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Section 1 – Employee Welcome Message 
 
Thank you for joining the Alternative Paths Training School (APTS) team. You have a great 
contribution to make to our school and we hope you will find your time with us rewarding. We look 
forward to the opportunity of working together to further enhance the quality of APTS and its students. 
 
APTS has established an outstanding reputation for quality training and education. Credit for this goes 
to everyone in the organization. We hope you, too, will find satisfaction and take pride in your work 
here. As a member of the APTS team, it is expected that you will help improve the teaching, learning 
and working environment for our students. We extend to you our personal and best wishes for your 
success and happiness at APTS. 
 
This Handbook provides general information about your benefits and the work rules and policies 
under which we operate, and may be utilized as a reference tool throughout your employment with us.  
Of course, every APTS policy cannot be addressed in this handbook.   
 
Therefore, detailed explanations have been omitted to keep it reasonably brief and readable.  Any 
previous editions of this handbook or practices of APTS are superseded by this edition. As such, all 
rules and policies in this guide will apply to all employees, regardless of their employment date with 
APTS.  
 
This handbook does not change the Employment At Will status nor does it constitute a 
guarantee that your employment will continue for any specified period of time, or end only 
under certain conditions.  Employment at APTS is a voluntary relationship, and nothing in this 
handbook constitutes an expressed or implied contract of employment.   Just as you retain the 
right to terminate your employment at any time, for any or no reason, APTS retains a similar right.  No 
policy or practice of APTS should be construed to change this relationship.  Only APTS officers have 
the right to modify this practice and such action must be in writing.  Given the nature of the services 
provided by APTS, written contracts for specific employment terms will, from time to time, be utilized.  
In such instances, the terms of this Handbook, including At Will status, will be applicable and will only 
be abrogated to the extent it is expressly changed by the terms of written contract executed by an 
officer of APTS. 
 
If a state or other local jurisdiction in which APTS operates has specific statutes that requires APTS to 
act otherwise than what is written within this handbook, APTS will comply with the state's or local 
jurisdiction's applicable law. 
 
If you have any questions as to the interpretation or application of specific sections of this handbook, 
or any of our policies, practices or procedures, you are invited to consult a Human Resources team 
member of APTS.   
 
We hope that your employment experience will be rewarding, enjoyable and educational, and we wish 
you much success at APTS! 
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Section 2 – Mission Statement 

 
Alternative Paths Training School (APTS) is a program, which promotes behavioral stability and 
availability for learning for individuals with special needs. Our Applied Behavior Analysis philosophy 
drives a safe, person-centered approach to academic, vocational, and practical life skills acquisition, 
by means of best practice behavior interventions and academic instruction.  We are part of a joint 
effort committed to assisting those we serve achieve their successful integration into the community 
throughout their educational and post-educational life ventures.  
 
Our mission is carried out by a dedicated expert team of professionals through: 
 
BEHAVIOR INTERVENTIONS - therapeutic actions grounded in the theory and practice of applied 
behavior analysis (ABA) that occur during school hours, or after school.  These aim to increase 
students’ availability for academic learning, pre-vocational, vocational, and life skills acquisition. 
 
BEHAVIOR INTERVENTION PLAN (BIP) - an ABA-based report written within at lest 90 days of 
admission and revised at least annually for each student.  The document contains information 
pertaining to the assessment of the student’s history and current presenting behavioral needs.  It 
includes a Functional Behavioral Assessment (FBA), proactive, interactive, and reactive strategies for 
modifying each student’s maladaptive behaviors, and teaching to positive, adaptive replacement 
behaviors.  It also includes a summary of any relevant data.  It is to be signed by the behavioral team 
members who develop it, the Local Educational Agent (LEA), the parent(s)/guardian(s) and/or the 
student.   
 
BY MY SIDE™ - refers to both an adaptive skill training trial intended to establish and maintain 
stimulus control with students, while ensuring their safety during transitions.  It also refers to the 
training manual under development to be used for training APTS staff and parents/guardians or 
caretakers of those individuals with special needs who require some level of physical behavioral 
management. 
 
COHORT PROGRAM - a partnership program between APTS and George Mason University (GMU), 
focused on providing a graduate level certificate of completion in 5 ABA courses.  For APTS, the 
benefit of such a partnership is that there is a 20% tuition discount possible for each participant, and 
the class schedule may be conducted to meet the needs of APTS employees. 
 
COMMUNITY OUTREACH BEHAVIOR CONSULTATION - ABA services conducted in the 
community and homes of APTS students or non-APTS students living in the surrounding vicinity.  
These include, but are not limited to:  adaptive skills acquisition related to self-care needs, adaptive 
living skills, transitions, interacting functionally and safely in the community, stabilization within the 
home.  This may also include parent training, and provision of a formal or informal BIP. 
 
COUNSELING/SOCIAL-EMOTIONAL SKILLS TRAINING (see related services): - a service staffed by 
a licensed clinical psychologist, social worker, or equivalent, who teaches students in individual and 
group training modalities in areas such as:  anger management, social skills, assertiveness skills, 
anxiety management skills, conflict resolution skills, coping skills, and stress management skills. 
 
CRISIS INTERVENTION - the service provided to APTS students and their families, 24 hours/day, 7 
days/week.  This is primarily staffed by the Team Leaders (TLs), but may also be staffed with APTS 
designated staff.  TLs are assigned on a monthly rotation and this “on-call” schedule is distributed to 
each student’s family in advance of the month.  The service is to be used by parents/guardians when 
the student engages in an intense and unmanageable maladaptive behavior at home.  It is an 
alternative to calling 911 or the police, assuming that advanced medical care (e.g. life threatening 

 6



emergency, first aid, emergency medicine) is not needed.  It is not to be used for routine student 
behavioral or parental training. 
 
CURRICULUM AND ACADEMIC PROGRAMMING – In order to meet the needs of all students, 
APTS’ school-based program follows the curricula guidelines provided by the Commonwealth of 
Virginia’s Department of Education’s (VDOE) Standards of Learning (SOL) and Aligned Standards of 
Learning (ASOL); and the standards provided by the Office of the State Superintendent of Education 
(OSSE) for the District of Columbia Public Schools (DCPS) that prepare students for the 
Comprehensive Assessment System (CAS) and the Comprehensive Assessment System Alternative 
(CASALT).  More information is available in the APTS Academic Outline.  
 
DATA ANALYSIS - designing and implementing behavioral data collection procedures including 
training staff to record data daily for each client/student.  This process also includes synthesizing the 
data and analyzing it to draw clinical conclusions about individual progress and programmatic 
outcomes at APTS. 
 
DATA-DRIVEN DECISION-MAKING (DDDM)- is used to better evaluate and respond to the changing 
needs of its students. DDDM is utilized to collecting appropriate data and analyze that data in a 
meaningful fashion. We then use it to develop academic and behavioral strategies to facilitate student 
progress as well as increase school efficiencies. DDDM is also utilized at APTS to analyze test scores 
and student achievement, improve teacher quality, improve the curriculum, and communicate 
education and behavioral issues more effectively within and across our various teams. 
 
EDUCATIONAL ASSESSMENT - is student specific and can be informal, ongoing, in-class progress 
assessments to help guide student instruction, or formal published assessment tools that provide a 
global approach initially used for gathering baseline data in decoding, reading, reading 
comprehension, math concepts, math computation, oral and written communication, general 
knowledge, and listening skills.  
 
EDUCATIONAL PROFESSIONAL DEVELOPMENT - includes teacher trainings on specific 
techniques, tools, programs, and curricula in order to effectively meet the student’s needs as outlined 
in each Individualized Educational Plan (IEP). 
 
FUNCTIONAL BEHAVIORAL ASSESSMENT (FBA) - the process of conducting numerous 
assessments [Functional Assessment Observations (FAOs), structured/semi-structured interviews, 
and other assessment procedures] whose results yield the purposes(s) of a student’s maladaptive 
behaviors. 
 
INDIVIDUALIZED INSTRUCTION - is developed for each student, recorded in an IEP, and is based 
on appropriate educational assessments from which goals are written to address weaker areas of 
performance and student needs.  
 
INTERNAL TRANSITIONS - the process beginning with the initial home visit for all new admissions to 
APTS and concluding at the end of the first full week of intensive behavioral support and assessment 
in the Intensive Support Wing (ISW) of APTS.  This is the wing in which all new students are initially 
placed.  Internal transitions also refers to students’ transitions from the ISW to a non-ISW classroom.  
This calculated process takes place between over approximately 1-2 weeks, and includes in-depth 
analysis of staff effectiveness, students’ behavioral stability, academic, and clinical needs. 
 
LIFE SKILLS TRAINING - the program delivered to students by educational and behavioral team 
members related to self-care/adaptive living/safety skills, personal hygiene, grooming, etc. 
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OCCUPATIONAL THERAPY - (see related services) - a service staffed by a licensed occupational 
therapist who teaches students in individual and group training modalities to better “work” according to 
their particular level of functioning and area of need.  Some examples are sensory/visual-motor 
integration, fine motor and adaptive skills training, adaptive equipment recommendations, and 
academic or job skills analyses. 
 
OPTIMIZE AND ACCESS TECNOLOGY – APTS believes in exploring and developing assistive 
technology alternatives. While APTS works closely with the surrounding counties and therapists, it 
also strives to create non-traditional solutions for facilitating learning. APTS also supports in-services 
and workshops to better equip its staff with the knowledge to efficiently access and integrate 
technology in its students’ daily learning opportunities. 
 
PHYSICAL THERAPY - (see related services) - a service staffed by a licensed physical therapist who 
teaches students in individual or group training modalities in areas such as:  gross motor skills, 
balance, posture and body stabilization, ambulation, and physical fitness. 
 
POST-SECONDARY TRANSITION- plans to support the transition for each individual student are 
composed through the annual IEP beginning at age 14.  Goals are based on the student’s individual 
interests, educational needs, and level of independence.  They are developed collaboratively with the 
student and supported by the clinical, educational, LEA, and community resources 
 
RELATED SERVICES - a clinical specialist in any number disciplines such as: Speech/Language, 
Occupational, Physical, Visual, Hearing, and Counseling Therapies which supplement the direct 
services areas already outlined and being provided by the IEP and are individualized based on each 
student’s needs.  
 
RESEARCH - to be conducted primarily in single-case design and with prior approval of a local 
Human Subjects Review Board (HSRB).  Clinical results may also be published ad hoc if they would 
contribute to the body of empirical literature relevant to the field of ABA or working with individuals 
with disabilities. This type of research does not require prior approval of an HSRB. 
 
SAFE LEARNING AND WORKING ENVIRONMENT - This is supported by a workforce centered on 
safety and focused on performing its daily operations with an attention on integrated risk 
management. Policies, practices and procedures attempt to reinforce providing enriching activities for 
our students while minimizing risks to staff and students. 
 
SPEECH AND LANGUAGE THERAPY/PATHOLOGY - (see related services) - a service staffed by a 
licensed speech and language pathologist who teaches students in individual and group training 
modalities in expressive communication skills including, but not limited to: sign language, use of 
assistive technologies, use of picture exchange systems, training in speech and its component skills.  
 
STAFF TRAINING - this is an on going process intended to help new staff as well as seasoned staff 
continue to sharpen their behavior modification skills (to include passive therapeutic physical 
approaches to managing behavior) and teaching skills so that they may better implement clinical 
protocols.  
 
STUDENT-CENTERED TECHNOLOGY-BASED INSTRUCTION - APTS uses technology (E-
Learning) to deliver training and educational materials to the learner utilizing techniques and 
approaches assessed to be specifically effective /reinforcing to that individual. 
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Mission Statement Words 
 

←   Applied Behavior Analysis   → 
 
 
    Consulting in the Community/Training                                 School Program 

Promote Provide 
Best Practice Knowledge / Practical Skills 
Interventions + Integration 

Special needs populations Students 
Effective Successful 

Staff Development Community 
Dedicated Team Behavioral 

Expertise Academic / Instruction 
Community Outreach Individualized 

 Family-supporting & collaborating w/ 
 +Educational & Post-Educational 
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Section 3 – Compliance with Employment Acts 

 
 
301 - Equal Employment Opportunity Policy 
 
This is a reaffirmation of APTS’ policy of equal employment opportunity.  If an employee feels that an 
infraction of APTS’ equal employment opportunity policy has occurred, the employee should 
immediately report the discrimination to Human Resources.  APTS is committed to fully investigating 
the employee’s claim and to taking the appropriate actions. 
 
APTS complies with all applicable Equal Employment Opportunity laws and regulations in the hiring, 
placing, promoting, transfer, demotion, recruitment, advertising or solicitation for employment, rates of 
pay or other forms of compensation, selection for training, layoff or termination, and treatment of 
employees and applicants for employment. 
 
APTS has consistently maintained a policy of Equal Employment Opportunity for all employees and 
prospective employees of APTS. The Senior Executive Committee has the overall responsibility for 
implementing and monitoring APTS’ Equal Employment Opportunity policy and for reporting to the 
President the result of these actions. 
 
All decisions with respect to employment have been and will continue to be made on the basis of 
merit, performance, qualifications, and, where applicable, seniority, to coincide with the policy of equal 
employment opportunity.  
 
All personnel practices with respect to recruitment, hiring, training, promotions, compensation, 
benefits, transfers, leaves of absence, layoff and return from layoff, terminations, and other terms and 
conditions of employment are to be administered without regard to race, color, sex, religion, sexual 
orientation, veteran status, national origin, age, disability, or any other protected classification. 
 
If you have a question regarding the Equal Employment Opportunity policy, contact your supervisor or 
any member of the Senior Executive Committee directly who will answer questions, discuss problems 
and obtain a resolution to problems related to Equal Employment Opportunity. 
 
302 - Americans with Disabilities Act 
 
The Americans with Disabilities Act was enacted to ban discrimination against persons with 
disabilities. The Americans with Disabilities Act defines an “individual with a disability” as a person 
who has a physical or mental impairment that substantially limits one or more major life activities, a 
record of such impairment, or is regarded as having such impairment. A qualified individual with a 
disability is a person who meets legitimate skill, experience, education, or other requirements of an 
employment position that he or she holds or seeks, and who can perform the “essential functions” of 
the position with or without reasonable accommodation. Requiring the ability to perform “essential” 
functions assures that an individual will not be considered unqualified simply because of inability to 
perform marginal or incidental job functions. If the individual is qualified to perform essential job 
functions except for limitations caused by a disability, the employer must consider whether the 
individual could perform these functions with a reasonable accommodation. 
 
Existing facilities must be made accessible if the changes are “readily achievable” (i.e., easily 
accomplished without much difficulty or expense). Auxiliary aids and services must be provided 
unless such provision would fundamentally alter the nature of the program or cause an undue burden. 
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The disabled employee must request in writing, the requirement of such accommodations to the 
Human Resource Department. If the individual does not request an accommodation, the employer is 
not obligated to provide one. The disabled individual requiring the accommodation must be otherwise 
qualified, and the employer must know the disability. In addition, an employer is not required to make 
an accommodation if it would impose an “undue hardship” on the operation of the employer’s 
business. 
 
APTS will make reasonable accommodations for pregnant employees and qualified individuals with 
known disabilities unless doing so would result in undue hardship, safety, and/or health risk to APTS, 
its students, or other employees. 
 
Individuals who currently engage in the illegal use of drugs are specifically excluded from the 
definition of a “qualified individual with a disability” protected by the ADA when an action is taken on 
the basis of their drug use. 
 
303 - Harassment in the Workplace 
 
Harassment on grounds, including race, color, religion, national origin, age, marital status, disability, 
sexual orientation, or any other protected class under federal, state or local law, is also prohibited.  
Harassment includes jokes, verbal abuse and epithets, degrading comments, the display of offensive 
objects and pictures, and other conduct that the individual might reasonably find to be offensive. This 
policy prohibiting harassment, whether sexual or of another nature, is not limited to relationships 
between and among employees and prospective employees, but also extends to interaction with 
guests, customers, vendors, or suppliers.  No employee shall ever subject any guest, customer, 
vendor or supplier of APTS to harassment, including sexual harassment, of any nature, including that 
conduct described below.  Furthermore, no employee will be required to suffer sexual harassment by 
any guest, customer, vendor, or supplier.  
 
304 - Sexual Harassment in the Workplace 
 
Sexual harassment in the workplace is a form of sex discrimination and is thus a violation of Title VII 
of the Civil Rights Act of 1964. Sexual Harassment is illegal and will result in disciplinary action up to 
and including termination. 
 
APTS will not condone or tolerate any harassment, including sexual harassment, of its employees, 
guests, customers, vendors or suppliers.  This policy applies to all persons -- administrators, 
managers, supervisors and employees.  Harassment will not be tolerated at any APTS-sponsored 
events, including by way of example, APTS parties, and conferences and APTS picnics. 
 
Sexual harassment has been defined generally as including unwelcome sexual advances, requests 
for sexual favors and other verbal or physical conduct of a sexual nature, whenever (1) submission to 
the conduct is either an explicit or implicit term or condition of employment; (2) an employee’s reaction 
to the conduct is used as a basis for employment decisions affecting that employee or (3) the conduct 
has the purpose or effect of interfering with the employee’s work performance or creating an 
intimidating, hostile or offensive working environment.  No employee or applicant should be subjected 
to unsolicited and unwelcome sexual overtures, nor should an employee or applicant be led to believe 
that an employment opportunity or benefit will in any way depend upon “cooperation” of a sexual 
nature. 
 
Sexual harassment is not limited to demands for sexual favors.  It also may include such actions as:  
(1) sex-oriented verbal “kidding”, “teasing” or jokes; (2) repeated offensive sexual flirtations; 
advances, or propositions; (3) continued or repeated verbal abuse of a sexual nature; (4) graphic or 
degrading comments about an individual or his or her appearance; (5) the display of sexually 
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suggestive objects or pictures; (6) subtle pressure for sexual activity; and (7) inappropriate physical 
contact.  Sexual harassment is demeaning and degrading.  It affects an individual’s self esteem and 
can have a negative impact on performance at work.  It can make an individual feel angry, powerless 
and fearful. 
 
Sexual harassment does not refer to occasional compliments of a socially acceptable nature, or 
consensual personal and social relationships without a discriminatory employment effect.  It refers to 
behavior that is not welcome and that is personally intimidating, hostile, offensive, and of a severe 
nature. 
 
305 - Complaint Procedures 
 
Any employee who feels that he or she is or has witnessed or been the victim of discrimination or 
harassment in violation of this policy should immediately notify one of the individuals listed below.  
APTS will fully investigate all complaints, and will maintain confidentiality to the extent possible given 
APTS’ duty to investigate the complaint.  Anyone who is found to have engaged in discrimination or 
harassment will be subject to appropriate disciplinary action depending on the circumstances up to 
and including termination of employment.   
 
Because APTS takes allegations of discrimination and harassment seriously, it requires that its 
managers and supervisors report all incidents of discrimination and harassment to one of the 
individuals listed below.  As with all EEO complaints, report allegations of discrimination or 
harassment brought to your attention as soon as possible to one of the following APTS 
representatives; Director of IT and Risk Management or a Human Resources Representative.  
 
Your concerns and the outcome of any investigation will be held in strictest confidence, to the degree 
possible. 
 
306 - Retaliation 
 
Retaliation against anyone reporting, in good faith, acts of discrimination or harassment or who is a 
witness or otherwise is involved in a formal or informal investigation is prohibited.  Such retaliation 
shall be considered a serious violation of APTS policy and shall be independent of whether a charge 
or informal complaint or report is substantiated.  Encouraging others to retaliate also violates this 
policy.  False or malicious charges of discrimination or harassment will be treated as a serious offense 
and will subject the employee to discipline up to and including termination. 
 
307 - Employee Suggestions 
 
We believe that employees contribute to our future success and growth.  We value your input and 
appreciate your daily contribution to our success, and would like to hear your ideas for any 
improvement, which will enhance our workplace, save time or reduce costs. 
 
If you have a suggestion for solving a problem, reducing costs, improving operations or procedures, 
enhancing student services, eliminating waste or spoilage, or making a better or safer place to work, 
submit your idea, in writing, to management.  Your suggestion should contain a description of the 
problem or condition to be improved, a detailed explanation of the solution or improvement, and the 
reasons why it should be implemented.   
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Section 4 – About Your Job 
400 –Job Description 
 
Job descriptions for each employee are provided at the time of hire.  Job Descriptions will include; Job 
title, immediate supervisor, minimum education, experience needed, and knowledge, skills and 
abilities necessary to perform the essential functions of the job.  
 
401 - Introductory Period 
 
All employees, unless expressly excluded by written contract executed by a Program Director of 
APTS, serve an introductory period at the beginning of their employment, or upon transfer to another 
position within APTS.  This period gives you an opportunity to decide if you want to work for APTS in 
that capacity, and it gives APTS time to observe your performance. 
 
Usually, the introductory period is 90 calendar days, but it can be extended at our discretion.   During 
this period (as well as throughout your employment), your employment may be terminated by you or 
by us without explanation, unless you have a valid employment contract that provides otherwise.  At 
intervals after your start date, you may receive written performance evaluations that may be shared 
with you by your supervisor.  Towards the end of this period, your supervisor may meet with you to 
discuss your performance and APTS’ decision to continue or terminate your employment, or to extend 
your introductory period.   Keep in mind that neither this introductory period nor successful completion 
of the introductory period in any way changes your at-will relationship with our APTS as described 
elsewhere in this Handbook.  
 
402 - Employment Classifications 
 
You will fall into one of two general employment categories, depending on your work schedule: 
    

EMPLOYEE TYPE DEFINITION 
  

Regular Full-time An individual regularly scheduled to work 40 or 
more hours per week 

Regular Part-time An individual regularly scheduled to work less 
than 40 hours per week 

 
Note:  All employees’ work schedules and hours may be changed by APTS to meet operational 
needs.   

 
403 - Exempt and Non-exempt Employees 
  
All employees are classified into "exempt" and "non-exempt" categories for purposes of establishing 
eligibility for overtime pay under applicable wage and hour laws.  Most of our hourly paid employees 
are classified as non-exempt and are paid at the overtime rate of time and one-half of their regular 
hourly rate for all hours actually worked in excess of forty (40) hours in a workweek.   Exempt 
employees are not eligible for overtime pay.  If you are unsure of your classification, please ask your 
supervisor and he or she may advise you whether you are exempt or non-exempt. 
 
The Fair Labor Standards Act (FLSA), also known as the Federal Wage and Hour Law, and State 
Wage and Hour law classifies positions as either “exempt” or “non-exempt” from the provisions for 
payment of overtime wages and, in some instances, minimum wage requirements.  Each employee is 
classified as either exempt or non-exempt in order to comply with wage and hour and benefits record 
keeping requirements.  Employees will be advised of their employment classification upon hire.  
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Non-Exempt From Federal Wage and Hour Law - hourly paid employees, expected to 
confine their work to the normal workday and workweek unless their supervisor authorizes 
overtime in advance. Hourly wage personnel are eligible for payment of overtime wages of 1.5 
times their regular rate of pay for all hours worked over forty (40) hours in a workweek.   
Your supervisor must approve, in advance, all overtime work hours.  Non-Exempt individuals 
are required to submit timesheets demonstrating the number of hours worked in order to 
compute earnings per pay period. 
 
Exempt From Federal Wage and Hour Law - employees are generally paid on a salary basis 
and must meet the criteria for category exemption under the FLSA.  Exempt classified 
employees’ hours are often irregular and begin and end beyond the normal workday.  Salaried 
employees are exempt from the overtime provisions of the Wage and Hour Laws and do not 
receive overtime pay. 

 
Non-exempt and Exempt individuals may utilize available Paid Time Off (PTO) in any increment.  
Excessive absenteeism for either classification, however, may be subject to disciplinary action. 

 
404 – Employee Categories 
 
Classroom Staff – Teachers, Program Facilitators, Program Support Staff, Team Leaders and Bus 
Drivers 

 Work between the hours of 7:30 am to 3:30 pm 
 Follows the Classroom Staff Break Schedule 
 Leave is accrued at 5 hours per pay period 

 
Administrative I – Directors, Directors’ Assistants, Program Manager, Finance Department, Human 
Resource Department, Facilities Department, Alexandria Administrative Coordinator, File and 
Records Clerk, Training Coordinator, Public Relations Coordinator 

 Work flexible hours  
 Between 6:00 am and 6:00 pm 
 Follows the Administrative Staff Break Schedule 
 120 Leave hours are awarded at the beginning of each school year or prorated from 

employee start date 
 
Administrative II – Receptionist, POD Managers, Educational Supervisors, Data Analysts, Behavior 
Analysts/Specialists, Fredericksburg Administrative Coordinator, Vocational Coordinator  

 Must work between the hours of 8:30 am and 3:15 pm.  
 With prior approval, may adjust schedule between the hours of 6:00 am and 6:00 pm. 

Must work a minimum of 8 hours per day. 
 Follows the Administrative Staff Break Schedule 
 120 Leave hours are awarded at the beginning of each school year or prorated from 

employee start date 
 
Administrative III – Registered School Nurse, Transportation Coordinator. Licensed School 
Counselor 

 Must work a minimum of 8 hours per day and be present for the majority of the student 
contact hours, which are between the hours of 8:30 am and 3:15 pm.  

 With prior approval, may adjust schedule between the hours of 6:00 am and 6:00 pm.  
 Follows the Classroom Staff Break Schedule 
 120 Leave hours are awarded at the beginning of each school year or prorated from 

employee start date 
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Consultants – Community Outreach Coordinator, Behavior Consultants/Associate Behavior 
Consultants 

 Must meet minimum monthly billable hour requirement 
 80 Leave hours are awarded at the beginning of each school year or prorated from 

employee start date 
 
Essential Personnel – Director of IT and Risk Management and Facilities Manager 

 Follows the Administrative I guidelines, however, to ensure the safety of the building, 
essential personnel may be required to perform job duties when the building is 
otherwise closed. 

 
405 - Health, Dental & Vision 
 
APTS reserves the right to amend any and all benefit plans at any time.  Regular Full-time employees 
are eligible to receive medical, dental and vision benefits through APTS. Employees become eligible 
for coverage after successful completion of the Introductory Period.  It is the employee's responsibility 
to enroll for coverage if he/she wishes to participate in a APTS health insurance plan.  APTS 
contributes to the cost of health insurance incurred by each employee for him/herself as well as for 
his/her additional dependents.  Employees who do not enroll within the time frame specified will be 
permitted to enroll for health benefits in accordance with the health insurance carrier's rules and 
regulations, which may require the employee to wait until APTS’ next Open Enrollment period. 
 
The employee total of monthly premiums associated with these benefits will be deducted from their 
paycheck as follows: 
 

 On the 5th of the following month in which an employee becomes eligible, 50% of the premium 
monthly total, for which they are responsible, will be deducted to cover the 1st to the 15th of the 
current month.  On the 20th of every month, the remaining balance of the employee’s monthly 
portion of the premium will be deducted to cover the 16th to the end of the month. 

 
Employees may only change the level of coverage during a school year if one of the following events 
occurs: a spouse or domestic partner (where permitted by law and the insurance carrier) gains or 
loses coverage due to a change in employment; death; divorce; annulment; marriage; birth; adoption 
or death of a dependent. 
 
When changes occur outside of the open enrollment period for the reasons listed above, employees 
must provide notice within thirty (30) days of the event in writing.  The notice must state the reason 
and when possible, provide supporting documentation.  If documentation cannot be provided within 
the thirty (30) day period, the employee must furnish the documentation to the HR Department as 
soon as possible.  Failure to provide supporting documentation may lead to the employee being back-
charged for any additional costs related to the event.  
 
406 – COBRA  
 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 
qualified beneficiaries the opportunity to continue health insurance coverage under APTS' health plan 
when a "qualifying event" would normally result in the loss of eligibility. Some common qualifying 
events are resignation, termination of employment, or death of an employee; a reduction in an 
employee's hours or a leave of absence; an employee's divorce or legal separation; and dependent 
child no longer meeting eligibility requirements. 
 
Under COBRA, the employee or beneficiary pays the full cost of coverage at APTS' group rates plus 
an administration fee. APTS provides each eligible employee with a written notice describing rights 
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granted under COBRA when the employee becomes eligible for coverage under APTS' health 
insurance plan. The notice contains important information about the employee's rights and obligations. 
 
 
 
407 – Worker’s Compensation 
 
APTS provides a comprehensive workers' compensation insurance program at no cost to employees. 
This program covers any injury or illness sustained in the course of employment that requires medical, 
surgical, or hospital treatment.   
 
Employees who sustain work-related injuries or illnesses should inform their supervisor immediately. 
No matter how minor an on-the-job injury may appear, it is important that it be reported immediately.  
This will enable an eligible employee to qualify for coverage as quickly as possible.  
 
Neither APTS nor the insurance carrier will be liable for the payment of workers' compensation 
benefits for injuries that occur during an employee's voluntary participation in any off-duty recreational, 
social, or athletic activity sponsored by APTS. 
 
408 – Professional Development 
 
As part of APTS’ employees’ benefits, and in order to keep a well-qualified staff, APTS encourages its 
employees to continue their education and to keep current on specific changes in the appropriate 
professional field. All regular full time staff members are eligible to participate in the professional 
development program upon the completion of the Introductory Period. 
 
APTS offers tuition reimbursement for successful completion with a passing grade of a 3.0 or higher in 
an approved related degree program at the undergraduate/graduate level, professional certificate 
program, or other predetermined approved program at the sole discretion of APTS.  This benefit is for 
course tuition only; the specific terms and conditions of this benefit are subject to change at the 
discretion of APTS and you should consult with Human Resources for current details.  Employees 
who wish to participate in this program must fill out appropriate documents with Human Resources 
prior to beginning any coursework, including Tuition Reimbursement Authorization Form 1, at which 
time eligibility and approval will be determined.  The employee must also submit a Tuition 
Reimbursement Agreement and Payroll Deduction Authorization form prior to receiving 
reimbursement.  The employee must also submit Tuition Reimbursement Form 2 no later than 30 
days after successful completion of the semester to receive reimbursement.   
 
Employees are expected to continue working for APTS for one year following each semester that 
APTS provides tuition reimbursement benefits.  If the employee voluntarily terminates employment 
without completing the required service time, the employee must reimburse to APTS the tuition 
benefits paid. 
 
Tuition reimbursement may be used for CEU credits and certificate programs. 
 
We require APTS teachers to be certified, or working toward certification, and to take the courses 
mandated by the Virginia Department of Education (VDOE) in order to maintain employment with 
APTS.  
 
It is the responsibility of the APTS employee to inform Human Resources and their supervisor of all 
educational and professional advancements to determine eligibility for salary increases.  Employee 
has 30 days after completion of the course to report such accomplishments and provide 
documentation.  APTS will not retro pay greater than 30 days. 
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Section 5 – Leave Benefits for Full Time Employees Only 
 

Regular Full-time employees of APTS receive annual leave with pay called “Paid Time Off” or “PTO.”  
For your convenience, PTO begins to be accrued by you on your first day of employment following the 
completion of the Introductory Period.   
 
501- Paid Time Off (PTO) Accruals 
 
All Regular Full-Time Employees are eligible to accrue and use Paid Time Off ("PTO") upon 
completion of the Introductory Period.  PTO is provided for the purpose of rest, relaxation or to attend 
to personal affairs. Supervisors and staff have the responsibility to plan schedules that meet operating 
requirements of departments and time off needs of staff.  In order to balance and meet service and 
staffing requirements, staff members should plan time off schedules well in advance, preferably at 
least one week before.  Every effort will be made to grant an employee’s request for the time off at the 
time it is requested, but leave is ultimately granted at the discretion of the employee’s supervisor 
consistent with the school’s staffing and other needs.  To track and manage your time, all employees 
should refer to the time management system. 
 
Regular Full-Time Employees that have completed the Introductory Period accrue PTO as follows: 
 
Classroom Staff:  Classroom Staff accrue PTO at a rate of 5 hours of paid leave per pay period.  
Classroom Staff are not permitted to carry a negative PTO balance.  When a classroom staff member 
is absent from work and has no available PTO leave, the hours missed will result in Leave Without 
Pay (“LWOP”).  If an employee must be off campus during work hours conducting APTS business, he 
or she must have the prior approval of a POD Manager or Immediate Supervisor. 
 
Administrative Staff:  All administrative personnel will receive 120 hours of leave per twelve (12) 
months, beginning on the date of completion of the Introductory Period and renewing on the 
anniversary of the date of the completion of the Introductory Period each year thereafter. If an 
administrative employee has an unavoidable circumstance that takes them out of the office for part of 
the day, that employee may adjust their schedule accordingly to still account for an 8-hour day or 
make up those hours within the same pay period.   
 
Consultation Staff:  All consultation staff will receive 80 hours of paid leave per twelve (12) months, 
beginning on the date of completion of the Introductory Period and renewing on the anniversary of the 
date of the completion of the Introductory Period each year thereafter.  For each day of leave used, a 
proportionate number of billable hours will be applied to the employee’s monthly quota for which the 
employee will no longer be responsible.  Employee may refer to offer of employment  for the specific 
number of hours. 
 
You are permitted to carry no more than 40 hours of PTO over from one employment year to the next. 
 
502 - Outline of PTO Program 
 

 PTO that is accrued must be used before going into any unpaid status for absences, 
including but not limited to inclement weather situations, sickness, or vacation.  
 Employees must obtain approval from their supervisor prior to taking planned PTO to 

ensure no conflict of schedule exists. 
 Employees are encouraged to take PTO each year; however, due to scheduling conflicts, 

etc., an employee may not accrue PTO over 160 hours at any time.  Should an individual 
accrue 160 hours of PTO, the accrual will cease until time is utilized, thus allowing additional 
accrual.  
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 When a APTS holiday occurs while an employee is on PTO, the holiday is paid (i.e., not 
charged as PTO) provided the employee utilizes PTO before and after the holiday. 
 If an illness requires the employee to be out 3 days or more, a doctor’s excuse must be 

submitted within 5 days to your manager or Human Resources. 
 You may not utilize any PTO once you have provided your notice of resignation. 
 Employees will not continue to accrue PTO while on any Leave of Absence.  

 
503 - Donation of Leave 
 
Employees may donate accumulated personal leave hours to aid another employee who is unable to 
work due to personal illness or unexpected emergency to be approved at the discretion of the 
Program Directors and Human Resources.   
 
APTS leave donation policy is strictly anonymous. Employees are not to solicit others for a 
leave donation.   
 
Should an employee need a donation of leave, they may make the request to HR.  HR will then alert 
staff of the need of a fellow anonymous employee and open acceptance for leave hours to be donated 
to this individual.  
 
 Employees wishing to donate leave hours to a qualifying employee must do so on a strictly volunteer 
basis.  No employee may donate more than 5 days/40 hours of leave in a school year.  No Employee 
may donate more that 16 hours of leave at any given time. 
 
For receiving a donation:  To receive a leave donation, the recipient must have exhausted all of his or 
her own leave, meaning the employee has to have a current leave balance of zero.  All hours must be 
taken as time off.  No cash payments are to be exchanged between a recipient or donor employee.  
The Program Directors, in cooperation with the HR Department, will evaluate the eligibility of the 
recipient for donated leave based on APTS’ leave criteria.  Based on the request, donated leave will 
be provided to the recipient on a week-to-week basis for a maximum of 12 weeks. 
 
504 - Pay For Leave Upon Termination of Employment 
 
If an employee voluntarily resigns or is terminated for economic reasons as part of a staff-reduction 
plan, the employee shall be paid for accrued, unused regular leave time provided that each of the 
following three (3) conditions is met: 
 

1. The employee has been employed at least twelve (12) months; 

2. The employee has satisfied all requirements of his/her Introductory Period, and 
remains in good standing; and 

 
 3. In the case of a voluntary resignation, the employee has given two weeks written notice.  

The required number of written days notice shall not include any time for planned leave or 
holidays. 

 
In all other cases of termination, the employee shall not be paid for accrued, unused regular leave 
time.  Employees who resign their position prior to the first anniversary date of employment shall not 
be paid for unused leave.  In the event the employee resigns or is terminated prior to his/her first 
anniversary date of employment, and has used leave with pay after completing the probationary 
period, the employee agrees to reimburse APTS for all leave time which had been conditionally 
advanced but not yet regularly earned. 
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505 - Holidays 
 
APTS observes six paid holidays annually, depending upon the year’s calendar. The typical annual 
holiday schedule is as follows: 
 

New Year’s Day Labor Day 
Memorial Day Thanksgiving Day 
4th of July Christmas Day 

 
In the event any one of the above holidays falls on a Saturday or Sunday, the holiday will be observed 
on the closest workday (either a Friday or a Monday) depending on which day is best for APTS and its 
operations. 
 
To be paid for a holiday, you must be present on the scheduled working day immediately preceding 
the holiday and the scheduled working day immediately after the holiday.  As a new employee still 
within your first full year of work, you must be employed a full week before the week in which a holiday 
falls, in order to receive holiday pay.   
 
Full time employees are eligible to receive holiday pay provided that the employee has worked or is 
on PTO days for both the day immediately preceding the holiday and the first scheduled working day 
immediately following the holiday.   
 
506 – Emergency & Inclement Weather Closings 
 
Due to severe weather conditions or other emergency situations, there might be times when APTS 
facilities will be closed.  
 
In the event of severe weather conditions: 
 

 APTS Alexandria Campus will follow the Fairfax County Public School’s (FCPS) 
decision.  

 
 APTS Fredericksburg Campus will follow the Fredericksburg City Public School’s in 

determining whether or not to close the school.   
 
Other situations, including but not limited to, electrical power failure, lack of water, lack of heat or air 
conditioning, hazardous road conditions or other situations which may endanger the safety or health 
of student/individuals and employees might result in APTS facilities being closed. 
 
ALL STAFF are required to report on the make-up Saturday, otherwise it will result in disciplinary 
action and a leave without pay situation even if the employee has leave available, unless otherwise 
excused at the discretion of the Program Directors. Proposed Snow Make-up days are listed on the 
Staff Calendar.  ALL current employed staff are required to attend the make-up days regardless if they 
were employed at the time of the school closing. 
 
Essential personnel will be required to report regardless of any closings. 
 
In the event of inclement weather during a school break in which Administrative staff are still present, 
APTS Program Directors will make a decision on school closings by 10pm the night prior. For further 
information the employee may check APTS’ website. 
 
If APTS is open for business and forced to close early because of the weather, all employees who 
reported for work will be paid a full day’s wage.   
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Employees who cannot report to work or leave work before the official APTS closing must contact 
their manager, and must take PTO for the time missed.  If no PTO is available, the employee will not 
be compensated for his/her leave. 
 
If APTS does not open for business because of the weather, employees wishing to be paid for that 
time must take PTO, providing that they have time due within that fiscal year period. 
 
Throughout the year the manager of each department is responsible for staffing to meet the minimum 
staffing requirements in the event of inclement weather or storms preventing normal traffic commuting 
on any given day.  If weather appears to be severe enough APTS’ management team will work on 
securing local accommodations for those employees designated to work during inclement weather.  
Minimum staffing requirements are subject to change.  For any staff members or departments that are 
normally authorized to work from home, and if business can be conducted during business hours, 
compensation will be paid to only those hours worked. PTO must be utilized for non-working hours 
during the storm. 
 
507 - Bereavement Leave 
 
Employees who wish to take time off due to the death of an immediate/extended family member or 
friend should notify their supervisor immediately. Employees scheduled to work at least 30 hours each 
week are entitled to up to 3 days off without loss of pay in the event of death of an immediate family 
member and 1 day off without loss of pay in the event of death of an extended family member or 
friend.   
 
Bereavement leave will normally be granted unless there are unusual business needs or staffing 
requirements. Employees may, with their supervisors' approval, use any available paid leave for 
additional time off as necessary. Exceptions to this policy require approval by the Human Resource 
Director and the Program Directors.  
 
Days missed due to funeral attendance or travel related to the death will require completion of the 
bereavement form that is available by your supervisor or HR in order to be accurately recorded on the 
employee’s attendance record. The employee’s immediate supervisor prior to the dates requested for 
leave must sign this form. 
 
“Immediate Family” is defined as and limited to the employee's spouse/domestic partner, children, 
grandchildren, foster children, stepchildren, legal wards, parents, grandparents, foster parents, 
stepparents, brothers, foster brothers, stepbrothers, sons-in-law, brothers-in-law, sisters, foster 
sisters, stepsisters, daughters-in-law, sisters-in-law, aunts, uncles, nieces, nephews, first cousins, 
corresponding relatives of the employee's spouse/domestic partner, and other persons who are 
members of the employee's household. 
 
“Extended Family” is defined as anyone who is not included in the “immediate family” category. 
 
508 - Personal Leaves of Absence 
 
A leave of absence is an absence in excess of 10 working days, authorized in writing by APTS, 
without pay, but without loss of certain benefits, which may be granted to an eligible employee.  
Leaves of absence are granted under certain circumstances, at the discretion of APTS, as long as 
such leave does not harm APTS or jeopardize service provided to customers.   
 
To be eligible for authorized leave, you must be classified as a Regular Full-time employee who has 
completed the Introductory Period and has at least six (6) months of continuous service, with the 
exception of military leaves of absence. 
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The specific requirements, provisions and benefits will vary between the types of leave. Thus, it is 
essential that you discuss your needs with your supervisor as soon as you believe that you may 
require a leave of absence.  You must also keep APTS informed of an expected return date.  The 
general conditions for all leaves of absence are: 
 

a. PTO will continue to accrue while on leave. 
 

b. You are not guaranteed that your specific job or any job will be available when you 
are ready to return. 

 
c. All accumulated and unused paid leave time (i.e., PTO leave balances), must be 
used first before taking any unpaid leave.   If you begin leave during one year and the 
leave ends the following year, you must return to work before you begin to accrue PTO 
leave for the new year. 

 
d. You may continue some benefit plans by paying the full premiums, plus any 
applicable administration fee, yourself. 

 
e. Should you fail to return from a leave of absence, or if you accept other employment 
during a leave, you will be deemed to have voluntarily resigned your employment.  
Please notify the HR Department immediately if you are not planning to return. 

 
f. You must contact the HR Department as soon as you know when you will be able to 
return from your leave of absence in order to allow APTS an opportunity to attempt to 
place you back into employment.  If APTS cannot find an appropriate position for you, 
your employment will be considered terminated.  In order to be in the best position to 
secure placement, you need to work closely with APTS and your supervisor.  When a 
personal leave ends, every reasonable effort will be made to return the employee to 
the same position, if it is available, or to a similar available position for which the 
employee is qualified. However, APTS cannot guarantee reinstatement in all cases. 

 
g. You must return from leave as soon as the purpose for which the leave was granted 
has been accomplished (such as your doctor certifies physical ability to return to work 
from medical leave). 

 
h. Any request for a leave of absence extension must be coordinated and approved by 
the Program Directors.  

 
i. Personal leave may be granted for a period of up to 30 calendar days within the 
same year, subject to exceptions for applicable law. 

 
j. Requests for personal leave will be evaluated based on a number of factors, 
including anticipated workload requirements and staffing considerations during the 
proposed period of absence.  

 
509 - Medical Leaves of Absence  
 
APTS complies with the Family and Medical Leave Act. Employees who have worked for APTS for 12 
months and performed a minimum of 1250 hours of work during the 12 months preceding the start of 
the leave are eligible for unpaid leave under this policy if the employee is employed at a covered work 
site.  To be covered, a work site must have 50 or more employees within 75 miles of the site.  APTS 
also complies with applicable state and local statutes relating to family and medical leave. 
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Medical leaves may be granted as soon as it is determined that an employee is medically unable to 
work. The determination cannot take longer than seven (7) days and requires a written authorization 
from an Attending Physician.  APTS reserves the right to obtain an opinion from a physician of our 
choice if it is deemed that circumstances warrant a review, and is permitted by applicable law.  An 
employee must contact the supervisor and/or the Human Resources Manager prior to going on 
medical leave. 
 
An employee who has been certified able to return to work must immediately contact the supervisor 
prior to returning to advise of the expected return date. 
 
A member of the Human Resources team needs a doctor's note authorizing the leave of absence 
(within 7 days of illness occurring) as well as physician’s note releasing you to return to your job. 
APTS reserves the right, in accordance with applicable law, to obtain an opinion from a physician of 
our choice when it is deemed that circumstances indicate an employee on leave may not be ready to 
return to work or is restricted in the types of work the employee can perform upon release to return to 
work.  
 
In any event, should you take a leave of absence for any reason, and that absence lasts longer than 
one month, unless otherwise agreed to in writing by an APTS Program Director, APTS cannot 
guarantee that it will hold open your current position or return you to your same position at the end of 
your leave of absence. 
 
If any employee is on an approved Medical Leave of Absence and a holiday occurs during the leave 
period, the holiday is not paid. 
 
APTS requires employees to apply any accrued leave, if applicable, concurrently with family and 
medical leave taken under this policy.  In addition, employees should understand that family and 
medical leave, if applicable, runs concurrently during absences associated with claims for workers 
compensation, short-term disability, and long-term disability.  
 
Employees on FMLA leave retain previously accumulated benefits while on leave but will not accrue 
seniority or additional employment benefits during the period of absence. Employees may be allowed 
to continue coverage under any group health insurance plan on the same basis as if he or she 
continued employment. If the employee normally pays all or part of the premiums for such benefits 
(including payment via payroll deduction), the employee must make arrangements for continued 
payment of such premiums during the period of unpaid family medical leave.  
 
510 - Military Leaves of Absence 
 
The Uniformed Services Employment and Reemployment Rights Act (“USERRA”) provides enhanced 
leave rights and job protections for employees absent for military duty. It prohibits discrimination in 
employment and retaliation against any person who was, is, or applies to be a member of a 
“uniformed service,” or who performs or has an obligation to perform “service in a uniformed service.”   
 
APTS will grant an unpaid leave of absence for up to five years to any person who is absent from a 
job because of voluntary or involuntary active duty, or training in the Army, Navy, Air Force, Marine 
Corps, Coast Guard, and their reserves; the Army and Air National Guards, and other categories 
designated by the President in times of emergency.  
 
Employees must provide APTS with advance written or oral notice of their need for military leave. 
However, notice is not required if military necessity prevents the giving of the notice or it would be 
unreasonable or impossible to give the notice.   
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Employees on military leave may elect and pay for continuation of coverage for themselves and their 
dependents under any health care plan provided in connection with employment. This coverage ends 
after 18 months or, if earlier, on the date the veteran fails to return or apply for return to employment 
as required. The employee electing this coverage will be required to pay up to 102% of the full 
premium associated with coverage for other employees. If the period of service is less than 31 days, 
the APTS will continue health insurance as if the person is actively employed, and the person may be 
required to pay only the regular employee share of the premium. 
 
Employees returning from military leave are entitled to any benefits determined by seniority that they 
had when their leave began and also those benefits which would have accrued had they remained 
continuously employed.  Employees do not accrue vacation while on leave, unless other employees 
on leave are allowed to do so.   
 
On completion of the period of military service, the returning veteran must notify APTS that s/he 
intends to return to employment. The length of time that the veteran has to contact the employer 
depends on the amount of time spent in service.   
 
Any veteran who receives a certificate showing satisfactory completion of military service must be 
restored to his/her previous employment. The type of position to which the veteran must be reinstated 
depends on the period of service and on the veteran’s abilities at the time of reinstatement.   
Protection under USERRA will terminate if a disqualifying event occurs, such as an employee’s 
dishonorable discharge, a bad conduct discharge, or a discharge under other than honorable 
conditions. 
 
A disabled veteran whose disability was incurred or aggravated by military service and who cannot 
perform the job s/he would have held even after reasonable accommodation by APTS must be 
reemployed in: (1) any other position of equivalent seniority, status, and pay for which s/he is qualified 
or could become qualified through the employer’s reasonable efforts; or (2) in the nearest 
approximation to an equivalent position consistent with the veteran’s circumstances. 
 
511 - Other Leave Without Pay  
 
Other leave without pay may be granted at the discretion of APTS for specific purposes (usually a 
family emergency), other than medical or military. 
 
512 - Jury & Witness Duty 
 
APTS recognizes the need for all employees to discharge their civic responsibilities when called upon 
for jury duty or when subpoenaed. 
 
While on jury duty or when appropriately subpoenaed as a witness, Regular Full-time employees will 
be paid for their regularly scheduled hours, for up to one (1) day, less any amounts paid to you by the 
courts or a litigating party for your jury or witness service.  Documentation for the day served must be 
provided in order to receive pay for the day. 
 

a. When you receive a call to jury duty or when subpoenaed as a witness, you shall immediately 
report this information to your supervisor, and show the summons or subpoena.  This is necessary 
to enable APTS, if necessary (in the interest of operational efficiency), to attempt to have the court 
reschedule your jury duty or, when subpoenaed as a witness, assignment. 
b. If you are excused from jury duty or from your subpoena assignment as a witness prior to the 
end of your usual workday, you are to report to work. 
c. If you are excused for any full day during jury duty or subpoenaed service as a witness, you 
must report for work on that day. 
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Section 6 – Compensation 
 

601 - Overview  
 
The salary administration program at APTS was created to achieve consistent pay practices, comply 
with federal and state laws, mirror our commitment to Equal Employment Opportunity, and offer 
competitive salaries within our labor market. Because APTS is subject to Agency contract 
negotiations each year, which sets the amount of tuition paid by the contracting agency, and because 
the number of student/individuals who are placed each year varies according to the contractual 
agreement, it has been extremely difficult for APTS to establish a fixed uniform salary scale for 
employees. 
 
APTS salaries are therefore based on qualifications, experience, favorable performance, attendance, 
and on-time record.  
 
Employees should bring their pay-related questions or concerns to the attention of the Human 
Resources Department, who are responsible for the fair administration of departmental pay practices. 
The Human Resources Department is also available to answer specific questions about the salary 
administration program. 
 
602 - Pay Periods & Work Schedules 
 
Student/individual supervision is essential. APTS classroom personnel must be at their designated 
posts when student/individuals arrive in the morning until student/individuals leave in the afternoon. 
Administrative staff must be available during the hours of 8:30 – 3:30 for various day-to-day 
operations.  For purposes of payroll, the workweek begins on Sunday and concludes on Saturday. 
 
Classroom Staff: Full-time Teachers and Program Facilitators/Program Support Staff are expected to 
work 8 hours per day, which may be subject to change due to emergencies, special events, or to meet 
the varying needs of the school. Classroom Staff are required to arrive in their classroom at 7:30 am 
and may leave no earlier than 3:30 pm.  Classroom Staff are not permitted to leave the classroom at 
the end of the workday until their students have left the premises, which includes any transportation or 
behavioral crisis.   
 
Classroom staff that is required to ride transportation must arrive by 6:30 am. 
 
Administrative Staff (I, II, & III): Administrative Staff employees may work on a flextime schedule 
and are permitted to schedule their workday anytime between 6:00 am and 6:00 pm, Monday through 
Friday with Supervisor Approval. An Administrative Staff employee may choose to make up a 
missed day within the same pay period, to include Saturday, ONLY WITH APPROVAL FROM 
SUPERVISOR OR PROGRAM DIRECTOR.   
 
Administrative Staff are expected to work 40 hours per workweek, adjusting their daily schedules as 
necessary.  Employee must obtain written permission from Supervisor if 40 hours cannot be met 
within the week or if the Employee intends to work in excess of 40 hours within the week. Daily and 
weekly schedules may be changed from time to time at the discretion of APTS to meet the varying 
needs of the school. If an employee alters their schedule in any way, they must obtain written 
permission from supervisor. 
 
During administrative workweeks, APTS building hours will be 7:00 a.m. to 3:00 p.m.  
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Consultation Staff: Consultation Staff employees are responsible for scheduling billable and non-
billable hours accordingly.  Consultation Staff employees must maintain a billable and non-billable 
hours log for the purpose of billing and payroll. 
 
603 - Time Keeping 
 
To ensure the safety of APTS’ student/individuals and to ensure that accurate records are kept, ALL 
non-exempt employees must use time clocks.  The non-exempt employees will be required to "sign in 
and out" at the time clock daily. Non-exempt employees are required to clock out for lunch and/or 
breaks exceeding twenty minutes and clock in when returning from lunch and/or breaks exceeding 
twenty minutes.  APTS workdays are 8 hours; therefore a compensated working lunch is preferred.  
Should ANY employee leave for lunch for 30 minutes or greater without prior approval from a 
supervisor, disciplinary action may occur. 
 
If the employee goes off campus for any non-work-related reason, the employee must have 
permission from the employee’s immediate supervisor to leave the grounds, and the employee must 
use the time clock to sign in and sign out. The employee must have permission from the employee’s 
immediate supervisor to leave the grounds for work-related reasons.  Nothing herein shall be 
construed to prevent an employee from leaving the campus for a meal break. 
 
604 - Paydays 
 
Paychecks are issued on a semi-monthly basis on or about the 5th and 20th of each month. Each 
paycheck will include earnings for all work performed through the end of the previous payroll period.  
 
APTS offers Direct Deposit for those employees wishing to enroll.  APTS and their payroll company, 
along with the participating banks hold the right to deposit or withdraw funds to or from the employee’s 
account to ensure that the employee has been correctly compensated.  Corrections and corrections 
ONLY, to the employee’s account may be made without the employee’s consent.   
 
605 - Pay Corrections 
 
APTS takes all reasonable steps to ensure that employees receive the correct amount of pay in each 
paycheck and that employees are paid promptly on the scheduled payday.  In the unlikely event that 
there is an error in the amount of pay, the employee should promptly bring the discrepancy to the 
attention of the Human Resources Department so that corrections can be made as quickly as 
possible. 
 
606 - Pay Deductions And Setoffs  
 
The law requires that APTS make certain deductions from every employee's compensation.  Among 
these are applicable federal, state, and local income taxes.  APTS also must deduct Social Security 
taxes on each employee's earnings up to a specified limit that is called the Social Security "wage 
base."  APTS matches the amount of Social Security taxes paid by each employee.  
 
APTS offers programs and benefits beyond those required by law.  Eligible employees may voluntarily 
authorize deductions from their paychecks to cover the costs of participation in these programs.  
 
Pay setoffs are pay deductions taken by APTS, usually to help pay off a debt or obligation to APTS or 
others.  
 
If you have questions concerning why deductions were made from your paycheck or how they were 
calculated, the HR Department can assist in having your questions answered. 
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607 - Overtime   
 
APTS follows enterprise coverage and are covered by Fair Labor Standard Act (FLSA).  According to 
the law, overtime pay for hours worked in excess of 40 in a work week is at a rate not less than time 
and one half eligible employee’s regular rate of pay.  The FLSA does not require overtime pay for 
working on Saturdays, Sundays, holidays or regular days of rest, as such.  Furthermore, employees 
who hold exempt status are ineligible for overtime pay or compensatory hours.  All non-exempt 
employees that work overtime will receive compensation in accordance with the applicable state and 
federal laws. 
 
All non-exempt employees must obtain written permission from their supervisor prior to working in 
excess of 40 hours in a workweek.  Failure to comply with this policy may result in progressive 
discipline up to and including termination. 
 
Occasionally, APTS may require non-exempt employees to work overtime that is necessary for 
reasons including, but not limited to, enabling departments to meet the demands of the business.  The 
employee’s supervisor will attempt to provide the employee with reasonable notice when the need for 
overtime work arises.  
 
Employees may not work overtime without authorization.   
 
608 - Holidays  
 
Full time employees are eligible to receive holiday pay. Please refer to the School Year Calendar 
provided annually and at the time of hire. The employee may also refer to policy 503 for specific 
information about which holidays APTS observes. 
 
609 - In-Service Workdays  
 
All employees are required to follow the School Year Calendar provided to them at the time of hire. In-
service workdays will begin immediately after the early dismissal of student/individuals on the 
specified days.  Transportation Support Staff are required to participate in the in-service workday 
immediately upon return from scheduled routes.  Consultation Staff are not required to attend in-
service workdays, unless specified in advance.  
 
610 - Training Sessions & Meetings 
 
Training sessions and meetings are an integral part of the program at APTS.  All members of the 
teaching and support staff are required to attend such trainings and meetings during the year.  Most of 
the trainings and meeting will be offered on early closing days, at the 7:30 a.m. arrival time or in-
service workdays.  On some occasions trainings may be held after student dismissal.  
 
Consultation staff will be made aware of any mandatory trainings and meetings for their positions. Any 
training or professional development that is required by APTS for employees will be paid for by APTS. 
 
611 - Accurate Recording Of Time 
 
APTS employees’ attendance is monitored using a time management system.  In order to accurately 
monitor all time worked employees are required to sign in/out every day and for lunch.  If the time 
clock fails to work properly, the employee must immediately report the problem to Human Resources.  
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If an employee thinks he or she may have missed a punch they should immediately alert their 
supervisor.  If a supervisor is not available, the employee should fill out the “Payroll Time Change 
form” and submit it to HR to present to your supervisor.  If the employee is not communicating that 
punches have been missed it may result in progressive discipline and loss of time.  
 
If an employee misses a punch during approved make-up hours, disciplinary action may occur. 
 
Altering, falsifying, tampering with time records, or recording time on another employee's time 
record may result in disciplinary action, up to and including termination of employment. 
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Section 7 – Administrative Policies 
 
701 - Attendance & Lateness  
 
Unscheduled Lateness 
 
Employees who know they are going to be late for work must notify their manager as soon as they 
realize they will be late reporting to work.  Continued or excessive unscheduled lateness will not be 
tolerated and are subject to disciplinary action, which may result in termination. 
 
Absence 
 
Absence from work places an extra burden on fellow employees.  Requests for absences from work 
require two weeks advance notice.  If advance notice is not possible, notify your supervisor of your 
absence by voicemail prior to the scheduled workday. Follow up with a phone call to your supervisor 
no later than 1/2 hour from the start of the employee’s scheduled workday. 
 
Continued or excessive unscheduled absences will not be tolerated and are subject to disciplinary 
action, which may result in termination. 
 
Attendance & Punctuality 
 
Repeated absenteeism and/or tardiness will not be tolerated and may lead to disciplinary action up to 
and including termination.  Hourly employees will be compensated only for time worked.  Excessive 
lateness and absenteeism by salaried employees will result in a deduction in regular compensation. 
 
APTS employees are given a 3-minute grace period without any consequence.  If an employee is 4 or 
more minutes late more than 1 time in a single pay period, the employee will be subject to progressive 
disciplinary action.  If an employee is more than 20 minutes late on the first offense, the employee will 
be immediately subject to progressive disciplinary action.  Unexcused tardiness and leaving campus 
before the end of the contract day will be accumulated and charged as personal leave. 
 
Call Outs 
 
If an employee is sick and unable to report for work, the employee is required to contact their 
immediate supervisor via phone call or text message by 6:30 am, unless circumstances preclude 
notification. If an employee is on transportation duty, the employee is required to contact the 
Transportation Coordinator by 5:30 a.m.  Notifying your supervisor is defined as actually interacting 
with your immediate supervisor. If no response has been received by your immediate supervisor, the 
employee should contact a designee in the same department.  
 
If the employee has to be out past the first day, due to illness, the employee must stay actively in 
contact with their immediate supervisor, unless prior notification of the number of days off was given. 
In instances where the employee is hospitalized or recovery at home is required, the employee is 
responsible for notifying the supervisor at the start and end of such period. If this period of time is 
longer than 2 consecutive workdays the employee may be required to provide a statement, written 
and signed by a physician or designee who has examined the employee.  
 
Some issues are NON-NEGOTIABLE and may result in immediate disciplinary action up to and 
including termination: 
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 Failure to notify supervisor of medical absence 
 Failure to provide a physician’s statement (when required) 
 Pattern abuse: consistent period of call-outs, for example: 

 When advance requested leave has been denied, due to staffing needs 
 Before and/or after holidays 
 Before and/or after weekends or regular days off 
 After pay days 
 Teacher Work days 

 
702 - Dress Code 
 
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and 
affect the image APTS presents to outside visitors, parents, and the community. 
 
During business hours or when representing APTS, you are expected to present a clean, neat, and 
tasteful appearance. You should dress and groom yourself according to the uniform and personal 
appearance guidelines. 
 
The Program Directors are responsible for establishing a reasonable dress code appropriate to the 
job you perform. If the Program Directors or your supervisor feels your personal appearance is 
inappropriate, you may be asked to leave the workplace until you are properly dressed or groomed. 
Under such circumstance, you will not be compensated for the time away from work. Consult your 
supervisor if you have questions as to what constitutes appropriate appearance. Where necessary, 
reasonable accommodation may be made to a person with a disability or injury. 
 
Failure to follow the supervisor’s directive and/or blatant or repeated violations of this policy may 
subject the employee to disciplinary action.  
 
The following uniform and personal appearance guidelines should be followed: 
 

 Shoes must provide safe, secure footing, and offer protection against hazards while 
working directly with students/individuals. Women may wear open-toed shoes as long as 
they are NOT working directly with students/individuals. These may be fashionable 
sandals or other professional footwear. This excludes “beach” style flip-flops. 
 Mustaches and beards must be clean, well trimmed, and neat. 
 Classroom staff are required to keep fingernails below fingertip length. 
 Visible excessive tattoos and similar body art must be covered during business 

hours. 
 Facial piercing should be removed during work hours. 
 No dangling jewelry is to be worn. 

 
Upon hire, APTS will provide each staff with 1 blue, 1 green, and 1 black embroidered polo shirt as 
well as an APTS ID badge and walkie-talkie to be worn daily at APTS.  
 
Additional shirts may be purchased at the election of the employee on site from APTS through a 
payroll deduction at cost.  One new shirt will be provided to every employee each new school year. If 
the condition of APTS issued shirt is considered unprofessional, APTS may require employee to 
purchase a new shirt.  If APTS issued shirt is destroyed by APTS student/individual, APTS may make 
the decision to issue a new shirt to the employee at no cost.  
 
Shirts are to be worn with blue/black or gray denim jean or khaki/black or gray colored pants or knee-
length/bermuda shorts, and comfortable shoes (NOT PERMITTED: track/running/yoga pants, 
sweatpants, leggings/cotton jeggings, acid wash denim, no holes or tears or similar attire).  
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Long-sleeve shirts can be worn underneath APTS polo. APTS logo must show at all times.  
APTS ID badges issued to each employee at time of hire, if destroyed by a student/individual, APTS 
may choose to replace the badge at no cost to the employee. APTS strives to provide a safe 
workplace for all employees, therefore all employees are required to wear their picture ID Badges 
whether on or off the school premises while on duty.  This allows us to quickly identify persons who 
are not employed by the school and who might be on the premises without permission.  If an 
employee leaves the badge off campus, he or she must go to the receptionist in the main office to get 
a temporary badge. 
 
If the employee loses their ID badge, they are required to purchase a new badge through a payroll 
deduction. If an employee is without their APTS badge for three consecutive days, APTS may 
consider the badge lost and will require employee to purchase a new badge. 
 
APTS will issue a numbered walkie-talkie to each employee at time of hire. It is the responsibility of 
the APTS employee to maintain the walkie-talkie.  APTS will replace damaged walk-talkies or 
batteries at no cost to the employee.  Should an employee misplace their walkie-talkie, the employee 
is responsible for purchasing a new walkie-talkie through a payroll deduction.  A walkie-talkie will be 
considered lost after it is not on the persons after 2 consecutive days.   
 
Should any employee leave APTS, for any reason, APTS polo shirts may be donated back to the 
organization. APTS badges and APTS walkie-talkies must be returned to Human Resources.  Should 
an employee still be within their Introductory Period, it is required that any APTS issued polo shirts be 
returned.  If any required items are not returned, the cost will be deducted from their final paychecks 
in accordance with applicable law and appropriate authorizations.  
 
Any school-wide decisions regarding the dress code of APTS employees will be left up to the sole 
discretion of APTS Program Directors. 
 
If you have any questions regarding potential conflict with this policy, please contact your immediate 
manager. 
 
703 - Cellular Phone Use 
 
This policy outlines the use of personal cell phones at work, the personal use of business cell phones 
and the safe use of cell phones by employees while driving.  
 
APTS cell phones are only available when using APTS vehicles and/or conducting community-based 
instruction. They are specifically available for emergency situations.  APTS cell phones are only to 
be used for APTS-related purposes.  APTS cell phones available for use by staff during community-
based instruction will be kept with the Transportation Coordinator. Staff will be required to sign out the 
phone for use and sign in when returning the cell phone at the end of the school day.  Each cell 
phone’s incoming and outgoing calls will be monitored.  APTS cell phones may not be used after the 
APTS transportation staff has returned to the facility at the end of the day.  Any personal calls made 
or accepted by the APTS cell phones will cost the employee responsible, 15 cents per minute.  
Any violation of this policy will result in disciplinary action by the Program Directors. 
 
Personal cell phones are not to be on any persons in the classroom at any time.  All personal 
cell phones should be left in the APTS Employee’s locker or in that person’s own vehicle. If an APTS 
Employee is waiting for an emergency phone call, the cell phone may be left in the main office, and 
APTS office staff will notify the employee of any incoming calls.  Employees may use APTS’ phone for 
personal emergency situations, and can use this number as an emergency contact number for that 
employee.  
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Employees whose job responsibilities include regular or occasional driving and who use a cell phone 
for business use are expected to refrain from using their phone while driving.  Safety must come 
before all other concerns.  Regardless of the circumstances, including slow or stopped traffic, 
employees are strongly encouraged to pull off to the side of the road and safely stop the vehicle 
before placing or accepting a call.  If acceptance of a call is unavoidable and pulling over is not an 
option, employees are expected to keep the call short, use hands-free options, refrain from discussion 
of complicated or emotional content and keep their eyes on the road.  Special care should be taken in 
situations where there is traffic, inclement weather or the employee is driving in an unfamiliar area.  
Under no circumstances are employees allowed to place themselves at risk to fulfill business needs. 
Employees who are charged with traffic violations resulting from the use of their phone in any way, 
including texting or instant messaging while driving, will be solely responsible for all liabilities that 
result from such actions.  Violations of this policy will be subject to the highest forms of discipline, up 
to and including termination.  
 
704 – Financial Management 
  
APTS Finance Department is responsible for accurately and responsibly maintaining the daily 
monitoring of APTS’ finances. APTS follows the GAAP in all financial practices and daily operations 
are guided by the SOP’s of the finance department. 
 
 
705 - Procurement & Ordering 
  
Supply requests per classroom must be made with the ordering department, which is a division of the 
finance department. All supply requests will be completed once a month and must be submitted prior 
to the 3rd Friday of each month. 
 
Each department is allotted an annual budget, to be used by June 30th of the school year.  The annual 
budget is divided by 12 to give a monthly guidance of spending for each department.   
 
Staff members are not to place any orders directly to vendors for any materials.  Any classroom staff 
member wishing to order supplies must submit a request to their department head.   
 
Should you require something for your office space or classroom, please make a request through your 
Department Head. 
 
Each Department head must use the supply order form to request supplies and materials for 
programmatic uses.  The item must be clearly described with the units, price, location, department, 
budget code and price comparison.  Once the form is complete, it can be submitted to the ordering 
section for purchase on a semi-monthly schedule.   
 
APTS has a "preferred vendor lists" which will be where all materials are ordered from.  If the item you 
requested is not on the list and cannot be found on the list, then we will come back to you for more 
guidance.  This is to minimize fraud on our accounts. 
 
Special exceptions or purchases over the monthly budget guidance will require authorization from the 
Vice President of Finance, or the Program Directors.   
 
706 - Computer, Network & Internet Acceptable Use  
 
Computer and Internet access is available to all staff and student/individuals at APTS. The use of 
electronic resources is a privilege, not a right, and inappropriate use may result in the cancellation of 
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the employee’s privilege along with other appropriate disciplinary actions. As a staff member of APTS 
it is the employees responsibility to supervise student/individuals’ use of the computers and the 
Internet at all times. If student/individuals’ are permitted to visit inappropriate sites due to the 
employee’s lack of supervision, the employee could be liable for any action taken by 
parents/guardians and/or contracting school system. 
 
Technology related goals for our student/individuals at APTS: 

A. To support the implementation of the APTS curriculum 
B. To enhance educational opportunities by focusing on the application of skills in 

information retrieval, searching strategies, research skills, and critical thinking. 
C. To support implementation of each student/individual’s IEP 
D. To promote skills that will support the transition from APTS to the real world and life-

long learning 
 
 The use of our computers, network and Internet must be consistent with the educational objectives of 
APTS. The priority for our resources is helping our student/individuals achieve their educational goals.  
 
Excessive use of printers for personal use is prohibited. Use of the Internet will be monitored and 
inappropriate use may result in disciplinary action or dismissal. 
 
The following uses of our electronic resources are strictly prohibited for staff at all times. (The list 
below does not include all inappropriate sites, therefore, if the employee is not sure  – ask a Program 
Director.) 
 

 Recreational gaming (fantasy football, role playing, etc.) 
 Downloading, streaming or copying music, videos or movies (iTunes, Hulu, YouTube, 

etc.) 
 Printing large files or web pages for personal use 
 Visiting gambling related sites (Sports pools, poker, lottery, etc.) 
 Visiting drug or alcohol-related (bars, nightclubs, etc.) sites & printing from these sites 
 Visiting or communicating with Adult/Sex-related sites 
 Visiting or utilizing social media and social networking sites (Facebook, Twitter, 

Instagram, Classmates, MySpace, Meetup, etc.) 
 
Limited use after school is permitted as resources are available and other policies are followed for the 
following types of websites.  
 

 Shopping online 
 Online banking and/or bill paying 
 Making travel plans or reservations 
 News sites 

 
Staff should not visit these sites during school hours even if they are not with student/individuals. 
These activities use too much of our resources. 
 
Restrictions & Exclusions on Use and Access 
 
Communications and Internet access should be conducted in a responsible and professional manner 
reflecting the school’s commitment to honest, ethical and non-discriminatory business practice. 
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E-Mail 
 
E-mail use during school hours must be related to school business. Limited use after school hours is 
permitted as resources are available and other policies are followed. 
 
E-mail is not private & inappropriate content may result in disciplinary action or dismissal.  The data 
contained within Microsoft Outlook is confidential and proprietary to APTS and should be 
treated accordingly.  
 
Staff is responsible for exercising good judgment regarding the reasonableness of use of personal 
email accounts. Opening some personal emails and email attachments could place out network and 
data at risk. 
 
Data Security 
 
Personnel must safeguard their logon ID and password from disclosure to any person except the IT 
staff of APTS. Users may not access a computer account that belongs to another employee (except 
for an authorized member of the APTS IT Department). Personnel must use their own logon ID and 
password only, are responsible for all activity on their logon ID, and must report any known or 
suspected compromise of their ID to APTS IT Department. 
 
Unauthorized attempts to circumvent data security schemes; identify or exploit security vulnerabilities; 
or decrypt secure data are prohibited.  
 
Attempting to monitor, read, copy, change, delete or tamper with another employee's electronic 
communications, files or software without the express authorization of the user (except for authorized 
Network Administration personnel) is prohibited. 
 
Knowingly or recklessly running or installing (or causing another to run or install) a program (such as a 
"worm" or "virus") intended to damage or place an excessive load on a computer system or network is 
prohibited.  
 
Forging the source of electronic communications, altering system data used to identify the source of 
messages or otherwise obscuring the origination of communications is prohibited. 
Saving APTS work to personal drives or non-APTS storage devices is prohibited.  
 
Use of APTS Equipment 
 
Any use that violates federal, state, or local law or regulation is expressly prohibited. 
 
Knowing or reckless interfering with the normal operation of computers, peripherals, or networks is 
prohibited.  
 
Connecting unauthorized equipment to the network for any purpose inconsistent with the business 
purpose of the school is prohibited.  
 
Deliberately wasting computer resources, including bandwidth, disk space, and printer paper or 
running or installing games or other unauthorized software on APTS computers is prohibited.  
 
Using the school network to gain unauthorized access to any computer system is prohibited. 
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Netiquette & Protocols 
 
The use of school Internet-related systems to access, transmit, store, display, or request obscene, 
pornographic, erotic, profane, racist, sexist or other offensive material (including messages, images, 
video, or sound) that violates the school’s harassment policy or creates an intimidating or hostile work 
environment is prohibited.  
 
Any use that is deemed to adversely affect the school is prohibited.  
Any on-line statements about APTS, its position on any issue or about any competitor are strictly 
prohibited except those authorized by an APTS Program Director.  
 
Any personal, non-approved communications on APTS systems must contain the following disclaimer: 
"The information contained herein does not express the opinion or position of APTS and cannot be 
attributed to or made binding upon APTS."  
 
Users of Internet -related systems are further advised to consider that while they use APTS systems 
they represent the school just as they would at a school function or in a school vehicle. Visits to web 
sites and other Internet use may reflect upon the school and should be undertaken in a serious, 
businesslike manner.  
 
Web pages and links made available to the public must be approved by and developed in cooperation 
with the IT Director and Program Directors prior to activation. 
 
Education & Enforcement 
 
To promote the efficient use and to avoid misuse of Internet-related systems, a copy of this policy 
statement will be distributed to and must be signed by all employees. Employees are required to 
familiarize them selves with the contents of this statement. Additionally the APTS Risk Manager 
conducts regular training sessions throughout each school year. Supplemental training will be offered 
as technological and/or policy changes allow. 
 
The IT Director is responsible for protecting users and the system from abuses of this policy. Pursuant 
to this duty, the IT Director may take any of the following actions reasonably appropriate to the nature 
of the offense: 
 

 Reprimand of the offending party or parties 
 Temporary reduction or suspension of computer system privileges 
 Referral to the offending user's supervisor 
 Permanent access revocation 
 Termination of employment 
 For misuse amounting to criminal behavior, referral to appropriate law enforcement 

agencies  
 
Permission To Download Large Files & Copyright Statement 
 
Software companies can be very aggressive in protecting their property rights from infringement. 
Legal protection can also exist for other information published on the Internet, such as text and 
graphics on a web-site. 
 
Copyrighted software, including music, shall not be downloaded from the Internet or loaded from disks 
or portable drives to school computers without compliance with all of a pre-authorized licensing 
agreement. 
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Only public domain files and files which the author has given express written consent for distribution, 
may be downloaded. Student/individuals and Teachers may download copyrighted material only for 
their own use following the fair use provisions in the US Copyright law. 
 
Permission of the IT Director must be obtained before downloading large files. 
 
Posting On Websites 
 
Parental permission must be obtained before posting pictures or names of student/individuals on web 
pages. Permission from a Program Director of APTS must be obtained before posting a website 
related to or using APTS’ name. 
Privacy 
 
When in reasonable pursuit of legitimate needs for supervision, control, and the efficient and proper 
operation of the service, APTS retains the right to inspect hardware, software and storage devices 
that are the property of APTS. Users should be aware that network administrators, in order to ensure 
proper network operations, routinely monitor network traffic and hard drives. Materials or files created 
or saved on APTS’ computers are the property of APTS. Use of APTS computers constitutes express 
consent for the IT Director to monitor any data that users create or receive, any messages they send 
or receive, and any websites that they access. 
 
Liabilities 
 
Failure to properly supervise the student/individuals under the employees care constitutes negligence 
on the employee’s part and may result in disciplinary action or dismissal. It may also leave the 
employee open to legal action by the parents and the school system of the student/individual in the 
employees care.  
 
If the employee is found guilty of negligence, APTS may terminate employment. Extensive use of 
APTS’ network and or resources for personal and/or private business, unrelated to the mission of 
APTS, or for private gain is prohibited and may result in disciplinary action or dismissal. The employee 
may be charged for excessive printer supplies used for personal printing. 
 
APTS employees are required to sign the back of the handbook that states that they agree to the 
above said policy. 
 
Blogging, Social Networking, Or Other Online Discussion Group Participation 
 
APTS provides employees with access to the Internet for work-related purposes. The Internet 
represents a useful tool for the school in conducting its business, but like any other tool, employees 
must use it for the purposes intended and not for their own private or personal purposes while in the 
workplace. At the same time, APTS respects the right of employees to use these forums during non-
working time.  Employees should understand that to the extent they identify themselves in these 
forums as APTS employees or otherwise associate APTS with the forum, the content in the forum has 
the potential for adversely affecting APTS. 
 
During an employee's working time, or while using any School-provided equipment or systems 
at any time, employees are prohibited from writing, posting or otherwise contributing to blogs; 
personal websites or webpages; listservs or mailing lists; social or other networking sites (such as 
Facebook, MySpace, Xanga, or Friendster); audio or video-sharing websites (such as YouTube, 
Google Video or Metacafe); or other user-generated electronic media, unless such activity is directly 
related to, and necessary, for an employee's performance of his or her job responsibilities.  
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Outside of Work, if an employee identifies himself or herself as an APTS employee or otherwise 
associates APTS with a web site, web log, or similar medium, APTS asks that you observe the 
following guidelines: 

 Take care to follow APTS’ code of conduct and its policies, including, but not limited 
to, it’s policies regarding confidentiality of information, and its policies against workplace 
harassment, discrimination and retaliation.  
 Refrain from discussing APTS, its management, your supervisors or co-workers in a 

manner that is false, discriminatory, defames any individual or their reputation, or 
disparages APTS.  This policy will not be construed or applied in a manner that interferes 
with employees’ rights under Section 7 of the National Labor Relations Act. 

 
 Refrain from disseminating any information about APTS, its employees or 

student/individuals that could be considered proprietary, confidential, or intellectual 
property, and you may not use the APTS’ trademarks or copyrighted material. 
Remember that blogs and other media may be public and accessible to third parties. 
Thus, it is critical that you abide by the terms of any confidentiality agreement that you 
have signed, as well as the APTS' confidentiality policy. 
 Respect all copyright laws and refrain from distributing or incorporating material that 

you have retrieved or copied from another web site or publication.  Any employee who 
wishes to reproduce the contents of another web site or publication for job-related 
purposes should contact Human Resources to determine whether such use is 
permissible. 
 Make clear to readers that the views expressed in the forum are not authorized by 

and do not necessarily reflect the views of APTS. 
 Employees should understand that because web sites, web logs and similar forums 

can change from time to time, their participation in a forum may comply with these 
guidelines at the time that they originally participate but thereafter fall out of compliance.  
This could occur for a variety of reasons, including the subsequent participation by others 
who post material or participate in a way that causes a violation of any of the guidelines 
above.  In the event that an employee’s participation in a forum originally complies with 
this policy but subsequently falls out of compliance, the employee is responsible for 
identifying and correcting the non-compliance (for example, by eliminating references to 
APTS that the employee made), and failure to do so violates this policy.   
 If you participate in social networking outside of work, APTS instructs that you do not 

reference your employment with or association with APTS in your personal profile or 
anywhere on your personal web page.  APTS further instructs that no pictures of you 
wearing clothing that identifies you as an employee of APTS or that was taken of you 
while on APTS property be posted on the internet unless it is an APTS sponsored event.  
You may identify your position title and reference that you are employed by APTS. 
 If you blog, information published on your personal blog(s) should comply with APTS’ 

confidentiality and disclosure of proprietary data policies. This also applies to comments 
posted on other blogs, forums, and social networking sites. Personal blogs should have 
clear disclaimers that the views expressed by the author in the blog are the author’s 
alone and do not represent the views of the school. No mention should be made about 
APTS, its employees, customers, partners or competitors. 
 Social media activities should not interfere with work commitments or be performed 

while on work time.  
 School logos and trademarks may not be used. 
 Where no policy or guideline exists, employees should use their professional 

judgment and take the most prudent action possible. Consult with a Program Director or 
Human Resources if you are uncertain. 
 APTS expects that if your employment is terminated for any reason, you will continue 

to abide by these policies and will not disparage APTS.  
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Please remember that APTS may monitor blogs or other electronic media. If you fail to abide by the 
above guidelines or other policies while online, you may be subject to legal or disciplinary action by 
APTS up to and including disciplinary action or termination. 
 
707 - Personal Items 
 
APTS is not responsible for any money, possessions, or personal items at school or on any work-
related field trip or training session. If the employee needs to have money or items on campus, the 
employees are responsible for their safekeeping.   
 
In the case of an emergency personal call, staff has permission to use APTS’ phone line, within 
reason. 
 
Employees are discouraged from bringing personal items to the workplace. Workspace is provided for 
the employee to successfully complete the requirements of her/his position. It is not intended to be 
treated as a display area for the employee’s personal possessions. As a matter of safety, APTS does 
not allow staff to bring in their own personal devices or equipment onto school premises, without 
permission from a Program Director. APTS cannot guarantee that the device is in safe operating 
condition. APTS also cannot guarantee that the item may not be damaged, destroyed, lost or stolen 
and cannot be held responsible for what might happen to it while on the premises. 
 
Devices and equipment include, but are not limited to, radios, televisions, video or DVD players, 
heaters, fans, computers, microwave ovens, cameras, video recorders, tablets or touch screens, 
coffee makers, etc. 
 
Should an employee be found to be on their personal cell phone inside a classroom, that employee 
may be sent home in a leave without pay situation and may result in further progressive disciplinary 
action including termination. 
 
An employee who is terminated may be accompanied by a supervisor at an appropriate time to 
remove her/his personal items, and may be required to show proof that the items are her/his own. 
 
708 - General Information 
 
Check mailbox daily for any messages, mail, etc. 
 
The copy machines located in the reception area, Hub, and curriculum room are available to staff for 
copies of 10 pages or less. A heavy-duty copy machine is located in the Curriculum Room. Copies of 
more than 10 pages must be requested by the staff member to the file and records clerk who will fulfill 
the order and return it to the employee within 24 hours of the request. Should it, or any other 
equipment malfunction, do not attempt to fix it; instead report it to the IT Department. 
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Section 8 – Employment Guidelines 
 
801 - Employee Relations 
 
APTS believes that the work conditions, wages, and benefits it offers to its employees are competitive 
with those offered by other employers in this area and in this industry. If employees have concerns 
about work conditions or compensation, they are strongly encouraged to voice these concerns openly 
and directly to their supervisors. 
 
Our experience has shown that when employees deal openly and directly with supervisors, the work 
environment can be excellent, communications can be clear, and attitudes can be positive. We 
believe that APTS amply demonstrates its commitment to employees by responding effectively to 
employee concerns. 
 
802 - Employment Applications 
 
APTS relies upon the accuracy of information contained in the employment application, as well as the 
accuracy of other data presented throughout the hiring process and employment. Any 
misrepresentations, falsifications, or material omissions in any of this information or data may result in 
the exclusion of the individual from further consideration for employment or, if the person has been 
hired, termination of employment. 
 
803 - Employment of Minors 
 
Minors are welcome as employees at APTS, subject to federal and state regulations.  However, APTS 
will not employ minors younger than age 16.  All applicants who are under age 18 must 
provide APTS with a valid certificate of age when they apply for employment.  If applicants under age 
18 are hired by APTS, APTS will retain their age certificates in the Human Resources Department for 
the duration of employment and are returned to employees upon termination of employment. 
 
804 - Internships 
 
Alternative Paths Training School offers internship opportunities to students enrolled in accredited 
university programs.  The following are our requirements for intern candidates: 
 
Prerequisites 
Student enrolled in good standing with the sponsoring university 
An interest in working with children with autism and other disabilities in a school setting. Complete 
criminal background checks and CPS registry information and clearance. 
 
Opportunities and Duties 

• Ten to twenty hours per week, depending on credits contracted. 
• The intern will be required to attend trainings and learn specific behavioral intervention 

strategies and individualized curriculum strategies. 
• The intern will be expected to actively participate with the students using these strategies.  
• Assigned activities also include implementing planned academic and behavioral programming 

for students, academic and behavioral data collection, and some data analysis; this might 
occur during both on- and off-campus student learning experiences. 

• Weekly contact with the faculty advisor and any assigned tasks. 
• Keeping a journal of internship experiences. 
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Credit and Assessment 
 
Credit dependent upon successfully completing formal contract duties. 
Grading based on agency assessment, regular contacts with the campus supervisor, and the 
approved research project. 
 
805 - Employment References 
 
APTS will release information regarding positions held and length of employment for reference 
purposes. In order to release any additional information regarding employment, the employee must 
provide a signed release. Confidential information will only be provided with the employee’s express 
written permission. All requests for references must be in writing and addressed to HR Department, 
APTS, 5632 Mount Vernon Memorial Highway, Alexandria, Virginia, 22309, or via fax to: 
703.504.2893. APTS will not provide information by telephone. Reference letters must be kept in the 
employee’s personnel file. 
 
Employees are strictly prohibited from providing references for any employee under any 
circumstances, including a personal reference, unless authorized by the Program Directors. Any 
reference letter must have two signatures of authorized personnel. 
 
Any person who provides an unauthorized reference may be subject to disciplinary action or possible 
dismissal from employment. 
 
806 - Hiring Requirements  
 
To ensure that individuals who join APTS are well qualified and to ensure that APTS maintains a safe 
and productive school/work environment, once an offer of employment has been accepted, APTS 
requires all employees to provide proof of education, experience, skills and abilities as well as 
complete a Child Protective Service (CPS) screening through the Department of Social Services, a 
Criminal History Record check through the Central Criminal Records Exchange to the Federal Bureau 
of Investigations, a Tuberculosis (TB) test, Physical and a Drug Screening (APTS selected locations).  
Upon receipt of the above requested items, APTS will forward to the appropriate divisions within 7 
business days. 
 
If there is any evidence of misconduct or falsification of information on the employee’s application the 
applicant will be disqualified from further employment consideration. 
 
APTS provides forms and payments for Employment Physical, TB screening, Drug Screening, 
Criminal Record check, and CPS Abuse and Neglect check.  The applicant/employee shall pay for the 
fingerprinting, which can be done at either the Fairfax County Police Department Central Records 
Division or the Area 5 Virginia State Police office located in Fredericksburg.  
 
Employees rehired after a break of one year or more from APTS must undergo all of the required 
hiring screenings. 
 
Proof of Eligibility  
 
Copies of official transcripts and/or certificates of state licenses must be presented on the first day of 
employment or no later than the 90th day of employment.  All applicants may see the HR Department 
for further information. Salary is contingent upon providing appropriate documentation and proof of 
eligibility within your first 90 days of employment. If documentation and proof of eligibility is not 
received by the 91st day, employment may be terminated. 
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Criminal History Record  
 
Hiring Requirement 
 
The applicant will be required to complete an application providing information about any felony, 
barrier crime, misdemeanor convictions, or any pending criminal charges, including deferred 
adjudication. Refusal to provide such information to APTS may jeopardize that individual’s 
employment status and may be disqualified from further employment consideration in any position 
with APTS due to falsification of an application. If an applicant is denied employment because of 
information appearing on his/her criminal history record, If provided, APTS shall provide a copy of the 
information given by the Central Criminal Records Exchange to the applicant. This information is 
confidential and is not disseminated by APTS to any other agencies.  
 
Although a disqualification is possible, in accordance with federal and state laws, a previous 
conviction does not automatically disqualify an applicant from consideration for employment with 
APTS.  Depending on a variety of factors (for example, the nature of the position, the nature of the 
conviction, age of the candidate when the illegal activity occurred), the candidate may still be eligible 
for employment with APTS. 
 
Employee Charges and Convictions 
 
Employee change in criminal record status must be reported to the Human Resources Department 
within 2 business days following the charge.  (Note:  Traffic citations, other than reckless driving and 
driving while under the influence, are not crimes.)   
 
The Human Resource Department will inform the Program Directors of any notification of arrest. The 
Human Resource Department will then require such employee to submit fingerprinting and to provide 
personal descriptive information that will be forwarded along with the employee’s fingerprints to the 
Central Criminal Records Exchange for the purpose of obtaining criminal history record information 
regarding such employee. The results of the employee’s criminal record history may result in 
disciplinary action up to and including termination.  
 
Child Protective Services Screening 
 
Hiring Requirement 
 
The applicant will be required to provide written consent and the necessary personal information to 
obtain a search of the registry of founded complaints of child abuse and neglect through the Virginia 
Department of Social Services. Refusal to provide such information to APTS may jeopardize that 
individual’s employment status and may be disqualified from further employment consideration in any 
position with APTS. If it has been determined that the applicant is the subject of a founded case of 
abuse and neglect, the applicant shall be denied employment, or the employment offered shall be 
rescinded.  
 
If an applicant is denied employment because of information appearing on his/her record in the 
registry, If provided, APTS shall provide a copy of the information provided by the Virginia Department 
of Social Services to the applicant. This information is confidential and is not disseminated by APTS to 
any other agencies.  
 
Employee Founded Case of Abuse or Neglect 
Any employee must report to the Human Resource Department that he/she is under investigation 2 
business days following notification of the investigation.  
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If information obtained from the investigation indicates that the employee is the subject of a founded 
case of child abuse and neglect, APTS will terminate employment.  
 
 Drug Screening 
 
Hiring Requirement 
 
APTS is committed to maintaining a drug-free environment and will not tolerate the use of illegal drugs 
in the workplace. Therefore, all employees and rehires are required to submit to a drug test once a 
conditional offer of employment has been extended and accepted. The purpose of drug testing is to 
ensure safety and prevent accidents and injuries resulting from the misuse of drugs. 
 
All testing will be conducted by a licensed independent medical laboratory, which will follow testing 
standards established by the State or federal government. Testing will be conducted on a urine 
sample provided by the employee to the testing laboratory under procedures established by the 
laboratory to insure privacy of the employee, while protecting against tampering/alteration of the test 
results. The testing lab will retain samples in accordance with State law, so that an employee may 
request a retest of the sample at his/her own expense if the employee disagrees with the test result. 
 
The following is a list of substances that APTS tests for on both the hiring requirement drug screen 
and the random drug screen: Tetrahydrocannabinol (THC), Cocaine, Amphetamines, 
Methamphetamines, Barbiturates, Benzodiazepines, Morphine, Opiates, Phencyclidine (PCP). 
 
Employees must advise testing lab employees of all prescription drugs taken in the past month before 
the test, and to be prepared to show proof of such prescription to testing lab personnel. 
 
 If the employee had a positive test, refused to test, or a confirmed invalid test, they will be denied 
employment. The Human Resource Director or Designee will notify the employee. 
 
Random Drug Screening 
 
APTS will randomly test employees for compliance with its drug-free workplace policy. As used in this 
Policy, "random testing,” means a method of selection of employees for testing, performed by a 
random selection tool. The selection will result in an equal probability that any employee from a group 
of employees will be tested.  
 
APTS reserves the right to conduct periodic testing on a regularly scheduled basis for all employees 
and independent contractors. 
 
All testing will be conducted by a licensed independent medical laboratory, which will follow testing 
standards established by the State or federal government. Testing will be conducted on a urine 
sample provided by the employee to the testing laboratory under procedures established by the 
laboratory to insure privacy of the employee, while protecting against tampering/alteration of the test 
results. The testing lab will retain samples in accordance with State law, so that an employee may 
request a retest of the sample at his/her own expense if the employee disagrees with the test result. 
  
Employees will be considered to be engaged at work for the time spent in taking any tests, and will be 
compensated for such time at their regular rate. APTS will provide payment for the cost of the testing.  
 
The following is a list of substances that APTS tests for on both the hiring requirement drug screen 
and the random drug screen: Tetrahydrocannabinol (THC), Cocaine, Amphetamines, 
Methamphetamines, Barbiturates, Benzodiazepines, Morphine, Opiates, and Phencyclidine (PCP).  
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Employees must advise testing lab employees of all prescription drugs taken in the past month before 
the test, and to be prepared to show proof of such prescription to testing lab personnel. 
 
 If the employee had a positive test, refused to test, or a confirmed invalid test, they will be denied 
continued employment. The Human Resource Director or Designee will notify the employee. 
 
Physical and TB Testing 
 
As a condition of employment, all new employees will submit a signed certificate by a licensed 
physician, physician’s assistant, or registered nurse stating that the employee appears fit for duty and 
appears free of communicable tuberculosis. The physical examination and TB test must be completed 
before the employees chosen start date.  
 
If the employee has had a TB test within the last year, they may provide that test with results instead 
of undergoing a new test. The employee must furnish the school with an up-to-date TB test, which 
shows proof that the employee tests negative for this disease. 
 
APTS may require the submission of a physical and TB test annually, or at such intervals APTS 
deems appropriate, as a condition to continued employment. 
 
Driving Record Inquiry 
 
APTS holds the right to request a copy of an employee’s driving record for personnel records. Driver's 
license checks will be performed for all employees where driving is an essential job function.  Any 
employee without a valid driver's license will not be allowed to operate a school vehicle. If during a 
subsequent periodic motor vehicle record check, the employee's record indicates further violations, 
APTS will review the specific circumstances surrounding the individual and determine appropriate 
action. 
 
A Motor Vehicle Record (MVR) that has any of the following during the most recent three-year period 
will be deemed “Unacceptable”: 
 

  DWI / DUI 
  Reckless Driving 
  Suspended License 
  Speeding 25 MPH, or more, above the speed limit 
  Drug Offense 
  Hit Run / Leaving the scene of an accident 
  Two or more at-fault accidents 
 Three or more moving violations in the past 3 years 
  Less than 3 years of driving experience, operating a similar size/weight vehicle 
  Any Operator with a Temporary Operators Permit 
  Open container violation 
  Vehicle Manslaughter / Homicide 
 Committing a Felony with a motor vehicle 
 Eluding a Police Officer 
 Speed Contest or racing violation 
 Passing a stopped School Bus 
 Doing 10 MPH or more over the MPH in a school zone 
 Lending an Operator’s License or Registration to another 
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If the MVR is deemed “Unacceptable”, not only will the staff member be prohibited from operating 
any APTS vehicle but must also turn in any APTS issued gas card. MVRs that do not fall within the 
above parameters will be deemed “Acceptable.” 
 
807 - Outside Employment 
 
Employees of APTS are prohibited from accepting any employment from any client of APTS as well 
as prohibited from recruiting potential employees from these same clients. Employees must notify a 
Program Director of any outside employment. Employees of APTS are further prohibited from entering 
into any agreement or arrangement that may constitute a conflict of interest with APTS. 
 
808 - Internal Position Changes & Promotions 
 
The purpose of this policy is to provide for employees the opportunity to apply for open positions that 
may enhance career growth opportunities, before offers of employment are extended to external 
applicants. It is also the objective of APTS to assign each employee to a position that effectively 
utilizes the employee's skills consistent with the overall requirements of APTS.  
 
Employees may apply for a transfer/promotion opportunity provided they meet the following eligibility 
requirements:  

 Successful completion of the Introductory Period 
 Job performance at a satisfactory level and not the subject of a formal disciplinary 

action or 2 or more verbal warnings within a 6-month period prior to posted position. 
 Meet the minimum experience, skill, and education qualifications for the open 

position. Any APTS staff without a qualified degree may become eligible for 
advancement in the workplace after 2 years of employment with APTS. 

 
Employees interested in applying for an open position can contact Human Resources or the hiring 
supervisor for additional job information.   
 
Employees must submit a letter of interest to Human Resources or the hiring supervisor before a 
formal interview is scheduled.  
 
Before submitting a letter of interest, employees must discuss with their supervisor their intention of 
applying for an internal position.  Supervisors shall not retaliate against an employee who requests 
consideration for a transfer/promotion.  
 
Eligible and qualified employees who formally apply after an open position has been posted will be 
interviewed.  Employees who formally apply after the posting has been removed are not guaranteed 
an interview.  Supervisors should not actively recruit within the school.  
 
APTS will typically not post positions to be filled within a department, or by employees returning from 
a medical, family, military, or personal leave of absence, or by employees whose position is being 
eliminated (due to reorganization or reduction in headcount), or based on other special 
circumstances.  
 
Typically, the employee's salary will not change due to a transfer, unless the position is considered a 
promotional transfer, in which case a promotional salary increase will be considered.  
 
APTS may require employees to transfer to specific positions based on business needs and 
conditions.  
 
Promoted employees will be subject to the provisions of the Introductory Period in their new positions. 
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However, should performance standards not be met during this period, employment may be 
terminated. 
 
809 - Positions Requiring Specific Licenses and Endorsements 
 
Upon accepting a position that requires a specific license and endorsement, employees have 30-days 
to complete the applicable documentation to be submitted to the appropriate licensing agency.  
 
Employees who do not comply with the requirement will be subject to progressive discipline up to and 
including termination if the credentials are not met. 
 
 
The instructional leader or School Administrator shall hold a valid five-year renewable post graduate 
professional license issued by the Board with an endorsement in school administration or special 
education and have at least three years of experience working with students with disabilities. The 
school administrator shall: 

• Protect the academic instructional time from unnecessary interruptions 
• Seek to maintain a safe and secure school environment 
• Involve the school staff in identifying staff development needs to improve student achievement 

and ensure staff participation 
• Analyze classroom practices and methods for improvement of instruction 
• Ensure education records are maintained confidentially 
• Monitor and evaluate the quality of instruction and provide supports, as needed, to improve 

instruction 
 
The School Administrator should be on the premises at all times while school is in operation.   Should 
the School Administrator not be available, the Principal’s designee shall step into the role.  The 
Principal Designee is assigned by the School Administrator based on the next most highly qualified 
individual for that role.  At all times staff will be made aware of who is responsible for the 
Administration of the school at any given time. 
 
 
Please Note: It is the employee’s responsibility to maintain a valid license in accordance with 
procedures prescribed by the Virginia Department of Education. 
 
 
810 - Personnel Changes 
 
It is the responsibility of each employee to promptly notify APTS of any changes in personnel data. 
Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be 
contacted in the event of emergency, educational accomplishments, and other such status reports 
should be accurate and current at all times. If any personnel data has changed, notify the Human 
Resources Department by presenting them with a personnel change form. 
 
811 - Performance Evaluations 
 
Evaluation of an employee’s job performance shall be a continual process that focuses on 
improvement.  Performance evaluations are based on an employee’s assigned job duties and other 
job-related criteria.  All employees will participate in the evaluation process with their assigned 
supervisor.  Reports, correspondence, and memoranda can be used to document performance 
information.   
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All employees will receive a copy of their written evaluation, have a performance conference with their 
supervisor, and get the opportunity to respond to the evaluation. 
 
Performance evaluations should be a positive growth experience for the employee and supervisor.  It 
provides the employee with feedback about her/his performance that will aid in enhancing those skills 
necessary in doing the task required.  It has always been APTS’ policy to give APTS’ employees 
every opportunity to improve areas of need by giving them suggestions and training on how to make 
those improvements in an environment that is supportive.  Regular performance evaluations will be 
conducted annually, with an end-of-the-year report in May. 
 
Performance Evaluations will be used as a foundation to establish goals for employees.  Employees 
will be encouraged to develop short-term and long-term goals for themselves and to discuss their 
goals with their supervisor. 
 
Supervisors will be charged with monitoring the goals established during the period following the 
Performance Evaluation by scheduling performance review meetings as necessary. 
 
Employees will be asked to sign the Performance Evaluation Form that will have two options for 
signature: 
 
1. I have read, reviewed and agree with the Evaluation. 
2. I have read, reviewed and disagree with the Evaluation. 
 
Option 2 requires the employee to attach written comments as to why she/he does not agree with the 
Evaluation and an opportunity to request a grievance hearing.  
 
When an employee refuses to sign the Performance Evaluation, another supervisor will be asked to 
witness the refusal to sign, and the employee may appeal to a Program Director.  All employees will 
receive a copy of their Performance Evaluation and the original Evaluation will be placed in the 
employee’s personnel record. 
 
Performance based salary increases will coincide with performance evaluations at the employee’s 3, 
5, 7 and 10-year anniversary; at which time an employee is eligible for a salary increase based on a 
combination of performance and tenure at APTS. At any time, this benefit is subject to change at 
APTS’ sole discretion. 
 
812- Confidentiality of APTS Information 
 
This confidentiality policy has been adopted to assure the confidentiality and protection of individual 
rights to privacy for student/individuals, families, employees and intellectual property of APTS.  The 
individual dignity of student/individuals, families and employees shall be respected and protected at all 
times in accordance with the law. 
 
In the course of performing your duties you will receive or contribute to the creation of confidential 
and/or proprietary information relative to the operations of APTS.  The protection of confidential 
business information, client and customer information, and trade secrets are vital to the interests and 
the success of APTS.  Confidential and/or proprietary information includes any data or information 
relating to the business of the school which is not generally known by and readily accessible to the 
public.   Confidential information may not be copied or removed from the premises of APTS, without 
prior approval from your supervisor.  All employees are expected to show the highest regard for the 
privacy of each student and will strictly observe the confidentiality of records and any other student 
information.  Confidentiality is essential to the sound relationship with students; it is also a legal and 
ethical matter of the utmost importance.  All personnel will be careful to discuss client information only 
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when necessary and appropriate. 
 
Information about employees is not to be divulged to anyone other than those persons in the 
organization who are involved in the hiring, dismissal, supervising, determining salaries or in charge of 
keeping personnel files up to date. 
 
The supervisor or management staff who are responsible for the continuing employment, conduct and 
fitness of the employee, will have access to personnel files when it is in question as to whether the 
employee is physically or emotionally fit to continue working with student/individuals who are disabled, 
or when performance evaluations question the ability of the employee to perform her/his designated 
duties. 
 
Confidentiality of Employee’s Records 
 

1. All employee records must be locked in a secure file/room in the school. 
2. Access to an employee’s file is limited to their direct supervisor or with approval from Human 

Resources and/or Program Directors.  
3. The records of an employee must never be left out on desks, tables, etc. where unauthorized 

persons may have access to them. The records may not be removed from the office without 
permission from Human Resources and/or Program Directors. 

4. A discussion of an employee’s private information is prohibited and grounds for immediate 
termination, except on a “need to know” basis, such as health or safety reasons, as 
determined by a Program Director. Special caution should be taken to be sure that other 
members of the staff, student/individuals, families, etc., do not overhear information, which is 
private. 

5. Information and documents, which are considered confidential, such as medical records, 
educational records, employment records, financial or pay records concerning the employee 
are not to be discussed with or among unauthorized persons. 

6. Information from the employee’s personnel file will be released only after the employee gives 
expressed written consent to a Program Director or the HR Dept. 

 
 
Violation of Confidentiality Policy 
 
APTS has a Zero-Tolerance Policy for any breach of confidentiality pertaining to employment, contract 
related items and intellectual property of APTS. Any employee who violates the confidentiality policy 
described in the foregoing paragraphs will be subject to disciplinary action and dismissal from 
employment. 
 
813 - Employment Verifications 
 
From time to time, employees may require APTS to verify employment, position held, salary, address, 
and other information for credit obtaining purposes. In order to release any information regarding 
employment, position held, salary, address, and other information the employee must provide a 
signed release. These requests must be made to the HR Department, APTS, 5632 Mount Vernon 
Memorial Highway, Alexandria, Virginia, 22309 or via fax to: 703.504.2893.   
 
Requests for employment verification sent to any other employee might create a delay in releasing the 
information. Employees are strictly prohibited from responding to any request for employment 
verification. Human Resources will answer all such requests. 
 
814 - Subpoena Requests 
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Occasionally APTS receives subpoenas for employee verification. APTS is required by law to release 
the information requested in the subpoena and will respond to any subpoena it receives. 
 
815 - Access to Personnel Files 
 
A confidential file will be maintained on each employee containing all employment-related documents 
such as applications, resumes, job and salary history, contracts, applicable licenses/certifications, 
performance evaluations, training records, grievances, disciplinary action, general correspondence 
and other documents pertaining to the employee’s position at APTS. To comply with the Americans 
with Disabilities Act (ADA) and HIPAA, APTS keeps all medically related information in a separate 
confidential file.         
 
Personnel files are the property of APTS, and access to the information they contain is restricted. 
Generally, only supervisors and management personnel of APTS who have a legitimate business 
reason to review information in a file are allowed to do so. 
 
Employees who wish to review their own file should contact the Human Resources Department. With 
reasonable advance notice, and in the presence of an individual appointed by APTS to maintain the 
files, employees may review their own personnel files in APTS' offices. 
 
No copies of the employee’s personnel file may be made or supplied to the employee and the 
employee will not receive a copy at separation of employment. 
 
816 - Solicitation & Distribution of Literature 
 
Solicitation or distribution of any materials can become disruptive to our day-to-day operations.  
Therefore, you are prohibited from soliciting and/or distributing literature or materials of any kind 
during working time and on worksites.  Such activity is only permitted during nonworking time and in 
non-working areas.  Any employee who violates this Policy will be subject to discipline, up to and 
including termination of his or her employment. Persons not employed by APTS may not solicit 
employees of APTS for any purposes on School premises or customer jobsites for which APTS is 
responsible. 
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Section 9 – Employment Conduct & Disciplinary Action 
 
901 - Standards of Conduct 
 
Each Employee is expected to: 
 

 Behave in a professional manner. 
 Exercise watchfulness in the performance of duties to eliminate potential hazards and 

to protect student/individuals, coworkers and others. 
 Comply with a proper direction of an authorized supervisor. 
 Comply with rules and regulations governing hours of work, absences, and the use of 

leave. 
 Conserve, properly use, and protect school funds, property, equipment, and 

materials. 
 Exercise courtesy and tact in dealing with fellow workers and the public. 
 Maintain a clean and neat personal appearance to the maximum practicable extent 

during working hours. 
 Refrain from any disorderly conduct. 
 Render full, efficient, and competent service. 
 Report promptly to work in appropriate clothing with required tools and equipment 

and in a condition that will permit performance of assigned duties. 
 Safeguard private information. 

 
The Following conduct is prohibited and may subject the employee to disciplinary action 
including termination:  
 

 Dispensing special favors or privileges to anyone or accepting favors that might be 
construed by reasonable persons as influencing the performance of duties. 
 Engaging in criminal, dishonest, immoral, fraudulent or disgraceful conduct that 

brings APTS into disrepute; engaging in theft or misuse of school funds; or being 
convicted of a crime. 
 Failing to adhere to the policies and regulations of Alternative Paths Training School, 

including those outlined in this and the Parent/Student/individual Handbook and any 
other document that provides guidelines for employee conduct. 
 Falsifying or misusing any record or report, e.g., an employment application, incident 

report, time and attendance report to include leave requests and/or clocking in and out. 
 Having alcohol, illegal drugs, unlawful prescription drugs, or drug metabolites in the 

body while on duty. 
 Manufacturing, distributing, dispensing, possessing, consuming, using, or selling 

alcohol or illegal drugs, or taking part in the unauthorized use of prescription drugs on 
APTS property during normal work hours or while performing APTS business. 
 Manufacturing, distributing, dispensing, possessing, consuming, using, or selling 

illegal drugs at any time or in any place. 
 Refusing to submit to blood, urine, Breathalyzer, or equivalent tests to determine the 

presence of alcohol, drugs, or other intoxicants while on duty. 
 Making any private promises of any kind binding upon the duties of the position 

assigned. 
 Neglecting or abandoning one’s position by failing to notify and receive approval for 

leave from an authorized supervisor. 
 Operating a vehicle on APTS business with a revoked or suspended operator’s 

permit. 
 Possessing a weapon on APTS property. 
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 Soliciting or accepting anything of value in return for performing or refraining from 
performing an official act. 
 Entering into any kind of contract or agreement with an APTS student/individual as 

well as a parent or guardian of an APTS student/individual. 
 Threatening or assaulting anyone while conducting business on behalf of APTS 
 Using any information received confidentially in the performance of duties as a 

means of making personal profit. 
 Using APTS facilities, property, or manpower for other than officially approved 

activities; carelessly or willfully causing destruction of APTS property. 
 Student/individuals are NEVER to be punished corporally (e.g., slapped, pinched). 

Physical restraint should only be implemented by trained staff members using approved 
procedures. NEVER engage in horseplay with student/individuals. 
 Excessive hugging, touching, gift giving or sharing of personal information with 

student/individuals is not allowed. These behaviors have significant potential to cause 
conflict for special education student/individuals. 
 Computer and Internet services are for professional and classroom use only. Any 

personal or non-business related use of these services is prohibited. APTS will hold the 
individual(s) in breach of this trust responsible for any adverse consequences from 
unauthorized use of these business services. 
 Staff members may not sell any items on APTS premises without prior authorization 

from a Program Director. 
 Leaving a student/individual unattended. Staff may be held liable should injuries 

occur. 
 Unsatisfactory probationary period. Serious violation of confidentiality rules. 
 Absence from work for  (3) working days or more without notification or reason. 
 Gross discourteous treatment of the public. 
 Non-performance of duties resulting in injury to the school, its student/individuals, 

clients or employees. 
 Gross inappropriate behavior. 
 Being abusive or neglectful to student/individuals, parents or employees. 
 Violation of the Substance Abuse Control Policy. 
 Failure to submit required documentation within mandated time frame. 
 Neglect of duty or refusal to comply with directives of supervisor. 
 Receipt of (2) disciplinary actions for the same infraction during any 12-month period. 
 Failure to implement job specifics. 
 Receipt of (1) verbal and (2) written warnings for any violation during any 12-month 

period; the date of the third warning may be the employee’s last day of employment. 
 Failure to return to work following a leave of absence. 
 Failure to comply with the guidelines of a corrective action plan. 

 
Supervisors are expected to: 

 Administer appropriate disciplinary action, when warranted. 
 Inform employees of rules governing conduct and discipline as well as other rules 

and special requirements specific to the work environment. 
 Supervisors work directly with the appropriate Department Head and/or POD 

Manager when formal disciplinary action is contemplated and when a disciplinary 
decision is made.  
 Treat employees in a fair and equitable manner. 
 Department Head and/or POD Manager will coordinate with HR when formal 

disciplinary action is contemplated and when a disciplinary decision is made. 
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Department of Human Resources is expected to: 
 Advise supervisors on these disciplinary practices and recommend appropriate 

action. 
 Ensure that rules and special requirements specific to work environment and 

established by Program Directors or supervisors are neither in conflict with nor exceed 
the provisions of APTS disciplinary policies. 
 Evaluate work environment management practices related to administration of 

discipline and compliance with standards and rules of conduct and work with all parties 
to provide corrective steps to supervisors when such management practices require 
change. 
 Have final review authority on supervisor’s decisions with regard to compliance with 

policies, regulations, and laws applicable to the employee for formal disciplinary actions 
or suspension, disciplinary demotion, and dismissal. 
 Investigate alleged employee offenses, obtaining complete facts and full justification 

for whatever action may be taken in a timely manner. As well as, record evidence of the 
investigation. 
 Provide advice and assistance to supervisors regarding interpretation and application 

of APTS disciplinary policies. 
 Provide information and guidance to supervisors at all levels on standards and rules 

of conduct and effective use of progressive discipline. 
 
902 - Disciplinary Actions 
 
This policy is set forth merely as a guideline, and disciplinary action is not limited to the steps 
identified.  Disciplinary action may be initiated at the discretion of APTS, depending on the 
performance problem, the type of conduct, or the nature of the offense involved.  The implementation 
of this policy should not be construed as preventing, limiting, or delaying APTS from taking 
disciplinary action, including immediate discharge without prior warning, where APTS deems such 
action appropriate.  
 
Disciplinary actions shall be progressive in nature, ranging from a verbal warning for an initial violation 
to a written reprimand, corrective action plan or suspension, up to and including termination of 
employment. 
 
In the case of an allegation that requires an investigation, the employee may be suspended pending 
investigation. 
 
903 - Grievance Procedures 
 
The following procedures have been established to ensure that all sides and parties to any grievance 
receive fair and equal hearing by those responsible for resolving grievances: 
 

1. The employee must submit a written grievance to the Human Resource department within 5 
working days of the incident on which the grievance is based. 

2. If the Human Resource Department is not able to resolve this grievance within 5 working days 
and a resolution is not achieved, the employee will take this grievance and the HR written 
resolution form to the Director of Risk Management within 5 working days.  

3. If the Director of Risk Management is not able to resolve the grievance, the aggrieved 
employee will take this grievance to the Program Directors within 5 days. 

4. The Program Directors will review the grievance, the actions taken and the outcomes provided 
by each department and provide the employee with their resolution within 5 working days. 
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5. The decision of the Program Directors is final and binding on the parties, without further right 
to appeal. Any correspondence relating to the grievance will be placed in the employees 
personnel file. 

 
904 - Termination 
 
Employment with APTS is based on mutual consent.  Unless a written employment contract sets forth 
otherwise, both the employee and APTS, as employer, have the right to terminate employment at will, 
for any reason, with or without cause, at any time.   
 
Termination of an individual’s employment occurs by resignation, discharge, retirement or death. Each 
termination will be evaluated for equitable treatment and the rights of the employee. 
 
It is APTS’ policy to attempt to minimize separations through: 
 

 Careful selection and placement of job applicants. 
 Fair and consistent application of personnel policies. 
 Recognition of the individual employee’s contribution to the School. 
 Continuous evaluation of employee satisfaction and morale. 
 Continuous effort to provide good working conditions. 

 
905 - Exit Interviews 
 
APTS will generally try to schedule exit interviews for terminating employees.  The exit interview will 
afford the employee an opportunity to discuss issues such as employee benefits, conversion 
privileges, repayment of outstanding debts to the School, or return of School property. Suggestions, 
complaints, and questions can also be voiced at that time.  Participation in exit interviews are strictly 
voluntary. 
 
906 - Termination Policies 
 
Any final pay or other benefits due and payable at termination will be scheduled for payment 
according to applicable state law.  Certain benefits may be continued at the employee’s expense if the 
employee chooses to do so.  Terminating employees will be notified of the benefits that may be 
continued and of the terms, conditions, and limitations of such continuance. 
 
APTS requests that employees notify their immediate Supervisor, in writing, at least two weeks in 
advance of their intention to leave APTS or with any other appropriate amount of notice set forth in 
their employment agreement.  If, after the employee has given notice, it becomes advisable or 
necessary, he/she may be released prior to the intended termination date and paid through his/her 
last day of work. 
 
APTS does not offer separation pay or severance pay.  Pay for accrued and unused PTO days will be 
provided as long as the employee has provided two weeks’ advanced notice of resignation.  To the 
extent allowable by law, if there are any financial obligations owed to APTS at the time of termination, 
those obligations will be deducted from the final pay. 
 
Payment of salary and bonuses will cease to be paid on the employees' date of termination. 
 
None of these policies alters the at-will nature of employment enjoyed by both the Employee and 
APTS. 
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907 - Job Abandonment 
 
Employees who fail to report to work for three consecutive business days without notifying the school 
of the absence may be considered as having voluntarily resigned as a result of job abandonment.  
 
If the employee is unable to contact the school for any absence, he or she should ask a 
representative (such as a family member or friend) to do so on the employee’s behalf.  If the 
employee or a representative is unable to contact APTS due to extreme circumstances (such as a 
medical emergency or natural disaster that prohibits the employee or his or her representative to 
contact the school within three days), the employee or his or her representative must contact the 
school as soon as practicable to explain the situation. In extreme circumstances, the employer will 
consider the explanation and its timing before determining if the voluntary resignation will be upheld.   
 
908 - COBRA Continuation Coverage for Health Benefits Plans 
 
COBRA Eligibility and Rights 
 
If your group health insurance coverage ceases because your employment with APTS ends, or 
because of some other qualifying event, you and your covered dependents may be eligible for 
continuation of your health coverage in the group insurance plan under The Consolidated Omnibus 
Budget Reconciliation Act of 1985 (“COBRA”).  This section of the handbook is intended to inform you 
in a summary fashion of your rights and obligations under the continuation coverage provisions of the 
law.  Both you and, if you are married, your spouse are covered by the plan. 
 
If you are employed by APTS and are covered by APTS’ group health plan (called “the plan” in this 
notice), you may have the right to choose continuation coverage if you lose your group health 
coverage because of a reduction in your hours of employment or the termination of your employment 
(for reasons other than gross misconduct on your part). 
 
Under the law, the employee has the responsibility to inform the Plan Administrator of a divorce, or a 
legal separation, or of a child losing dependent status under the plan, within 60 days of the event.  
The Employer has the responsibility to notify the Plan Administrator of the employee’s death, 
termination, reduction in hours of employment, or Medicare entitlement.  (Similar rights may apply to 
certain retirees, spouses, and dependent children if the Employer commences a bankruptcy 
proceeding and these individuals lose coverage.) 
 
When the Plan Administrator is notified that one of these events has happened, the Plan 
Administrator will, in turn, notify you that you have the right to choose continuation coverage.  Under 
the law, you have at least 60 days from the date you would lose coverage because of one of the 
events described above to inform the Plan Administrator that you want continuation coverage. 
 
If you do not choose continuation coverage, your group health insurance coverage will end. 
 
You do not have to show that you are insurable to choose continuation coverage.  However, 
continuation coverage under COBRA is provided subject to your eligibility for coverage.  The Plan 
Administrator reserves the right to terminate your COBRA coverage retroactively if you are 
determined to be ineligible. 
 
Under the law, you have to pay the entire premium for your continuation coverage.  There is a grace 
period of at least 30 days for payment of the regularly scheduled premium. 
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Please note that this Notice is merely a summary of a federal law designed to provide continuation 
coverage in the event you or a family member loses coverage under a group health plan.  This notice 
is not intended to inform you about any details of the plan.  You should refer to your copy of the plan’s 
Summary Plan Description, or request a copy of it or of the plan’s governing document, for such 
details. 
 
COBRA Notification Procedures 
 
Within 14 days of your separation from employment (or the “qualifying event date”), we are to notify 
you or our COBRA administrator group of your qualifying event which triggers COBRA notification.  
The third party COBRA administrator will notify you formally of your COBRA rights within 30 days of 
its knowledge of your eligibility for COBRA coverage. 
 
If you have not received your COBRA notification letter and election package within a reasonable time 
period, please contact a member of your HR team to ensure that we have a proper forwarding 
address on file.  If you have any questions about COBRA or the plan, please contact a member of the 
HR team at APTS. 
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Section 10 – Health & Safety 
 
1001 - Workplace Safety 
 
APTS shall take all reasonable steps to ensure the health and safety of employees and 
students/individuals while at work, and to prevent damage to school property against: 

• Potential hazards 
• Natural disasters 
• Severe weather 
• Fire 
• Flooding  
• Workplace violence 
• Intruder 
• Hostile situation 
• Terrorism 
• Missing persons 
• Riots  
• Severe injury 

 
Employees must be keenly aware of their environment and persons who are on the school premises.  
Anyone who is not recognized should be questioned regarding the nature of her or his visit, and the 
main office should be notified IMMEDIATELY.  Simply asking, “Can I help you?” is an effective non-
threatening way to initiate that interaction. 
 
All employees must be familiar with and adhere to the rules for releasing student/individuals to any 
person.  The legally responsible parent or guardian must approve any release of a student/individual. 
 
Any unusual incidents should be documented and brought to the attention of the employee’s 
supervisor immediately.  Violation of this policy may result in disciplinary action, including termination 
of employment. 
 
APTS utilizes a series of radio protocols to facilitate timely notification of emergencies and requests 
for assistance. 
 
APTS employee may reference the SafePath Manual and Emergency Preparedness Plans for 
detailed outline of responsibilities and procedures.  
 

APTS Radio Protocols: 
 

Stars to Live By: 
 
Star Red: a 911 call needs to be made; when announcing a STAR RED; the transmission should 
sound like this: 
 
“Star Red in room (room #)” 
 
The staff member that makes the 911 call should announce himself or herself and also state that they 
copied the transmission by saying: 
 
“Copy that, (the employees name) will make the call” 
 
Star Blue: a student/individual has eloped from the classroom or a student/individual is missing.  
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When announcing a Star BLUE, the transmission should sound like this: 
  
“(Room #) has a star blue for (student/individuals Initials). The last location was (state location.)” 
 
Star Black: the building has shut down (locked down) with all doors closed, no student/individuals or 
staff leaving their designated classrooms until further notice. Supervisors will be the only ones making 
the call.  
 
Free Hands: a situation is out of control or has strong potential to become out of control at any 
moment. THIS CALL SHOULD ONLY BE MADE FOR BEHAVIOR EMERGENCIES.  
 
“Free hands to (room #)  (repeat 2x)” 
 
1002 - Workplace Accidents 
 
APTS, in accordance with state law, provides workers’ compensation benefits to employees who 
suffer a work-related illness or injury on the job.  Benefits help pay for medical treatment and make up 
for part of the income lost while recovering. Specific benefits are prescribed by law depending on the 
circumstances of each case.  All work related accidents or injuries should be reported immediately to 
APTS Human Resources, no matter how minor.  
 
Accidents, no matter how small, must be reported within 24 hours, preferably by the end of the 
workday on which they occur.  An injured employee should fill out the Employees First Report of 
Accident as soon as possible and turn it in to the Human Resource Department for processing.  The 
immediate supervisor will be required to complete the required documents and reports, and submit 
them to Human Resources. 
 
All employees are covered by Workers’ Compensation insurance and must seek treatment for 
accidents and injuries as required by the plan.  Employees who are unable to work due to work-
related injury will be notified of the rights and responsibilities under the Virginia Labor Code.  
Employees who are placed out of work, supported by Workers’ Compensation, will be notified in 
writing of the status of the position, status of health insurance benefits, and their responsibilities while 
on Workers’ Compensation.  
 
Accidents involving parents or visitors while on APTS premises must be reported immediately to a 
Program Director.  Employees will be required to complete accident/injury reports for these incidents. 
 
APTS may require any employee involved in any type of workplace accident to submit to a drug 
and/or alcohol test.  Refusal to submit to such a test will be deemed to be insubordination leading to 
discipline up to and including termination. 
 
1003 - Accidents while Driving an APTS School Vehicle 
 
In the event of a workplace accident involving a school vehicle (car, van, school bus), APTS will 
require a workers compensation claim to be filed along with the immediate submission of a drug and 
alcohol test at the pre-determined APTS contracted facility.  As set forth above, failure to submit to a 
drug and alcohol test will lead to discipline, up to and including termination. 
 
A phone call to the employee’s immediate supervisor is mandatory at the time of the accident as well 
as a phone call to local authorities.  A supervisor will make a decision on whether or not the vehicle is 
in the condition to be driven off scene and by whom.  At no time are APTS vehicles to be used for 
personal purposes or taken home for any reason.  This may preclude the recovery of a workers 
compensation claim and will result in disciplinary action. 
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1004 - Exposure To Bloodborne Pathogens 
 
An exposure to blood is not simple contact. It is a specific eye, mouth, other mucous membrane, no 
intact skin, or parenteral (piercing) contact with human blood or human body fluids containing blood.  
 
Contact with urine, feces, vomit, perspiration, or saliva does not constitute exposure unless these 
fluids contain blood. 
 
Post Exposure Procedures 
 
If an exposure occurs, the immediate response should be the cleansing of the affected site to reduce 
contact with contaminated materials.  If an injury is incurred at the time of exposure, the employee 
shall seek first aid or call the emergency medical system (911), if necessary.  The exposed employee 
shall report the exposure incident to APTS Program Directors, as soon as possible. 
 
In order to ensure an effective follow-up, the health care provider requires a description of the 
exposed employee’s duties as they relate to the exposure incident, documentation of the route of 
exposure, and the circumstances under which exposure occurred.  A post exposure report form is 
provided for this purpose.  The complete report must be signed by the exposed employee, signed by 
his/her supervisor, and given to the health care provider at the time of the post exposure evaluation.  
A copy of the report shall be sent to the Human Resources Department within 24 hours of the 
exposure. 
 
1005 - Investigation of an Incident/Accident 
 
Following the receipt of the or workplace injury report, accident or post exposure, the Human 
Resources Department, the Director of Risk Management, and any outside resources deemed 
necessary, shall conduct an investigation to determine the circumstances that led to the exposure, 
injury or accident whether a recurrence can be prevented.  The nature and extent of the investigation 
shall be determined by the circumstances.  The investigation may be conducted as a review of 
statements of telephone or personal interviews of the involved employee or witnesses to the incident. 
 
1006 - Universal Precautions 
 
The Bloodborne Pathogens policy covers all employees who may “reasonably anticipate” coming into 
contact with human blood and other potentially infectious materials, which includes any body fluid that 
is visibly contaminated with blood.  Each employee might, in the course of her or his daily activities, 
come into contact with potentially infectious materials.  Those situations are, but not limited to, the 
following: 
 
Providing assistance after an accident has occurred with student/individuals, employees, 
parents/guardians, and/or volunteers. 
Assisting student/individuals during medical procedures, nose bleeds, times of illness, etc. 
Handling of potentially infectious materials, such as soiled clothing and tissues. 
 
All employees must adhere to the Universal Precaution Policy.  If an employee or volunteer has been 
exposed to a blood borne pathogen during the course of agency business, she or he must notify her 
or his supervisor immediately. 
 
APTS will make available to the employee or volunteer laboratory tests and follow-up medical 
evaluation, which documents the circumstances of the exposure, which has been reported to the 
supervisor.  A Hepatitis B vaccine shall be available to employees within 24 hours after possible 
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exposure to blood borne pathogens and other potentially infectious materials. 
 
The following preventive measures are to be used to reduce the spread of all infectious and 
contagious diseases: 
 

 Wash hands regularly.  Hand washing is the best way to protect both 
student/individual and employee.  Use the following recommended hand washing 
technique: 

 Use antibacterial liquid soap and scrub hands for one minute. 
 Scrub tops of hands, palms, between fingers, and under nails. 
 Rinse under water with hands pointed down. 
 Dry hands with paper towels. 
 Turn off the water faucet with a towel and dispose of it. 
 Wear disposable gloves while cleaning up blood, bloody saliva, urine, feces, or 

vomit, especially if the employee has a skin rash or open cut on the hands.  If 
skin contact is made with these substances, wash the affected areas with soap 
under running water. 

 Wear disposable gloves when handling a student/individual’s soiled clothing. 
 Throw away disposable gloves after each use and wash hands after wearing 

the gloves. 
 Place the soiled clothing in a plastic bag and tie bag securely.  Double bag 

items and dispose or return to home depending on parent/guardian preference. 
 Supervise student/individuals to ensure that they wash their hands well after 

going to the restroom. 
 Clean up blood and blood fluids on surfaces with one part ordinary household 

bleach diluted in 10 parts water. The bleach solution should be fresh and used 
on the day it is made. Isopropyl alcohol, Lysol disinfectant, and hydrogen 
peroxide can also be used. 

 
 
1007 - Reporting Suspected Child Abuse 
 
Any teacher and other professional staff who has reason to suspect that a child is an abused or 
neglected child shall immediately notify the Program Directors.  All employees of APTS are required 
by law to report any suspected incidents of child abuse or neglect.  Violation of this policy will result in 
disciplinary action. 
 
APTS Program Directors shall report the matter to Child Protective Services of the Department of 
Family Services of Fairfax County or Fredericksburg City. 
 
The Child Protective Services division has, by law, the responsibility for receiving and investigating 
complaints and reports.  In accordance with Section 63.2-1518 of the Code of Virginia, a Child 
Protective Services worker or a police officer may talk to any child suspected of being abused or 
neglected without the consent of and outside the presence of the parent, legal guardian, or school 
personnel.  In cases of interviews of children on school grounds, the Child Protective Services worker 
or police officer will furnish proper identification and make appropriate arrangements with the Program 
Director.  
 
CPS may interview APTS personnel if school staff members are identified as having knowledge that 
may help ensure the safety of the child.  Under state law, any person reporting or assisting in the 
investigation of reported child abuse or neglect is immune from liability unless the report is made in 
bad faith or with malicious intent.  Employees who suspect that a student/individual has been, or may 
be, abused or neglected should report their concerns to the Program Directors. 
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1008 - Weapons Policy 
 
This policy is to ensure a safe school environment for all students/individuals, employees and visitors. 
 
This policy applies to and prohibits students/individuals, employees and visitors from possessing, 
using and/or distributing weapons on school premises or any grounds and/or building where a school-
sponsored activity takes place.   The staff and students shall be informed annually of such policies 
and procedures. 
 
 
Weapons Definition 
 

 Any pistol, revolver, or other weapon designed or intended to propel a missile of any 
kind by action of an explosion of any combustible material. 
 Any dirk, bowie knife, switchblade knife, ballistic knife, other knife (except a 

pocketknife having a folding metal blade of less than three inches), machete, razor, 
slingshot, spring stick, metal knucks, or blackjack. 
 Any flailing instrument consisting of two or more rigid parts connected in such a 

manner as to allow them to swing freely, which may be known as nun chahka, nun 
chuck, nunchaku, shuriken, or fighting chain. 
 Any disc, of whatever configuration, having at least two points or pointed blades, 

which is designed to be thrown or propelled and which may be known as a throwing star 
or oriental dart. 
 Any stun weapon or taser, as such terms are defined in Section 18.2-308.1 of the 

Code of Virginia. 
 Any weapon, including a starter gun, that will, or is designed or may readily be 

converted to, expel single or multiple projectiles by the action of an explosion of a 
combustible material or the frame or receiver of any such weapon. 
 A pneumatic gun, as defined in Section 15.2-915.4 of the Code of Virginia, including 

BB gun, paintball gun, or pellet gun. 
 Any destructive device, as defined in Section 22.1-277.07 of the Code of Virginia, 

including any explosive, incendiary, or poison gas, bomb, grenade, and other devices 
and weapons enumerated therein. 
 A firearm muffler or firearm silencer. 
 Any weapon of like kind or function as those above 

 
Disciplinary Action 
 
If any individual suspects a violation of APTS’ weapons policy, they should immediately report their 
observation to the Program Directors/Designee or Human Resources. 
 
If any employee, visitor, or student/individual has been found in violation of this policy, APTS will 
utilize administrative discretion in determining the appropriate consequences, which may include 
notification of appropriate authorities, confiscation of the weapon, expulsion from the premises, and 
disciplinary action. 
 
Exceptions 
 
In the event of an emergency, the only exceptions to this policy will be police officers, security guards 
or other persons who have been given consent by APTS to carry a weapon on school grounds. All 
other times, sworn law-enforcement personnel on grounds, should secure his/her weapon in their 
vehicle.   
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1009 - Visitors 
 
To provide for the safety and security of employees and the facilities at APTS, only authorized visitors 
are allowed in the workplace. Restricting unauthorized visitors helps maintain safety standards, 
protects against theft, ensures security of equipment, protects confidential information, safeguards 
employee welfare, and avoids potential distractions and disturbances.  
 
 
Because of safety and security reasons, family and friends of employees are discouraged from 
visiting. In cases of emergency, employees will be called to meet any visitor outside their work area. 
 
All visitors should enter APTS at the reception area. Authorized visitors will receive directions about 
signing in and wearing a visitor badge. The visitor will then be escorted to their destination. When the 
visitor is ready to leave, staff will escort the individual to the main office where he or she will return the 
“Visitor” badge and sign out. Employees are responsible for the conduct and safety of their visitors. 
 
If an unauthorized individual is observed on APTS’ premises, employees should immediately notify 
their supervisor or, if necessary, direct the individual to the reception area. 
 
1010 - Animals in the Workplace 
 
For the purpose of promoting a safe and healthy environment for students and for the purpose of 
protecting the best interests of students, teachers, parents, and the school as a whole, APTS has 
sought to develop guidelines concerning animals in our school. 
 
These guidelines are based on the following rationale: 

 Allergies: Many children are allergic to a variety of animals as well as the bedding in 
which the animals live. 
 Air Quality: Animal dander (microscopic skin tissue from animals that flakes off and 

becomes airborne) negatively impacts the indoor air quality. 
 Student/Animal Injuries: Contact with animals may put students at risk for certain 

diseases (salmonella), animal bites and scratches, which could lead to severe medical 
conditions. In addition, inappropriate handling of animals could cause injury to the 
animal. 

 
Please Note: 
Administrative authorization is required throughout the school for use of or contact with animals during 
school hours or school related activities. Anyone interested in bringing an animal onto APTS property 
are required to first submit the appropriate paperwork and get prior approval from a Program Director 
or Designee. Use of the correct form will facilitate the appropriate process to ensure both the safety of 
the students and the animal as well as the integrity of the educational or therapeutic experience being 
attempted. Failure to abide by these requirements could result in the immediate removal of the animal 
and the banning of the animal on APTS property in the future. 
 
Virginia statutes govern service animals.  Therapy animals are not considered service animals and 
should follow general animal guidelines. 
 
1011 - Off-Campus Trips 
 
All locations and trips to these locations must be approved by the Program Directors prior to 
scheduling.  Each location must be evaluated by the Program Director to ensure that the location is 
safe for APTS student/individuals. 
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As part of preparing for these trips, the teacher should plan in advance to assure that the place of 
destination expects the class, and all costs and pertinent information have been determined. This also 
involves collaboration with the POD Manager, Behavior Specialist/Analyst, Related Service Providers, 
and others to give consideration to behavioral issues, contingency plans, and therapeutic/educational 
impact.  
 
Fill out the Permission Form for Field Trips/Special Events, and turn it in to a Program Director, at 
least two weeks in advance of time of the trip for approval. 
 
The signed medical release and emergency contact information for each student/individual must be 
taken along on the field trip to facilitate treatment in case of an accident. A folder is to be kept in all 
APTS vehicles containing student/individual emergency contact information and medications being 
taken. A lock box will be provided on all vehicles for transporting medications.  
 
The teacher must obtain the medications for any student/individual who requires such medication 
during the field trip, keep the medications safe, and then administer them at the proper time. 
 
For all off-campus activities involving student/individuals, whether riding or walking, the teacher or 
support staff provider must fill out an Off-Campus Notification Form listing all student/individuals and 
staff members, and give it to the Educational Supervisor and POD Manager.  This is necessary to 
know where employees and student/individuals are at all times, and to cover the employees on 
insurance if taking the student/individuals in APTS vehicles or on walking trips. Every effort will be 
made to schedule off-campus activities that will have minimal impact on the provision of related 
services. When student/individuals will miss services due to field trips, etc, the teacher must notify 
Service Providers in advance. 
 
1012 - Employee Use Of Over-the-Counter (OTC) Medications 
 
Over the counter medications or items requested and obtained from the school supply for staff use 
are used at the employees own risk.  APTS has no way of knowing the employee’s health concerns, 
allergies, or how the employee may respond to these medications.  They are offered only as a 
courtesy and in no way makes APTS responsible for them or the employee’s reaction to them.  
Minors, working or volunteering at the school are not allowed to access these OTC medications 
without prior written consent from the parent, guardian or LAR.  Medications are not to be requested 
or given to student/individuals. APTS has a strict medication administration procedure, which cannot 
be deviated from. 
 
1013 - Drug and Alcohol-Free Workplace Policy 
 
APTS management shall take necessary measures to assure that the use of alcohol or unauthorized 
substances or the abuse or misuse of a controlled substance by employees does not endanger the 
student/individuals and/or APTS staff.  Unauthorized substances include illegal drugs, intoxicants, 
unauthorized drugs and drug paraphernalia. 
 
The unlawful manufacture, distribution, dispensation, possession, concealment, transportation, 
attempted sale, sale, purchase, attempted purchase or use of unauthorized substances on APTS 
premises, vehicles, or while conducting program business off sites are absolutely prohibited. 
 
The detectable presence of an unauthorized substance(s) in an employee’s body while on APTS 
premises, vehicles or while conducting APTS business off premises is strictly prohibited. 
 
The abuse or misuse of alcohol, prescription drugs or over-the-counter drugs which have been legally 
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obtained is also strictly prohibited on APTS premises, vehicles or while conducting APTS business off 
premises. 
 
The unauthorized possession or use of alcohol on or in an APTS site or vehicle is also prohibited. 
 
If there is a reasonable suspicion of substance abuse or misuse, both of which could endanger the 
health, safety and well being of the student/individuals and others in the immediate environment, 
APTS can require testing of the employee.  Confirmed positive tests of urine, blood or expired air, or 
refusal of testing, or refusal of permission to release substance testing information to appropriate 
management, will be the basis for termination of employment.  Substance testing is part of APTS’ 
ongoing evaluation program. 
 
Substance testing may also be required (1) where reasonable suspicion exists to warrant such 
testing; or (2) where necessary to comply with Federal, State or local regulations.  
 
The selection of quality controlled laboratories, standards and procedures for testing, chain of 
custody, verification of test results, retention of specimen where applicable are the responsibilities of 
Human Resources with the assistance of a contracted medical specialist and will comply with 
applicable law. 
 
APTS has the right to require employees, while on duty or on APTS premises including parking lots, 
to agree to inspections of APTS property, vehicles, as well as the offices, desks and file cabinets 
assigned to them. If an employee withholds consent to such an inspection, APTS will terminate 
employment. 
 
A referral to a rehabilitation program will be offered to the employee who is found to be using 
unauthorized substances. Such a referral or participation in a rehabilitation program will not prevent 
termination of employment. 
 
APTS must ensure that an employee who is indicted, convicted or the subject of an official criminal 
complaint accepted by a county or district attorney alleging she or he committed a felony violation of 
any law intended to control the possession or distribution of any substance included as a controlled 
substance in the Virginia Controlled Substance Act, must not be at the school while 
student/individuals are in attendance and must not have contact with the student/individuals until the 
pending charges are resolved. 
 
Employees are required to notify Human Resources of any criminal drug statute conviction no later 
than 24 hours after such a conviction. When applicable, Human Resources must notify the State 
Department of Human Services licensing division of an employee incident or complaint within 24 
hours or on the next workday. 
 
Human Resources will notify the employee of termination of employment due to violation of APTS’ 
Substance Abuse Policy, the Virginia minimum Standards, the Virginia Controlled Substance Act, and 
the Federal Drug-Free Workplace Act of 1988. 
 
APTS is committed to maintaining a drug-free environment and will not tolerate the use of illegal drugs 
in the workplace. 
 
The purpose of alcohol and drug testing is to ensure safety and prevent accidents and injuries 
resulting from the misuse of alcohol and drugs. 
 
 
 

 61



All employees at APTS will be subject to random drug testing conducted by an outside laboratory. Any 
employee that fails the random drug test will be immediately terminated however; APTS will provide a 
list of substance abuse counseling facilities and/or services for follow-up. 
 
APTS reserves the right to test any employee for drug or alcohol consumption that they suspect is 
under the influence during working hours. Employees who use or are under the influence of alcohol or 
illegal drugs during working hours will be dismissed. 
 
1014 - Tobacco Use 
 
Smoking or using tobacco products is prohibited on school grounds.  Failure to comply with this policy 
may result in disciplinary action up to an including termination. This includes all buildings, playground 
areas, parking facilities, and facilities used by other academic institutions on the same property. 
Notices stating that smoking is prohibited by law and punishable by a fine are displayed in prominent 
places in all school areas. 
 
1015 - Management Of Student/Individuals Records 
 
APTS shall develop, use, and maintain adequate student/individual records in accordance with the 
Virginia Department of Education (VDOE’s) Regulations Governing the Operation of Private Day 
Schools for Children with Disabilities and the District of Columbia’s OSSE licensure requirements. In 
addition, APTS complies with all Health and Information Portability Act (HIPAA) and Family 
Educational Rights and Privacy Act (FERPA) regulations. 
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In Conclusion 
 
We are very pleased to have you on board with us as an employee of APTS.  If at any time you have 
questions about your employment or about these policies in general, please feel free to contact a 
member of the Human Resources Department.  Best wishes for success with our school. 
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Employee Acknowledgment 

 
The Employee Handbook describes important information about APTS, and I understand that I should 
consult the Human Resources Department regarding any questions not answered in the Handbook.  
 
I have entered into my employment relationship with APTS voluntarily and acknowledge that there is 
no specified length of employment.  Accordingly, either I or APTS can terminate the relationship at 
will, with or without cause, at any time, so long as there is no violation of applicable federal or state 
law. 
 
Since the information, policies, and benefits described here are necessarily subject to change, I 
acknowledge that revisions to the Handbook may occur, except to APTS' policy of employment-at-will 
(unless set forth in writing signed by management of APTS).  All such changes will be communicated 
through official notices, and I understand that revised information may supersede, modify, or eliminate 
existing policies.  Only the Program Directors of APTS have the ability to adopt any revisions to the 
policies in this Handbook. 
 
Furthermore, I acknowledge that this handbook is not a contract of employment.  I have received the 
Handbook, and I understand that it is my responsibility to read and comply with the policies 
contained in this Handbook and any revisions made to it. 
 
I also acknowledge and agree that APTS may make deductions for any liabilities I may owe to APTS 
at the conclusion of my employment from my final paycheck. 
 
 
EMPLOYEE'S NAME (printed): _______________________________________________ 
 
 
EMPLOYEE'S SIGNATURE: _________________________________________________ 
 
 
DATE: __________________________________ 
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