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A Word About This Handbook 

This Employee Handbook contains information about the employment policies and practices 
of the school.  We expect each employee to read this Employee Handbook carefully, as it 
is a valuable reference for understanding your job and the school.  The policies outlined 
in this Employee Handbook should be regarded as management guidelines only, which 
in a developing business will require changes from time to time.  The school retains the 
right to make decisions involving employment as needed in order to conduct its work in 
a manner that is beneficial to the employees and the school.  This Employee Handbook 
supersedes and replaces any and all prior Employee Handbooks and inconsistent verbal or 
written policy statements.  Except for the policy of at-will employment, which can only be 
changed by the president of the school in writing, the school reserves the right to revise, 
delete and add to the provisions of this Employee Handbook.  All such revisions, deletions 
or additions must be in writing and must be signed by the president of the school.  No oral 
statements or representations can change the provisions of this Employee Handbook.

The provisions of this Employee Handbook are not intended to create contractual obligations 
with respect to any matters it covers.  Nor is this Employee Handbook intended to create a 
contract guaranteeing that you will be employed for any specific time period.

OUR SCHOOL IS AN AT-WILL EMPLOYER.  THIS MEANS THAT REGARDLESS 
OF ANY PROVISION IN THIS EMPLOYEE HANDBOOK, EITHER YOU OR 
THE SCHOOL MAY TERMINATE THE EMPLOYMENT RELATIONSHIP AT 
ANY TIME, FOR ANY REASON, WITH OR WITHOUT CAUSE OR NOTICE.  
NOTHING IN THIS EMPLOYEE HANDBOOK OR IN ANY DOCUMENT 
OR STATEMENT, WRITTEN OR ORAL, SHALL LIMIT THE RIGHT TO 
TERMINATE EMPLOYMENT AT-WILL.  NO OFFICER, EMPLOYEE OR 
REPRESENTATIVE OF THE SCHOOL IS AUTHORIZED TO ENTER INTO 
AN AGREEMENT—EXPRESS OR IMPLIED—WITH ANY EMPLOYEE FOR 
EMPLOYMENT OTHER THAN AT-WILL.

This Employee Handbook refers to current benefit plans maintained by the school.  Refer 
to the actual plan documents and summary plan descriptions if you have specific questions 
regarding the benefit plan.  Those documents are controlling.
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Equal Employment Opportunity

Our school is committed to equal employment opportunity.  We will not discriminate 
against employees or applicants for employment on any legally recognized basis including, 
but not limited to:  veteran status, uniform service member status, race, color, religion, 
political affiliation, sex, national origin, age and physical or mental disability.

In addition, age [18 and over], race, creed, color, national origin, sexual orientation, 
sex, disability, predisposing genetic characteristics, military status and marital status are 
protected classes in New York.

You may discuss equal employment opportunity related questions with the executive 
director or any other member of management. 

Americans with Disabilities Act

Our schools are committed to providing equal employment opportunities to otherwise 
qualified individuals with disabilities, which may include providing reasonable 
accommodation where appropriate.  In general, it is your responsibility to notify the school 
manager of the need for accommodation.  Upon doing so, the school manager may ask 
you for your input or the type of accommodation you believe may be necessary or the 
functional limitations caused by your disability.  Also, when appropriate, we may need 
your permission to obtain additional information from your physician or other medical or 
rehabilitation professionals.

A Word About Our Employee Relations Philosophy

We are committed to providing the best possible climate for maximum development and 
goal achievement for all employees.  Our practice is to treat each employee as an individual.  
We seek to develop a spirit of teamwork; individuals working together to attain a common 
goal.

In order to maintain an atmosphere where these goals can be accomplished, we provide a 
comfortable and progressive workplace.  Most importantly, we have a workplace where 
communication is open and problems can be discussed and resolved in a mutually respectful 
atmosphere.  We take into account individual circumstances and the individual employee.

We firmly believe that with direct communication, we can continue to resolve any difficulties 
that may arise and develop a mutually beneficial relationship.

9SECTION 1: THE WAY WE WORK
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NonHarassment

We prohibit harassment of one employee by another employee, supervisor or third party 
for any reason including, but not limited to:  veteran status, uniform service member status, 
race, color, religion, political affiliation, sex, national origin, age and physical or mental 
disability.  Harassment of third parties by our employees is also prohibited.

In addition, age [18 and over], race, creed, color, national origin, sexual orientation, 
sex, disability, predisposing genetic characteristics, military status and marital status are 
protected classes in New York.

The purpose of this policy is not to regulate the personal morality of employees.  It is to 
ensure that in the workplace, no employee harasses another for any reason.

While it is not easy to define precisely what harassment is, it includes: slurs, epithets, 
threats, derogatory comments or visual depictions, unwelcome jokes and teasing.

Any employee who feels that (s)he is a victim of such harassment should immediately 
report the matter to management who has been designated to receive such complaints:  
Master Michael Mertens at (716) 656-7300 and 4905 Transit Rd. Depew, NY 14043.  If 
an employee makes a report to any of these members of management and the manager 
either does not respond or does not respond in a manner the employee deems satisfactory 
or consistent with this policy, the employee is required to report the situation to one of the 
other members of management designated in this policy to receive complaints.

The school will investigate all such reports as confidentially as possible.  Adverse action 
will not be taken against an employee because he or she, in good faith, reports or participates 
in the investigation of a violation of this policy.  Violations of this policy are not permitted 
and may result in disciplinary action, up to and including discharge.
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Sexual Harassment

World Class Taekwondo is committed to maintaining a workplace free from sexual 
harassment. Sexual harassment is a form of workplace discrimination. All employees are 
required to work in a manner that prevents sexual harassment in the workplace. This Policy 
is one component of World Class Taekwondo’s commitment to a discrimination-free work 
environment. Sexual harassment is against the law and all employees have a legal right 
to a workplace free from sexual harassment and employees are urged to report sexual 
harassment by filing a complaint internally with World Class Taekwondo. Employees can 
also file a complaint with a government agency or in court under federal, state or local 
antidiscrimination laws.

Sexual Harassment Policy

1. World Class Taekwondo’s policy applies to all employees, applicants for employment, 
interns, whether paid or unpaid, contractors and persons conducting business, regardless of 
immigration status, with World Class Taekwondo. In the remainder of this document, the 
term “employees” refers to this collective group.

2. Sexual harassment will not be tolerated. Any employee or individual covered by this 
policy who engages in sexual harassment or retaliation will be subject to remedial and/or 
disciplinary action (e.g., counseling, suspension, termination).

3. Retaliation Prohibition: No person covered by this Policy shall be subject to adverse 
action because the employee reports an incident of sexual harassment, provides information, 
or otherwise assists in any investigation of a sexual harassment complaint. World Class 
Taekwondo will not tolerate such retaliation against anyone who, in good faith, reports or 
provides information about suspected sexual harassment. Any employee of World Class 
Taekwondo who retaliates against anyone involved in a sexual harassment investigation 
will be subjected to disciplinary action, up to and including termination. All employees, 
paid or unpaid interns, or non-employees working in the workplace who believe they have 
been subject to such retaliation should inform a supervisor, manager, or Master Michael 
Mertens. All employees, paid or unpaid interns or non-employees who believe they have 
been a target of such retaliation may also seek relief in other available forums, as explained 
below in the section on Legal Protections.

A non-employee is someone who is (or is employed by) a contractor, subcontractor, vendor, consultant, or anyone 
providing services in the workplace. Protected non-employees include persons commonly referred to as independent 
contractors, “gig” workers and temporary workers. Also included are persons providing equipment repair, cleaning 
services or any other services provided pursuant to a contract with the employer.
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Sexual Harassment Policy (cont’d.)

4. Sexual harassment is offensive, is a violation of our policies, is unlawful, and may subject 
World Class Taekwondo to liability for harm to targets of sexual harassment. Harassers may 
also be individually subject to liability. Employees of every level who engage in sexual 
harassment, including managers and supervisors who engage in sexual harassment or who 
allow such behavior to continue, will be penalized for such misconduct.

5. World Class Taekwondo will conduct a prompt and thorough investigation that ensures 
due process for all parties, whenever management receives a complaint about sexual 
harassment, or otherwise knows of possible sexual harassment occurring. World Class 
Taekwondo will keep the investigation confidential to the extent possible. Effective 
corrective action will be taken whenever sexual harassment is found to have occurred. 
All employees, including managers and supervisors, are required to cooperate with any 
internal investigation of sexual harassment.

6. All employees are encouraged to report any harassment or behaviors that violate this 
policy. World Class Taekwondo will provide all employees a complaint form for employees 
to report harassment and file complaints.

7. Managers and supervisors are required to report any complaint that they receive, or any 
harassment that they observe or become aware of, to Master Michael Mertens.

8. This policy applies to all employees, paid or unpaid interns, and non-employees and 
all must follow and uphold this policy. This policy must be provided to all employees and 
should be posted prominently in all work locations to the extent practicable (for example, 
in a main office, not an offsite work location) and be provided to employees upon hiring.
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What is Sexual Harassment? 

Sexual harassment is a form of sex discrimination and is unlawful under federal, state, and 
(where applicable) local law. Sexual harassment includes harassment on the basis of sex, 
sexual orientation, self-identified or perceived sex, gender expression, gender identity and 
the status of being transgender.

Sexual harassment includes unwelcome conduct which is either of a sexual nature, or 
which is directed at an individual because of that individual’s sex when:

 • Such conduct has the purpose or effect of unreasonably interfering with an 
   individual’s work performance or creating an intimidating, hostile or offensive 
   work environment, even if the reporting individual is not the intended target of 
   the sexual harassment;
 • Such conduct is made either explicitly or implicitly a term or condition of 
   employment; or
 • Submission to or rejection of such conduct is used as the basis for employment 
   decisions affecting an individual’s employment.

A sexually harassing hostile work environment includes, but is not limited to, words, signs, 
jokes, pranks, intimidation or physical violence which are of a sexual nature, or which are 
directed at an individual because of that individual’s sex. Sexual harassment also consists 
of any unwanted verbal or physical advances, sexually explicit derogatory statements or 
sexually discriminatory remarks made by someone which are offensive or objectionable to 
the recipient, which cause the recipient discomfort or humiliation, which interfere with the 
recipient’s job performance.

Sexual harassment also occurs when a person in authority tries to trade job benefits for 
sexual favors. This can include hiring, promotion, continued employment or any other terms, 
conditions or privileges of employment. This is also called “quid pro quo” harassment.

Any employee who feels harassed should report so that any violation of this policy can be 
corrected promptly. Any harassing conduct, even a single incident, can be addressed under 
this policy.
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Examples of Sexual Harassment? 

The following describes some of the types of acts that may be unlawful sexual harassment 
and that are strictly prohibited:

 • Physical acts of a sexual nature, such as:

 o Touching, pinching, patting, kissing, hugging, grabbing, brushing against another 
employee’s body or poking another employee’s body;

 o Rape, sexual battery, molestation or attempts to commit these assaults.

 • Unwanted sexual advances or propositions, such as:

 o Requests for sexual favors accompanied by implied or overt threats concerning 
the target’s job performance evaluation, a promotion or other job benefits or detriments;

 o Subtle or obvious pressure for unwelcome sexual activities.

 • Sexually oriented gestures, noises, remarks or jokes, or comments about a person’s 
sexuality or sexual experience, which create a hostile work environment

 • Sex stereotyping occurs when conduct or personality traits are considered 
inappropriate simply because they may not conform to other people’s ideas or perceptions 
about how individuals of a particular sex should act or look.

 • Sexual or discriminatory displays or publications anywhere in the workplace, 
such as:

  o Displaying pictures, posters, calendars, graffiti, objects, promotional 
material, reading materials or other materials that are sexually demeaning or pornographic. 
This includes such sexual displays on workplace computers or cell phones and sharing 
such displays while in the workplace.

 • Hostile actions taken against an individual because of that individual’s sex, sexual 
orientation, gender identity and the status of being transgender, such as:

 o Interfering with, destroying or damaging a person’s workstation, tools or 
equipment, or otherwise interfering with the individual’s ability to perform the job;

 o Sabotaging an individual’s work;

 o Bullying, yelling, name-calling.
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Who can be a target of Sexual Harassment?

Sexual harassment can occur between any individuals, regardless of their sex or gender. 
New York Law protects employees, paid or unpaid interns, and non-employees, including 
independent contractors, and those employed by companies contracting to provide services 
in the workplace. Harassers can be a superior, a subordinate, a coworker or anyone in the 
workplace including an independent contractor, contract worker, vendor, client, customer 
or visitor.

Where can Sexual Harassment occur? 

Unlawful sexual harassment is not limited to the physical workplace itself. It can occur 
while employees are traveling for business or at employer sponsored events or parties. 
Calls, texts, emails, and social media usage by employees can constitute unlawful workplace 
harassment, even if they occur away from the workplace premises, on personal devices or 
during non-work hours.

Retaliation

Unlawful retaliation can be any action that could discourage a worker from coming forward 
to make or support a sexual harassment claim. Adverse action need not be job-related or 
occur in the workplace to constitute unlawful retaliation (e.g., threats of physical violence 
outside of work hours). 

Such retaliation is unlawful under federal, state, and (where applicable) local law. The 
New York State Human Rights Law protects any individual who has engaged in “protected 
activity.” Protected activity occurs when a person has:

 • made a complaint of sexual harassment, either internally or with any anti-discrimination 
   agency; 
 • testified or assisted in a proceeding involving sexual harassment under the Human Rights 
   Law or other anti-discrimination law; 
 • opposed sexual harassment by making a verbal or informal complaint to management, or 
   by simply informing a supervisor or manager of harassment; 
 • reported that another employee has been sexually harassed; or 
 • encouraged a fellow employee to report harassment.

Even if the alleged harassment does not turn out to rise to the level of a violation of law, the 
individual is protected from retaliation if the person had a good faith belief that the practices were 
unlawful. However, the retaliation provision is not intended to protect persons making intentionally 
false charges of harassment.
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Reporting  of Sexual Harassment?

Preventing sexual harassment is everyone’s responsibility. World Class Taekwondo cannot 
prevent or remedy sexual harassment unless it knows about it. Any employee, paid or 
unpaid intern or non-employee who has been subjected to behavior that may constitute 
sexual harassment is encouraged to report such behavior to a supervisor, manager or 
Master Michael Mertens. Anyone who witnesses or becomes aware of potential instances 
of sexual harassment should report such behavior to a supervisor, manager or Master 
Michael Mertens. 

Reports of sexual harassment may be made verbally or in writing. A form for submission 
of a written complaint is attached to this Policy, and all employees are encouraged to use 
this complaint form. Employees who are reporting sexual harassment on behalf of other 
employees should use the complaint form and note that it is on another employee’s behalf.

Employees, paid or unpaid interns or non-employees who believe they have been a target 
of sexual harassment may also seek assistance in other available forums, as explained 
below in the section on Legal Protections.

Supervisory Responsibilities

All supervisors and managers who receive a complaint or information about suspected 
sexual harassment, observe what may be sexually harassing behavior or for any reason 
suspect that sexual harassment is occurring, are required to report such suspected sexual 
harassment to Master Michael Mertens. 

In addition to being subject to discipline if they engaged in sexually harassing conduct 
themselves, supervisors and managers will be subject to discipline for failing to report 
suspected sexual harassment or otherwise knowingly allowing sexual harassment to 
continue. 

Supervisors and managers will also be subject to discipline for engaging in any retaliation
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Complaint and Investigation of Sexual Harassment

All complaints or information about sexual harassment will be investigated, whether that 
information was reported in verbal or written form. Investigations will be conducted in a 
timely manner, and will be confidential to the extent possible.

An investigation of any complaint, information or knowledge of suspected sexual 
harassment will be prompt and thorough, commenced immediately and completed as soon 
as possible. The investigation will be kept confidential to the extent possible. All persons 
involved, including complainants, witnesses and alleged harassers will be accorded due 
process, as outlined below, to protect their rights to a fair and impartial investigation. 

Any employee may be required to cooperate as needed in an investigation of suspected 
sexual harassment. World Class Taekwondo will not tolerate retaliation against employees 
who file complaints, support another’s complaint or participate in an investigation regarding 
a violation of this policy.

While the process may vary from case to case, investigations should be done in accordance 
with the following steps:

 • Upon receipt of complaint, Master Michael Mertens will conduct an immediate 
review of the allegations, and take any interim actions (e.g., instructing the respondent to 
refrain from communications with the complainant), as appropriate. If complaint is verbal, 
encourage the individual to complete the “Complaint Form” in writing. If he or she refuses, 
prepare a Complaint Form based on the verbal reporting.
 • If documents, emails or phone records are relevant to the investigation, take steps 
   to obtain and preserve them. 
 • Request and review all relevant documents, including all electronic communications.
 • Interview all parties involved, including any relevant witnesses; 
 • Create a written documentation of the investigation (such as a letter, memo or 
    email), which contains the following:
  o A list of all documents reviewed, along with a detailed summary of 
    relevant documents;
  o A list of names of those interviewed, along with a detailed summary of 
       their statements;
  o A timeline of events;
  o A summary of prior relevant incidents, reported or unreported; and
  o The basis for the decision and final resolution of the complaint, together 
    with any corrective action(s).
 • Keep the written documentation and associated documents in a secure and 
   confidential location.
 • Promptly notify the individual who reported and the individual(s) about whom 
   the complaint was made of the final determination and implement any corrective 
   actions identified in the written document.

 • Inform the individual who reported of the right to file a complaint or charge            
externally as outlined in the next section.

17SECTION 1: THE WAY WE WORK
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Legal Protections And External Remedies

Sexual harassment is not only prohibited by World Class Taekwondo but is also prohibited 
by state, federal, and, where applicable, local law.

Aside from the internal process at World Class Taekwondo, employees may also choose to 
pursue legal remedies with the following governmental entities. While a private attorney is 
not required to file a complaint with a governmental agency, you may seek the legal advice 
of an attorney.

In addition to those outlined below, employees in certain industries may have additional 
legal protections. 

State Human Rights Law (HRL)

The Human Rights Law (HRL), codified as N.Y. Executive Law, art. 15, § 290 et seq., 
applies to all employers in New York State with regard to sexual harassment, and protects 
employees, paid or unpaid interns and non-employees, regardless of immigration status. 
A complaint alleging violation of the Human Rights Law may be filed either with the 
Division of Human Rights (DHR) or in New York State Supreme Court.

Complaints with DHR may be filed any time within one year of the harassment. If an 
individual did not file at DHR, they can sue directly in state court under the HRL, within 
three years of the alleged sexual harassment. An individual may not file with DHR if they 
have already filed a HRL complaint in state court.

Complaining internally to World Class Taekwondo does not extend your time to file with 
DHR or in court. The one year or three years is counted from date of the most recent 
incident of harassment.

You do not need an attorney to file a complaint with DHR, and there is no cost to file with 
DHR.

DHR will investigate your complaint and determine whether there is probable cause to 
believe that sexual harassment has occurred. Probable cause cases are forwarded to a public 
hearing before an administrative law judge. If sexual harassment is found after a hearing, 
DHR has the power to award relief, which varies but may include requiring your employer 
to take action to stop the harassment, or redress the damage caused, including paying of 
monetary damages, attorney’s fees and civil fines.
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DHR’s main office contact information is: NYS Division of Human Rights, One Fordham 
Plaza, Fourth Floor, Bronx, New York 10458. You may call (718) 741-8400 or visit: www.
dhr.ny.gov.

Contact DHR at (888) 392-3644 or visit dhr.ny.gov/complaint for more information about 
filing a complaint. The website has a complaint form that can be downloaded, filled out, 
notarized and mailed to DHR. The website also contains contact information for DHR’s 
regional offices across New York State. 

Civil Rights Act of 1964

The United States Equal Employment Opportunity Commission (EEOC) enforces federal 
anti-discrimination laws, including Title VII of the 1964 federal Civil Rights Act (codified 
as 42 U.S.C. § 2000e et seq.). An individual can file a complaint with the EEOC anytime 
within 300 days from the harassment. There is no cost to file a complaint with the EEOC. 
The EEOC will investigate the complaint, and determine whether there is reasonable cause 
to believe that discrimination has occurred, at which point the EEOC will issue a Right to 
Sue letter permitting the individual to file a complaint in federal court. 

The EEOC does not hold hearings or award relief, but may take other action including 
pursuing cases in federal court on behalf of complaining parties. Federal courts may award 
remedies if discrimination is found to have occurred. In general, private employers must 
have at least 15 employees to come within the jurisdiction of the EEOC.

An employee alleging discrimination at work can file a “Charge of Discrimination.” The 
EEOC has district, area, and field offices where complaints can be filed. Contact the EEOC 
by calling 1-800-669-4000 (TTY: 1-800-669-6820), visiting their website at www.eeoc.
gov or via email at info@eeoc.gov.

If an individual filed an administrative complaint with DHR, DHR will file the complaint 
with the EEOC to preserve the right to proceed in federal court.
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Local Protections

Many localities enforce laws protecting individuals from sexual harassment and 
discrimination. An individual should contact the county, city or town in which they live to 
find out if such a law exists. For example, employees who work in New York City may file 
complaints of sexual harassment with the New York City Commission on Human Rights. 
Contact their main office at Law Enforcement Bureau of the NYC Commission on Human 
Rights, 40 Rector Street, 10th Floor, New York, New York; call 311 or (212) 306-7450; or 
visit www.nyc.gov/html/cchr/html/home/home.shtml.

Contact the Local Police Department

If the harassment involves unwanted physical touching, coerced physical confinement or 
coerced sex acts, the conduct may constitute a crime. Contact the local police department.

Categories Of Employment

INTRODUCTORY PERIOD:  Full-time and part-time employees are on an introductory 
period during their first three months of employment.

During this time, you will be able to determine if your new job is suitable for you and the 
school manager will have an opportunity to evaluate your work performance.  However, 
the completion of the introductory period does not guarantee employment for any period 
of time thereafter.

FULLTIME EMPLOYEES regularly work at least a 40-hour work week.

PARTTIME EMPLOYEES work less than 40 hours each week.

In addition to the preceding categories, employees are also categorized as “exempt” or 
“non-exempt.”

NON-EXEMPT EMPLOYEES are entitled to overtime pay as required by applicable 
federal and state law.

EXEMPT EMPLOYEES - Pursuant to applicable federal and state laws, exempt employees 
are not entitled to overtime pay, and are not subject to certain deductions to their salary 
under the school’s policies.

Upon hire, the school manager will notify you of your employment classification.
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Anniversary Date

The first day you report to work will be recorded in school records as your anniversary 
date.  This date may be used to calculate many different school benefits.  If you have any 
questions regarding your anniversary date, please see the school manager.

Immigration Reform And Control Act

In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as 
amended, our school is committed to employing only individuals who are authorized to 
work in the United States.

Each new employee, as a condition of employment, must complete the Employment 
Eligibility Verification Form I-9 and present documentation establishing identity and 
employment eligibility.

If an employee is authorized to work in this country for a limited time period, the individual 
will be required to submit proof of renewed employment eligibility prior to expiration of 
that period to remain employed by the school.
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Talk to Us

We encourage you to bring your questions, suggestions and complaints to our attention.  
We will carefully consider each of these in our continuing effort to improve operations.

If you feel you have a problem, present the situation to the school manager so that the 
problem can be settled by examination and discussion of the facts.  We hope that the school 
manager is able to satisfactorily resolve most matters.

If you still have questions after meeting with the school manager or if you would like 
further clarification on the matter, request a meeting with Master Mertens.  He will review 
the issues and meet with you to discuss possible solutions.

Your suggestions and comments on any subject are important, and we encourage you to 
take every opportunity to discuss them with us.  Your job will not be adversely affected in 
any way because you choose to use this procedure.

If at any time you do not feel comfortable speaking with the school manager or the next 
level of management, discuss your concern with any other member of management with 
whom you feel comfortable.
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Recording Your Time

Non-exempt employees must clock in and out in Mastermind at the beginning and end of 
each shift. 

Exempt employees may be required to accurately record their time worked in accordance 
with federal and state wage and hour law.

All employees subject to this policy are required to accurately record all time worked.

The pay period starts on Thursday and ends on Wednesday (2 weeks later).

Payday

You will be paid on a biweekly basis. Each pay period will cover two weeks.  Hours will 
be reported every other Thursday and payment will normally be issued on the following 
Friday by direct deposit. 

When our payday is a holiday, you may be paid either prior to or following the holiday. See 
your School Manager for more specific information. 

Employees are strongly encouraged to create an account with their payroll company in 
order to see pay stubs and other financial documentation in a timely manner.

Please review your paycheck for errors.  If you find a mistake, report it to the school 
manager immediately.  The school manager will assist you in taking the steps necessary to 
correct the error.
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Paycheck Deductions

The school is required by law to make certain deductions from your paycheck each pay 
period.  Such deductions typically include federal and state taxes and Social Security (FICA) 
taxes.  Depending on the state in which you are employed and the benefits you choose, 
there may be additional deductions.  All deductions and the amount of the deductions are 
listed on your pay stub.  These deductions are totaled each year for you on your Form W-2, 
Wage and Tax Statement.

It is the policy of the school that exempt (salaried) employees’ pay will not be “docked,” 
or subject to deductions, in violation of salary pay rules issued by the United States 
Department of Labor and any corresponding rules issued by the state government, as 
applicable.  However, the school may make deductions from employees’ salaries in a 
way that is permitted under federal and state wage and hour rules.  Employees will be 
reimbursed in full for any isolated, inadvertent, or improper deductions, as defined by law.

Thus, exempt employees may be subject to the following salary deductions, except where 
prohibited by state law, but only for the following reasons:
 • Absences of one or more full days for personal reasons, other than sickness or 
   disability; or
 • Absences of one or more full days due to sickness or disability, if there is a plan, 
   policy, or practice providing replacement compensation for such absences; or
 • Absences of one or more full days before eligibility under such a plan, policy, or 
   practice or after replacement compensation for such absences has been exhausted; 
   or
 • Suspensions of one or more full days for violations of safety rules of major 
   significance; or
 • Suspensions of one or more full days for violations of written workplace conduct 
  rules, such as rules against sexual harassment and workplace violence; or
 • Payment of actual time worked in the first and last weeks of employment, resulting 
 in a proportional rate of an employee’s full salary; or
 •Any unpaid leave taken under the Family and Medical Leave Act; or

 • Negative paid-time-off balances, in whole-day increments only.

If questions or concerns about any pay deductions arise, employees may discuss and resolve 
them with the school manager. 
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Garnishment/Child Support

When an employee’s wages are garnished by a court order, our school is legally bound to 
withhold the amount indicated in the garnishment order from the employee’s paycheck.  
Our school will, however, honor federal and applicable state guidelines that protect a 
certain amount of an employee’s income from being subject to garnishment.

Direct Deposit

You have the option of receiving your pay in a payroll check or having your pay deposited 
into your bank account through our direct deposit program.  Direct deposit is strongly 
encouraged for all staff.

Performance Reviews

Your performance is important to our company.  Twice each year your supervisor will 
review all part-time employees job progress within our company and help you set new job 
performance plans. Full-time employees will also receive reviews twice a year, which will 
be performed by Master Chong and/or Master Mertens. 

Our performance review program provides the basis for better understanding between 
you and your supervisor, with respect to your job performance, potential and development 
within the company.

New employees will generally be reviewed at the end of their introductory period.

Pay Raises

Depending upon your performance and our school’s profitability, adjustments in your pay 
may be made when there has been an improvement in or sustainment of an already good 
performance during the review period.

Pay Advances

Pay advances will not be granted to employees.
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Overtime

There will be times when you will need to work overtime so that we may meet the needs 
of our Students.  Although you will be given advance notice when feasible, this is not 
always possible.  Non-exempt employees must have all overtime approved in advance by 
the school manager.

Non-exempt employees will be paid at a rate of time and one-half their regular hourly rate 
for hours worked in excess of 40 hours in a workweek, unless state law provides a greater 
benefit in which case, we will comply with the state law.

Only actual hours worked count toward computing weekly overtime.

If you have any questions concerning overtime pay, check with the school manager. 
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Employee Benefits

Our school has developed a comprehensive set of employee benefit programs to supplement 
our employees’ regular wages.  Our benefits represent a hidden value of additional income 
to our employees.

This Employee Handbook describes the current benefit plans maintained by the school.  
Refer to the actual plan documents and summary plan descriptions if you have specific 
questions regarding the benefit plan.  Those documents are controlling.

The school reserves the right to modify its benefits at any time.  We will keep you informed 
of any changes.

Holidays

Our school normally observes the following holidays during the year:

 Memorial Day
 Independence Day
 Labor Day
 Thanksgiving Day
 The Friday and Saturday after Thanksgiving 
 Christmas Eve through New Year’s Day 

Full-time employees are eligible for paid holidays immediately upon hire.

Exempt employees will receive holiday pay in compliance with state and federal wage and 
hour laws.
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Paid Time Off (PTO)

Under the 2021 NY Paid Sick leave Part Time Employees accrue 1 hour of paid sick leave 
for every 30 hours worked.

Full-time employees are eligible for the following paid time off (PTO) policy.  PTO is 
calculated according to your calendar year as follows:
 
 Immediately upon hire, you will receive a pro-rated amount of PTO days based on     
 the remainder of the year (with a maximum of 20 days per year).  If a staff member 
 exceeds 20 PTO days, pay will be debited accordingly. Exempt employees will 
 receive sick pay in compliance with state and federal wage  and hour laws. 

Submit PTO requests as early as possible to your full time team.  Approved PTO days 
should be recorded in “Full Time PTO” Google calendar as soon as PTO day is decided. 
When possible, PTO requests are granted, taking into account operating requirements.  In 
order to maintain daily operations, multiple full time staff from the same location taking 
same PTO days should be avoided as much as possible.  Length of employment may 
determine priority in scheduling PTO times. Staff taking 3 or more consecutive PTO days  
should also notify Grandmaster Chong and/or Master Mertens.

PTO can be used as vacation time, sick time or to take care of personal matters. 

You may use accrued PTO to care for a child who is sick.

PTO cannot be carried over from one year to the next nor is vacation pay granted in lieu of 
taking the actual time off. 

No more than six days of PTO can be taken at one time without special management 
approval. Partial PTO days may be taken subject to the owner’s approval. All staff are 
expected to work their full work schedule including noon classes and meetings each 
week. Arriving late or leaving early may be accommodated when absolutely necessary, 
however, overuse of either may result in a reduction of PTO days.  Late/ early days should 
be recorded in Full Time PTO Calendar AND must be communicated with Grandmaster 
Chong or Master Mertens.

Due to our school being closed for the holidays in November and December, staff are asked 
not to take PTO days during these months, as much as possible.

Upon termination, eligible employees will not be paid for accrued but unused PTO, unless 
state law dictates otherwise. 
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Jury Duty

Employees summoned for jury duty will receive unpaid leave, except that you shall receive 
the first $40 of your daily wages during the first three days of jury service in a state or local 
court.

Exempt employees may be provided time off with pay when necessary to comply with state 
and federal wage and hour laws.

We reserve the right to request proof of jury service issued by the Court upon return.

Make arrangements with the school manager as soon as you receive your summons.

We expect you to return to your job if you are excused from jury duty during your regular 
working hours.

Voting Leave

Our school believes that every employee should have the opportunity to vote in any state or 
federal election, general primary or special primary.  Any employee whose work schedule 
does not provide him or her four consecutive hours to vote while polls are open will be 
granted up to two paid hours off in order to vote.  Any additional time off will be without 
pay.  We reserve the right to select the hours you are excused to vote.

Exempt employees may be provided additional time off with pay when necessary to comply 
with state and federal wage and hour laws.

Notify the school manager of the need for voting leave two to ten days before the election.  
When you return from voting leave, you must present a voter’s receipt to the school 
manager as soon as possible.
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Military Leave

Employees who are required to fulfill military obligations in any branch of the Armed 
Forces of the United States or in state military service will be given the necessary time off 
and reinstated in accordance with federal and state law.

The time off will be unpaid, except where state law dictates otherwise.  Exempt employees 
may be provided time off with pay when necessary to comply with state and federal wage 
and hour laws.

Accrued paid time off (PTO) may be used for this leave if the employee chooses.  Military 
orders should be presented to the school manager and arrangements for leave made as 
early as possible before departure.  Employees are required to give advance notice of their 
service obligations to the school unless military necessity makes this impossible.  You must 
notify the school manager of your intent to return to employment based on requirements 
of the law.  Your benefits may continue to accrue during the period of leave in accordance 
with state and federal law.

Additional information regarding military leaves may be obtained from headquarters.

Witness Leave

Employees are given the necessary time off without pay to attend or participate in a court 
proceeding in accordance with state law.  We ask that you notify the school manager of the 
need to take witness leave as far in advance as is possible.

Exempt employees may be provided time off with pay when necessary to comply with state 
and federal wage and hour laws.

Bone Marrow And Organ Donation Leave

Employees who work an average of 20 hours or more each week are eligible to receive up 
to 24 hours of unpaid leave to donate bone marrow.

Please provide the school manager with written physician verification of the purpose and 
length of each leave.

For more information regarding this leave, please contact headquarters.

SECTION 3:  TIME AWAY FROM WORK AND OTHER BENEFITS 33



SECTION 3:  THE STUDENT - TEACHER RELATIONSHIP34

Victims Of Crime Leave

The school will grant reasonable and necessary leave from work, without pay, to employees 
who are victims of a crime to attend or participate in legal proceedings pertaining to the 
crime.  Affected employees must give the school reasonable notice that leave under this 
policy is required.

Exempt employees may be provided time off with pay when necessary to comply with state 
and federal wage and hour laws.

Medical Insurance

Eligible full-time employees may enroll in a single or a family contract on the first of the 
month following their date of hire.

Information and enrollment forms may be obtained from headquarters.

To assist you with the cost of this insurance, our school pays a portion of a single or a 
family contract.  You are responsible for paying the balance through payroll deduction.

A booklet containing the details of the plan and eligibility requirements may be obtained 
from headquarters.

Refer to the actual plan document and summary plan description if you have specific 
questions regarding this benefit plan.  Those documents are controlling.

Upon termination you may be entitled to continuation or conversion of the group medical 
insurance plan in accordance with the terms of the policy and/or applicable state and federal 
law.  For more information, contact headquarters.
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COBRA

You and your covered dependents will have the opportunity to continue medical benefits 
for a period of up to 36 months under the provisions of the Consolidated Omnibus Budget 
Reconciliation Act (COBRA) when group medical coverage for you and your covered 
dependents would otherwise end due to your death or because:

 • your employment terminates, for a reason other than gross misconduct; or
 • your employment status changes due to a reduction in hours; or
 • your child ceases to be a “dependent child” under the terms of the medical plan; or
 • you become divorced or legally separated; or
 • you become entitled to Medicare.

In the event of divorce, legal separation, or a child’s loss of dependent status, you or a family 
member must notify the plan administrator within 60 days of the occurrence of the event.

The plan administrator will notify the individuals eligible for continuation coverage of their 
right to elect COBRA continuation coverage.

For more information regarding COBRA, you may contact headquarters.

Section 125 Plans

Our school offers a pretax benefits contribution option for employees.  This employee benefit 
is known as a Section 125 plan.

A Section 125 plan is a benefit plan that allows you to make contributions toward premiums 
for medical insurance on a “before tax”, rather than an “after tax” basis.  Your premium 
contributions are deducted from your gross pay before income tax and Social Security is 
calculated.

To participate in this plan, complete an election form and return it to headquarters.

You cannot make any changes to your medical insurance coverage until the next open 
enrollment period, unless your family status changes or you become eligible for a special 
enrollment period due to a loss of coverage.  Family status changes include marriage, divorce, 
death of a spouse or child, birth or adoption of a child or termination of employment of your 
spouse.  A change in election due to a change in family status is effective the next pay period.
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Disability Leave

Full-time employees are eligible for an unpaid disability leave after completing one year of 
employment.  Disability leave due to non-occupational illness, injury or pregnancyrelated 
disability is not to exceed four weeks.

Granting this leave prior to the completion of the eligibility period and/or beyond 
the maximum period stated above may be required as a reasonable accommodation in 
accordance with the Americans with Disabilities Act.

Employees requesting leave must provide written notice of the disability, including a 
doctor’s certificate stating the nature of the disability and the expected date of return to 
work.

To the extent allowed by the insurance contract, we will continue to provide medical 
insurance coverage for employees on authorized disability leave for the first month of 
disability.  During this time you will be responsible for paying your portion of the monthly 
premium(s).  When the above period expires, you may continue your medical insurance 
coverage by making arrangements with the school manager to pay the entire monthly 
premium in advance each month.

When you are able to return to work, give us at least one week’s advance written notice.  
Include a doctor’s certificate stating that you are medically able to return to your normal 
duties.  We reserve the right to require a physical examination by a physician of our own 
choosing prior to your resumption of duties, as required by state law.

We will return you to the same or similar position you held prior to the disability leave, 
subject to our staffing and business requirements.  Your continued absence from work 
beyond your disability (as determined by your physician) will be deemed a voluntary 
termination of your employment.

This leave may run concurrently with any other leave where permitted by state and federal 
law.
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NY Statutory Disability

Employees are eligible for short-term disability insurance after four consecutive weeks of 
fulltime employment or 25 days of regular parttime employment in accordance with state law.  
Other employees may also be eligible for this insurance, depending on the employee’s previous 
employer.  This insurance is designed to provide income for you when you are absent from 
work for more than seven calendar days due to non-occupational illness, injury or pregnancy-
related disability.

The benefits are calculated as a percentage of your salary up to a maximum each week, as 
specified by law, for up to 26 weeks.

The cost of this insurance is shared between the school and the employee.

Provide written notice including a doctor’s certificate stating the nature of the disability and 
your expected date of return to work.  Disability insurance information may be obtained from 
headquarters.

Social Security

During your employment, you and the school both contribute funds to the federal government to 
support the Social Security program.  This program is intended to provide you with retirement 
benefit payments and medical coverage once you reach retirement age.

Unemployment Insurance

Upon separation from employment, you may be entitled to state and federal unemployment 
insurance benefits.  Information about unemployment insurance can be obtained from 
headquarters.
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Worker’s Compensation

On the job injuries are covered by our Workers’ Compensation insurance policy.  This insurance 
is provided at no cost to you.  If you are injured on the job, no matter how slightly, report the 
incident immediately to the school manager.  Consistent with applicable state law, failure to 
report an injury within a reasonable period of time could jeopardize your claim.  We ask for 
your assistance in alerting management to any condition that could lead to or contribute to an 
employee accident.

401(k) Qualified Retirement Plan

Our school provides eligible employees with a 401(k) Qualified Retirement plan which is an 
excellent means of long-term savings for your retirement.  The school’s contribution, if any, is 
determined by the employer on an annual basis.

You can obtain a copy of the Summary Plan Description which contains the details of the 
plan including eligibility and benefit provisions from the school manager.  In the event of any 
conflict in the description of any plan, the official plan documents, which are available for your 
review, shall govern.  If you have any questions regarding this plan, see the plan administrator.

Corporate Discounts

All employees may purchase supplies at 25% off of student cost. Any supplies purchased on 
this discount program must be for your personal use.

Purchases are to be made via the retail site with discount code “wcstaff”.

Uniforms

The school provides two premium level uniforms one time each year to full-time employees 
at no charge and one premium level uniform one time each year to part-time employees at no 
charge. Proper care of these uniforms is required.

Aditional uniforms may be purchased by employees at the corporate discount rate at our retail 
store (www.worldclasstaekwondo.com/shop/ and password WCTKD716). 
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Attendance And Punctuality

Attendance and punctuality are important factors for your success within our school.  We work 
as a team and this requires that each person be in the right place at the right time.

If you are going to be late for work or absent, notify the school manager as far in advance as 
is feasible under the circumstances, but before the start of your workday.

Personal issues requiring time away from your work, such as doctor’s appointments or other 
matters, should be scheduled during your nonworking hours if possible.

If you are absent for three days without notifying the school, it is assumed that you have 
voluntarily abandoned your position with the school, and you will be removed from the payroll.

Business Hours

Because of the nature of our business, your work schedule may vary depending on your job 
and department.  Our normal business hours are:

Monday through Friday: 3:00p.m. to 9:45 p.m.

Additional Hours: Monday/Wednesday/Friday: 11:30am-1:00pm

Saturday: 8:30 a.m. to 2:30 p.m.

Check with the school manager if you have questions about your hours of work.

Meal Time

Employees working a shift of more than six hours will be provided at least 30 unpaid minutes 
for a meal between 11:00 a.m. and 2:00 p.m.  Employees working a shift that starts before 
11:00 a.m. and continues past 7:00 p.m. will be provided an additional unpaid meal period of 
at least 20 minutes between 5:00 p.m. and 7:00 p.m.  Employees working a shift of more than 
six hours between 1:00 p.m. and 6:00 a.m. will be provided an unpaid meal period of at least 
45 minutes midway through the shift.  The school staff manager is responsible for approving 
the scheduling of this time.
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Standards of Conduct

Each employee has an obligation to observe and follow the school’s policies and to maintain 
proper standards of conduct at all times.  If an individual’s behavior interferes with the orderly 
and efficient operation of a department, corrective disciplinary measures will be taken.

Disciplinary action may include a verbal warning, written warning, suspension with or without 
pay, and/or discharge.  The appropriate disciplinary action imposed will be determined by 
the school.  The school does not guarantee that one form of action will necessarily precede 
another.

The following may result in disciplinary action, up to and including discharge:  violation of the 
school’s policies or safety rules; insubordination; unauthorized or illegal possession, use or sale 
of alcohol or controlled substances on work premises or during working hours, while engaged 
in school activities or in school vehicles; unauthorized possession, use or sale of weapons, 
firearms or explosives on work premises; theft or dishonesty; physical harassment; sexual 
harassment; disrespect toward fellow employees, visitors or other members of the public; 
performing outside work or use of school property, equipment or facilities in connection with 
outside work while on school time; poor attendance or poor performance.  These examples 
are not all inclusive.  We emphasize that discharge decisions will be based on an assessment 
of all relevant factors.

Nothing in this policy is designed to modify our employment-at-will policy.

Students And Families & Public Relations

Our school’s reputation is built on excellent service and quality work.  To maintain this 
reputation requires the active participation of every employee.

The opinions and attitudes that Students and Families have toward our school may be 
determined for a long period of time by the actions of one employee.  It is sometimes easy 
to take Students and Families for granted, but if we do we run the risk of losing not only the 
Students and Families, but their associates, friends or family who may also be Students and 
Families or prospective Students and Families.

Each employee must be sensitive to the importance of providing courteous treatment in all 
working relationships.
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Changes in Personal Data

To aid you and/or your family in matters of personal emergency, we need to maintain up-to-
date information.

Changes in name, address, telephone number, marital status, number of dependents or changes 
in next of kin and/or beneficiaries should be given to headquarters promptly.

Care of Equipment

You are expected to demonstrate proper care when using the school’s property and equipment.  
No property may be removed from the premises without the proper authorization of 
management.  If you lose, break or damage any property, report it to the school manager 
immediately.

Travel/Expense Accounts

The school will reimburse employees for reasonable expenses incurred through pre-approved 
business travel or entertainment.  All cash advances must be accounted for and expense 
receipts are required.

The following business expenses will be reimbursed:
 Travel Expense
 Automobile/Mileage
 Lodging
 Tips

Business Meals (in accordance with our per diem rates; room service excluded)

This list is not all-inclusive.  Contact headquarters regarding additional reimbursable business 
expenses.

SECTION 4: ON THE JOB42



43

Personal Property

The school is not responsible for loss or damage to personal property.  Valuable personal items, 
such as purses and all other valuables should not be left in areas where theft might occur.

Severe Weather

Severe weather is to be expected during certain months of the year.  Although driving may 
at times be difficult, when caution is exercised the roads are normally passable.  Except in 
cases of severe storms, we are all expected to work our regular hours.  Time taken off due to 
poor weather conditions while the business remains open must be made up, used as PTO, or 
is unpaid.

Exempt employees may be provided time off with pay when necessary to comply with state 
and federal wage and hour laws.

If extreme weather conditions require closing of the building, you will be notified by the 
school manager.

Personal Telephone Calls

While at work, employees are expected to refrain from excessive personal use of cellular 
phones, computers and other electronic devices. Personal calls, personal instant messaging 
and personal text messaging during the work day -- regardless of whether the equipment 
used is company-provided or not -- interferes with employee productivity and is distracting 
to others. Employees are at work for the purpose of providing value to the company and are 
compensated for this purpose. They are expected to limit personal interactions during work 
time and make personal calls and/or send personal text messages, or instant messages on 
non-work time whenever possible and to ensure that friends and family members are aware 
of this company policy. Cell phones and other electronic devices should be out of plain sight 
and stored either in a drawer or together with the employee’s personal items such as a purse 
or bag, during working hours. 
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Electronic Mail Monitoring

We recognize your need to be able to communicate efficiently with fellow employees and 
Students and Families.  Therefore we have installed an electronic mail (e-mail) system to 
facilitate the transmittal of business-related information within the school and with our 
Students and Families.

The e-mail system is intended for business use only.  The use of the school’s e-mail system 
to solicit fellow employees or distribute non job-related information to fellow employees is 
strictly prohibited. 

Our school’s policies against sexual and other types of harassment apply fully to the e-mail 
system.  Violations of those policies are not permitted and may result in disciplinary action, 
up to and including discharge.  Therefore, employees are also prohibited from the display or 
transmission of sexually-explicit images, messages, ethnic slurs, racial epithets or anything 
that could be construed as harassment or disparaging to others.

Employees shall not use unauthorized codes or passwords to gain access to others’ files.

All e-mail passwords must be made available to the school at all times.  Please notify the 
school manager if you need to change your password.

Violation of this policy may result in disciplinary action, up to and including discharge.

For business purposes, management reserves the right to enter, search and/or monitor the 
school’s private e-mail system and the files/transmission of any employee without advance 
notice and consistent with applicable state and federal laws.  Employees should expect that 
communications that they send and receive by the school’s private e-mail system will be 
disclosed to management.  Employees should not assume that communications that they send 
and receive by the school’s private e-mail system are private or confidential.
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Voice Mail Monitoring

We recognize your need to be able to communicate efficiently with fellow employees and 
Students and Families.  Therefore we have a voice mail system to facilitate the transmittal of 
business-related information within the school and with our Students and Families.

The voice mail system is intended for business use only.  The use of the school’s voice 
mail system to solicit fellow employees or distribute non job-related information to fellow 
employees is strictly prohibited. 

Our school’s policies against sexual and other types of harassment apply fully to the voice mail 
system.  Violations of those policies are not permitted and may result in disciplinary action, up 
to and including discharge.  Therefore, employees are also prohibited from the transmission of 
sexually-explicit messages, ethnic slurs, racial epithets or anything that could be construed as 
harassment or disparaging to others.

All voice mail passwords must be made available to the school at all times.  Please notify the 
school manager if you need to change your password.

Violation of this policy may result in disciplinary action, up to and including discharge.

For business purposes, management reserves the right to enter, search and/or monitor  the 
school’s private voice mail system and the voice mail of any employee without advance 
notice and consistent with applicable state and federal laws.  Employees should expect that 
communications that they send and receive by the school’s private voice mail system will be 
disclosed to management.  Employees should not assume that communications that they send 
and receive by the school’s private voice mail system are private or confidential.
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Internet Usage

As a growing school, we recognize the need to stay on the cutting edge of technology.  This is 
one of the reasons we allow employees to have access to the Internet.

The Internet is intended for business use only.  Use of the Internet for any non-business purpose, 
including but not limited to, personal communication or solicitation, purchasing personal 
goods or services, gambling and downloading files for personal use, is strictly prohibited.

Our school’s policies against sexual and other types of harassment apply fully to Internet 
usage.  Violations of those policies are not permitted and may result in disciplinary action, 
up to and including discharge.  Therefore, employees are also prohibited from displaying, 
transmitting and/or downloading sexually explicit images, messages, ethnic slurs, racial 
epithets or anything that could be construed as harassment or disparaging to others.

Consistent with applicable federal and state law, the time you spend on the Internet may be 
tracked through activity logs for business purposes.  All abnormal usage will be investigated 
thoroughly.

Employees learning of any misuse of the Internet shall notify a member of management.

Violation of this policy may result in disciplinary action up to and including discharge.
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Staff Communication Policy

Slack is the required communication platform for staff members. Text messaging is prohibited 
as a communication method in the following instances: 1. By and between managers and 
employees pertaining to business or otherwise; 2. For business-related communications 
between employees (slack should be used instead); 3. For business-related communications 
made while a vehicle is in motion. This prohibition includes the time waiting for a traffic 
signal to change.

Additional Staff Guidelines

1. At the school, to the extent possible, a staff member may never allow himself or herself to 
be in the bathroom or locker room with only one student. Staff members are required to leave 
these rooms as promptly as possible when a single student enters. 

2. No meeting between a staff member and a student may take place behind closed doors 
without another student, or staff member present. If the student is a minor, a parent, a guardian 
or another staff member must be present. 

3. If students are present when a staff member is closing the school at the end of the night, that 
staff member must ensure that at least two ther people (students or others) are present in the 
dojang. Under no circumstances may the staff member lock up or leave the school with only 
one student. All full time staff should leave together as a team at the end of the work shift. This 
policy also applies to any assistant who is given the responsibility to lock up the school. The 
instructor on duty must convey this information to the assistant. 

At Offsite Events

A staff member may never transport students or junior instructors for any purpose to or from 
any location. 
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Dress Policy

Employees are expected to maintain the highest standards of personal cleanliness and present 
a neat, professional appearance at all times.

Our students and families satisfaction represents the most important and challenging aspect 
of our business.  Whether or not your job responsibilities place you in direct student contact, 
you represent the school with your appearance as well as your actions.  The properly-attired 
individual helps to create a favorable image for the school, to the public and fellow employees.

While at work::

Employees must wear a uniform at all times when in the classroom. Uniforms must be clean, 
maintained and not wrinkled.  If the school manager finds an employee’s uniform unacceptable 
he or she may require that the employee purchase a new uniform at a discounted rate.  It is 
strongly recommended that staff remove all jewelry when in uniform. 

While attending meetings at the school or during business hours outside  of the school:

The school maintains a business casual dress code when employees are outside of the classroom.  
Employees may not wear jeans, shorts, flip-flops, sneakers, tank tops, or t-shirts.  Any tattoos 
must be covered.  Dress code for summer camp staff  is subject to the Summer Camp Director. 

All employees should use discretion in wearing attire that is appropriate for the school and 
student interaction.

Protecting School Information

Protecting our school’s information is the responsibility of every employee, and we all share a 
common interest in making sure information is not improperly or accidentally disclosed.  Do 
not discuss the school’s confidential business with anyone who does not work for us.

All telephone calls regarding a current or former employee’s position/compensation with our 
school must be forwarded to the school manager.

The school’s address shall not be used for the receipt of personal mail.
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Conlfict of Interest/Code Ethics

A school’s reputation for integrity is its most valuable asset and is directly related to the 
conduct of its officers and other employees.  Therefore, employees must never use their 
positions with the school, or any of its Students and Families, for private gain, to advance 
personal interests or to obtain favors or benefits for themselves, members or their families or 
any other individuals, corporations or business entities.

The school adheres to the highest legal and ethical standards applicable in our business.  The 
school’s business is conducted in strict observance of both the letter and spirit of all applicable 
laws and the integrity of each employee is of utmost importance.

Employees of the school shall conduct their personal affairs such that their duties and 
responsibilities to the school are not jeopardized and/or legal questions do not arise with 
respect to their association or work with the school. While employee’s are expected to 
maintain relationships with Students and Families, as a general rule, employee fraternization 
with Students and Families is discouraged. 

Parking

Free parking facilities are available to employees.  You are required to park in the designated 
parking spots furthest from the main entrance of the school.

The school is not responsible for loss, damage or theft of your vehicle.  Therefore, we suggest 
that you lock your car doors.

Break Room

A break room is available for your use. All employees are expected to clean up after eating.  
This room should be kept clean for the next person’s use.

Contact With The Media

All media inquiries regarding the school and its operations must be referred to the school 
manager.  Only the school manager is authorized to make or approve public statements 
pertaining to the school or its operations.  No employees, unless specifically designated by the 
school manager, are authorized to make those statements.
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Recording Devices in the Workplace

Except as otherwise provided for in this policy, no employee may photograph, tape, or 
otherwise record any person, document, conversation, communication, or activity that in any 
way involves the school or employees of the school, any Students and Families or any other 
individual with whom the school is doing business or intending to do business in any capacity 
(for example, vendors, suppliers, consultants, attorneys, or independent contractors).  The 
authorized copying of documents in the ordinary course of business for the benefit of the 
school is not prohibited by this policy.

“Photographing,” “taping,” and “recording” under this policy include taking still or video 
pictures (film or digital), or recording any conversation or communications, regardless of 
whether the conversation or communication takes place in person, over the telephone, or 
via any other communications device or equipment, and regardless of the method used to 
tape or record (for example, tape recorder, video recorder, mechanical recording, or wire-
tapping equipment), and regardless of where the conversation or communication takes place, 
i.e., on or off the school’s premises.  “Taping” or “recording” also include photographing or 
recording digital images through cameras of any kind (for example, camera phones, PDA 
cameras, or concealed cameras).  Limited exceptions will apply where the photographing, 
taping, or recording is being conducted by an individual who has been provided advance 
written authorization for the activity by an authorized member of school management.

Violations of this policy may result in disciplinary action against the offending employee(s), 
up to and including termination of employment.  Where the conduct engaged in is illegal, 
violators may also be subject to prosecution under applicable federal, state, or local laws.

If You Must Leave Us

Should you decide to leave your employment with us, we ask that you provide the school 
manager with at least two weeks’ advance written notice.  Your thoughtfulness is appreciated 
and will be noted favorably should you ever wish to reapply for employment with the school.

Generally, we will confirm upon request our employees’ dates of employment, salary history 
and job title. 

Additionally, all resigning employees should complete a brief exit interview prior to leaving.  
All school property, including this Employee Handbook, must be returned upon termination.  
Otherwise, the school may take action to recoup any replacement costs and/or seek the return 
of school property through appropriate legal recourse.

You should notify the school if your address changes during the calendar year in which 
termination occurs so that your tax information will be sent to the proper address.
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Each Employee’s Responsibility

Safety can only be achieved through teamwork at our school.  Each employee, supervisor and 
manager must practice safety awareness by thinking defensively, anticipating unsafe situations 
and reporting unsafe conditions immediately.

Please observe the following precautions:
 1. Notify the school manager of any emergency situation.  If you are injured or become 
     sick at work, no matter how slightly, you must inform the school manager immediately.
 2. The use of alcoholic beverages or illegal substances during working hours will not 
    be tolerated.  The possession of alcoholic beverages or illegal substances on the 
    school’s property is forbidden.
 3. Use, adjust and repair machines and equipment only if you are trained and qualified.
 4. Know the proper lifting procedures.  Get help when lifting or pushing heavy objects.
 5. Understand your job fully and follow instructions.  If you are not sure of the safe 
    procedure, don’t guess; just ask the school manager.
 6. Know the locations, contents and use of first aid and fire fighting equipment.
 7. Wear personal protective equipment in accordance with the job you are performing.
 8. Comply with OSHA standards and/or applicable state job safety and health standards 
    as written in our safety procedures manual.

A violation of a safety precaution is in itself an unsafe act.  A violation may lead to disciplinary 
action, up to and including discharge.
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Workplace Violence

Violence by an employee or anyone else against an employee, supervisor or member of 
management will not be tolerated.  The purpose of this policy is to minimize the potential risk 
of personal injuries to employees at work and to reduce the possibility of damage to school 
property in the event someone, for whatever reason, may be unhappy with a school decision 
or action by an employee or member of management.

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

All reports of work-related threats will be kept confidential to the extent possible, investigated 
and documented.  Employees are expected to report and participate in an investigation of any 
suspected or actual cases of workplace violence.

Violations of this policy, including your failure to report or fully cooperate in the school’s 
investigation, may result in disciplinary action, up to and including discharge.

Workplace Searches

To protect the property and to ensure the safety of all employees, Students and Families and 
the school, the school reserves the right to conduct personal searches consistent with state law. 
The school reserves the right to search any employee’s office, desk, files, locker, equipment 
or any other area or article on our premises.  In this regard, it should be noted that all offices, 
desks, files, lockers, equipment, etc. are the property of the school, and are issued for the use 
of employees only during their employment.  Inspection may be conducted at any time at the 
discretion of the school.

Persons entering the premises who refuse to cooperate in an inspection conducted pursuant 
to this policy may not be permitted to enter the premises.  Employees working on or entering 
or leaving the premises who refuse to cooperate in an inspection, as well as employees who 
after the inspection are believed to be in possession of stolen property or illegal substances, 
will be subject to disciplinary action, up to and including discharge, if upon investigation they 
are found to be in violation of the school’s security procedures or any other school rules and 
regulations.
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Good Housekeeping

Good work habits and a neat place to work are essential for job safety and efficiency.  You are 
expected to keep your place of work organized and materials in good order at all times.  Report 
anything that needs repair or replacement to the school manager.

Smoking in the Workplace

World Class Taekwondo is a non-smoking, non-vaping and tobacco (including chewing 
tobacco)-free working environment. All employees are expected to abide by this policy while 
at work. 

Concealed Weapons

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

Employees who are aware of violations or threats of violations of this policy are required to 
report such violations or threats of violations to the school manager immediately.

Violations of this policy will result in disciplinary action, up to and including discharge.
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In an Emergency

The school manager should be notified immediately when an emergency occurs.  Emergencies 
include all accidents, medical situations, bomb threats, other threats of violence, and the smell 
of smoke.  If the school manager is unavailable, contact the nearest school official.

Should an emergency result in the need to communicate information to employees outside of 
business hours, the school manager will contact you.  Therefore, it is important that employees 
keep their personal emergency contact information up to date.  Notify the school manager 
when this information changes.

When events warrant an evacuation of the building, you should follow the instructions of the 
school manager or any other member of management.  You should leave the building in a quick 
and orderly manner.  You should assemble at the pre-determined location as communicated to 
you by the school manager to await further instructions or information.

Please direct any questions you may have about the school’s emergency procedures to the 
school manager.
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Emergency Evacuation

Upon the discovery of a fire or other hazardous condition which poses a possible danger to 
the health and safety of the building’s occupants, or that could cause substantial damage to the 
building itself, the following procedure should be followed:

1. Upon the discovery of a fire or other hazardous condition which poses a possible danger to 
life and property, an alarm should be sounded by activating one of the pull stations, which 
are located at each building exit.

2. If the fire of hazardous condition allows, the person who discovered the fire or hazardous 
condition should follow the activation of the building’s alarm system with a telephone 
call to the fire department (911). The following information should be supplied to the fire 
department.
• Caller’s name
• Caller’s telephone number
• Street address of incident
• Type of incident or circumstances involved
• Fire department requested

3. If extinguishment of a fire is to be attempted it should be done at this time. The procedure 
for operating a fire extinguisher is as follows:
• Remove the fire extinguisher from the hanger or cabinet
• Remove the safety pin from the handle of the fire extinguisher
• Direct the hose or horn of the fire extinguisher at the base of the fire
• Discharge the fire extinguisher by squeezing the handle. Continue until the fire is out 

or the fire extinguisher is empty
• If the fire does not go out, then evacuate the area immediately.

4. Instructors in each classroom will be responsible for escorting all students and families 
from that classroom out to the designated area.

5. The ranking person is to conduct an accountability check of all employees at the assembly 
point. Any missing person(s) is to be reported by the ranking person to the fire department 
and/or security upon their arrival or to any facilities staff member, if available. If possible, 
an instructor should take with him/her a class roster.

6. As soon as the building’s fire alarm system is activated, the fire department has complete 
and absolute control over the building. Control of the building will continue to be the 
fire department’s until such time as the commanding fire department officer relinquishes 
control back to the ranking staff member.
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Substance Abuse

World Class Taekwondo is a company in which responsibilities and freedoms are governed 
by policies and codes of behavior, including penalties for violations of the standards as stated 
in this Employee Handbook. World Class Taekwondo has a standard of conduct that prohibits 
the unlawful possession, use, or distribution of illicit drugs and alcohol by employees on 
World Clsas Taekwondo property and will impose disciplinary actions on employees up to and 
including termination of employment. 

It is the goal of the World Class Taekwondo to maintain a drug-free workplace. To that end 
and in the spirit of the Drug-Free Workplace Act of 1988, World Class Taekwondo has adopted 
the following codes: 

• The unlawful manufacture, possession, distribution, or use of controlled substances is 
prohibited in the workplace. 

• Any employee who violates this prohibition is subject to corrective disciplinary action up 
to and including termination. 

• As an ongoing condition of employment, each employee is required to abide by this 
prohibition and to notify, in writing and within five (5) days of the violation, his/her 
manager, team leader, designated supervisor, of any criminal drug statute conviction he/
she receives. 

• If any employee receives such a conviction, World Class Taekwondo shall take appropriate 
personnel action against the employee, up to and including termination.
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SCHOOL NAME  
Employee Code of Conduct Agreement 

 At INSERT SCHOOL NAME  we value your effort and contribution as a member of our team. 
For us to truly be a team, we must be committed to the same goals and methods of achieving such 
goals. Being a member of our staff is a privilege and an honor, and should be treated as such. The 
instructor-student relationship must always be based on courtesy, respect, and maintaining the well 
being of your students. 

 By signing below, I acknowledge that I watched an employee orientation video on INSERT 
DATE and I agree to the following as a member of the staff or leadership team at INSERT Company 
Name  

1. Standards. By choosing to be involved in a leadership role in the dojang, I assume the 
responsibility to conduct myself in a professional manner both in and out of the Center, and to avoid 
any behavior that would negatively impact my job performance. 

2. Socializing. I understand that I have freedom to socialize with students and their families outside of 
the Center, however I also understand that their perception of me as an instructor will be influenced by 
how I speak and act at such gatherings, even when unrelated to work. Therefore, I shall express myself 
in a manner consistent with my professional image. 

3. Texting and Social Media.  I also understand that any communication through texting or social 
media has an impact on my professionalism. I commit to conduct myself in a similar manner online 
to the way I would conduct myself at work. I agree that any texting or communication through social 
media to students, families of the Center, and my coworkers will remain appropriate at all times. I 
understand that should any communication be inappropriate, I may be disciplined by the Center or 
even terminated. I further acknowledge that I have the ability to limit, block, and/or discontinue to 
engage with students, families of the Center, and coworkers, through texting and social media. 

4. Dating.  I understand that any romantic relationship between myself and another staff member, 
family member of a student, or an appropriately aged student, cannot interfere with my job. I will 
conduct myself in a professional manner at all times at the Center. I will not allow any personal actions 
made outside the Center to interfere with my job performance, or I may be subject to discipline and/or 
termination. Should a circumstance arise, which may adversely affect the Center, other staff members, 
family, or students, I will immediately notify my superior. 

5. Reporting.  Should I have a concern regarding another member of the staff, leadership team, a 
student, or family of the Center, I will notify the appropriate supervisor. Such notification can be made 
in confidence. 

Signature: ________________________________         Date ____________ 

Print Name: _______________________________
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