious disease outbreak, it is critical that employees do not report to work while they are ill and/or 
experiencing the following symptoms: for example, fever, cough, sore throat, runny or stuffy nose, body 
aches, headache, chills, and fatigue. Currently, the Centers for Disease Control and Prevention 
recommends that people with an infectious illness such as the flu remain at home until at least 24 hours 
after they are free of fever (100 degrees F or 37.8 degrees C) or signs of a fever without the use of fever-
reducing medications. employees who report to work ill will be sent home in accordance with these 
health guidelines.  
 
Requests for Medical Information and/or Documentation  
 
If you are out sick or show symptoms of being ill, it may become necessary to request information from 
you and/or your health care provider. In general, we would request medical information to confirm your 
need to be absent, to show whether and how an absence relates to the infection, and to know that it is 
appropriate for you to return to work. As always, we expect and appreciate your cooperation if and 
when medical information is sought.  
 
Confidentiality of Medical Information  
 
Our policy is to treat any medical information as a confidential medical record. In furtherance of this 
policy, any disclosure of medical information is in limited circumstances with supervisors, managers, first 
aid and safety personnel, and government officials as required by law. 
 
Social Distancing Guidelines for Workplace Infectious Disease Outbreaks 

 
In the event of an infectious disease outbreak, EcoWorks may implement these social distancing 
guidelines to minimize the spread of the disease among the staff.  
 
During the workday, employees are requested to:  

1. Avoid meeting people face-to-face. employees are encouraged to use the telephone, online 
conferencing, e-mail, or instant messaging to conduct business as much as possible, even when 
participants are in the same building.  

2. If a face-to-face meeting is unavoidable, minimize the meeting time; choose a large meeting 
room; sit at least one yard from each other if possible; and avoid person-to-person contact such 
as shaking hands.  

3. Avoid any unnecessary travel and cancel or postpone nonessential meetings, gatherings, 
workshops, and training sessions.  

4. Do not congregate in work rooms, pantries, copier rooms, or other areas where people tend to 
socialize.  

5. Bring lunch and eat at your desk or away from others (avoid lunchrooms and crowded 
restaurants).  
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6. Encourage customers and others to request materials or information via phone and e-mail to 
minimize person-to-person contact. Have the materials and/or information ready for fast pick-up 
or delivery.  

Outside activities  

Employees might be encouraged to the extent possible to:  

1. Avoid public transportation (walk, cycle, drive a car) or go early or late to avoid rush-hour 
crowding on public transportation.  

2. Avoid recreational or other leisure classes, meetings, activities, etc., where employees might 
come into contact with contagious people.   

Assigned Equipment 

You may be assigned special office equipment, such as a company vehicle, working apparatus, safety 
equipment, computer, cell phone, or mobile device to perform your job. These items remain the property 
of EcoWorks.  You must ensure that full inventory of assigned property is maintained. Loss or breakage 
must be reported to the Executive Director immediately. You should not abuse property assigned to you 
or others.   

Personal Calls and Use of Ear Buds/Earphones 

You must always have your attention on a safe workplace and an environment focused on collaboration 
with colleagues and customer service.  Ear buds and earphones may be used only while working at 
EcoWorks’ office, and you must be able to hear requests, alarms, and signals.  

While at work, you are expected to exercise discretion with personal calls and texts and use of your cell 
phone so that they do not interfere with your attention to your work and safety.   

Safe Driving  

EcoWorks wants you to be a safe and focused driver.   

When operating any motor vehicle while on EcoWorks business, you are expected to observe all laws and 
regulations governing the use of motor vehicles.  When operating a motor vehicle while on EcoWorks 
business, you are required to produce, upon request, proof of current automobile insurance coverage and 
a valid driver's license.  

You should also be reminded that Maryland state laws prohibit texting, emailing, and talking (unless hands 
free) while driving. You may not conduct EcoWorks business on your personal device in a way that breaks 
these laws.  Please avoid “distracted driving” while operating a vehicle for company purposes.  This applies 
when you are operating any vehicle or doing any business on behalf of EcoWorks. If you need to use your 
personal device, please pull over to the side of the road or another safe location to make your call.   

Any motor vehicle accident that occurs while conducting EcoWorks business should be immediately 
reported to your supervisor or the Executive Director. All speeding tickets, moving violations, and parking 
tickets, as well as any fees or penalties assessed to you are your sole responsibility.  
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Tobacco-Free Workplace 

To comply with government regulations and to promote a healthy workplace, EcoWorks prohibits any use 
of tobacco or vaping products throughout the workplace, including EcoWorks offices, work sites, common 
areas, and immediate areas outside the building.  Tobacco use areas are expressly designated outside the 
building.  While working remotely, you must not use tobacco or vape products while on a video 
conference call. 
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SECTION 6: EMPLOYEE CONDUCT & WORK ENVIRONMENT 

You are expected to perform your assigned tasks during the time you are at work.  EcoWorks expects you 
to cooperate with other employees to complete assigned tasks.  If you are having a conflict with another 
employee, please bring this matter to the attention of your supervisor.   

Performance Coaching Culture 

EcoWorks provides a coaching culture in which you and your supervisor should work together to solve 
problems at the lowest level possible.  We all may encounter problems and challenges in our daily work, 
so we encourage you to discuss issues that you are facing with your supervisor.  Likewise, your supervisor 
will work with you to solve problems that you may face in your work.   

You are expected to meet established standards of attendance, performance, and conduct.  If you need 
training or instruction, please feel free to talk with your supervisor.  We want you to succeed in providing 
great service to our customers.   

Rules of Conduct & Discipline 

EcoWorks expects you to follow rules of conduct that will protect the interests and safety of you, 
employees and EcoWorks. The following guidelines have been established. A violation of any of the 
policies and practices set forth in the handbook and the listed prohibited conduct guidelines will result in 
progressive discipline, up to and including termination of employment. Also refer to EcoWorks’ Code of 
Ethics and Business Conduct for a more detailed description of our policies regarding prohibited conduct. 

Since it is impossible to list guidelines to cover every situation, the absence of an illustration from this list 
will not be the basis for avoiding progressive discipline when EcoWorks believes such action is warranted. 
The activities prohibited by EcoWorks include, but are not limited to, the following:  

1. Stealing from customers, EcoWorks fellow employees or possession of stolen property on 
EcoWorks property.   

2. Gambling or bookmaking on EcoWorks property (except for major sports pools).  
3. Excessive absenteeism or tardiness.  
4. Falsifying a timecard or any other record.  
5. Falsification of employment applications or resumes or any EcoWorks pre- or post-

employment forms, or any other form of dishonesty.  
6. Disorderly conduct, including horseplay, fighting, or threatening violence, acting in an 

obscene manner, or using obscene, abusive, harassing, derogatory, or threatening language 
with other employees or customers.  

7. Defacing or damaging EcoWorks property.  
8. Unauthorized possession or use of weapons, firearms, or explosives, or any other object 

designed to cause injury or death on EcoWorks property or while engaged in EcoWorks 
business.  

9. Soliciting, distributing literature, or conducting unauthorized meetings of any kind on 
EcoWorks time or property during working hours.  

10. Posting, removing or tampering with the bulletin boards or notices posted on bulletin boards 
without authorization or defacing any posted signs, displays, or property.  

11. Taking an incentive payment directly from a third-party if not approved by management or 
accepting unusual gains regarding business dealings that could be a conflict of interest.   
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12. Disobeying safety regulations, including failure to promptly report work-related accidents to 
management.  

13. Insubordination, such as failure to follow a reasonable instruction of a supervisor or 
management.  

14. Using EcoWorks’ resources for personal use, including but not limited to non-work-related 
internet surfing, excessive personal phone calls, shopping online, reading non-work-related 
news or material, extended non-business-related lunches, etc.   

15. Failing to observe "good housekeeping" practices by not cooperating in keeping EcoWorks 
facilities clean.  

16. Failing to observe EcoWorks security regulations.  
17. Disclosing or distributing confidential or proprietary information as stated in EcoWorks’ 

Commitment to Ethics in the Workplace. 
18. Unauthorized disclosure or use of a confidential password; or accessing a system or retrieving 

another person’s stored communications when not a required job responsibility. 
19. Any form of discrimination, unlawful harassment, or harassing conduct, as stated in our Equal 

Employment & Respectful Workplace Policies.  
20. Any action whatsoever that tends to destroy good relations between EcoWorks and its 

employees, or between EcoWorks and any of its suppliers, customers, or the public in general.  
21. Conduct that is an infringement of another individual's intellectual property rights.  
22. Any other action that violates EcoWorks policy or practice, including without limitation, 

EcoWorks’ Confidentiality Policy. 

Progressive Discipline  

You are expected to meet established standards of attendance, performance, and conduct. If you 
demonstrate poor attendance, substandard work performance, or unacceptable conduct, you will be 
subject to review and progressive discipline. Progressive discipline is exercised at the discretion of 
management, based on the specific situation and its severity. Progressive discipline may include first 
notice, second notice, third notice, and termination of employment.  Final determinations as to 
progressive discipline are left to EcoWorks’ sole discretion.   

Prohibition and Deterrence of Workplace Violence 

Acts or threats of physical violence, including intimidation, harassment, and/or coercion, which involve or 
affect EcoWorks or which occur on EcoWorks property will not be tolerated. Acts or threats of violence 
includes conduct that is sufficiently severe, offensive, or intimidating to alter the employment conditions at 
EcoWorks or to create a hostile, abusive, or intimidating work environment for EcoWorks employees.  
Examples of workplace violence include, but are not limited to, the following: 

1. All threats or acts of violence occurring on EcoWorks premises, regardless of the relationship 
between EcoWorks and the parties involved in the incident. 

2. All threats or acts of violence occurring off EcoWorks premises involving someone who is acting in 
the capacity of a representative of EcoWorks. 

3. All threats or acts of violence occurring off EcoWorks premises involving a EcoWorks employee if 
the threats or acts affect the legitimate interests of EcoWorks. 

4. Any acts or threats resulting in the conviction of an employee or agent of EcoWorks or of an 
individual performing services for EcoWorks on a contract or temporary basis, under any criminal 
code provision relating to violence or threats of violence which adversely affect legitimate EcoWorks 
interests and goals. 
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5. Specific examples of conduct that may be considered threats or acts of violence include, but are not 
limited to, the following: 
• Hitting or shoving an individual. 
• Threatening an individual or his/her family, friends, associates, or property with harm. 
• The intentional destruction or threat of destruction of EcoWorks property. 
• Harassing or threatening phone calls. 
• Harassing surveillance or stalking. 
• The suggestion or intimation that violence is appropriate. 
• Unauthorized possession or inappropriate use of firearms or weapons. 

Any employee found to be engaging in workplace violence will receive progressive discipline up to and 
including termination of employment.  EcoWorks reserves the right to decide, at its own discretion, the 
order of progressive discipline. Nothing in this policy obligates EcoWorks to follow a pattern of progressive 
discipline, nor is it intended in any way to limit EcoWorks’ right to terminate you at any time, with or 
without cause, and/or with or without advance notice.  
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SECTION 7:  ALCOHOL-FREE AND DRUG-FREE WORKPLACE POLICY 

EcoWorks depends on its greatest asset, the work performance of its employees to produce the highest 
quality of service for our customers.  EcoWorks’ concern for the health, safety and welfare of all 
employees, customers, and property requires that we operate as a Drug-Free and Alcohol-Free 
Workplace.   

Alcohol at EcoWorks Events 

EcoWorks holds events and meetings in which alcohol is served.  You are permitted to drink alcohol in 
moderation during these events if you are 21 years of age or older.  However, you are reminded that we 
are “still working” at these events and need to provide full support and attention to our work 
responsibilities and partners, as well as preventing organizational liability. Additionally, we are invited to 
attend other meals or events sponsored by our partners or other organizations.  You may drink alcohol at 
these events but should be cautioned that you are still responsible for your behavior.  You must drink 
responsibly because you are representing EcoWorks.  Alcohol will not be considered an excuse for 
misconduct or poor judgment.   

Drug-Free Workplace Requirements 

In compliance with the Drug-Free Workplace Act of 1988, all you are hereby notified that: 

1. The use and abuse of drugs (prescription and illegal drugs) and alcohol seriously affects your 
performance and can result in accidents, reduced productivity, absenteeism, and increased 
medical costs. EcoWorks is committed to an alcohol- and drug-free working environment to 
ensure the safety of its employees. 

2. You may not unlawfully manufacture, distribute, dispense, possess or use a controlled or 
illegal substance (including alcohol or prescription drugs) in the workplace or while 
performing official work. If you break this rule, you will be the subject of appropriate 
progressive discipline up to and including termination of employment. In addition, you may 
be subject to criminal penalties. 

3. As a condition of employment with EcoWorks, you shall: 
• Abide by the terms of this policy. 
• Notify the Executive Director of any criminal drug statute conviction for a 

violation occurring in the workplace or during the discharge of official duties no 
later than five days after such conviction. 

4. EcoWorks reserves the right to conduct searches of EcoWorks property/premises and to 
require you to submit to searches or testing (including when reasonable suspicion of drug 
abuse exists) in the event of possible violation of this policy.  Because EcoWorks reserves the 
right to conduct such searches, you should not have any expectation that such 
property/premises are private and outside of any search rights. 

5. Should there be any reasonable suspicion of drug use, you will not be permitted to work and 
may be required to submit to reasonable suspicion drug testing.   

Consent to Search 

By becoming or remaining employed by EcoWorks, you are deemed to have consented to such searches 
described in this section.   
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SECTION 8: INFORMATION TECHNOLOGY & SOCIAL MEDIA POLICIES 

Information Technology Policy 

EcoWorks invests in information technology to help you do your work and to improve our communication 
with each other and with our customers. Since technology is constantly evolving, no written policy can 
cover every aspect of this area. Therefore, we expect you to respect and adhere to our intent, as well as 
the letter, of these policies. All other existing EcoWorks policies apply to your conduct with information 
technology, especially those that deal with intellectual property protection, privacy, misuse of EcoWorks 
resources, discrimination and harassment of any kind, security, and confidentiality. 

You may not use EcoWorks’ computing resources to violate the laws and regulations of the United States, 
any other nation, state, city, province, or other local jurisdiction. If you use any EcoWorks resources for 
illegal activity, you may be terminated immediately.  EcoWorks will cooperate with any law enforcement 
agency investigation. 

EcoWorks strives to maintain a workplace free of harassment. You may not use information technology 
in ways that are disruptive, insulting, offensive to others, or harmful to morale. You may not transmit any 
communication to anyone, using EcoWorks equipment or systems, that contains discriminatory, 
offensive, threatening, insulting, intimidating, degrading, or harassing content. This includes but is not 
limited to words, pictures, and symbols. 

Information technologies provided to staff are EcoWorks property intended for business use.  This 
includes, but is not limited to, computers, computer files, telephones, email systems, access to the 
Internet, and software. You should understand the following provisions: 

• Any information or data that you create, transmit, receive or store when using company 
equipment or systems is not private.  

• You should not use someone else’s password, access his/her file or system, or retrieve stored 
communication that is not yours.  Exceptions will be made if you are given authorization in 
advance or it is part of your job duties, or when issued a subpoena, summons, court order, statute, 
regulation, discovery, governmental request, or when bodily harm has been threatened.  

• You may occasionally email for personal business and make personal phone calls.   These 
communications will be treated the same as other messages and are not private. Since EcoWorks 
management can access your personal communications without prior notice, you should not use 
email to send messages you would not want to share. Use of your EcoWorks computer and the 
Internet for personal reasons, including storing personal files on your computer, should be kept 
to a minimum.  

• You should password protect documents and programs. Consider having a back-up colleague who 
can access the information to protect EcoWorks’ interests in the case of emergencies.   

• You should conduct yourself legally, ethically, and appropriately on the Internet. This includes 
respecting the copyrights, software licensing rules, property rights, privacy and prerogatives of 
others, just as you would in any other business setting.  

• You should not engage in unnecessary, unauthorized, or unlawful Internet usage. These activities 
may cause network and server congestion that can slow down other users and tie up shared 
resources. Unlawful Internet usage may also create negative publicity and expose EcoWorks to 
significant legal liabilities.   
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• EcoWorks may block access from within its networks to sites deemed inappropriate or insecure. 
If you accidently connect to such a site, disconnect immediately and alert the Deputy Director so 
they can make sure your system has not been compromised.  

To maintain network security, you should not install software on a EcoWorks-issued 
computer. If a program/software is needed, contact the Deputy Director to install the 

program for you. 

Workplace Monitoring 

Workplace monitoring may be conducted by EcoWorks to ensure quality control, your safety, security, 
and customer satisfaction. 

Computers furnished to you are the property of EcoWorks. As such, computer usage and files, including 
e-mail usage and related files, may be monitored or accessed. 

Because EcoWorks is sensitive to your legitimate privacy rights, every effort will be made to conduct 
workplace monitoring in an ethical and respectful manner. 

Payment Card Industry (PCI) Security Considerations (Customer Cardholder Data) 

Protecting our customers’ payment card information is paramount for EcoWorks.  We protect our 
customers’ PCI security through our technical infrastructure, our policies, and the way we do business.  
PCI compliance is an ongoing effort that also requires you to deal with customer information properly.  
This shared responsibility affects usage of phones, email, EcoWorks-issued computers, personal devices 
connected to the network, and remote technologies.   

A short list of common Do’s and Don’ts can inform appropriate behavior, while more comprehensive 
guidance can be found at https://www.pcisecuritystandards.org/: 

DO  
• Lock your PC, whether in the office or remotely, while you are away from your desk or work area. 
• Immediately report a lost or stolen device (including personal phone or computer) that connects 

to the EcoWorks network. 
• Inform the Executive Director if you suspect misuse of your account, passwords, or devices. 
• Be aware of how customer information is handled in your day-to-day operations. 

DON’T 
• Keep customer cardholder data post-authorization, whether electronically or via paper records. 
• Email cardholder data, whether internally or externally, under ANY circumstance.  If a customer 

emails you their cardholder data by mistake, delete the email or remove the data from the email 
if you must keep the communication for archival purposes. 

• Save passwords in browsers, VPN shortcuts, or RDP shortcuts, etc., that are present on shared 
family computers or devices that are accessible to non-EcoWorks personnel. 

• Share your EcoWorks domain password with anyone, including the Deputy Director. We have the 
means to temporarily change your password for troubleshooting and can coordinate changing it 
back after the issue has been resolved.  

https://www.pcisecuritystandards.org/
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Please ask your supervisor about any business processes that may not meet these criteria and share any 
suggestions that will contribute to our PCI compliance and security. 

Personal Devices Policy 

You may be granted permission to connect your personal device to EcoWorks’ network. Personal devices 
must be approved by the Deputy Director for access via VPN, ActiveSync, and other protocols as dictated 
by a supervisor.  All approvals are subject to change based on network security threats. 

You may use your mobile device to access EcoWorks-owned email, calendars, contacts, documents, etc.  
It should be noted that any network traffic generated by your devices on EcoWorks networks will be 
monitored. Please do not use EcoWorks email addresses to register on personal social networks, blogs or 
other online tools. 

While connected to a EcoWorks network, personal devices may not be used to: 

• Transmit illicit materials. 
• Transmit proprietary information belonging to another company. 
• Harass others. 
• Engage in outside business activities. 

Social Media Policy 

At EcoWorks, we understand that social media can be a fun and rewarding way to share your life and 
opinions with family, friends, and co-workers around the world.  However, use of social media also 
presents certain risks and carries certain responsibilities. To assist you in making responsible decisions 
about your use of social media, we have established these guidelines for appropriate use. 

In the rapidly expanding world of electronic communication, social media can mean many things. Social 
media includes all means of communicating or posting information or content on the Internet.  This 
includes your own or someone else’s web log or blog, journal or diary, or your personal website. We also 
include social networking (including but not limited to Facebook, Twitter, Instagram, LinkedIn) or affinity 
websites, web bulletin board or a chat room, whether or not associated or affiliated with EcoWorks, as 
well as any other form of electronic communication.  

Please refrain from using social media while at work or on equipment EcoWorks provides, unless it is 
work-related as authorized by your supervisor and consistent with EcoWorks’ Information Technology 
Policy.  Please do not use EcoWorks email addresses to register on personal social networks, blogs or 
other online tools. 

The same principles and guidelines found in other EcoWorks policies apply to your activities online. You 
are solely responsible for what you post online. Before creating online content, consider some of the risks 
and rewards that are involved. Keep in mind that any of your conduct that adversely affects your job 
performance, the performance of fellow associates or otherwise adversely affects customers, suppliers, 
people who work on behalf of EcoWorks or EcoWorks interests may result in progressive discipline. 

Know and Follow the Rules 
Carefully read our guidelines on Equal Employment Opportunity & Respectful Workplace Policies in 
Section 11.  Ensure your postings are consistent with these policies. Postings that include discriminatory 
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remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct will not be 
tolerated.   

Be Respectful 
Always be fair and courteous to fellow employees, customers, suppliers, or people who work on behalf of 
EcoWorks. Keep in mind that you are more likely to resolve work-related complaints by speaking directly 
with your co-workers or by utilizing our Open-Door Policy than by posting complaints to a social media 
outlet. If you decide to post complaints or criticism, avoid using statements, photographs, video or audio 
that reasonably could be viewed as malicious, obscene, threatening or intimidating. Do not disparage 
anyone or post something that might constitute harassment or bullying. You should not post anything 
that would intentionally harm someone’s reputation. Do not post something that could contribute to a 
hostile work environment on the basis of any status protected by law or EcoWorks policy. 

Be Honest and Accurate 
Be honest and accurate when posting information or news.  If you make a mistake, correct it quickly. Be 
open about any previous posts you have altered. Remember that the Internet archives almost everything; 
therefore, even deleted postings can be searched. Never post any information or rumors that you know 
to be false about EcoWorks, fellow employees, customers, suppliers, or vendors working on behalf of 
EcoWorks or competitors. 

Post Only Appropriate Content 
• Maintain the confidentiality of EcoWorks trade secrets and private or confidential information. 

Trade secrets may include information regarding the development of systems, processes, 
products, know-how, and technology. Do not post internal reports, policies, procedures or other 
internal business-related confidential communications. 

• Do not create a link from your blog, website or other social networking site to EcoWorks website 
without identifying yourself as a EcoWorks employee. 

Retaliation Is Prohibited 

You may not take any negative action against any employee for reporting a possible deviation from this 
social media policy or for cooperating in an investigation. 
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SECTION 9:  LEAVE POLICIES 

Maintaining a healthy work-life balance is critical to your long-term health and productivity.   We offer a 
variety of programs to support your time away from work.  

Paid Time Off (PTO) 

Time away from work to relax and pursue special interests is important to everyone.  Your supervisor will 
review and approve your request for leave. When possible, you should request time off at least 2 weeks 
in advance. Approval will be considered along with the staffing needs of the department and work 
deadlines. 

Regular full-time employees accrue vacation leave upon hire. The amount of vacation leave accrued 
each pay period depends upon your years of service. Please see the chart below for your per pay period 
accrual. In general, vacation leave is not permitted to be taken before it is earned. Exceptions may be 
made at the discretion of your manager.   
  

Years of Service   Vacation 
Leave Accrual Annually   

Vacation Leave Accrual   
Per Pay Period  

0-3 Years of Service   120 hours  4.62 hours  

4-7 Years of Service   160 hours  6.16 hours   

7+ Years of Service   200 hours  7.7 hours   

  
NOTE:  Regular part-time employees who regularly work on average at least 12 hours per week will 
accrue vacation leave on a pro-rated basis, upon hire.  Temporary, seasonal, and on-call employees do 
not accrue PTO. 
  
The following guidelines have been established for PTO:  
  

• You may use PTO in 1-hour increments.  
• You may carry over up to a maximum of 60 hours of unused and earned PTO.  
• You are not permitted to have a negative balance of vacation leave.   

 
This policy complies with the Maryland Healthy Working Families Act. The following absences are covered 
by your PTO leave: 

• To care for or treat your mental or physical illness, injury, or condition; 
• To obtain preventive care for you or a family member; 
• To care for a family member with a mental or physical illness, injury, or condition; 
• For maternity or paternity leave; and 
• If your absence is necessary due to domestic violence, sexual assault, or stalking against you or a 

family member (this includes medical attention, victim assistance services, or legal services). 

A family member for EcoWorks’ PTO policy is defined as: 

• your biological, adopted, foster, stepchild or grandchild;  
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• child or grandchild that you have legal or physical custody of or for whom you are the primary 
guardian; 

• Child for whom you stand loco parentis 
• your or your spouse’s biological, adoptive, foster or stepparent; 
• your legal guardian or your primary caregiver when you were a minor; 
• your spouse; 
• your biological, adopted, foster, or step- grandparent or the spouse of your grandparent; and 
• your biological, adopted, foster, or stepsibling or spouse of your sibling. 

If you are unable to report to work for three (3) consecutive work shifts for a single illness or injury (not 
job incurred), EcoWorks may require you to provide a physician’s statement verifying the illness and the 
anticipated date of return to work.  When you are physically able to resume work, you may be required 
to present a physician’s statement verifying the same.  

PTO at Termination of Employment 

When you stop working at EcoWorks, you will not be paid for any unused and earned PTO, regardless of 
reason.  

Paid Holidays 

All regular full-time and part-time employees of EcoWorks are granted the following paid holidays: 

• New Year’s Day 
• Martin Luther King Jr. Day 
• President’s Day 
• Memorial Day 
• Juneteenth National Independence Day  
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Day after Thanksgiving 
• Christmas Day 
• Day after Christmas  

 
All seasonal full-time and part-time employees of EcoWorks are granted the following paid holidays: 

• New Year’s Day 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Christmas Day 

 
Part-time employees are eligible to receive paid holidays if they are regularly scheduled to work on the 
day the holiday is observed and earn a pro-rated portion of holiday leave based on their work schedule. 
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Holidays that fall on a Saturday will be observed on the Friday prior. Holidays that fall on a Sunday will be 
observed on the following Monday.  

When an EcoWorks holiday falls during a scheduled vacation, that day is not counted as a PTO day. 

You must be in an active employment status to receive holiday pay. If you are out on leave without pay 
the day before and after the holiday, you will not be paid holiday pay. 

Holidays are not paid out upon termination of employment.   

The holiday schedule will be published around October for the next year.   

Personal Day for Seasonal Full-Time Employees 

Full-time seasonal employees will be given one personal day each calendar year and are eligible to use it 
after 30 continuous days of employment. The personal day may be used in one 8-hour increment or two 
4-hour increments. The personal day (entire day or portion) does not carry over into the next calendar 
year and is not paid out upon termination of employment.  
 
Sick Leave for Temporary, Seasonal, and On-Call Employees 

In accordance with the Maryland Healthy Working Families Act, EcoWorks provides paid sick and safe 
leave to all temporary, seasonal, and on-call employees who regularly work 12 hours or more per week.  
You are eligible to accrue 1 hour of sick and safe leave for each 30 hours worked, up to 40 hours per 
year.  You begin to accrue sick and safe leave on your first day of employment.  You may request and be 
eligible to use sick and safe leave after the completion of 30 days of employment.  The following absences 
are covered by your sick and safe leave: 

• To care for or treat your mental or physical illness, injury, or condition; 
• To obtain preventive care for you or a family member; 
• To care for a family member with a mental or physical illness, injury, or condition; 
• For maternity or paternity leave; and 
• If your absence is necessary due to domestic violence, sexual assault, or stalking against you or a 

family member (this includes medical attention, victim assistance services, or legal services). 

A family member for EcoWorks’ sick and safe leave policy is defined as: 

• your biological, adopted, foster, stepchild or grandchild;  
• child or grandchild that you have legal or physical custody of or for whom you are the primary 

guardian; 
• Child for whom you stand loco parentis 
• your or your spouse’s biological, adoptive, foster or stepparent; 
• your legal guardian or your primary caregiver when you were a minor; 
• your spouse; 
• your biological, adopted, foster, or step- grandparent or the spouse of your grandparent; and 
• your biological, adopted, foster, or stepsibling or spouse of your sibling. 

You will not be eligible to accrue sick and safe leave during a bi-weekly pay period in which you work fewer 
than 24 hours total.  
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Sick and safe leave will not be granted prior to being earned.  You are permitted to carryover unused sick 
and safe leave up to 40 hours into the next calendar year and are not permitted to accrue more than 64 
hours of sick and safe leave at any time.  You may use up to 64 hours of sick and safe leave in a calendar 
year.  No payment for unused sick and safe leave will be granted at the end of a calendar year.  No 
payment for unused sick and safe leave will be granted upon termination.  Sick and safe leave will not 
accrue during any period of unpaid leave. 

If you are unable to report to work for three (3) consecutive work shifts for a single illness or injury (not 
job incurred), EcoWorks may require you to provide a physician’s statement verifying the illness and the 
anticipated date of return to work.  When you are physically able to resume work, you may be required 
to present a physician’s statement verifying the same.  

If your need to use sick and save leave is foreseeable, EcoWorks asks that you provide at least seven (7) 
days’ advance notice of your need to use leave.  If your leave is not foreseeable, EcoWorks asks that you 
provide as much notice as is practicable.  If you fail to provide notice to EcoWorks, and your absence 
causes a disruption to our business, your leave request may be denied.  A request for earned sick and safe 
leave may be denied if you fail to provide the required notice and your absence will cause disruption to 
EcoWorks.   

You may use earned sick and safe leave for the reasons listed in this policy.  If you use earned sick and 
safe leave for unauthorized reasons or have demonstrated a pattern of abusing sick and safe leave, 
EcoWorks may deny your right to use sick and safe leave in the future.         

For purposes of this policy, EcoWorks defines a day as eight (8) hours and you may use leave in increments 
of no less than one (1) hour.  For purposes of calculating leave, an exempt employee is assumed to work 
40 hours each workweek, unless the employee actually works less than 40 hours.  You will be paid at your 
regular rate of pay for any sick and safe leave you use.  Sick and safe leave hours do not count as hours 
worked for purposes of calculating overtime.       

If you leave EcoWorks and are rehired within thirty-seven (37) weeks, the leave you accrued prior to 
leaving EcoWorks will be reinstated upon rehire.     

EcoWorks will not allow retaliation or any adverse employment action against any individual for taking 
sick and safe leave in accordance with the law.  If you feel you have been retaliated against or that your 
employer has violated this Act, please speak with your supervisor or the Executive Director immediately.  
If you feel EcoWorks is not in compliance with the Maryland Healthy Working Families Act, you may file a 
written complaint with the Maryland Department of Labor and Licensing Regulations.   

Jury Duty and Court Appearances 

If you are called to serve on a jury or as a witness, you will be excused from work to perform this service.  
EcoWorks will pay regular full-time and regular part-time employees for up to 3 days during this required 
period of service (less any compensation received for such service).  You are required to notify your 
supervisor soon as you receive notice that your service is required, and you must bring a copy of the notice 
to your supervisor and the Executive Director.  When dismissed from jury duty earlier than expected, you 
must report to work.  When serving jury duty, you should provide the hours-worked receipt from the 
relevant court agency when you return to work.  This receipt should be attached to your timesheet and 
noted accordingly on the timesheet. 
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Voting Leave 

You should be able to vote either before or after regularly assigned work hours. If regular full-time 
employees and temporary full-time employees do not have two continuous hours of off-duty time during 
the period the polls are open on election day, they will be granted a reasonable period, up to two hours, 
during the workday to vote.  Notice is required so that the necessary time off can be scheduled at a time 
that provides the least disruption to the normal work schedule.  To receive this paid leave, you must obtain 
a receipt from your polling place indicating that you voted and present it to your supervisor upon return 
to work.  Time off for voting must be reported and coded appropriately on timekeeping records.   

Unpaid Leaves of Absence 

You may be granted an unpaid leave of absence for a specified period for short-term injuries, illnesses, 
pregnancy, or pregnancy-related condition. You must have one year of service and have worked 1,250 
hours to be considered for a leave of absence. In addition, you must have exhausted all PTO before you 
are eligible for an unpaid leave of absence. Requests for leaves of absence must be made in advance to 
the extent possible; must be submitted in writing; and are subject to approval by the Executive Director. 

If your leave request is for your own serious health condition, or that of a family member, medical 
certification will be required within 15 days from the start of the absence. Periodic recertification may 
also be required. If you are on an approved leave of absence, you can continue health insurance coverage 
by arranging to pay an amount equal to the administrative cost of insurance coverage to EcoWorks. You 
do not earn annual leave during an unpaid leave. 

If you take an approved leave of absence of less than 30 days, you will be reinstated to your former 
position upon returning to work. If your leave of absence is longer than 30 days, you will be reinstated to 
your former position upon return to work if your position is still open, or you will be considered for a 
comparable available position at the same rate of pay. If no comparable position is available, employment 
will be terminated.  

Maryland Parental Leave Act 

To be in compliance with Maryland law, EcoWorks will provide Maryland employees with up to six weeks 
of unpaid parental leave for the birth, adoption, or placement of a child in foster care during a 12-month 
period. You must use accrued leave or PTO concurrently with this leave. To be eligible for unpaid parental 
leave, you must have worked for EcoWorks for at least one year and for 1,250 hours in the previous 12 
months.   

To invoke the law’s protections, an eligible employee must provide EcoWorks with 30-days’ notice prior 
to taking the parental leave. Prior notice, however, is not required if you take leave because of a 
premature birth, unexpected adoption, or unexpected foster placement. 

EcoWorks may deny parental leave to an eligible employee if the denial is necessary to prevent 
“substantial and grievous economic injury to the operations of the employer” and EcoWorks notifies you 
of the denial before your leave period begins. 

During the leave period, EcoWorks is required to maintain existing coverage for a group health plan. You 
will still be responsible for your share of the premium costs during this time. 
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Maryland Flexible Leave Act 

As an employer that provides “leave with pay” to its employees, EcoWorks abides by the requirements of 
the Maryland Flexible Leave Act. As per the Act, EcoWorks allows Maryland employees to use leave for 
the care of an immediate family member (a child, spouse, or parent) with an illness subject to the 
conditions of the Act.   

Per the Act, “leave with pay” is defined as time away from work for which you receive compensation. 
“Leave with pay” includes sick leave and PTO, subject to the conditions of the employment policies of 
EcoWorks.   

Military Leave 

EcoWorks supports our military and complies fully with USERRA guidelines.  You should notify EcoWorks 
of any military leave requirement to your supervisor and Executive Director when you are notified of your 
duty to serve.  If you are required to take two (2) weeks annual military training, you will be granted a 
leave of absence without pay. All other military leave, including deployment, will be granted as required 
by federal and state law. 

In accordance with the provision of the Uniformed Services Employment and Reemployment Rights Act 
of 1994 (“USERRA”), EcoWorks will provide employment of equal or greater salary and responsibility to 
employees returning from involuntary military activation and service.   If you who are activated into 
involuntary military service and can no longer perform your duties with respect to EcoWorks, you will no 
longer receive salary or benefits from EcoWorks.    
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SECTION 10: EMPLOYEE BENEFITS 

Benefits represent a significant part of your total compensation.  Our benefits program has been designed 
to offer you peace of mind in protecting against illness and injury and to provide you with opportunities 
to build for your future.  The benefits listed below may be subject to change.  Please see the Executive 
Director for more information about your benefits.  

Medical Benefits   

EcoWorks offers medical benefits to eligible employees. The payroll deduction for this benefit will be taken 
on a pre-tax basis.  New employees who are or will become eligible after certain service requirements will 
receive an enrollment kit when they begin work. The enrollment kit includes detail about eligibility and 
benefits.  If you have questions about these benefits, please speak with Executive Director or refer to your 
summary of benefits plan documents. 

Vision Benefits 

EcoWorks offers vision benefits to eligible employees. The payroll deduction for this benefit will be taken 
on a pre-tax basis.  New employees who are or will become eligible after certain service requirements will 
receive an enrollment kit when they begin work. The enrollment kit includes detail about eligibility and 
benefits.  If you have questions about these benefits, please speak with Executive Director or refer to your 
summary of benefits plan documents. 

401(k) Retirement Benefits   

EcoWorks offers eligible employees a retirement savings plan to help them prepare for life after work. 
New employees who are or will become eligible after certain service requirements will receive an 
enrollment kit when they begin work. The enrollment kit includes the retirement plan’s Summary Plan 
Document that provides detail about eligibility and benefits.  If you have questions about the retirement 
plan, please speak with Executive Director or refer to the Summary Plan Document. 
 
Life Changing Events 

You may make changes to your existing insurance plans (enroll, add/delete dependents, etc.)  during the 
plan year only if you experience a major life change, which is considered a qualifying event.  You have 30 
days from the date of the qualifying event to notify Executive Director of the change. Major life changes 
include but are not limited to: 

• Legal marital status (marriage, death of spouse, divorce, legal separation). 
• Change in number of dependents (birth, adoption, death of dependent). 
• Employment (termination or commencement of employment by you, your spouse or dependent). 
• Work Schedule (reduction/increase in hours, part-time/full-time). 
• Dependent satisfies or ceases to satisfy the requirements for unmarried dependents (dependent 

no longer qualifies because of age). 
• Change in place of worksite of you, your spouse or dependents. 

If you have questions about changes to your coverage, please speak with the Executive Director or refer 
to your summary of benefits plan documents. 
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Maryland Continuation Coverage 

Maryland Continuation Coverage helps you maintain uninterrupted health care coverage when a “life 
changing” event occurs.  A life changing event includes loss of current job, divorce, legal separation, or 
loss of dependent status of a child.  Coverage is not automatic; you must request it to receive it.  Coverage 
may be continued for a specific period (usually 18 months) and the covered individual is responsible for 
the entire premium and any administrative fees.  Coverage rights will stop if you fail to make timely 
premium payments, become covered by another group health plan or become eligible for Medicare. 
Please see the Executive Director for more information. 

Workers' Compensation Insurance 

EcoWorks provides a comprehensive workers' compensation insurance program at no cost to you. This 
program covers any injury or illness arising out of and in the course of employment that requires medical, 
surgical, or hospital treatment. Subject to the applicable legal requirements, workers’ compensation 
insurance provides benefits after a short waiting period or, if you are hospitalized, immediately. 

If you sustain work-related injuries or illnesses, you should inform your supervisor immediately. No matter 
how minor an on-the-job injury may appear, it must be reported immediately. This will allow you to qualify 
for coverage as quickly as possible. 

If you have questions about workers’ compensation, please speak with the Executive Director or refer to 
your summary of benefits plan documents.  
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SECTION 11: EQUAL EMPLOYMENT & RESPECTFUL WORKPLACE POLICIES  

Equal Opportunity 
EcoWorks is an equal employment opportunity employer.   Our employment practices will not be 
influenced or affected by an applicant’s or employee’s race, color, religion, ethnic or national origin, 
ancestry, age, sex, sexual orientation, gender identity, pregnancy (including childbirth or related 
condition) citizenship, familial status, mental or physical disability status, veteran status, genetic 
information, other non-disqualifying disability, or any other characteristic protected by law. 

This philosophy governs all aspects of employment, including selection, job assignment, compensation, 
discipline, termination, and access to benefits and training.   

Equal employment opportunity notices are posted at EcoWorks as required by law.  These notices 
summarize your rights to equal employment opportunity and list the names and addresses of the various 
government agencies that may be contacted if you believe you have been discriminated against. 

EcoWorks supervisors are responsible for ensuring that our equal employment opportunity and respectful 
workplace philosophy is implemented and observed, and you share in the responsibility for assuring that, 
by your personal actions, these policies are effective and applied consistently.   

Commitment to an Equitable, Diverse, Inclusive & Accessible Workplace 

In concert with our core values, EcoWorks seeks to uphold and advance our commitment to being an 
equitable, diverse, inclusive, and accessible workplace.   

We see to actively advance our strategic efforts to advance equity, diversity, inclusion, and accessibility in 
our organization and the community.  In all of our work, we will evaluate our programs through the lenses 
of equity, diversity, inclusivity, and accessibility objectives.  We strive to participate in the development 
of new programs within the context of our mission and strategic goals of EcoWorks as well as the needs 
of the constituencies to whom they are directed.   We strive to achieve strategic goals, and priorities that 
will support the respect and restoration of our natural systems for future generations. 

EcoWorks invites your contributions to ensure that we have a vibrant EDIA culture.  We strive to have an 
intentional and respectful workplace to support this infrastructure that welcomes all people.   

Commitment to a Respectful Workplace 

EcoWorks is committed to a respectful, safe, and inclusive workplace.  EcoWorks expects you to conduct 
yourself in a positive manner that upholds our core values.  EcoWorks does not tolerate harassment 
towards any employee or third party based on race, color, religion, ethnic or national origin, ancestry, age, 
sex, sexual orientation, gender identity, pregnancy (including childbirth or related condition), citizenship, 
familial status, mental or physical disability status, veteran status, genetic information, other non-
disqualifying disability, or any other characteristic protected by law.   

Additionally, EcoWorks prohibits conduct that is unlawful, offensive, insulting, intimidating, threatening, 
degrading, defamatory, disparaging, disrespectful, or discourteous. This policy applies to conduct towards 
or by its employees, executives, supervisors, coworkers, customers, vendors, independent contractors, 
regardless of where it happens.  
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Religious Accommodation  

EcoWorks respects your religious beliefs and practices, and will make, upon request, an accommodation 
for such observances when a reasonable accommodation is available that does not create an undue 
hardship on EcoWorks’ business. 

If your religious beliefs or practices conflicts with your job, work schedule, or with EcoWorks’ operations 
or with other aspects of employment, you may request a religious accommodation.  Please submit a 
written request for the religious accommodation to the Executive Director.  Your written request should 
include the type of religious conflict that exists and your suggested accommodation.  The Executive 
Director will work with your supervisor to evaluate the request and make accommodation as appropriate, 
which will not create an undue hardship on EcoWorks. 

Disability Accommodation Policy 

EcoWorks will not discriminate against you in connection with the terms, privileges, or conditions of 
employment because of any physical or mental disability, provided that that disability does not render 
you unable to perform the essential functions of your position despite reasonable accommodation efforts.  
EcoWorks will make all reasonable efforts to accommodate such disabilities, provided that you are 
otherwise qualified to safely perform the essential functions, duties, and assignments of the job, and 
provided that the accommodations do not impose an undue hardship on EcoWorks. 

Please let your supervisor and the Executive Director know if you need accommodations for your 
disabilities.  In the absence of such disclosures, EcoWorks will assume that you are fully capable of 
performing your duties or anticipated duties.  EcoWorks may require medical documentation of the stated 
disability.   In such circumstances, it would be helpful if you provided suggestions as to what 
accommodation might be helpful or may have worked in similar circumstances in the past.   

Health Insurance Portability & Accountability Act (HIPAA) 

Personal medical information is treated confidentially. EcoWorks takes all reasonable precautions to 
protect medical information from inappropriate disclosure. Anyone with knowledge of an individual’s 
medical information must respect and maintain the confidentiality of that information.  

The Genetic Information Nondiscrimination Act of 2008 (GINA) 

EcoWorks will not discriminate based on genetic information with respect to health insurance and 
employment.  EcoWorks will not use genetic information in making employment decisions.  EcoWorks is 
restricted from requesting, requiring or purchasing genetic information, and strictly limits the disclosure 
of genetic information.  The law forbids discrimination based on genetic information when it comes to 
any aspect of employment, including hiring, firing, pay, job assignments, promotions, layoffs, training, 
fringe benefits, or any other term or condition of employment.  

EcoWorks does not tolerate any employee who harasses a person because of his or her genetic 
information. Harassment can include, for example, making offensive or derogatory remarks about an 
applicant or employee’s genetic information, or about the genetic information of a relative of the 
applicant or employee.  
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Reasonable Accommodations for Disabilities Due to Pregnancy Act 

EcoWorks provides pregnant employees with certain reasonable accommodations beyond the 
requirements of the federal Americans with Disabilities Act (ADA) and Pregnancy Discrimination Act (PDA). 
The Maryland Reasonable Accommodations for Disabilities Due to Pregnancy Act mandates that 
employers provide pregnant employees who are temporarily disabled with light duty assignments or 
transfers to less strenuous jobs, among other potential accommodations.  

In particular, EcoWorks may consider the following accommodations for you: 

• Changing your job duties; 
• Changing your work hours; 
• Relocating your work area; 
• Providing mechanical or electrical aids; 
• Transferring you to a less strenuous or less hazardous position; and/or 
• Providing leave. 

Also, EcoWorks will provide a light duty assignment to a pregnant employee if your health care provider 
"advises the transfer" and if reasonable accommodation can be made. 

You must provide EcoWorks with a health care provider's certification that includes the date the 
reasonable accommodation(s) became medically advisable, the probable duration of the accommodation, 
and an explanatory statement as to the medical advisability of the accommodation as a prerequisite to a 
light duty accommodation. Questions about this policy should be directed to the Executive Director.   

The Pregnancy Discrimination Act  

The Pregnancy Discrimination Act (PDA) protects your right to work during pregnancy. EcoWorks prohibits 
pregnancy discrimination and provides that women affected by pregnancy, childbirth, or related medical 
conditions will be treated in the same manner as other applicants or employees with similar disabilities 
or limitations. EcoWorks will remain in compliance with the following:  

• EcoWorks will not refuse to hire you because of your pregnancy-related condition if you are able 
to perform the essential functions of the job.  

• You cannot be fired, demoted, or denied a promotion because you are or may become pregnant.  
• EcoWorks may not single out pregnancy-related conditions for special procedures to determine 

your ability to work, but may use any procedure used to screen other employees’ ability to work.  
• EcoWorks will not force you to stop working and take pregnancy leave at any time during your 

pregnancy if you are still willing and able to perform your job.  
• If you are temporarily unable to perform the functions of your job due to your pregnancy-related 

condition, EcoWorks will treat you in the same manner as any other temporarily disabled 
employee, by providing modified tasks, alternative assignments, disability leave, or leave without 
pay.  

• EcoWorks will give you the same level of rights, benefits, and reinstatement privileges given to 
other employee who are temporarily disabled.  

• EcoWorks will not deny coverage for the pregnancy care of a male employee’s spouse. 
• Pregnancy-related benefits will not be limited to married employees.  
• Health insurance will cover pregnancy-related conditions on the same basis as costs for other 

conditions. 
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You have the right to be free from pregnancy discrimination on the job or when looking for work.  
EcoWorks will treat pregnancy the same way it would treat any other temporary disability related to 
illness or other medical condition.  

EcoWorks will provide a light duty assignment to you if your health care provider "advises the 
accommodation" and if the reasonable accommodation can be made.  You must provide EcoWorks with 
a health care provider's certification that includes the date the reasonable accommodation(s) became 
medically advisable, the probable duration of the accommodation, and an explanatory statement as to 
the medical advisability of the accommodation as a prerequisite to a light duty accommodation.  

Commitment to a Harassment-Free Workplace 

EcoWorks is committed to a workplace that is free of harassment.  Harassment is any unwanted verbal, 
visual, or physical conduct which creates an intimidating, hostile, or offensive work environment for 
employees or independent contractors. Conduct that can be considered harassment includes, but is not 
limited to:  

• Verbal or written comments such as epithets, derogatory or obscene comments, slurs, jokes, or 
other inflammatory language; 

• Propositions, advances, suggestive remarks, discussing sexual activities, commenting on physical 
attributes, whistling, etc.;  

• Unwanted physical contact; 
• Visually offensive materials, such as calendars, suggestive posters or comics, or other printed 

materials posted in the workplace for others to see;  
• Use of religiously derogatory language or offensive remarks about a person’s religious beliefs or 

practices; 
• Coercion to participate in religious activities against one’s beliefs; 
• Use of racially derogatory language or offensive remarks about a person’s race, color, or ethnic or 

national origin; or 
• Racially charged comments, jokes, or suggestive remarks, both verbal and written.   

Such conduct may be considered harassment when:  

• The conduct is physically threatening, intimidating, or humiliating;   
• The conduct unreasonably interferes with your ability to do your job and/or has an adverse effect 

on your overall work performance;  
• The conduct affects your psychological well-being; 
• You are asked to participate in specific conduct as an explicit or implicit condition of employment;  
• Your acceptance or rejection of the conduct is used as a basis for an employment decision;  
• The conduct is severe or pervasive enough to create a work environment that you consider 

intimidating, hostile, abusive, or offensive.   

While carrying out your job (or independent contractor) responsibilities, you may witness behavior or 
view material that you consider offensive.  If this occurs, you may choose to remove yourself from the 
work situation, notify the parties involved that you are offended, and/or inform your supervisor or 
Executive Director of your concerns.   
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Harassment Can Be More than Just Sexual in Nature 

Harassment does not have to be of a sexual nature and does not always take the form of physical 
contact. It may also take the form of other activities such as verbal bullying (including teasing), 

threatening to cause harm, or making derogatory statements. The activity may not necessarily be 
directed to an individual or group of people.  However, the activity may affect anyone within earshot. 
Other harassing or offensive conduct includes visual materials, such as notes, photographs, cartoons, 

graffiti, articles of a harassing or offensive nature, and taking retaliatory action against you for discussing 
or reporting harassment. 

Remember, we want to uphold a respectful workplace! 

Sexual Harassment 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature when submission to or rejection of this conduct explicitly or implicitly 
affects an individual’s employment (or independent contractor status), unreasonably interferes with an 
individual’s work performance, or creates an intimidating, hostile, or offensive work environment.  There 
are two types of sexual harassment that are prohibited by law and EcoWorks policy.  Below, we discuss 
each type of sexual harassment.   

Sexual Harassment:  Quid Pro Quo  

Quid Pro Quo harassment is when a supervisor or leader offers to give you something (i.e. a promotion or 
raise) in return for satisfaction of a sexual demand or request.  This could also occur if a supervisor or 
authority figure threatens to fire or reprimand you if you do not exchange a sexual favor or request.  
Examples of Quid Pro Quo include: 

• A supervisor requesting a sexual favor as a condition for hiring, promoting, or giving you a raise. 
• A supervisor threatening to terminate, transfer, demote, or otherwise adversely affect your work 

status if a sexual favor is not exchanged or continued.  
• A supervisor promising to give you a raise if you perform sexual favors. 
• A supervisor giving you a favorable work assignment with the expectation that you will repay 

them with sexual favors.   

Sexual Harassment:  Hostile Work Environment  

Hostile work environment is any unwelcome, unwanted or offensive verbal or non-verbal behavior in the 
workplace that causes you or other employees to feel uncomfortable, threatened, or intimidated at work.  
A hostile work environment exists if your work environment is altered, you feel it is difficult or 
uncomfortable to work in that environment as a result of another’s behaviors, and the behavior or 
communication is persistent and severe.  Examples of a hostile work environment include:       

• Unwelcome touching or leering; 
• Sexually oriented comments, epithets, jokes, or cartoons; 
• Conduct and speech that is intimidating, offensive, abusive, and/or otherwise offensive;   
• Objects including, but not limited to, sexually suggestive objects, pornographic pictures, 

calendars, or sexual gestures; or 
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• Physical conduct, such as unwanted touching, grabbing, kissing, hugging, or interference with 
personal movement. 

Use EcoWorks Equipment Responsibly! 

Remember, use of EcoWorks computers, copiers, or telephone systems for viewing, displaying, or 
disseminating material that is sexual or harassing in nature is considered workplace harassment.  Any 

violations should be reported to your supervisor or Executive Director. 

Workplace Bullying 

EcoWorks defines bullying as unwelcome or unreasonable behavior that demeans, intimidates, or 
humiliates one or more persons.  Bullying behavior is often persistent and part of a pattern, but it can also 
occur as a single incident.  Workplace bullying is usually carried out by an individual but can also be done 
by a group of people.  Such behavior violates EcoWorks’ Respectful Workplace policies on harassment, 
which clearly state that all employees will be treated with dignity and respect.   

EcoWorks considers the following types of behavior examples of bullying: 

• Verbal bullying: Slandering, ridiculing or maligning a person or his/her family; persistent name 
calling that is hurtful, insulting or humiliating; using a person as the butt of jokes; abusive and 
offensive remarks. 

• Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of physical assault; 
damage to a person’s work area or property. 

• Gesture bullying: Nonverbal behaviors that convey threatening messages. 
• Exclusion: Socially or physically excluding or disregarding a person in work-related activities. 

In addition, the following examples may constitute or contribute to evidence of workplace bullying: 

• Persistent singling out of one person or a group of persons in work-related activities. 
• Using verbal or obscene gestures. 
• Personal insults and/or use of an offensive or unwanted nickname. 
• Public humiliation of any form. 
• Public reprimands. 
• Spreading rumors and gossip regarding a person or group of persons. 

If you experience or witness workplace bullying you should immediately report this to your supervisor or 
Executive Director.  EcoWorks takes workplace bullying seriously and will investigate any allegations.   

Reporting Workplace Harassment or Discrimination 

EcoWorks hopes you never experience harassment or discrimination in our workplace.  If you do 
experience harassment or discrimination, you are encouraged to inform the harasser directly that the 
conduct or behavior is unwanted, and you want the behavior to stop.  If you are not comfortable doing 
this alone, you should promptly report any incident(s) of harassment or discrimination to your supervisor 
or the Executive Director.  You will not face any retaliation for making a good faith report of harassment 
or discrimination.  
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If you feel that your supervisor is the source of the harassment, you should report this directly to the 
Executive Director.  If you feel that the Executive Director is the source of the harassment, you should 
report this directly to the Board Executive Committee.  Once the matter has been reported it will be 
promptly investigated and any necessary corrective action will be taken to remedy the situation and 
prevent the conduct from continuing.   

If you feel you have witnessed workplace harassment, you must report the incident(s) to your supervisor 
and/or Executive Director and/or Board Executive Committee as soon as possible. 

Investigation of Harassment or Discrimination 

EcoWorks will investigate each complaint appropriately in a timely manner.  EcoWorks will handle the 
investigation discretely and will attempt to keep the investigation confidential to the extent possible.  
Through the investigation process, EcoWorks may do any of the following, depending on the 
circumstances of the complaint:  

• Interview the complainant, witnesses, and the person alleged to have committed acts of 
harassment;  

• Ask the complainant what steps he/she would like EcoWorks to take as a consequence of the 
alleged harassment;  

• Conduct further interviews as necessary to objectively gather the facts regarding the complaint.  

Prompt and Remedial Action  

If  EcoWorks determines that this policy has been violated, EcoWorks will take prompt and corrective 
action.  This action may include progressive discipline, up to and including termination, or other 
appropriate remedies to remedy and end the harassment.  The appropriate corrective measures will be 
determined on a case-by-case basis.  If the prohibited conduct is by a third party, EcoWorks will take 
appropriate action to ensure that such conduct will not be repeated.  If the harassment continues, you 
should promptly report this to your supervisor and/or Executive Director and/or the Board Executive 
Committee if the source of the harassment is the Executive Director.   

Additionally, the procedure for reporting incidents of harassing behavior is not intended to impair, 
replace, or limit your right to seek remedy through the appropriate local, state, or federal agency. 

Maintaining a Written Record  

EcoWorks shall maintain a complete written record of each complaint and how it was investigated and 
resolved. Written records shall be maintained in a confidential manner to the extent practical and 
appropriate in the office of the Executive Director.  

Retaliation  

EcoWorks does not permit any retaliation, including the loss of benefits, demotion, discipline, or adverse 
impact on the terms and conditions of your employment for filing or responding to a bona fide complaint 
of harassment, appearing as a witness in the investigation of a complaint of harassment, or threatening 
to file a complaint of harassment.  
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Harassment Prevention Training 

EcoWorks provides periodic mandatory training to ensure that our staff understand what harassment is 
and how we can have a work environment free from harassment. The Executive Director will send out 
information to staff and you will be required to attend this training.   

WE TAKE HARASSMENT SERIOUSLY! 

You can be assured that any complaints will be taken seriously and handled swiftly.  You can raise 
concerns or make reports without fear of reprisal or retaliation.  

Supervisors MUST report any allegation (real or rumor) of harassment immediately to the Executive 
Director. 
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SECTION 12: TERMINATION OF EMPLOYMENT 

Employment-at-Will and EcoWorks Property 

All employment is at-will. This means that you may terminate employment or be terminated at any time, 
with or without notice, and with or without cause.   Upon termination, regardless of reason, all EcoWorks 
property must be immediately turned in to your supervisor or Executive Director, including, but not 
limited to, laptops, iPad, cellphones, door keys, key cards, padlocks, credit cards, computer disks/flash 
drives, field equipment and PPE gear, customers lists, and other company-issued equipment and supplies.  
There are several types of termination procedures, as defined below. 

Resignation and Retirement 

Although we hope your employment with us will be a mutually rewarding experience, we understand that 
you may voluntarily resign employment for any number of circumstances. If you decide to resign, to 
facilitate a smooth transition out of EcoWorks, crew members are encouraged to provide a minimum of 
one week’s written notice; crew leadership and general staff are encouraged to provide a minimum of 
two weeks’ written notice; administrative and senior staff are encouraged to provide a minimum of one 
month’s written notice. Written notice should be provided to your supervisor.  Employees who voluntarily 
resign will be not paid out for your unused and earned PTO.  All other forms of paid time off (holidays 
(including personal days), sick leave, etc.) are NOT paid out upon termination of employment, regardless 
of reason.   

EcoWorks reserves the right to accept your notice of resignation and to accelerate your resignation and 
make your resignation effective immediately, or on any other date prior to your intended last day of work 
that EcoWorks deems appropriate.  In such instances, you will be paid only until your last day of active 
employment. 
 
Termination for Cause 

Employees who are terminated for cause (regardless of reason) are NOT paid out for unused and earned 
PTO at termination of employment.  Additionally, all other forms of paid time off (holidays (including 
personal days), sick leave, etc.) are NOT paid out upon termination of employment, regardless of reason.   

Job Abandonment 

If you fail to report to work or contact your supervisor for two (2) consecutive workdays, you shall be 
considered to have abandoned the job without notice, effective at the end of your normal shift on the 
second day. Job abandonment is considered a voluntary resignation. The supervisor must notify the 
Executive Director at the expiration of the second workday and initiate the paperwork to terminate you 
from employment. If you are terminated due to job abandonment, you are ineligible to receive accrued 
benefits including pay-out of unused and earned PTO.  Additionally, all other forms of paid time off 
(holidays (including personal days), sick leave, etc.) are NOT paid out upon termination of employment, 
regardless of reason.   

Final Paychecks 

Your final paycheck will be available at the next regularly scheduled payroll date following termination, 
unless special circumstances or State Law dictate differently, and previous arrangements have been made. 
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Benefits upon Termination  

• All benefits end as of midnight on the date of termination, except for Medical and Vision, which 
continue until the last day of the month in which you terminate employment.  

• Information about eligibility to continue participation in employee benefit programs (including 
health and welfare and retirement plans) -- known as COBRA continuation -- will be provided to 
you by our third-party administrator.  

• You are encouraged to contact the Executive Director with any specific questions about benefits 
continuation and related issues.   

Exit Interviews 

You are encouraged to schedule an exit interview with the Office Manager within the last week of your 
employment.  Exit Interviews are an important part of EcoWorks’ "continuous improvement" philosophy.  
We appreciate your cooperation and assistance with this process prior to leaving EcoWorks.   This exit 
interview can help resolve any questions that you have about the status of benefits after leaving 
employment with EcoWorks. 

Employment Verification 

A prospective employer or vendor may ask EcoWorks to verify certain aspects of (or supply information 
regarding) your employment with EcoWorks. An Employment Verification form provides your 
authorization and consent to EcoWorks to respond to such requests and to supply requested information.  
By signing this acknowledgement form, you expressly waive the right to review the reference information 
provided.  Only the Office Manager is able to verify employment.  All inquiries must be directed to the 
Office Manager in writing.  

Requests for information about former employees are handled by the Office Manager. The only 
information that will be provided in response to any request by a prospective employer will be verification 
of employment dates, confirmation of salary, and job title(s).   
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EMPLOYMENT HANDBOOK ACKNOWLEDGEMENT FORM 

I acknowledge that I have received either a printed copy of EcoWorks’ Employment Handbook or have 
access to the document electronically. I acknowledge that I have read and understand the handbook and 
that I will comply with the policies and practices set forth in the handbook. I will ask my supervisor or the 
Executive Director for clarification of any of the handbook information that I do not understand.  

I understand that the Employment Handbook and any other written or oral communications regarding 
the relationship between EcoWorks and me are presented for information and reference only and do not 
create an employment contract, either express or implied.  

I understand that we may end our employment relationship at any time, with or without cause, with or 
without notice, and for any reason or for no reason. I also understand EcoWorks may change the 
handbook at any time, without prior notice to me, and that while I will be notified of future changes, my 
compliance with the policies and practices set forth in the handbook are based on this acknowledgement, 
and that EcoWorks may or may not request that I sign additional acknowledgements. I will notify 
EcoWorks’ Executive Director promptly if I am unable to comply with any future changes in policies or 
practices. 

 
 
              
Signature of Employee     Signature of Management Representative 
 
 
 
              
Employee Name (please print)    Management Representative (please print) 
 
 
 
               
 Date       Date 
 


	Section 1: Employment at Will and Legal Disclaimers
	Section 2: About EcoWorks
	About Us
	Mission Statement
	Values

	Section 3:  Commitment to Ethics in the Workplace
	Code of Ethics
	Conflicts of Interest
	Reporting Potential Conflicts
	Outside Employment and Self-Employment
	Whistleblower Policy
	Confidential Nature of Work
	Media Relations
	Hiring of Relatives
	Relationships in the Workplace
	Gifts and Gratuities
	Special Events
	Fundraising & Distribution of Non-Work-Related Information
	Personal Beliefs and Partisan Political Activity

	Section 4: General Employment Provisions
	Open Door Policy
	Employment Categories
	Regular Full-Time
	Regular Part-Time
	On-Call Employees
	Seasonal Employees
	Temporary Employees

	Overtime for Non-Exempt Employees (Payroll Status)
	Overtime for Exempt Employees (Payroll Status)
	Travel Time for Non-Exempt Employees
	Overnight, Out-of-Town Trips
	Out-of-Town Trips for One Day
	Local Travel
	Commuting Time

	Payroll
	Time Keeping
	Violations of the Time Keeping Policy or Questions about the Policy
	Pay Transparency
	Job Postings
	Business Expenses
	Credit Cards Issued by EcoWorks
	Professional Dues and Fees
	Access to Human Resource Files
	Personal Data Changes
	Performance Appraisals
	Attendance Policy
	Work Hours
	Flexible Work Scheduling
	Flexible Workplace Arrangements/Telecommuting
	Nursing Mothers Policy
	Immigration Law Compliance
	Appearance and Attire
	Telephone Courtesy

	Section 5: Workplace Safety & Security
	Safety
	Parking
	Security
	Threats, Acts of Violence, & Emergency Reporting Procedures
	Personal Responsibility
	Reporting Work-Related Injuries and Illnesses
	Inclement Weather and Emergency Closures
	COVID-19/Infectious Disease Health Safeguard Measures
	Preventing the Spread of Infection in the Workplace
	Social Distancing Guidelines for Workplace Infectious Disease Outbreaks
	Assigned Equipment
	Personal Calls and Use of Ear Buds/Earphones
	Safe Driving
	Tobacco-Free Workplace

	Section 6: Employee Conduct & Work Environment
	Performance Coaching Culture
	Rules of Conduct & Discipline
	Progressive Discipline
	Prohibition and Deterrence of Workplace Violence

	Section 7:  Alcohol-Free and Drug-Free Workplace Policy
	Alcohol at EcoWorks Events
	Drug-Free Workplace Requirements
	Consent to Search

	Section 8: Information Technology & Social Media Policies
	Information Technology Policy
	Workplace Monitoring
	Payment Card Industry (PCI) Security Considerations (Customer Cardholder Data)
	DO
	DON’T

	Personal Devices Policy
	Social Media Policy
	Know and Follow the Rules
	Be Respectful
	Be Honest and Accurate
	Post Only Appropriate Content

	Retaliation Is Prohibited

	Section 9:  Leave Policies
	Paid Time Off (PTO)
	PTO at Termination of Employment
	Paid Holidays
	Personal Day for Seasonal Full-Time Employees
	Sick Leave for Temporary, Seasonal, and On-Call Employees
	Jury Duty and Court Appearances
	Voting Leave
	Unpaid Leaves of Absence
	Maryland Parental Leave Act
	Maryland Flexible Leave Act
	Military Leave

	Section 10: Employee Benefits
	Medical Benefits
	Vision Benefits
	401(k) Retirement Benefits
	Life Changing Events
	Maryland Continuation Coverage
	Workers' Compensation Insurance

	Section 11: Equal Employment & Respectful Workplace Policies
	Equal Opportunity
	Commitment to an Equitable, Diverse, Inclusive & Accessible Workplace
	Commitment to a Respectful Workplace
	Religious Accommodation
	Disability Accommodation Policy
	Health Insurance Portability & Accountability Act (HIPAA)
	The Genetic Information Nondiscrimination Act of 2008 (GINA)
	Reasonable Accommodations for Disabilities Due to Pregnancy Act
	The Pregnancy Discrimination Act
	Commitment to a Harassment-Free Workplace
	Sexual Harassment
	Sexual Harassment:  Quid Pro Quo
	Sexual Harassment:  Hostile Work Environment
	Workplace Bullying
	Reporting Workplace Harassment or Discrimination
	Investigation of Harassment or Discrimination
	Prompt and Remedial Action
	Maintaining a Written Record
	Retaliation
	Harassment Prevention Training

	Section 12: Termination of Employment
	Employment-at-Will and EcoWorks Property
	Resignation and Retirement
	Termination for Cause
	Job Abandonment
	Final Paychecks
	Benefits upon Termination
	Exit Interviews
	Employment Verification

	Employment Handbook Acknowledgement Form

