
INDIANAPOLIS ALGEBRA PROJECT POLICIES 

SUMMER 0F 2015 

Attendance: 

Tardy* – Three times tardy = one day suspension  

 Fourth Tardy = termination 

Absence – No Call, No Show = Appropriate disciplinary action will be determined by the discretion of the  

                                                       Executive Directors  

Early departure = Half day towards excused days. Prior notice required, otherwise considered a 

no call, no show.   

 Two pre-approved excused absences allowed. 

Three excused absences = One day suspension**  

Fourth excused absence = Appropriate disciplinary action will determined by the discretion of   

                                              the Executive Directors  

Notice of absence or tardy is to be reported directly to the program director, Brie Anderson, AND your 

supervisor, as soon as you are knowledgeable of possible absence or tardiness. You must speak 

directly to and receive response from the Program Director and supervisor.  Please note that a 

response does not ensure that absence is viewed as excused.  Unexcused absences will be treated as a 

No Call, No Show.  

*A tardy includes returning late from lunch. 

**Suspension date is not to be assumed, but determined by Program Director. 

Contact List 

Dr. Terry “Doc” Ogle   (317)730-4751  Lynette Carter  (317)650-1032   

Marge Ogle    (317)435-8707  China King-VanRiper (317)748-3237  

IAP Office    (317)923-4623  Taylor Tunstall  (317)640-2048  

Brie Anderson    (317)379-6453  Jasmine  Walton  (281)660-4048  

 

Employment Practices: 



All staff members will comply with withholding, Social Security, State and County income tax regulations 

as required by law.  

A copy of a photo ID and social security card must be submitted prior to being paid for services.  

Paychecks for staff members will be distributed every two weeks on the following Monday. Time of day 

at which the checks are distributed is at the discretion of the program director. The final check will be 

mailed at the conclusion of your employment  given all materials have been returned and all community 

service has been completed.  

Staff members are responsible for their own transportation to and from work. 

Emergency leaves may be granted at the discretion of the Program Director for a death in the family or 

other personal business.  

Family members, friends, and past employees may not visit without prior approval from Program 

Director on specific date(s).   

Benefits: 

Sick Time: Limited time off for illness will be given at the discretion of the Executive Director in 

consultation with your Health Provider.  

Professional  Dress:  

All staff is reminded that they are working with children and to dress appropriately. Clothing depicting 

alcohol, violence, illegal substances, sexual/pornographic activity, derogatory and defaming language, or 

foul language is prohibited. Clothing should be worn in a way as to not bring any negative or unwanted 

attention to employees. Examples include, but are not limited to leggings, shorts that are an 

inappropriate length, sagging pants, hats worn inside churches, etc. If you do not follow this dress code, 

you will be sent home for the day without pay. Employees are to wear a presentable IAP shirt every day, 

except on days specified by Program Director, and should be visible while on the clock as part of their 

professional uniform. No shirt…No Pay! Staff can get back on the clock as soon as a shirt is obtained.  

If items such as tattoos, piercings, acrylic nails, etc. could possibly prohibit or negatively affect job 

performance, employee should consult with program directors and/or group supervisor prior to 

acquiring such items.  

Please maintain professional hygiene. Be mindful of not wearing scented lotions, perfumes, colognes, 

body spray, and other heavily fragrant toiletries and/or personal care products. Also, be sure to your 

preparation for the day is complete prior to being on the clock.  

Name Tags: 

YOU MUST WEAR YOUR NAMETAG AT ALL TIMES. No Tag... No Pay!  



If you lose or forget your original name tag you may be able to purchase a replacement nametag for 

$2.00 from your supervisor. If you are unable to pay the $2.00 or your supervisor is out of nametags, 

you may wear a temporary name tag approved by your supervisor for that day and no more than one 

day. If you fail to wear an official or a temporary nametag, you are considered working off the clock.  

Please refrain from covering your nametag with stickers, graffiti, or any other ornate design that would 

be seen as unprofessional or a distraction to the students.   

Personnel Records: 

A personnel file is maintained for each employee. It includes employment history at Indianapolis Algebra 

Project, work reviews, salary information, and any other relevant information. This record is confidential 

and is kept by the IAP office to be releases only to authorized administrative employees of the IAP.  

Community Service: 

Along with your scheduled work hours, every employee is required to complete 3 NON-PAID volunteer 

hours every two weeks. These hours can be obtained by performing various acts of community service 

whether with a group of other IAP employees or individually. All community service activities MUST BE 

PRE-APPROVED  by supervisor before completion in order to ensure credit. In order for these hours to 

be considered valid, you must return designated form including date of service, time of service, contact 

information, and name and signature of whoever is supervising your volunteer hours. Forms should be 

returned to your IAP group supervisor by the following Friday of completing your hours. If you complete 

more than 3 hours during the two weeks, you can “bank” those hours for a later date, but still be sure to 

return signed form by the following Friday. If you do not complete the required 3 hours, your check will 

be held in the custody of the program director until the required hours are completed.  

Electronic Devices: 

Personal cell phones are not to be used during work hours unless otherwise mentioned by Program 

Director. Please inform anyone who needs to contact you to call either the program director or your 

supervisor, and she/he will relay the message.   

All other electronic devices, including but not limited to I-Pads, I-Pods, mp-3 players, tablets, E-Readers, 

hand-held game systems, and so on, should not be brought into the work environment unless you are a 

supervisor strictly using it for IAP purposes. If ANY electronic device, including a cell phone, is seen while 

you are on the clock, employee will have 15 minutes deducted from time for the day after the first 

sighting. Any additional sightings, consequences will be at the discretion of Program Director from more 

time lost to indefinite suspension.  

If you have a ring back tone and/or a personalized voicemail message, make sure that it has no foul 

language and is professional. Also, be sure that your email address is professional and not a poor 

representation of your professional self.  

Social Media: 



Staff is not permitted to post photographs to various mediums in any public forum, print publications 

and Internet Web sites with inappropriate language or images.  

Except where expressly required of the position, staff may not have electronic contact with children that 

they meet at sites. This includes email, instant messages, blog websites, on-line chat rooms, cell phones, 

text messaging, etc. Staff should not share screen names or e-mail addresses with participants.  

Refrain from posting comments on any social media site such as Facebook, Twitter, Instagram, etc. that 

refer to conflicts dealing with the work environment, disclose personal information of the children at 

sites serviced, or could possibly hurt the reputation of Indianapolis Algebra Project and/or Algebra 

Project Foundation.  

Transportation: 

If an employee under 21 chooses to drive during work hours and the designated lunch time, they must 

get a permission slip signed by their parent and/or guardian to drive and/or transport other employees 

in his or her vehicle. If you are under the age of 21 and choose to ride in another employee’s vehicle, 

you must get a liability form signed by parent and/or guardian. 

 Everyone must sign a separate liability form in order to be transported by the IAP vans. If your conduct 

on an IAP van is deemed unacceptable or dangerous by supervisor or Program Director, you are subject 

to expulsion from van until further notice. IAP vans are for convenience throughout the work day. If you 

need a ride at the beginning and end of the day, a small allowance will be collected on a weekly basis 

from Program Director.  

Anyone driving van or car for transport of employees other than themselves needs to provide an up-to-

date copy of their auto-insurance for their personnel file.  

Zero-Tolerance: 

Weapons 

No weapons or items deemed weapons allowed on the job this includes the company vans.  

Substance Abuse 

Illegal drugs, un-prescribed controlled substance and alcohol are not permitted at any time. Any 

employee possessing or under the influence of the above in the IAP environment will immediately be 

dismissed. All employees are subject to random drug test, if there is an obvious change in work 

performance.  

Harassment 

Harassment is any unwelcome verbal or physical conduct based on, but not limited to, race, color, 

religion, sex, national origin, age, disability, physical appearance, sexual preference, etc.  It constitutes 

harassment when the conduct is sufficiently severe or pervasive to create a hostile work environment. If 



an employee feels he or she is being harassed or treated unfairly in any capacity, it is his or her right to 

report it to the immediate supervisor and/or the executive director as soon as the incident occurs. All 

accounts of harassment will be taken seriously.  

Cyber bullying is the use of Internet services and/or mobile technologies (cell phones, chat rooms, etc.) 

to deliberately harm other people in a hostile manner. Cyber bullying in any capacity is unacceptable 

behavior of an IAP employee. Incidences of reported cyber bullying will be thoroughly investigated and 

dealt with at the discretion of the executive director.   

Termination of Employment: 

If a staff member plans to resign, he or she is expected to give written notice at least one week in 

advance. 

Good working relationships make demands on everyone, and employees have responsibilities to the 

IAP, themselves, students, and co-workers. Employees must at all times comply with the IAP 

expectations for work, performance, and conduct. When it is found that an employee’s performance is 

unsatisfactory, or an employee’s conduct is unacceptable, disciplinary action will be taken. The discipline 

may range from informal discussion with the employee to immediate discharge, depending on the 

situation’s seriousness. Any action taken in an individual case should not be assumed to establish a 

precedent in other circumstances.  

Unsatisfactory work or misconduct by staff may result in dismissal by the Executive Director. Employees 

may be dismissed for the misconduct without notice and without payment in lieu of notice.  

Affirmative Action: The IAP in recognition of its responsibility to its volunteers, its staff and the 

children it serves, affirms its policy to ensure fair and equal treatment in all its practices, to all 

persons, regardless of race, color, religion, sex, national origin, and sexual preference. There shall be 

no discrimination against an individual by reason of disability, age, or socio-economic status. 

 

I, ________________________________ ,  acknowledge that I have read and understand the policies of 

Indianapolis Algebra Project, Inc. I understand that violations to these policies will be subject to 

disciplinary action, up to and including termination from employment. I also understand my obligations 

as an employee to abide by these terms.  

Employee Signature:   _____________________________________________________ 

Date:  ________________ 

 

Program Director Signature:  _______________________________________________ 

Date : ________________ 

Detach and Return Bottom Portion to Program Director  


