
 

 
Employee approved policies and Compliance 

 
 

Per the latest version of our handbook dated April 2024 in conjunction/collaboration with 
Insperity: 
 
1-2 - EQUAL EMPLOYMENT OPPORTUNITY  
 

Kingsman Academy is an Equal Opportunity Employer that does not discriminate on the 
basis of actual or perceived race, color, creed, religion, national origin, ancestry, 
citizenship status, age, sex or gender (including pregnancy, childbirth, pregnancy-related 
conditions, and lactation), gender identity or expression (including transgender status), 
sexual orientation, marital status, military service and veteran status, physical or mental 
disability, genetic information, or any other characteristic protected by applicable 
federal, state, or local laws and ordinances. Kingsman Academy's management team is 
dedicated to this policy with respect to recruitment, hiring, placement, promotion, 
transfer, training, compensation, benefits, employee activities, access to facilities and 
programs, and general treatment during employment. 

Any employees with questions or concerns about equal employment opportunities in 
the workplace are encouraged to bring these issues to the attention of the Employee's 
Supervisor. Kingsman Academy will not allow any form of retaliation against employees 
who raise issues of equal employment opportunity. If employees feel they have been 
subjected to any such retaliation, they should contact the Employee's Supervisor. To 
ensure the workplace is free of artificial barriers, violation of this policy including any 
improper retaliatory conduct will lead to discipline, up to and including discharge. All 
employees must cooperate with all investigations conducted pursuant to this policy. 

1-3 - DRUG FREE AND ALCOHOL FREE WORKPLACE 
 

To help ensure a safe, healthy and productive work environment for our employees and 
others, to protect School property, and to ensure efficient operations, Kingsman 



 

Academy has adopted a policy of maintaining a workplace free of drugs and alcohol. This 
policy applies to all employees and other individuals who perform work for the School. 

The unlawful or unauthorized use, abuse, solicitation, theft, possession, transfer, 
purchase, sale, or distribution of controlled substances (including medical marijuana), 
drug paraphernalia, or alcohol by an individual anywhere on School premises, while on 
School business (whether or not on School premises) or while representing the School, is 
strictly prohibited. Employees and other individuals who work for the School also are 
prohibited from reporting to work or working while they are using or under the 
influence of alcohol or any controlled substances, which may impact the employee's 
ability to perform their job or otherwise pose safety concerns, except when the use is 
pursuant to a licensed medical practitioner's instructions and the licensed medical 
practitioner authorized the employee or individual to report to work. However, this 
exception does not extend any right to report to work under the influence of lawful 
recreational or medical marijuana or to use such as a defense to a positive drug test, to 
the extent the employee is subject to any drug testing requirement, except as permitted 
by and in accordance with applicable law.  

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

The School maintains a policy of non-discrimination and will endeavor to make 
reasonable accommodations to assist individuals recovering from substance and alcohol 
dependencies, and those who have a medical history which reflects treatment for 
substance abuse conditions. However, employees may not request an accommodation 
to avoid discipline for a policy violation. We encourage employees to seek assistance 
before their substance abuse or alcohol misuse renders them unable to perform the 
essential functions of their jobs, or jeopardizes the health and safety of any School 
employee, including themselves. 

As a condition of continued employment, all employees must comply with this policy.  
An employee who engages in an activity prohibited by this policy shall be subject to 
disciplinary action, up to and including immediate termination of employment. Contact 
the Employee Assistance Program (EAP) for information about the availability of 
treatment programs such as assistance provided by Insperity’s health care plan coverage 
or drug and alcohol abuse rehabilitation and education programs. This policy is not 
intended to replace or otherwise alter applicable U.S. Department of Transportation 



 

obligations or any other federal, state or local agency drug testing regulations related to 
a particular industry. 

 

1-5   ANTI-HARASSMENT 
 

Kingsman Academy and Insperity are committed to a work environment in which all 
individuals are treated with respect and dignity and are free from all forms of 
harassment and discrimination. Any form of harassment, even when not unlawful or 
directed at a protected category, is prohibited and will not be tolerated. All employees, 
including supervisors, co-workers, vendors, contractors, customers or other third parties, 
are expected to adhere to this policy. 

Reported or suspected occurrences of harassment or discrimination will be promptly 
and thoroughly investigated. Following an investigation, Kingsman Academy and 
Insperity will promptly take any necessary and appropriate disciplinary action. 

Kingsman Academy and Insperity will not permit or condone any acts of retaliation 
against anyone who files or cooperates in the investigation of harassment or 
discrimination complaints. 

1.​ The term “harassment” includes harassment based on any category protected by 
federal, state or local law, which may include, but is not limited to, unwelcome 
slurs, jokes, or verbal, graphic or physical conduct relating to an individual's race 
(including hair texture and hairstyles), color, religious creed, sex, national origin, 
ancestry, citizenship status, pregnancy, childbirth, physical disability, mental 
and/or intellectual disability, age, military status, veteran status (including 
protected veterans), marital status, registered domestic partner or civil union 
status, familial status, gender (including sex stereotyping and gender identity or 
expression), medical condition (including, but not limited to, cancer related or 
HIV/AIDS related), genetic information, or sexual orientation. 

2.​ Sexual harassment consists of unwelcome sexual advances, requests for sexual 
favors, or other verbal or physical conduct of a sexual nature where:  



 

1.​ Submission to such conduct is an explicit or implicit term or condition of 
employment; 

2.​ Employment decisions are based on an employee's submission to or 
rejection of such conduct; or 

3.​ Such conduct unreasonably interferes with an individual's work 
performance or creates an intimidating, hostile or offensive working 
environment. 

    Complaint Procedure 

Kingsman Academy and Insperity provide you with a convenient and reliable method for 
reporting incidents of alleged harassment, including sexual harassment, and 
discrimination. Any employee who feels harassed or discriminated against is encouraged 
to immediately inform the alleged offender that the behavior is unwelcome. In many 
instances, the person is unaware their conduct is offensive and this action alone may 
often resolve the problem. If the informal discussion with the alleged offender is 
unsuccessful in remedying the problem, or if you do not feel comfortable with such an 
approach, you should immediately report the conduct to your immediate supervisor, 
manager or company owner and the Insperity Anti-Harassment Hotline number at 
844-677-3030. We cannot resolve a harassment or discrimination problem, unless we 
know about it. Therefore, it is your responsibility to bring those kinds of problems to our 
attention so we can take the necessary steps to correct any problems. The report should 
include all facts available to you regarding the alleged harassment, sexual harassment, or 
discrimination. 

When you call the Insperity Anti-Harassment Hotline, please be sure to leave your name, 
Insperity employee identification number or the last four digits of your social security 
number, and the name of the client company for which you work. If you wish to make an 
anonymous complaint, you may do so.  However, the scope of our investigation may be 
limited based on the information you provide. 

Confidentiality 

All reports of alleged harassment, sexual harassment, or discrimination will be treated 
seriously. Confidentiality will be maintained to the extent possible. However, to conduct 
a thorough investigation, certain information may need to be disclosed to other 



 

individuals, including the alleged offender.   Consequently, absolute confidentiality 
cannot be promised and cannot be guaranteed.  

Investigative Procedure 

Once a complaint of alleged harassment, sexual harassment, or discrimination is 
received, we will begin a prompt and thorough investigation. The investigation may 
include interviews with all involved employees, including the alleged harasser, and any 
employees who are aware of facts or incidents alleged to have occurred. 

Following an investigation, Kingsman Academy and Insperity will promptly take any 
necessary and appropriate disciplinary action. Disciplinary action will be taken if the 
investigation reveals that an employee has acted in a manner that is not in alignment 
with the goals of this policy. Kingsman Academy and Insperity may address any 
workplace issue discovered during an investigation. This may include some or all of the 
following steps: 

1.​ Restore any lost terms, conditions, or benefits of employment to the complaining 
employee. 

2.​ Discipline the alleged harasser. This discipline may include written disciplinary 
warnings, transfer, demotion, suspension and/or termination of employment. 

If the alleged harassment, sexual harassment, or discrimination is from a vendor, 
contractor, customer or other third party, Kingsman Academy and Insperity will take 
appropriate action to stop the conduct. 

If you have made a complaint but feel that the action taken in response has not 
remedied the situation, you should make an additional complaint following the 
complaint procedure outlined in this policy. 

Duties of Employees and Supervisors 

All employees of the company, both management and non-management, are 
responsible for assuring that a workplace free of harassment, sexual harassment, and 
discrimination is maintained. Any employee may file a complaint regarding incidents 
experienced personally or incidents observed in the workplace. The company strives to 



 

maintain a pleasant work environment where all employees are able to effectively 
perform their work without interference of any type and requests the assistance of all 
employees in this effort. 

All managers and supervisors are responsible for doing all they can to prevent and 
discourage harassment, sexual harassment, and discrimination from occurring. If a 
complaint of harassment, sexual harassment or discrimination is raised, the individual to 
whom the complaint is made (i.e., Team Lead, Director, Executive Director) should act 
promptly to notify the Insperity Anti-Harassment hotline number so an investigation 
may promptly proceed. Kingsman Academy and Insperity may discipline any Team Leads, 
Directors, Coordinators, managers or anyone in a supervisory role who fail to follow this 
policy, which discipline may include termination. 

 



WHISTLEBLOWER POLICY
Kingsman Academy is committed to maintaining a workplace where employees are free to raise good
faith concerns regarding the School’s business practices, specifically:

1. reporting suspected violations of law on the part of the School, including but not limited to federal
laws and regulations;

2. providing truthful information in connection with an inquiry or investigation by a court, agency, law
enforcement, or other governmental body; and identifying potential violations of Kingsman
Academy policy, specifically the policies contained in the Employee Handbook.

Kingsman Academy expressly prohibits any form of retaliation, including harassment, intimidation,
adverse employment actions, or any other form of retaliation, against employees who raise in good faith
suspected violations of law, cooperate in inquiries or investigations, or in good faith identify potential
violations of School policies. Any employee who engages in retaliation will be subject to disciplinary
action.

Detailed procedures for reporting and resolving issues at the School—including issues covered by this
policy—appear under “Grievance Procedure.” In addition, any employee who wishes to report a suspected
violation of law or policy may:

● report it to her or his supervisor;

● report it to the next level of management if the issue involves a supervisor;

● report issues anonymously to the mailbox of Human Resources.
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