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APPLICATION COVER SHEET 

NAME OF PROPOSED CHARTER SCHOOL: You Thrive Elementary Academy for Creative 
Excellence Spring Hill 

NAME OF NON-PROFIT ORGANIZATION/MUNICIPALITY UNDER WHICH CHARTER WILL 
BE ORGANIZED OR OPERATED:  Mid Florida Community Services, Inc., dba You Thrive Florida 

If a non-profit organization, has it been incorporated with Florida’s Secretary of State? YES 

Provide the name of the person who will serve as the primary contact for this Application. The primary 
contact should serve as the contact for follow-up, interviews, and notices regarding this Application. 

NAME OF CONTACT PERSON: Jamie Young 
TITLE/RELATIONSHIP TO NON-PROFIT: Principal BEST Academy 
 MAILING ADDRESS: 835 School Street, Brooksville, FL 34601 
PRIMARY TELEPHONE: (352) 544-2373   
ALTERNATE TELEPHONE: (352) 796-1425  
E-MAIL ADDRESS: jyoung@youthrivefl.org

Names, roles, and current employment of all persons on applicant group, i.e. anyone with a role in 
drafting the substantive content of this application or expected to have a significant role with the 
school, including any consultants or employees of an Education Service Provider. Add lines as 
necessary. 

Full Name Current Job Title & Employer Role with Proposed School 
Jamie Young Principal, BEST Academy Charter Principal 
Lisa Becker Chief Administrative Officer, You Thrive Florida Leadership support and oversight 
Leah Floriano ELA/ESE Teacher, BEST Academy ELA/ESE Consult 
Michelle Lynch Math/ESE Teacher, BEST Academy Math/ESE Consult 
Vanessa Qualiana HR Director, You Thrive Florida HR Consult 
Kris Bates CFO, You Thrive Florida Finance Consult 

Projected Date of School Opening (Month/Year): August 2027 

Do any of the following describe your organization, or the school proposed in this application? 

__ Seeks approval to convert an already existing public school to charter status. (Applicant must attach as 
Attachment A evidence of compliance with the voting requirements set forth in section  1002.33(3)(b), F.S.) 
__ Seeks to operate as a classical charter school as defined in section 1002.33(10)(d)9., F.S. 
__ Will be a charter school-in-the-workplace pursuant to section 1002.33(15), F.S. 
__ Will be a charter school-in-a-municipality pursuant to section 1002.33(15), F.S. 
__ Will be a charter school in a development pursuant to section 1002.33(10)(e)7., F.S. 
__ Will contract or partner with an Education Service Provider (ESP). (See definition of an ESP in the 
Addendum, which applicant must complete if using an ESP.) If yes, include the provider’s portfolio in answering the 
questions below regarding pending applications and school openings. 

  Name of ESP:  
__ Seeks approval to replicate an existing school model. (See definition of a replication in the Addendum, 

which applicant must complete if replicating a school model.) 
__ Seeks approval to replicate an existing High Performing Charter school model pursuant to section 
1002.331, F.S.. (Applicant must complete Addendum A1.) 
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EXECUTIVE SUMMARY 

You Thrive Elementary for Creative Excellence is a proposed public charter school seeking 
authorization from the Hernando County School District to serve students in grades Kindergarten 
through Grade 5. The school is designed to expand access to high-quality public-school options by 
providing a rigorous, student-centered, arts-focused educational program that emphasizes academic 
excellence, creativity, and innovation. 

The mission of You Thrive Elementary for Creative Excellence is grounded in the belief that every 
child can thrive when provided with high-quality instruction, individualized academic support, and 
meaningful learning experiences enriched through the arts. The school will implement a curriculum 
aligned to Florida’s B.E.S.T. Standards, integrating visual arts, music, movement, and creative 
expression across core academic subjects while maintaining strong, systematic instruction in literacy, 
mathematics, science, and social studies. Instruction will promote critical thinking, communication, 
creativity, collaboration, and real-world application of knowledge to prepare students for continued 
academic success. 

You Thrive Elementary for Creative Excellence will employ differentiated, data-driven instructional 
practices to meet the diverse academic needs of its students. Evidence-based strategies, arts-
integrated instruction, project-based learning, and experiential education will be used to engage 
students and support mastery of grade-level standards. Ongoing formative assessments and progress 
monitoring will guide instructional decisions and targeted interventions, ensuring students 
demonstrate measurable academic growth each year. 

Arts integration will be intentionally embedded across grade levels and content areas, providing 
students with frequent opportunities to learn through creative processes, performance, design, and 
artistic exploration. Students will engage in interdisciplinary projects that connect academic content 
with artistic expression, fostering innovation, persistence, and higher-order thinking skills essential 
for future academic and career pathways. 

The school is committed to fostering a safe, inclusive, and supportive learning environment. A 
positive school culture grounded in respect, accountability, and high expectations will guide all 
aspects of school operations. Clear behavioral expectations, consistent routines, and early 
identification of student needs will support strong attendance, student engagement, and positive 
behavior outcomes. 

Family and community engagement are essential components of the school’s design. You Thrive 
Elementary for Creative Excellence will actively partner with families, local artists, arts organizations, 
and community partners to support student learning, enrich arts experiences, and strengthen 
connections between the school and the broader Spring Hill and Hernando County communities. 

The charter application outlines a clear governance and leadership structure designed to ensure 
accountability, transparency, and compliance with all applicable laws and district requirements. 
Financial planning reflects a commitment to fiscal responsibility and long-term sustainability, 
ensuring the school has the capacity to operate a high-quality arts-focused educational program that 
prioritizes instructional excellence and student support services. 

Through its emphasis on arts integration, academic rigor, and strong school–community 
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partnerships, You Thrive Elementary for Creative Excellence seeks authorization to provide 
Hernando County families with an additional public-school option that nurtures creativity while 
preparing students for long-term academic achievement and future success. 
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 EDUCATIONAL PLAN 

Section 1: Mission, Guiding Principles and Purpose 

A. Provide the mission and vision statements for the proposed charter school. The mission
is a statement of the fundamental purpose of the school, describing why it exists. The vision
statement outlines how the school will operate and what it will achieve in the long term. The
mission and vision statement provide the foundation for the entire proposal, and taken
together, should illustrate what success looks like.

Vision Statement 

You Thrive Elementary for Creative Excellence will be a high-performing, arts-integrated public 
charter school where students achieve academic excellence through creativity, collaboration, and 
meaningful learning experiences. The school will cultivate confident, innovative thinkers who are 
prepared for continued academic success and positive community engagement. 

Mission Statement 

The mission of You Thrive Elementary for Creative Excellence is to provide a rigorous, standards-
aligned, arts-focused educational program for students in Kindergarten through Grade 5. Through 
intentional arts integration, differentiated instruction, and data-driven practices, the school will build 
strong academic foundations in literacy, mathematics, science, and social studies while fostering 
creativity, communication, and higher-order thinking skills. In partnership with families and the 
community, the school will support the whole child and prepare students for long-term academic 
achievement 

B. Provide the page number(s) of the material within this application that describes how the
proposed school will utilize the guiding principles found in section 1002.33(2)(a), F.S.

In accordance with the law, charter schools shall be guided by the following principles:  

- Meet high standards of student achievement while providing parents flexibility to choose among diverse 
educational opportunities within the state’s public school system. PAGE(S): 5-6, 11, 20-22 
(Executive Summary; Educational Program Design; Assessment & Accountability)

- Promote enhanced academic success and financial efficiency by aligning responsibility and accountability. 
PAGE(S): 20-22, 82-86 (Assessment & Accountability; Budget; Financial Management and 
Oversight)

- Provide parents with sufficient information on whether their child is reading at grade level and whether the 
child gains at least a year’s worth of learning for every year spent in the charter school. PAGE(S) ): 20, 
23-26 (Progress Monitoring; Interim Assessments; Parent Communication of Student 
Performance)
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C. Provide the page number(s) of the material within this application that describes how the 
proposed school will meet the prescribed purposes for charter schools found in section 
1002.33(2)(b), F.S.

In accordance with the law, charter schools shall fulfill the following purposes: 
- Improve student learning and academic achievement. PAGE(S): 11-12, 20-22  (Educational 

Program Design; Student Performance Goals)
- Increase learning opportunities for all students, with a special emphasis on low-performing

students and reading. PAGE(S): 13-19, 21-22 (Curriculum & Instructional Design; MTSS; 
Reading Intervention) 

- Encourage the use of innovative learning methods. PAGE(S): 11-12, 17-18, 22 (Arts-Integrated 
Instruction; Project-Based Learning; Performance Tasks)

- Require the measurement of learning outcomes. PAGE(S): 20-26 (Assessment Systems; Interim 
Assessments; Data Use and Accountability)

D. Provide the page number(s) of the material within this application that describes how the
proposed charter school will fulfill the optional purposes of charter schools found in section
1002.33(2)(c), F.S. If one or more of the optional purposes does not apply to the proposed
school, please note “N/A”. This section is optional.

In accordance with the law, charter schools may fulfill the following purposes:  

- Create innovative measurement tools. PAGES(S): 23-24 (Arts-Integrated Performance Tasks and 
Project Based Assessments)

- Provide rigorous competition within the public school district to stimulate continual improvement in all public 
schools. PAGE(S): 5-6  (Executive Summary - expanded high-quality public school options)

- Expand the capacity of the public school system. PAGE(S): 5-6, 9-10 (Executive Summary; Target 
Population and Enrollment Projections)

- Mitigate the educational impact created by the development of new residential dwelling units. PAGE(S) : N/A
- Create new professional opportunities for teachers, including ownership of the learning program at the school site. 
PAGE (S): 57-65 (Management & Staffing; Professional Development)
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 Section 2: Target Population and Student Body  
 

A. Describe the anticipated student population to be served and how that aligns with the 
school’s mission. Applicants should state if they will give enrollment preference or limit 
the enrollment process, as allowed by law, to certain student populations defined in 
section 1002.33(10)(d) & (ee), F.S.  If the applicant intends to have enrollment 
preferences, they should be described in Section 14 of the application. 

You Thrive Elementary for Creative Excellence anticipates serving a diverse student population 
reflective of the Hernando County community, including students from varied academic 
backgrounds, socioeconomic levels, abilities, and language proficiencies. This includes students 
performing below, at, or above grade level, as well as students with disabilities and English 
Language Learners. The anticipated student population aligns with the school’s mission to 
provide equitable access to high-quality instruction, individualized academic support, and 
meaningful learning experiences enriched through the arts. 

Recruitment efforts will include outreach to families currently served through You Thrive 
Florida’s Early Learning Programs, including Head Start, providing families with information 
about the opportunity to continue their child’s education in a public charter school setting. This 
outreach supports access for families who may otherwise have limited exposure to alternative 
public-school options within the Spring Hill community. 

The school will not limit enrollment to any specific student population and will implement an 
open, non-discriminatory enrollment process in accordance with section 1002.33, Florida 
Statutes. The school does not intend to apply enrollment limitations or preferences for the 
special populations identified in sections 1002.33(10)(d) or (ee), F.S., beyond those expressly 
permitted by law. Any allowable preferences, such as sibling or employee preferences, if 
applicable, are described in Section 14 of this application. 

 

B. If a facility has not been identified in Section 16 of this application, state the geographic 
area which the applicant intends to serve. 

     Spring Hill, Florida 
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C. Provide enrollment projections in the table below for each year of proposed operation. 
These projections are not enrollment caps. Annual capacity determinations will be made 
by the governing board in conjunction with the sponsor per section 1002.33(10), F.S. 

 
 

Grade 
Level 

Number of Students 
Year 1 Year 2 Year 3 Year 4 Year 5 

K 18 18 18 
 

18 
 

18 
 

1 18 
 

18 
 

18 
 
 

18 
 

18 
 

2 18 
 

18 
 

18 
 

18 
 

18 
 

3 18 
 

18 
 

18 
 

18 
 

18 
 

4 22 
 
 

22 
 

22 
 
 

22 
 

22 
 

5 22 22 
 

22 
 

22 
 

22 
 

TOTAL  116 116 116 116 116 

 
D. Provide a brief explanation of how the enrollment projections were developed.  

The enrollment projections for You Thrive Elementary for Creative Excellence were developed 
based on the Spring Hill location, arts-focused instructional model, and the school’s capacity to 
open with full grade-level enrollment while maintaining high-quality instruction and appropriate 
class sizes. 

Spring Hill represents a larger and more densely populated area of Hernando County with 
strong demand for additional public-school options that offer creative, arts-integrated 
programming alongside rigorous academic instruction. The school’s focus on creative excellence, 
combined with its accessibility to families in the Spring Hill area, supports the decision to open 
at full projected enrollment rather than utilizing a phased enrollment model. 

 

E. Briefly explain the rationale for the number of students and grade levels served in year 
one and the basis for the growth plan in subsequent years as illustrated in the table 
above.  
 

Enrollment is projected to remain consistent across the five-year period, reflecting a stable, 
capacity-based enrollment model that prioritizes instructional quality, staffing consistency, and 
fiscal sustainability. The projections are intentionally conservative and designed to support long-
term program stability while meeting anticipated community demand for an arts-focused 
elementary school in Spring Hill. 
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Section 3: Educational Program Design 
 
A. Describe the proposed charter school’s educational program. 

You Thrive Elementary for Creative Excellence will implement a rigorous, arts-integrated 
educational program fully aligned with the Florida B.E.S.T. Standards and the instructional 
expectations of the Hernando County School District. The program is designed to expand 
access to high-quality public education by using the arts as an instructional framework to deepen 
academic understanding while maintaining high expectations and full compliance with state 
accountability requirements. 

The instructional program emphasizes strong foundational skills in literacy and mathematics, 
while intentionally integrating visual arts, music, movement, theater, and creative expression 
across core academic subjects. Arts integration is embedded within standards-based instruction 
to enhance comprehension, engagement, and application of learning. Through interdisciplinary 
projects and creative learning experiences, students develop critical thinking, communication, 
collaboration, and problem-solving skills essential for academic success. 

Instruction is student-centered and data-driven, ensuring that all students demonstrate 
measurable academic growth while engaging in meaningful, expressive, and developmentally 
appropriate learning experiences. 

 
B. Describe the basic learning environment, including rationale for class size and structure 

and how the learning environment supports and is consistent with the mission. 

You Thrive Elementary for Creative Excellence will operate within a classroom-based 
instructional model enhanced by arts-integrated instruction, collaborative learning, and targeted 
academic support. Instructional groupings will support differentiated instruction, creative 
exploration, and individualized feedback. 

Class sizes are intentionally structured to support strong student–teacher relationships, effective 
classroom management, and the implementation of arts-integrated instructional strategies. 
Smaller learning environments allow teachers to provide frequent feedback, facilitate creative 
collaboration, and monitor student progress closely. 

Instructional spaces will be designed to support creative learning, performance, collaboration, 
and project-based instruction aligned with the school’s mission of creative excellence. The 
learning environment promotes academic rigor, positive classroom culture, and student 
engagement through consistent routines, clear expectations, and purposeful instruction. This 
model supports the school’s mission by fostering creativity while ensuring academic mastery. 

C. Describe the research base used to design the educational program. 

The educational program at You Thrive Elementary for Creative Excellence is grounded in 
research-based instructional practices shown to improve student achievement, including explicit 
instruction, structured literacy, differentiated instruction, and data-driven decision-making. The 
program incorporates a Multi-Tiered System of Supports (MTSS) to address academic needs 
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through tiered instruction, targeted interventions, and ongoing progress monitoring to ensure all 
students receive appropriate levels of support. 

Arts integration is supported by research demonstrating that instruction incorporating visual and 
performing arts enhances student engagement, motivation, conceptual understanding, and 
retention of academic content. Studies in elementary education indicate that arts-integrated, 
interdisciplinary learning strengthens critical thinking, creativity, communication, and problem-
solving skills while supporting literacy and mathematics achievement. By embedding the arts into 
core instruction, students are provided multiple pathways to access content, demonstrate 
understanding, and apply learning in meaningful ways. 

Small class sizes, collaborative learning structures, and frequent formative assessment further 
align with Florida Department of Education guidance and established research on effective 
elementary instruction. The intentional integration of the arts within a structured academic 
framework supports both academic rigor and creative development, ensuring students are 
prepared for continued success in future grades 

D. Provide a sample daily schedule and school annual calendar, including the annual  
number of days and hours of instructional time as Attachment B. (Note: if approved, the 
Governing Board will formally adopt an annual calendar)  

 
A sample daily schedule and school annual calendar, including the annual number of 
instructional days and hours, is provided as Attachment B. If approved, the Governing Board 
will formally adopt the annual calendar in accordance with state and district requirements. 

 

E.  Explain how the services the school will provide to the target population support 
attainment of the state-adopted standards, as required by section 1002.33, F.S. 

 
You Thrive Elementary for Creative Excellence will provide standards-aligned, arts-integrated 
instruction based on Florida’s state-adopted standards through a structured, classroom-based 
instructional model. Core instruction in English Language Arts, mathematics, science, and social 
studies will be delivered using district-aligned curriculum resources, research-based instructional 
strategies, and ongoing progress monitoring. 

Differentiated instruction, targeted interventions through the Multi-Tiered System of Supports 
(MTSS), and arts-based enrichment opportunities will ensure that all students in the targeted 
population receive the support necessary to master grade-level standards. Instructional practices 
are designed to promote academic growth, deepen conceptual understanding, and ensure 
compliance with section 1002.33, Florida Statutes, providing equitable access to high-quality 
public education. 
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Section 4: Curriculum and Instructional Design 

 
A.  Describe the school’s curriculum in the core academic areas, illustrating how it will 

prepare students to achieve Florida standards. Describe the primary instructional 
strategies that the school will expect teachers to use and why they are appropriate for the 
anticipated student population. Describe the methods and systems teachers will have for 
providing differentiated instruction to meet the needs of all students, including how 
students who enter the school below grade level will be engaged in and benefit from the 
curriculum and the formalized multi-tiered level of supports that will be provided to 
students who are performing below grade level. 

You Thrive Elementary for Creative Excellence will implement a standards-aligned, arts-
integrated curriculum in English Language Arts, Mathematics, Science, and Social Studies 
designed to ensure all students meet or exceed Florida’s state-adopted B.E.S.T. Standards. 
Instruction will be delivered through a structured, classroom-based instructional model using 
district-aligned curriculum resources and pacing guidance to support vertical and horizontal 
alignment across grade levels. 

The curriculum prioritizes strong foundational skills in literacy and mathematics while 
intentionally embedding the arts across academic content areas. Instruction is designed to 
promote critical thinking, creativity, collaboration, and the meaningful application of knowledge 
through interdisciplinary, arts-integrated learning experiences that connect academic concepts to 
authentic and engaging contexts 

English Language Arts (ELA) 
English Language Arts instruction will emphasize structured literacy, including explicit 
instruction in phonemic awareness, phonics decoding and encoding, fluency, vocabulary 
development, and comprehension. Instruction will be aligned to the Florida B.E.S.T. Standards, 
with students engaging in daily reading and writing tasks designed to build strong foundational 
and grade-level literacy skills. 

Students will read content-rich informational and literary texts connected to science, social 
studies, and the arts to build background knowledge, strengthen comprehension, and support 
interdisciplinary learning. Texts will be intentionally selected to reflect increasing complexity 
across grade levels and to support analysis, discussion, and written response. 

For grades 3–5, word study instruction will explicitly address morphology, multisyllabic word 
decoding, academic vocabulary, spelling patterns, and word meaning. Students will analyze word 
structure, roots, prefixes, and suffixes to support reading fluency, vocabulary acquisition, and 
comprehension of complex texts. Word study instruction will be integrated into reading and 
writing tasks to reinforce transfer of skills across content areas. 

Writing instruction for grades in Kindergarten through Grade 5 will include a balanced focus on 
informative/explanatory, opinion, and narrative writing, aligned to grade-level standards. 
Students will learn to plan, draft, revise, and edit writing using evidence from texts, clear 
organizational structures, and appropriate language conventions. Instruction will emphasize 
evidence-based responses, opinion writing supported by reasons and details, and informative 
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writing that clearly conveys ideas and content knowledge. 

Students will also engage in creative and design-based writing tasks connected to 
interdisciplinary projects and the arts. These experiences will support creativity, communication, 
and the ability to clearly express ideas across academic contexts. Writing instruction will be 
scaffolded across grade levels to ensure students develop the skills necessary for academic 
success and effective communication. 

Science and Social Studies 

Science and social studies instruction will follow Florida’s B.E.S.T. Standards and will emphasize 
inquiry-based, experiential, and exploration-centered learning experiences. Students will engage 
in observation, investigation, discussion, research, and analysis to deepen content understanding 
and develop scientific, historical, and civic reasoning skills. 

The arts will be intentionally embedded as a core instructional approach, allowing students to 
demonstrate understanding through visual representation, performance, design, storytelling, and 
presentation. Students may express learning through artwork, movement, dramatic 
interpretation, models, and multimedia projects, providing multiple pathways for engagement 
and mastery. Literacy skills will be integrated through close reading of complex texts, analysis of 
informational sources, and communication of ideas through writing, discussion, and creative 
presentations. Instruction will emphasize real-world connections and interdisciplinary learning to 
strengthen relevance and understanding. 

Instructional Strategies 

Teachers will employ research-based instructional strategies that support diverse learners and 
promote mastery of grade-level standards, including: 

• Explicit instruction with clearly defined learning targets 
• Gradual release of responsibility (I Do, We Do, You Do) 
• Small-group instruction and targeted practice 
•  Frequent formative assessment and timely feedback 
• Academic discourse, collaboration, and creative problem-solving 
• Project-based and arts-integrated learning tasks 
•  Differentiated instruction through flexible grouping 
• Corrective feedback to support growth and mastery 

These instructional strategies are appropriate for the anticipated student population as they 
provide structured academic support, encourage creativity and self-expression, allow for targeted 
intervention or enrichment, and ensure students actively engage with rigorous academic content. 

Instruction will be data-driven, with teachers routinely analyzing assessment results to adjust 
instruction, reteach concepts, and extend learning through arts-integrated enrichment 
opportunities that deepen understanding and application of content. 

Differentiated instruction will be delivered through a formal Multi-Tiered System of Supports 
(MTSS) framework: 
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• Tier 1: High-quality, standards-aligned core instruction with arts-integrated learning 
experiences for all students 

• Tier 2: Targeted small-group interventions aligned to identified academic needs 
• Tier 3: Intensive, individualized interventions for students performing significantly 

below grade level 

Students entering the school below grade level will participate in diagnostic assessments to 
identify specific skill gaps. These students will receive targeted intervention during scheduled 
intervention blocks focused on accelerating foundational skills while maintaining access to 
grade-level, arts-integrated instruction. Progress will be monitored regularly to ensure 
interventions are effective and adjusted as needed. 

Teachers will use data from i-Ready and STAR assessments to differentiate instruction, identify 
learning gaps, and provide targeted interventions and enrichment aligned to individual student 
needs within an arts-focused instructional framework. 

Mathematics Curriculum and Differentiation 
Mathematics instruction at You Thrive Elementary for Creative Excellence will be aligned to 
Florida’s B.E.S.T. Standards for Mathematics and will emphasize: 

• Conceptual understanding 
• Procedural fluency 
• Mathematical reasoning 
• Real-world application through arts-integrated problem solving 

Core mathematics instruction will include explicit teaching, guided practice, independent 
application, and frequent checks for understanding. Instruction will intentionally incorporate 
visual models, creative representation, design-based tasks, and real-world contexts to support 
understanding and engagement while maintaining a strong focus on mathematical accuracy and 
reasoning. 

Students Performing at or Above Grade Level 
Students performing at or above grade level will participate in enrichment and extension 
activities designed to deepen understanding and promote higher-order thinking, including: 

• Multi-step and open-ended problem-solving tasks 
• Application of mathematics through creative design challenges, visual modeling, and 

arts-integrated projects 
• Opportunities for accelerated learning and extension within the core mathematics 

curriculum 

Students Performing Below Grade Level 
Students performing below grade level will receive targeted mathematics intervention focused on 
addressing identified skill gaps while maintaining access to grade-level instruction. Intervention 
will emphasize: 

• Foundational mathematics skills 
• Number sense and mathematical operations 
• Targeted remediation aligned to individual learning needs 
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Intervention will be delivered through small-group instruction and scheduled in addition to, not 
in place of, core grade-level mathematics instruction. Hands-on learning experiences, visual 
supports, and arts-integrated activities will be used to reinforce concepts, support engagement, 
and strengthen understanding. Progress will be monitored regularly to ensure interventions are 
effective and adjusted as needed. 

B.  
o  If the curriculum is fully developed, summarize curricular choices (e.g. textbooks) by 
core subject and the rationale for each. Include as Attachment C, a sample course scope 
and sequence3 for each core subject for each division (elementary, middle, and high 
school) the school would serve. 
o If the curriculum is not yet fully developed, describe any curricular choices made to 
date and proposed curricular choices (e.g. textbooks, etc.) and explain the plan for how 
the curriculum will be completed between approval of the application and the opening 
of the school. This should include a timeline, milestones, and individuals responsible for 
included tasks. Also, describe the focus of the curriculum plan and explain how the 
curriculum will be implemented. Include what core subject areas will be offered and 
provide evidence on how the curriculum will be aligned to Florida standards. 
o Provide evidence that reading is a primary focus of the school and that there is a 
research-based curriculum and set of strategies for students who are reading at grade 
level or higher and, independently, a curriculum and strategy for students reading below 
grade level. Include the school’s reading curriculum as Attachment D. 
 

With Hernando County School District’s recent adoption of Benchmarks Education for K–5 
English Language Arts, and with K–5 mathematics entering an adoption year in 2026, Spring 
Hill Elementary for Creative Excellence will coordinate closely with district curriculum 
leadership to review adopted and proposed instructional materials to determine alignment with 
the school’s instructional model. This review will consider structured literacy expectations, 
mathematical reasoning practices, instructional planning processes, and the academic and 
developmental needs of students. 

Instructional planning will be guided by Florida’s B.E.S.T. Standards, district pacing 
expectations, and assessment data. In addition to district-adopted resources, teachers will utilize 
CPALMS as a core instructional planning and alignment tool—particularly in Social Studies—to 
support standards-based lesson design, access to vetted instructional resources, and 
interdisciplinary integration. 

To support arts-integrated instruction and hands-on learning, the school will implement project-
based learning experiences that emphasize creative expression, design, performance, and visual 
representation aligned to grade-level standards. These experiences will be embedded within 
English Language Arts, mathematics, science, social studies, and interdisciplinary instructional 
blocks to reinforce critical thinking, collaboration, communication, and real-world application of 
learning. 

The school will remain informed of district adoption timelines and implementation guidance 
while continuing to receive curriculum information, professional development, and 
implementation support through its established relationships with Savvas, McGraw Hill, and 
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Cengage. Final curriculum decisions will be informed by staff input, student performance data, 
instructional effectiveness, and standards alignment, ensuring coherent instructional planning 
and continuous academic improvement. 

Selected curricula will be implemented alongside i-Ready and STAR to support: 

• Universal screening 
• Ongoing progress monitoring 
• Data-informed instructional decision-making 

Instructional Design Plan 

English Language Arts (ELA): 

• Curriculum aligned to Florida B.E.S.T. Standards 
• Structured literacy approach 
• Instruction in phonemic awareness, phonics decoding and encoding, fluency, vocabulary 

development, and comprehension 
• Writing aligned to state expectations, including opinion, informative, and narrative 

writing 
• Knowledge-building texts connected to science, social studies, and the arts 

Mathematics: 

• Alignment to Florida B.E.S.T. Standards for Mathematics 
• Emphasis on conceptual understanding and procedural fluency 
• Mathematical reasoning through real-world and arts-integrated problem solving 
• Daily practice supported by formative assessment and small-group instruction 

Science and Social Studies: 

• Instruction aligned to Florida B.E.S.T. Standards 
• Inquiry-based, experiential, and exploration-centered learning 
• Content-rich learning experiences supported by reading, discussion, and writing 
• Cross-curricular literacy and intentional arts integration 
• Real-world application of academic concepts 

Arts-Enriched Field Experiences 

Unique to You Thrive Elementary for Creative Excellence will be the intentional integration of 
arts-enriched learning experiences that extend instruction beyond the traditional classroom 
setting. These experiences are designed to reinforce academic standards, deepen conceptual 
understanding, and provide meaningful connections to the visual and performing arts. 

Arts-enriched experiences will include a combination of in-person workshops, virtual field trips, 
and local arts-based learning opportunities. Students will participate in artist-led workshops, 
interactive virtual experiences with museums, theaters, and cultural institutions, and community-

1717



 
 
 

 

 

based learning experiences with local arts organizations. These opportunities will be aligned to 
grade-level standards and instructional units and will support applied learning through 
observation, creative expression, performance, design, and reflection in authentic cultural and 
community settings.  

 
C.  If the school will adopt or develop additional academic standards beyond those 

mandated by the state, explain the types of standards (e.g., content areas, grade levels). 
Describe the adoption or development process. Select one grade level and subject area 
as an example and explain how these additional standards exceed required standards 
and contribute to meeting the mission of the school. N/A 

 

D. Describe the research base and foundation materials that were used or will be used to 
develop the curriculum. 

The curriculum at You Thrive Elementary for Creative Excellence will be grounded in research-
based instructional practices and aligned with Florida’s B.E.S.T. Standards and district 
instructional expectations. Curriculum development is informed by evidence-based research 
supporting structured literacy, explicit instruction, scaffolded learning, instructional centers, and 
frequent progress monitoring as effective approaches to improving student achievement, 
particularly in reading and mathematics. 

Foundational materials guiding curriculum design include state-adopted standards, district pacing 
expectations, the District Reading Plan, and CPALMS, which serves as a primary planning and 
alignment resource—particularly for Social Studies—to ensure standards-based lesson design 
and access to vetted instructional resources. Curriculum planning across English Language Arts, 
Mathematics, Science, and Social Studies is further informed by assessment data from tools such 
as i-Ready and STAR, classroom-based formative assessments, and best practices associated with 
Multi-Tiered System of Supports (MTSS) frameworks. 

Because specific curriculum programs have not yet been finalized, instructional materials will be 
selected following application approval in collaboration with district curriculum leadership and 
with meaningful input from instructional staff. Teachers and school leaders will participate in 
curriculum reviews to evaluate alignment to standards, instructional rigor, coherence across 
grade levels, and responsiveness to student needs. 

The school has prior experience implementing research-based curriculum resources commonly 
used in Florida classrooms, including materials from providers such as Savvas, McGraw Hill, 
Cengage, and Benchmarks Education. In addition, the school is reviewing arts-focused and arts-
integrated curriculum resources currently used in elementary programs across the state for 
potential adoption. If determined to be aligned with district expectations and the school’s 
instructional model, these or similar state-approved resources may be considered. Final 
selections will be based on standards alignment, instructional effectiveness, staff input, and 
student performance data. 

The instructional model incorporates interdisciplinary and arts-integrated learning to enhance 
student engagement and understanding. Instructional centers will be used regularly to support 
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small-group instruction and differentiation. Arts integration will be embedded across content 
areas through visual arts, music, movement, and creative expression. Social Studies instruction 
will utilize CPALMS for planning and standards alignment, and students will participate in 
virtual learning experiences and education beyond the classroom, including virtual field trips, 
artist workshops, and community-based arts experiences. 

Instructional materials and practices will be reviewed regularly using student performance data, i-
Ready and STAR results, and classroom-based evidence to ensure instructional rigor, 
accessibility for diverse learners, and continuous improvement 

E. Describe proposed curriculum areas to be included other than the core academic areas. 

Hands-on, inquiry-driven instruction will be supported through the integration of arts-focused 
and arts-integrated learning experiences that emphasize creative processes, design, and 
expression. Students will engage in standards-aligned visual and performing arts activities that 
connect academic content to creative application, allowing learners to demonstrate 
understanding through artmaking, performance, design, and presentation. 

These learning experiences will be embedded across English Language Arts, mathematics, 
science, social studies, and interdisciplinary instructional blocks. Instruction will promote applied 
problem-solving, collaboration, and authentic tasks that connect academic concepts to real-
world and cultural contexts. Arts integration will be used to deepen engagement, enhance 
conceptual understanding, and support multiple pathways for students to access and apply 
grade-level content. Florida arts curricula and instructional resources currently used in 
elementary programs across the state are under consideration, including research-based visual 
arts, music, drama, and arts-integration platforms aligned to Florida’s B.E.S.T. Standards and 
district instructional expectations. 

F.  Discuss the system and structures the school will implement for students at risk of not 
meeting academic requirements or of dropping out. 

You Thrive Elementary for Creative Excellence will implement a student-centered system of 
supports designed to identify and assist students who may be at risk of not meeting academic 
requirements. The school’s approach emphasizes early identification, timely intervention, and 
strong partnerships with families to ensure students remain engaged, supported, and successful. 

Student progress will be monitored through frequent data review, including classroom-based 
assessments and schoolwide screening and progress monitoring tools. Instructional teams will 
regularly analyze academic and behavioral data to identify students in need of additional support 
and to adjust instruction and interventions accordingly. 

When concerns are identified, the school will maintain ongoing communication with students 
and families to clearly explain expectations, share progress, and collaborate on support strategies. 
Parents will receive regular updates regarding student performance, intervention plans, and 
progress toward goals, ensuring transparency and shared responsibility for student success. 

The school will implement a Multi-Tiered System of Supports (MTSS) framework that provides 
targeted academic interventions, small-group instruction, and differentiated support within the 
general education setting. When appropriate, student services staff including instructional 
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support personnel and other qualified staff, will be engaged to provide additional assistance and 
coordinate supports tailored to individual student needs. 

Clear expectations, consistent routines, and proactive communication will reinforce a positive 
learning environment and help students stay connected to school. Through structured supports, 
responsive interventions, and open lines of communication with families, You Thrive 
Elementary will work to ensure all students remain on track academically and are provided with 
the support necessary to meet grade-level expectations. 

Assessment and Accountability 
State and District Assessments 

You Thrive Elementary for Creative Excellence will fully participate in Florida’s statewide 
assessment system and all required district assessments used by Hernando County Schools, 
including: 

• Florida Assessment of Student Thinking (FAST) for ELA and Mathematics 
• Statewide summative assessments required by the Florida Department of Education 
• District benchmark and interim assessments 
• Universal screening tools for early literacy and mathematics 
• Ongoing formative classroom assessments 

Progress Monitoring and Data Use 
Assessment data will be used systematically to: 

• Monitor individual student progress toward grade-level proficiency 
• Identify students requiring additional academic support 
• Inform instructional planning and differentiation 
• Communicate academic progress clearly and regularly to families 

Teachers and school leaders will conduct regular data reviews to ensure students demonstrate 
measurable academic growth and achieve at least one year of learning for each year of 
enrollment. 

Accountability and Continuous Improvement 
The school will maintain full accountability in alignment with district and state requirements by: 

• Reporting assessment results to parents in a timely and transparent manner 
• Monitoring reading proficiency and mathematics achievement 
• Ensuring compliance with all assessment administration protocols 
• Using performance data to guide instructional improvement 

Assessment of results and instructional data will be used continuously to strengthen the 
educational program. Instructional adjustments, professional development, and targeted 
academic supports will be implemented as needed to improve student outcomes and ensure 
alignment with district and state expectations 
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Section 5: Student Performance 
 
A. Describe the expected incoming baseline of student academic achievement of students 

who will enroll in the school. Based upon the expected incoming baseline performance, 
describe the school’s goals for academic growth and improvement that students are 
expected to show each year and the rationale for those goals. Describe how the school’s 
academic goals and objectives for improving student learning will be revised if the actual 
incoming baseline is substantially different than the expected baseline. Describe how 
success will be evaluated, and the desired overall results to be attained through 
instruction. 

You Thrive Elementary for Creative Excellence anticipates enrolling a diverse student 
population reflective of the local community, including students entering below, at, and above 
grade-level expectations. Based on local district and state data trends, the school expects a 
significant portion of incoming students, particularly in early grades, to perform below grade 
level in foundational literacy and mathematics skills. 

Academic Growth and Improvement Goals 

Given this expected baseline, the school establishes the following annual academic performance 
goals: 

• Literacy: At least 65% of students will demonstrate one or more years of growth in 
reading as measured by state-approved and interim assessments, with annual increases 
toward grade-level proficiency. 

• Mathematics: At least 65% of students will demonstrate one or more years of growth in 
mathematics, with emphasis on reasoning, problem-solving, and application of 
mathematical concepts. 

• Science: Students will demonstrate increasing proficiency in scientific inquiry, data 
analysis, and application of scientific concepts through standards-aligned assessments 
and performance-based learning tasks. 

• Subgroup Performance: Achievement gaps among student subgroups will be reduced 
annually through targeted supports, differentiated instruction, and inclusive instructional 
practices. 

Rationale 

These goals reflect high expectations while recognizing the instructional demands of serving 
students with varied academic readiness. The school’s arts-integrated instructional model 
supports accelerated growth by connecting literacy, mathematics, science, and social studies 
content to creative expression, visual representation, performance, and applied learning 
experiences that enhance engagement and conceptual understanding. 
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Adjustment of Goals 

If incoming baseline data significantly differs from expectations, the leadership team will review 
and revise growth targets, intervention thresholds, and instructional pacing as needed while 
maintaining rigorous expectations aligned with state accountability requirements. 

Evaluation of Success 

Success will be evaluated through multiple measures, including: 

• State accountability results 
• Interim assessment growth data 
• Classroom-based formative assessments 
• Arts-integrated performance tasks, projects, and student work samples 

The desired outcome is consistent academic growth, increasing proficiency rates, and strong 
preparation for continued academic success. 

B.  Describe any mission-specific educational goals and targets for the school not captured 
by state accountability requirements. State goals clearly in terms of the measures or 
assessments the school plans to use. 

Mission-Specific Educational Goals 

In addition to state accountability measures, the school will pursue the following arts-focused 
goals: 

• Creative Application of Learning: 
All students will participate in standards-aligned, arts-integrated projects that demonstrate 
understanding of academic content through visual arts, performance, design, or 
presentation, assessed using project rubrics. 

• Communication and Expression: 
Students will demonstrate growth in communication skills through written, oral, visual, 
and performance-based assessments connected to academic instruction. 

• Arts Integration: 
Students will apply visual and performing arts to enhance comprehension, creativity, and 
conceptual understanding across core content areas. 

Progress toward these goals will be measured through project-based assessments, rubrics, 
student portfolios, and performance tasks. 

Placement and Progression  
C.  Describe the school’s student grade level and course placement procedures. 

Students will be placed in grade levels based on age and prior academic records in accordance 
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with the Hernando County School District Pupil Progression Plan. Beginning-of-year diagnostic 
assessments in reading and mathematics will be administered to establish baseline performance 
and inform instructional grouping, differentiation, and intervention supports.  

D. State whether the applicant intends to use the local school district’s pupil progression 
plan. If not, explain the policies and standards for promoting students from one grade 
level to the next or provide the pupil progression plan as Attachment E. 

You Thrive Elementary for Creative Excellence intends to adopt and follow the Hernando 
County School District’s Pupil Progression Plan, including all state-mandated promotion 
requirements. Any school-specific procedures will fully comply with district and state policy. 
(See Attachment E, if applicable.)  

E. If the school will serve high school students, describe the methods used to determine if a 
student has satisfied the requirements specified in section 1003.428, F.S., and any 
proposed additional requirements. 

Not applicable. The school will serve students in Kindergarten through Grade 5.  

F.  Discuss how and when promotion and graduation criteria will be communicated to 
parents and students. 

 
Promotion criteria and academic expectations will be communicated to families and students 
through: 

• Parent handbooks 
• Charter Application 
• Beginning-of-year meetings 
• Report cards and progress reports 
• Student planners 
• Family communication platforms 
• Individual academic conferences as needed 

 

Assessment and Evaluation 
 
G.  In addition to all mandatory assessments, identify the primary interim assessments the 

school will use to assess student learning needs and progress throughout the year 
(including baseline assessments) including a proposed assessment schedule as 
Attachment F. Provide the rationale for selecting these assessments, including an 
explanation of how these assessments align with the school’s curriculum, performance 
goals, and state standards.  

In addition to all state-required assessments, You Thrive Elementary for Creative Excellence will 
implement a comprehensive interim assessment system to monitor student progress, inform 
instruction, and support continuous academic improvement. 
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The school will utilize the following interim and formative assessments: 

• Baseline Diagnostics (Beginning of Year): 
Diagnostic assessments administered at the beginning of the school year to establish 
each student’s instructional baseline, identify strengths and instructional needs, and 
inform initial instructional grouping and supports. 

• Quarterly Interim Assessments in English Language Arts and Mathematics: 
Standards-aligned interim assessments administered quarterly to measure student 
progress toward grade-level expectations and guide instructional planning, 
differentiation, and intervention. 

• Arts-Integrated Performance Tasks and Projects: 
Performance-based assessments embedded within the instructional program that allow 
students to demonstrate understanding of academic content through visual arts, 
performance, design, presentation, and creative expression. These tasks will be aligned to 
grade-level standards and evaluated using clear rubrics. 

• Formative Classroom Assessments: 
 Ongoing classroom-based assessments, including observations, checks for 
understanding, student work samples, and informal assessments, used to provide timely 
feedback and adjust instruction in real time. 

Assessment data will be reviewed regularly by instructional teams and school leadership to guide 
instructional decision-making, identify students in need of additional support or enrichment, and 
ensure continuous academic growth. 

 
H. Describe how student assessment and performance data will be used to evaluate and 

inform instruction. Who will be responsible for managing the data, interpreting it for 
classroom teachers, and leading or coordinating professional development to improve 
student achievement? 

Student academic progress at You Thrive Elementary for Creative Excellence will be monitored 
using a comprehensive assessment system that includes i-Ready Diagnostic Assessments in 
reading and mathematics and STAR assessments for universal screening and progress 
monitoring. These assessments will be administered at multiple points throughout the school 
year to establish baseline performance, measure academic growth, and inform instructional 
decision-making. 

Assessment implementation and data review will be coordinated by the Principal, in 
collaboration with the school’s Assessment Teacher, Team Lead, and MTSS Coordinator, and 
supported by the Hernando County School District assessment team. Instructional staff will 
participate in regular student data chats, during which teachers, the MTSS Coordinator, and 
support staff analyze assessment results, monitor progress, discuss instructional strategies, and 
identify students requiring intervention or enrichment. 

To ensure effective use of assessment data, teachers will receive ongoing training on assessment 
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administration, data interpretation, progress monitoring, and instructional planning. Training will 
be provided through district-supported professional development, on-site coaching, and 
collaborative planning sessions, enabling teachers to effectively use data to adjust instruction, 
implement MTSS supports, and improve student outcomes. 

 
I. Explain the training and support that school leadership and teachers will receive in 

analyzing, interpreting, and using performance data to improve student learning. 

Assessment data will be reviewed regularly by instructional teams through scheduled data reviews 
and collaborative planning sessions. Results will be used to guide differentiation, targeted 
interventions, enrichment opportunities, and instructional adjustments to ensure all students are 
supported in meeting academic expectations. 

These assessments align directly with Florida B.E.S.T. Standards and the school’s arts-integrated 
instructional program, providing actionable data to monitor student progress and inform 
instructional decision-making. A detailed assessment calendar will be included as Attachment F.  

 
J.   Describe the corrective actions the school would take if it falls short of student academic 

achievement expectations or goals at the school-wide, classroom, sub-group, or 
individual student level. Explain what would trigger such corrective actions and who 
would be responsible for implementing it.  

You Thrive Elementary for Creative Excellence will implement a structured system of ongoing 
monitoring and corrective action to address situations in which student academic achievement 
falls short of established expectations or goals at the school-wide, classroom, subgroup, or 
individual student level. The school’s approach emphasizes early identification, timely 
intervention, and continuous instructional improvement. 

Triggers for corrective action will include, but are not limited to: 

• Student performance below expected benchmarks on interim or progress monitoring 
assessments 

• Failing grades at progress report and nine-week reviews 
• Lack of expected growth identified during four-week and nine-week grading reviews 
• Patterns identified through classroom observations, walkthroughs, or instructional 

reviews 
• Performance gaps among student subgroups or within specific classrooms 

Monitoring and Checkpoints 
Ongoing checkpoints will include: 

• Regular classroom observations and instructional walkthroughs conducted by school 
leadership 

• Teacher meetings and collaborative planning sessions focused on instructional 
effectiveness 

• Student data reviews conducted at four-week and nine-week grading intervals to analyze 
progress and identify trends 
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Corrective Actions and Supports 
When areas of concern are identified, corrective actions may include: 

• Adjustments to instructional strategies, pacing, or materials 
• Targeted student interventions through the MTSS framework 
• Increased small-group or individualized instruction 
• Additional instructional coaching, modeling, or professional development for teachers 
• Revised intervention plans based on updated student data 

      Roles and Responsibilities 

The Principal, in collaboration with the Team Lead, MTSS Coordinator, Assessment 
Coordinator, and all other instructional staff, will be responsible for implementing and 
monitoring corrective actions. Teachers will actively participate in data discussions, instructional 
planning, and implementation of supports. Student services staff and district resources will be 
engaged as needed to provide additional guidance and support. 

Corrective actions will be reviewed regularly to evaluate effectiveness, and adjustments will be 
made as needed to ensure instructional practices and supports are responsive to student needs 
and performance data. This continuous improvement process ensures that both students and 
teachers receive the support necessary to achieve academic success. 

K. Describe how student assessment and performance information will be shared with 
students and with parents.  

You Thrive Elementary for Creative Excellence will ensure that student assessment and 
performance information is shared regularly and transparently with both students and parents. 
Academic progress, grades, and assessment results will be communicated through Skyward, 
Hernando County School District’s student information system, providing families with timely 
access to student performance data. 

In addition, student data chats will be conducted before and after all progress monitoring 
assessment windows. During these discussions, teachers will review assessment results with 
students, explain strengths and areas for growth, and work collaboratively with students to set 
academic goals, including on-grade-level goals and stretch goals. These conversations will help 
students understand their progress and take ownership of their learning. 

Parents will be included in ongoing communication regarding student performance through 
parent–teacher conferences, progress reports, and targeted outreach, as needed. Assessment data 
will be shared in a clear and understandable manner to support family engagement and 
collaboration in student goal-setting and academic support. 

Through consistent communication, data transparency, and goal-focused discussions, the school 
will foster strong partnerships with families and support continuous academic growth for all 
students. 
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L.  Describe the plan for protecting the privacy of individual student academic performance 
data and other student-related information. 

You Thrive Elementary for Creative Excellence is committed to protecting the privacy and 
confidentiality of individual student academic performance data and all student-related 
information in accordance with applicable federal and state laws, including FERPA, and 
Hernando County School District requirements. 

Confidentiality and discretion are priorities when discussing student data. Student academic 
information will be shared with students and parents in a respectful and discreet manner, 
whether during in-person conferences, data chats, or phone communications. Staff will be 
trained to ensure that conversations regarding student performance occur privately and that 
sensitive information is not disclosed to unauthorized individuals. 

All student academic records and assessment data will be securely maintained through Skyward, 
the district-approved student information system. Access to Skyward is role-based and password 
protected, ensuring that parents and students can view only their own data, while staff access is 
limited to information necessary to perform their professional responsibilities. 

The school will adhere to strict security procedures during testing and assessment 
administration, including protocols for handling, storing, and securing assessment materials 
before, during, and after testing. All testing procedures will follow district and state guidelines to 
ensure the integrity and confidentiality of student assessment data. 

Through secure data systems, staff training, and established confidentiality protocols, You 
Thrive Elementary for Creative Excellence will ensure that student academic performance data 
and personal information are protected at all times. 
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Section 6: Exceptional Students 

 
You Thrive Elementary for Creative Excellence is committed to providing a free appropriate public 
education (FAPE) to all students with disabilities in accordance with the Individuals with Disabilities 
Education Act (IDEA), Section 504 of the Rehabilitation Act, the Americans with Disabilities Act 
(ADA), and all applicable Florida Statutes and State Board of Education Rules. The school will 
ensure that exceptional student education (ESE) services are delivered in a manner that supports 
inclusion, access to the general education curriculum, and measurable academic and functional 
progress for all eligible students. 

A.  Provide the school’s projected population of students with disabilities and describe how 
the projection was made. 

You Thrive Elementary for Creative Excellence projects that approximately five students per 
grade level will be identified as students with disabilities. This projection is based on a review of 
current enrollment data from BEST Academy, the organization’s existing middle school charter, 
as well as historical data and observed trends from You Thrive Florida’s Early Learning and 
Head Start feeder programs serving the Spring Hill community. 

Using these same data sources, the school also anticipates a higher number of students requiring 
Section 504 accommodations. Trends from BEST Academy and early learning programs indicate 
that a portion of the student population benefits from accommodations to support access to 
instruction, even when students do not qualify for special education services. 

These projections allow the school to plan appropriately for staffing, supports, and compliance 
with state and federal requirements. Enrollment data and student needs will be reviewed 
annually and adjusted as needed based on actual enrollment, evaluations, and eligibility 
determinations conducted in accordance with applicable laws. 

B.  Describe how the school will ensure that students with disabilities will have an equal 
opportunity of being selected for enrollment in the charter school. 

You Thrive Elementary for Creative Excellence will ensure that students with disabilities have an 
equal opportunity to be selected for enrollment through an open, non-discriminatory enrollment 
process conducted in full compliance with federal and state law, including IDEA, Section 504, 
the ADA, and section 1002.33, Florida Statutes. 

The school will not use academic ability, disability status, prior special education placement, or 
the need for special education or related services as criteria for enrollment. All enrollment 
materials, application procedures, and communications will be accessible to families, and support 
will be provided as needed to ensure families understand the enrollment process. 

If applications exceed capacity, enrollment will be determined through a random lottery in 
accordance with state law. Students with disabilities will participate in the same lottery process as 
all other applicants and will not be excluded or disadvantaged based on disability status. 

You Thrive Elementary for Creative Excellence is designed to serve students primarily in a 
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general education setting with supports and services provided through inclusion and 
consultation models. During the enrollment and staffing process, the school will work 
collaboratively with families and the Hernando County School District to review individual 
student needs and determine how services can be appropriately delivered within the school’s 
instructional program. Placement decisions will be made in accordance with applicable laws and 
in consideration of the least restrictive environment. 

Once enrolled, students with disabilities will receive services and accommodations aligned to 
their Individualized Education Programs (IEPs) or Section 504 plans to ensure meaningful 
access to the school’s educational program. 

C.  Describe how the school will work with the sponsor and through the Individual 
Education Plan IEP process when necessary to ensure students with disabilities    
receive a free appropriate education FAPE in the least restrictive environment (LRE). 

You Thrive Elementary for Creative Excellence will work collaboratively with the Hernando 
County School District, as the charter sponsor, to ensure that all students with disabilities receive 
FAPE in the least restrictive environment in accordance with IDEA and applicable state and 
district requirements. 

The school will actively participate in the IEP process, including timely identification, evaluation, 
eligibility determination, and development and implementation of IEPs. School personnel will 
collaborate with district staff, service providers, and families to ensure that IEP goals, 
accommodations, and services are appropriately delivered within the general education setting 
whenever possible, with supplementary aids and supports provided as needed. 

Placement decisions will be made on an individualized basis, guided by student needs, data, and 
team input, with a strong commitment to maintaining students in inclusive settings to the 
maximum extent appropriate. The school will collaborate with the sponsor, families, and service 
providers to adjust supports, services, or placement as needed to promote student success. 

D. Describe the methods the school will use to identify students with disabilities that have 
not yet been identified. 

You Thrive Elementary for Creative Excellence will use a systematic and collaborative process 
to identify students with disabilities who have not yet been identified. Students will be monitored 
through universal screening, classroom-based assessments, and ongoing progress monitoring. 
Teachers will document concerns related to academic performance, behavior, communication, 
or development and refer students to the school’s MTSS team for review. 

When concerns persist despite targeted interventions, the school will collaborate with parents 
and the Hernando County School District to initiate the formal evaluation process, obtaining 
parental consent prior to evaluation and following all IDEA and district procedures. 

E.  Describe the programs, strategies, and supports the school will provide, including 
supplemental supports and services and modifications and accommodations to ensure 
the academic success of students with disabilities whose education needs can be met in 
a regular classroom environment with at least 80% of instruction occurring in a class 
with non-disabled peers.   
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You Thrive Elementary for Creative Excellence will provide a continuum of programs, 
strategies, and supports to ensure the academic success of students with disabilities whose 
educational needs can be met in a regular classroom environment with at least 80 percent of 
instruction occurring alongside non-disabled peers. The school’s service delivery model 
emphasizes inclusion, access to grade-level instruction, and individualized supports aligned to 
each student’s Individualized Education Program (IEP) or Section 504 plan.  
 
Students with disabilities will receive instruction primarily in the general education classroom, 
with supports provided through differentiated instruction, small-group learning, and 
accommodations embedded within daily lessons. Teachers will implement research-based 
instructional strategies, including explicit instruction, scaffolded learning, and frequent checks 
for understanding to support diverse learning needs.  
 
Supplemental supports and services may include consultation with special education personnel, 
targeted interventions through the Multi-Tiered System of Supports (MTSS) framework, and 
support from related service providers as outlined in the IEP. Accommodations and 
modifications may include extended time, preferential seating, visual supports, assistive 
technology, modified assignments, and instructional pacing adjustments to ensure access to the 
curriculum.  
 
General education teachers and support staff will collaborate regularly to review student 
progress, adjust instructional strategies, and ensure fidelity to IEP implementation. Ongoing 
progress monitoring and communication with families will support timely adjustments to 
services and promote continuous academic growth. Through inclusive practices and 
individualized supports, You Thrive Elementary for Creative Excellence will ensure that 
students with disabilities are provided meaningful access to instruction and opportunities for 
success within the general education setting.  

F.  Describe how the school will work with the sponsor and through the IEP process 
to determine whether a student with a disability whose education needs require a regular 
classroom and resource room combination (between 40-80% of instruction occurring 
with non-disabled peers) can be provided FAPE by the school.   

You Thrive Elementary for Creative Excellence will work collaboratively with the Hernando 
County School District, as the charter sponsor, and through the Individual Education Program 
(IEP) process to determine whether a student with a disability whose educational needs require a 
combination of regular classroom and resource room services can be provided a free appropriate 
public education (FAPE).  

 
Placement decisions will be made on an individualized basis through the IEP team, using 
student data, evaluations, progress monitoring, and input from parents, school staff, and district 
representatives. The school’s instructional model is grounded in inclusion, with a strong 
emphasis on supporting students within the general education setting to the maximum 
extent appropriate.  
 
Through this inclusive, team-based approach, You Thrive Elementary for Creative Excellence 
will ensure that students receive appropriate services and meaningful access to instruction in 
alignment with FAPE and LRE requirements.  
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G.  Describe how the school will work with the sponsor and through the IEP process 
to determine whether a student with a disability whose education needs require a 
separate classroom (less than 40% of instruction occurring with non-disabled peers) can 
be provided FAPE by the school.  

Decisions regarding placement and service delivery will be made on an individualized basis 
through the IEP team, using evaluation data, progress monitoring results, and input from 
parents, school staff, and district representatives. While the school’s instructional model 
emphasizes inclusion, the IEP team will consider the full range of supports and services 
necessary to meet each student’s unique needs in alignment with least restrictive environment 
requirements.  
 
When appropriate, the school will collaborate with the sponsor to explore how supports may be 
provided within the school’s program, including the use of supplemental services, targeted 
interventions, and extended learning opportunities. After-school support may be utilized to 
provide additional academic or specialized instruction aligned to IEP goals, allowing students to 
receive increased support while remaining connected to the school community.  
 
Ongoing collaboration with the district will ensure that services are delivered with fidelity and 
that placement decisions remain responsive to student needs. Through this cooperative IEP-
driven process, You Thrive Elementary for Creative Excellence will prioritize student success, 
compliance with IDEA requirements, and meaningful access to educational opportunities.  

H. Describe the plans for monitoring and evaluating the progress and success of students 
with disabilities to ensure the attainment of each student’s goals as set forth in the IEP 
or 504 plan, including plans for promoting graduation for students with disabilities (high 
schools only).   

To support consistent monitoring, the school will utilize a live, shared spreadsheet to track key 
aspects of each student’s educational program. This document will be reviewed and 
updated daily and will include information related to IEP goals, Section 504 accommodations, 
academic progress, intervention supports, and relevant student needs. The spreadsheet allows 
teachers, support staff, and administrators to maintain a clear, real-time understanding of each 
student’s supports and progress.  
 
Teachers will be responsible for documenting progress toward IEP and 504 goals using 
classroom-based assessments, work samples, formative checks, and observation data. This 
information will be reviewed regularly during data reviews, MTSS meetings, and IEP team 
meetings to evaluate effectiveness and determine whether instructional strategies, 
accommodations, or services require adjustment.  
 
School leadership and support staff will monitor implementation through regular review of 
documentation, classroom observations, and collaborative meetings with instructional staff. 
Required progress reports aligned to IEP goals will be provided to families in accordance 
with state and district timelines, ensuring ongoing communication and transparency.  
 
Through daily monitoring, clear documentation, and collaborative review, You Thrive 
Elementary for Creative Excellence will ensure that students with disabilities receive 
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consistent supports and make meaningful progress toward their individualized academic and 
functional goals.  

I.  Identify the staffing plan, based on the above projection, for the school’s special 
education program, including the number and qualifications of staff. 

You Thrive Elementary for Creative Excellence will implement a staffing plan designed to meet 
the projected needs of students with disabilities while ensuring compliance with federal and state 
requirements. Based on enrollment projections and anticipated service levels, the school will 
provide special education services primarily through an inclusive service delivery model within 
the general education setting.  
 
The school will prioritize the recruitment of instructional staff who are dually certified in general 
education and Exceptional Student Education (ESE). For instructional staff who do not hold 
dual certification at the time of hire, the school will provide guidance and support to assist them 
in obtaining the appropriate ESE certification. This approach ensures that all staff are prepared 
to deliver specialized instruction, implement accommodations, and collaborate effectively within 
inclusive classroom environments.  
 
The staffing plan will include instructional personnel responsible for coordinating special 
education services, monitoring IEP and Section 504 implementation, and supporting general 
education teachers through consultation and collaboration. Additional support staff and related 
service providers will be engaged as needed to address individual student needs and ensure 
services are delivered in alignment with each student’s IEP. Appropriately certified staff will also 
support students receiving services during the school’s after-school program.  
 
Staffing levels and service delivery models will be reviewed regularly and adjusted as needed 
based on actual enrollment, student needs, and IEP requirements. This flexible, inclusive staffing 
approach ensures that students with disabilities receive 
appropriate supports while maintaining access to the general education curriculum.  

J.  Describe how effectiveness will be evaluated. 

The school will evaluate effectiveness through review of student progress toward IEP and 504 
goals, assessment data, service delivery documentation, and feedback from staff, families, and 
district partners. 

K. Describe how the school will serve gifted students. 

You Thrive Elementary for Creative Excellence does not anticipate serving a significant 
population of gifted students due to the availability of HCSD’s dedicated gifted program at 
Challenger K–8. However, gifted students may apply and enroll. 

All first-grade students will participate in the administration of the Naglieri Nonverbal Ability 
Test (NNAT) in accordance with district procedures. Gifted services will be provided through 
consultative or direct services by appropriately certified staff, and students will be served in 
alignment with district and state requirements.  
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Section 7: English Language Learners 

A.  Describe how the school will meet the needs of English Language Learners as required 
by state and federal law, including the procedures that will be utilized for identifying 
such students, ensuring that they have equitable access to the school’s programming 
and communicating with their families. 

You Thrive Elementary for Creative Excellence will serve English Language Learners (ELLs) in 
full compliance with all applicable federal and state laws, including the Elementary and 
Secondary Education Act (ESSA), Title III requirements, and Florida statutes and rules 
governing English for Speakers of Other Languages (ESOL). 

All students will complete a Home Language Survey upon enrollment. Students indicating a 
language other than English will be assessed using a state-approved English language proficiency 
assessment to determine eligibility for ELL services. Identification and placement will occur 
within required state timelines. 

ELL students will have equitable access to all academic programs, instructional resources, 
enrichment opportunities, arts-integrated learning experiences, and extracurricular activities. 
Language supports will be provided in a manner that ensures participation in grade-level 
instruction aligned to Florida’s B.E.S.T. Standards without reducing academic rigor or 
segregating students. 

The school will communicate with families in a language they understand to the extent 
practicable. Translated written communications and interpretation services will be provided for 
meetings and conferences as needed. Families will be informed of identification, instructional 
placement, student progress, and exit decisions. 

B.  Describe specific instructional programs, practices, and strategies the school will employ 
to ensure academic success and equitable access to the core academic program for these 
students, including those below, at, or above grade level. 

ELL students will primarily receive instruction in the general education classroom using a push-
in and small-group support model. Instruction will integrate English language development with 
core academic content in English Language Arts, mathematics, science, social studies, and arts-
integrated learning experiences. 

Teachers will implement differentiated instructional strategies, including explicit academic 
vocabulary instruction, visual supports, modeling, sentence frames, scaffolded reading and 
writing tasks, and structured opportunities for oral language development. Language objectives 
will be embedded alongside content objectives to support English acquisition. 

Students performing below grade level will receive targeted interventions aligned to both 
language proficiency and academic needs. Students performing at or above grade level will 
participate in enrichment activities that promote higher-order thinking, academic language use, 
creativity, and problem-solving. 
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C.  Provide plans for monitoring and evaluating the progress and success of ELL students, 
including exiting students from ELL services. 

ELL student progress will be monitored using state-approved English language proficiency 
assessments administered annually, as well as classroom-based assessments and district-aligned 
benchmark measures. Instructional teams will review data regularly to inform instructional 
adjustments and supports. 

Students will be exited from ELL services in accordance with Florida Department of Education 
criteria once they demonstrate sufficient English proficiency to participate successfully in the 
general education program. Families will be notified of exit decisions, and exited students will be 
monitored for continued academic success as required by law. 

D.  Describe the staffing plan for the school’s English Language Learner program, 
including the number of and proposed qualifications of staff. 

You Thrive Elementary for Creative Excellence will employ or contract with a Florida-certified 
teacher with an ESOL endorsement to support ELL instruction, compliance, and progress 
monitoring. Classroom teachers serving ELL students will meet state-required ESOL training or 
endorsement requirements. 

The ESOL-endorsed staff member will provide instructional support, collaborate with teachers, 
assist with assessment and data review, and ensure compliance with all state and federal ELL 
requirements. Ongoing professional development will be provided to instructional staff on 
effective strategies for serving English Language Learners. A. Describe the culture or ethos of 
the proposed school. Explain how it will promote a positive academic environment and 
reinforce student intellectual and social development. 
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Section 8: School Culture and Discipline  

A.  Describe any extra- and co-curricular activities or programming the school will offer, if 
applicable; how often they will occur; and how they will be funded.   

You Thrive Elementary for Creative Excellence will maintain a safe, structured, and academically 
focused school culture grounded in high expectations, respect, responsibility, and creativity. The 
school’s culture is designed to promote a positive academic environment that supports students’ 
intellectual growth, artistic expression, and appropriate social development while maximizing 
instructional time. 

The school culture emphasizes clear behavioral expectations, orderly classrooms, strong adult 
supervision, and consistent routines. Students are encouraged to respect themselves, others, and 
the learning environment and to take ownership of both their learning and behavior. Creativity, 
academic effort, and positive contributions to the school community are consistently reinforced 
through recognition and opportunities for student leadership and expression. Expectations and 
consequences are applied fairly and consistently to promote equity, predictability, and trust 
among students and families. 

B.  State whether the applicant intends to use the local school district’s code of conduct 
policy. If the applicant does not intend to use the local school district code of conduct 
policy, describe in detail the school’s approach to student discipline. o List and define 
the offenses for which students must (non-discretionary) and may (discretionary) be 
suspended or recommended to the local school district for expulsion;  

o Explain the practices the school will use to promote discipline, including both 
penalties for infractions and incentives for positive behavior;  

o List and define the offenses for which students must (non-discretionary) and may 
(discretionary) be suspended or recommended to the local school district for 
expulsion; Describe the roles of administrators, teachers, staff, and the governing 
board regarding the discipline policy;  

o Provide an explanation of how the school will consider the rights of students with 
disabilities in disciplinary actions and proceedings; 

o Describe procedures for due process when a student is suspended or recommended to 
the local school district for expulsion as a result of a violation, including a description 
of the appeals process that the school will employ for students facing recommended 
expulsion and a plan for providing services to students who are out of school for more 
than ten days; and  

o Explain the process for informing students and parents about their rights and 
responsibilities under the code of conduct. 

You Thrive Elementary for Creative Excellence will adopt and implement the Student Code of 
Conduct of the local school district, the Hernando County School District (HCSD). The school 
will follow all district-established policies and procedures related to student behavior, 
suspension, expulsion, due process, and the rights of students with disabilities, in full compliance 
with Florida and federal law. The school will not implement a separate or conflicting discipline 
system. 
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Consistent with HCSD policy, the school will promote discipline through a balanced approach 
that includes positive behavior reinforcement and appropriate corrective actions. Incentives may 
include verbal recognition, classroom or schoolwide acknowledgments, certificates, 
opportunities for leadership, and recognition of positive behavior, effort, and responsible 
participation in academic and arts-integrated learning experiences. Consequences for misconduct 
will follow HCSD guidelines and may include teacher-managed interventions, parent 
conferences, loss of privileges, lunch detention, in-school or out-of-school suspension, or 
recommendation for return to the student’s zoned school, as applicable. 

The school will adhere to HCSD-defined offenses and disciplinary consequences. Non-
discretionary offenses requiring mandatory disciplinary action include serious safety violations 
such as weapons possession, severe physical assault, and drug- or alcohol-related offenses. 
Discretionary offenses include disruptive behavior, defiance, bullying or harassment, academic 
dishonesty, and repeated minor infractions, as defined by HCSD. 

Teachers and staff are responsible for implementing classroom expectations, documenting 
incidents, and communicating with families. School administrators enforce the HCSD Student 
Code of Conduct, investigate incidents, assign disciplinary consequences, and ensure due 
process. The governing board formally adopts the HCSD Student Code of Conduct and 
oversees policy compliance. 

Disciplinary actions involving students with disabilities will comply with the Individuals with 
Disabilities Education Act and Section 504 of the Rehabilitation Act, including manifestation 
determinations when required and continued access to educational services consistent with the 
student’s Individualized Education Program or Section 504 Plan. 

The school will follow HCSD procedures to ensure due process and access to appeals when a 
student is suspended or recommended for expulsion, including timely notice to parents and 
provision of educational services for students removed from school for more than ten (10) days. 
Students and parents will be informed of their rights and responsibilities through the HCSD 
Student Code of Conduct, parent orientation meetings, the school website, and ongoing 
communication 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4949



 
 
 

 

 

Section 9: Supplemental Programming 

A.  Describe any extra- and co-curricular activities or programming the school will offer, if 
applicable; how often they will occur; and how they will be funded. 

You Thrive Elementary for Creative Excellence will offer an arts-enriched after-school program 
designed to extend the school day while reinforcing academic skills through creative expression, 
collaboration, and hands-on learning. The program will serve students in grades Kindergarten 
through Grade 5 and will provide a safe, structured environment that supports creativity, 
academic reinforcement, and social development. 

Students will participate in rotating arts-focused enrichment activities aligned with grade-level 
standards and classroom instruction. Enrichment experiences will emphasize visual arts, music, 
movement, performance, design, and creative problem-solving. Activities may include art and 
design projects, creative writing, music and rhythm exploration, dramatic expression, movement-
based activities, and interdisciplinary projects that connect the arts to core academic content. 
Instruction will emphasize exploration, collaboration, and critical thinking while reinforcing 
foundational literacy and mathematics skills through integrated learning experiences. 

The after-school program will also provide dedicated time for homework support and academic 
reinforcement. Certified teachers and trained instructional staff will offer small-group assistance, 
targeted skill practice, and individualized support to help students complete assignments and 
strengthen core academic skills while maintaining alignment with the school’s instructional 
program. 

The arts-enriched after-school program will operate on scheduled school days and is designed to 
support working families while promoting student engagement, creativity, and a positive 
connection to learning beyond the classroom. 

Funding for the after-school program may include a combination of participation fees, annual 
fundraising efforts, grants, and charitable donations to support program sustainability and 
student access. 

Arts-Enriched After-School Program (Proposed draft) 

Weekly Schedule (Grades K–5) 

Daily Structure (Monday–Friday, Exact Times TBD) 

 3:00 – 3:20 p.m. | Student Check-In & Transition 
 3:20 – 3:40 p.m. | Snack & Social Time 
 3:40 – 4:20 p.m. | Homework Support & Academic Reinforcement 
 4:20 – 5:10 p.m. | Arts-Enriched Learning Block (Themed by Day Below) 
 5:10 – 5:30 p.m. | Physical Activity / Creative Break 
 5:30 – 6:00 p.m. | Project Completion, Reflection & Dismissal 
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Weekly Arts-Enriched Themes by Day 

Monday – Visual Arts & Design 
Students engage in drawing, painting, sculpting, and design-based projects that build creativity, 
fine motor skills, and visual expression while connecting to academic themes. 

Tuesday – Music & Rhythm 
Activities focus on music appreciation, rhythm, movement, and sound exploration to support 
listening skills, pattern recognition, and creative expression. 

Wednesday – Creative Writing & Storytelling 
Students participate in writing workshops, storytelling, and dramatic reading to strengthen 
literacy skills, imagination, and communication. 

Thursday – Performing Arts & Movement 
Drama, dance, and movement-based activities encourage collaboration, confidence, and 
expressive performance connected to academic content. 

Friday – Creative Problem-Solving & Logic 
Students engage in puzzles, games, design challenges, and collaborative projects that promote 
reasoning, reflection, and creative thinking across subject areas. 

 

Weekly Arts-Enriched After-School Program Fee Schedule (Proposed draft) 

Program Hours 
Monday–Friday, immediately following school dismissal until 6:00 p.m. 

Weekly Tuition 
Flat weekly rate for enrolled students participating in the Arts-Enriched After-School Program 
$60 per week per student 

Daily Drop-In Rate 
Optional daily rate for occasional attendance, space permitting 
$15 per day 

Registration Fee 
One-time annual enrollment fee to cover instructional materials, art supplies, program 
resources, and administrative costs 
$25 per student (annual) 

Fee Category 
Sibling Discount 
Discount applied to each additional sibling enrolled 
10% off weekly tuition per additional sibling 

Late Pick-Up Fee 
Assessed for students picked up after 6:00 p.m. 
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$1 per minute 

Scholarships / Fee Assistance 
Limited scholarships or fee assistance may be available based on demonstrated financial need, 
program funding availability, grants, or community donations. The school will make reasonable 
efforts to ensure access for families who may otherwise be unable to participate. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5252



 
 
 

 

 

II. ORGANIZATIONAL PLAN 
Section 10: Governance 

 
A. Describe the school’s existing or planned legal status, including non-profit status and 

federal tax-exempt status.  
 

Mid Florida Community Services, Inc. dba You Thrive Florida is an active non-profit 
registered in the state of Florida and is recognized with federal tax-exempt status. 

 
B. Provide the following documents, if available, as attachments: 

a. The articles of incorporation for the applicant organization (or copies of the  
filing form) –Attachment H  

  Attachment H: Articles of Incorporation 
b. 501(c)(3) tax exempt status determination letter (or copy of the filing form) –

Attachment I  
  Attachment I: Tax Exemption Determination Letter 
c. Governing board by-laws – Attachment J  
  Attachment J: Board Bylaws 
d. Governing board code of ethics and conflict of interest policy –  
  Attachment K – Conflict of Interest 

 
C.  Describe the governance structure of the proposed school, including the primary roles, 

powers, and duties of the governing board; committee structure (if applicable); and how 
the board will interact with the principal/head of school and any advisory bodies.  

 
At the top level is the Governing Board, responsible for setting the mission, policies, goals, and 
holding fiduciary and legal responsibilities. Various Board Committees, such as Finance, 
Academic Excellence, Governance, and Development/Community, report to the Board. The 
Principal or Head of School, who reports directly to the Board, oversees instruction, staff, and 
operations while implementing the Board's policies. School leadership and staff, including 
assistant principals, instructional coaches, teachers, and support staff, report to the Principal.  
 

D. State the frequency of board meetings and describe how the board will comply with open 
meetings and records laws.  
 
Board meetings will be held quarterly, each January, April, July and October. All regular and 
special meetings shall be open to the general public.  Public comments shall be reserved for the 
last meeting activity prior to adjournment, and each attendee will be provided a maximum of 
three minutes to comment. Robert’s Rules of Order will govern the conduct of the meeting. 
Attendees desiring to make public comment must (1) notify the Board Chair at or before the 
start of the meeting; (2) state on the record their name, address, and the topic on which they 
wish to be heard and if a representative will be speaking for them, such representative’s name 
and address; and (3) restrict their (or their representative’s) comment to 3 minutes or less. The 
Board reserves the right to terminate someone’s use of the public comment forum if profanity, 
disrespect or non-pertinent matters are brought before the Board. Quarterly meetings are listed 
publicly on the calendar found at https://youthrivefl.org/calendar.  Board meeting minutes are 
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stored electronically per Chapter 119 of the Florida Statutes and General Records Retention 
schedules GS1 GS7 for Public Schools Pre-K-12. 

 
E. Describe the current and desired size and composition of the governing board. Identify 

key skills, areas of expertise, and constituencies that are or will be represented on the 
governing board.  

 
Currently, there are 10 members of the You Thrive Florida Board of Directors. The board will 
consist of no fewer than 9 directors, and no more than 15 directors. The number of directors 
may be increased or decreased from time to time by resolution of the board adopted at any duly-
called special or regular meeting or by written action in accordance with these bylaws, provided 
however, that no decrease shall have the effect of shortening the term of any incumbent 
director. At least one of the directors must have a background and expertise in fiscal 
management or accounting. At least one director shall have a background and expertise in early 
childhood education and development. At least one director shall be a licensed attorney familiar 
with issues that come before the governing body. Provided however, in the absence of a director 
with the background and expertise described in this paragraph, the board shall employ a 
consultant with such expertise who shall work with the board. 

 
F. Describe how board members have been and will be selected including term limits and 

selection of officers.  
 

Each Director appointed to the Board after April 2019 shall serve a five-year term, automatically 
renewable for up to two additional consecutive five-year terms if they continue to meet the 
board member requirements. A full five-year term shall be considered to have been served upon 
the passage of five (5) annual meetings. Directors shall take office immediately following the 
close of the annual meeting at which they are elected. No Director shall serve more than three 
(3) full consecutive five-year terms. Consecutive service refers to time served on the Board 
without a gap of at least 6 months between each period of service. 

 
G. Explain how this structure and composition will ensure that the school will be an 

academic, operational, and financial success.  
 

The comprehensive board structure for You Thrive Florida establishes a strong foundation for 
academic, operational, and financial success through several key mechanisms:  

• The board's 9-15 director range allows for optimal governance while maintaining 
flexibility. Boards of this size are large enough to ensure diverse perspectives and 
committee assignments, yet small enough for effective decision-making. This structure 
enables organized committee work while preventing the decision of paralysis that can 
occur with oversized boards. 

• The expertise matrix ensures that critical governance areas—financial health, educational 
quality, and legal compliance—are directly addressed by qualified board members rather 
than relying entirely on consultants or management. Research shows that boards with 
specific competency criteria make more informed strategic decisions and demonstrate 
stronger accountability. 

• All Directors shall fully participate in the development, planning, implementation and 
evaluation of the programs offered by the Corporation in its services to individuals and 

5454



 
 
 

 

 

families. 
• By mandating these specific expertise areas while allowing flexibility in overall 

composition, the board structure ensures that You Thrive Florida has both the 
specialized knowledge needed for effective governance and the adaptability required to 
respond to changing organizational needs. This balanced approach creates a robust 
foundation for sustainable success across all operational dimensions  

 
 

H. Complete the table below (add lines as necessary) and for each individual identified here 
provide 1) a completed and signed Board Member Information Sheet (template 
provided), and 2) resume 
 

Name 

Current or 
Prospective 
Governing 
Board 
Member? 

Role on Board 
(e.g.Member, 
President, etc.) 

Submission 
Requirements 

Jennene Norman-
Vacha Current Chair x_ Information Sheet 

 x Resume 

James Morris Current Co-Chair x_ Information Sheet 
 x Resume 

Tracy Ramirez Current Secretary/Treasurer  x_ Information Sheet 
 x Resume 

Michelle Alford Current Member x_ Information Sheet 
 x Resume 

Steve Champion Current Member x_ Information Sheet 
 x Resume 

Evone Jackson Current Member x_ Information Sheet 
 x Resume 

Aaron Lyon Current Member x_ Information Sheet 
 x Resume 

Donna Maas Current Member x_ Information Sheet 
 x Resume 

Angelys Saez Current Member x_ Information Sheet 
 x Resume 

Thomas Valdez Current Member x_ Information Sheet 
 x Resume 

 
I. Describe the plans for board member recruitment and development, including the 

orientation process for new members and ongoing professional development to 
increase the capacity of the board.  

 
New directors’ orientation consists of level 2 background check and are required to complete a 
minimum of four (4) hours of instruction focusing on government in the sunshine, conflicts of 
interest, ethics, and financial responsibility as required by Section 1002.33, Florida Statutes, and 
Rule 6A-6.0784. After the initial four (4) hour training, each governing board member is 
required, within the subsequent three (3) years and for each three (3) year period thereafter, to 
complete a two (2) hour refresher training on government in the sunshine, conflicts of interest, 
ethics, and financial responsibility as specified in Section 1002.33, F.S. in order to retain their 
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position on the Board of Directors. 
 

J. Describe the board’s ethical standards and procedures for identifying and  
addressing conflicts of interest.  
 
Board members must comply with state ethics laws, charter school conflict-of-interest rules, 
and the school code of ethics, confirming their understanding in writing and completing 
required training. They must disclose actual or potential conflicts, with any confirmed conflicts 
preventing their participation in related discussions or votes. Members sign annual conflict-of-
interest disclosure statements and update them as needed. Violations may result in censure or 
removal from the board. 
 

K. Describe, if applicable, any school advisory bodies or councils that are in place or  
will be formed, including the roles and duties of each and the reporting structure of 
such entity relative to the school’s governing board and leadership.  N/A 

 
L. Briefly explain the process that the school will follow should a parent or student have an 

objection to a governing board policy or decision, administrative procedure, or practice 
at the school. This includes the process for developing procedures for complaint 
resolution of parental concerns involving student welfare, including the student welfare 
provisions described in section 1001.42(8)(c)1.-6., F.S. The entire process or policy does 
not have to be developed; however, applicants should be able to articulate the primary 
steps.  

 
    1. Start with an informal discussion at the school level.  
    2. If unresolved, submit a formal written complaint to the school administration.  

 3. If necessary, appeal to the governing board.  
 4. For issues related to student welfare or parental rights that aren't resolved, parents can 

request the appointment of a Special Magistrate through the Florida Department of 
Education for a state-level review. 

If the school is filing the application in conjunction with a college, university, museum, educational 
institution, another non-profit organization or any other partner, provide the following information: 
N/A 
 
M. Name of the partner organization. 
N. Name of the contact person at the partner organization and that person’s full contact  

information 
O. A description of the nature and purpose of the school’s partnership with the organization. 
P. An explanation of how the partner organization will be involved in the governance of the  

school. 
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                              Section 11: Management and Staffing 
 
A. Submit as Attachment M organization charts that show the school governance, 

management, and staffing structure in 
o The pre-operational year; 
o The first year of school operations; 
o At the end of the charter term; and 
o When the school reaches full capacity, if in a year beyond the first charter 

term. 
Each organization chart should clearly delineate the roles and responsibilities of and 
lines of authority and reporting among the governing board, staff, and any related bodies 
(such as advisory bodies or parent or teacher councils), and any external organizations 
that will play a role in managing the school. The organization charts should also 
specifically document lines of authority and reporting within the school. 

 
B. Identify the principal or head of school candidate and explain why this individual is 

well-qualified to lead the proposed school in achieving its mission. Summarize the 
proposed leader’s academic and organizational leadership record. Provide specific 
evidence that demonstrates capacity to design, launch, and manage a high-performing 
charter school. If the proposed leader has never run a school, describe any leadership 
training programs that (s)he has completed or is currently participating in. Discuss the 
evidence of the leader’s ability to effectively serve the anticipated population. Also 
provide, as Attachment N, the proposed job description and resume for this individual. 

--OR-- 

If no candidate has been identified, discuss the process and timeline for recruiting, 
selecting, and hiring the school leader. Describe the criteria to be used in selecting this 
leader, and provide as Attachment O the position’s qualification requirements. What are 
the key skills and competencies for the school leader? What qualities must the school 
leader have for this school to be successful? 

You Thrive Elementary for Creative Excellence will post and hire an Assistant Principal in 
accordance with You Thrive Florida, Inc. hiring procedures and Hernando County School 
District requirements. The position will be advertised through You Thrive Florida platforms, 
district-approved posting outlets, and professional education networks to ensure a diverse and 
qualified applicant pool. 

Candidates will be evaluated using a defined set of criteria aligned to the school’s instructional 
design and operational needs. The selection process will include application and résumé review, 
structured interviews, verification of certification and prior experience, and reference checks. 
The final candidate will demonstrate strong alignment with the school’s mission, vision, and arts-
integrated educational model. 

Key skills and competencies for the Assistant Principal include instructional leadership, data-
driven decision-making, experience with elementary curriculum and assessment, knowledge of 
Florida accountability requirements, and the ability to support inclusive instructional programs. 
The Assistant Principal must also demonstrate effective staff development, collaboration with 
teachers and support staff, communication with families and community partners, and oversight 
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of daily school operations. 

The successful candidate will exhibit strong organizational skills, a student-centered leadership 
approach, and the capacity to help build and sustain a positive school culture grounded in high 
expectations, accountability, and continuous improvement. These qualities are essential to 
ensuring the effective implementation of the school’s academic program and long-term 
sustainability. 

The Assistant Principal hiring process will begin upon charter approval, with posting and 
recruitment occurring within 30 days of approval. Interviews and candidate selection are 
expected to be completed no later than 90 days prior to the school’s opening to allow sufficient 
time for onboarding, professional development, and participation in pre-opening planning and 
training. 

 
 

C. Describe the management structure of the school. As Attachment P provide job 
descriptions for each administrative or leadership position that identifies key roles, 
responsibilities, and accountability. 
 
See Attachment P 
 

D. Provide a staffing plan for each year of the charter term that includes all anticipated 
personnel and is aligned with the school’s projected enrollment and with all other 
sections of the application. Provide as Attachment Q the proposed job description and 
qualification requirements for the school’s teachers. 
 
See Attachment Q 
 

E. Explain the school’s plan for recruitment, selection, and development of a highly 
qualified and appropriately certified instructional staff that is aligned with applicable 
federal laws and state requirements as well as the school’s design. 

 
You Thrive Elementary for Creative Excellence will implement a comprehensive plan for the 
recruitment, selection, and development of a highly qualified and appropriately certified 
instructional staff in alignment with applicable federal laws, Florida Department of Education 
certification requirements, and the school’s instructional design. 

Recruitment efforts will include outreach through district-approved hiring platforms, 
professional educator networks, university partnerships, job fairs, and internal pipelines 
developed through You Thrive Florida and BEST Academy. Recruitment strategies will 
prioritize candidates with strong content knowledge, experience in elementary instruction, and 
the ability to implement standards-based, data-driven instruction aligned to the school’s 
STEAM- or arts-focused model. 

Selection of instructional staff will follow a structured, team-based process. Interview panels will 
include a leadership and instructional team that collaboratively reviews applications, conducts 
interviews, and evaluates candidates using a scoring rubric. Interview questions will be developed 
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by teachers and school leadership to assess instructional practice, classroom management, 
collaboration, and alignment with the school’s mission. Candidates recommended by the 
interview team will advance to a final interview with the principal prior to hiring. 

All instructional staff will be required to hold valid Florida certification or be eligible for 
certification in their assigned instructional areas. The school will prioritize candidates with dual 
certification, including Exceptional Student Education, and will support staff in obtaining 
additional certifications as needed. 

Ongoing professional development will support instructional effectiveness and continuous 
improvement. Teachers will participate in pre-service training, district-provided professional 
development, curriculum-specific training, collaborative planning, and coaching aligned to the 
school’s instructional model. Through intentional recruitment, rigorous selection, and sustained 
professional development, You Thrive Elementary will maintain a highly qualified instructional 
staff prepared to support student achievement and program success.
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Section 12: Human Resources and Employment 
 
A. Explain the relationship that will exist between the school and its employees, including 

whether the employees will be at-will. Discuss the school’s tentative plan regarding use 
of employment contracts. If the school will use contracts, explain the nature and purpose 
of the contracts. Use and nature of employment contracts may be finalized after 
application approval. 
 

You Thrive Elementary Academy for Creative Excellence Spring Hill will employ staff through 
written employment contracts. A contractual relationship is intended to provide clarity, 
accountability and stability for both the You Thrive Elementary Academy for Creative 
Excellence Spring Hill and employees, and to support continuity of instruction and operations. 
Employees will not be employed on an at-will basis. Instead, the employment relationship will be 
governed by the terms of the employee’s contract and applicable state and federal law. You 
Thrive Elementary Academy for Creative Excellence Spring Hill intends to use written 
employment contracts for all instructional and non-instructional staff. Employees will be 
annually contracted employees in accordance with Florida statute 1002.33. Renewal decisions 
will be based on school need, performance, licensure requirements, and funding. 

 
B. Provide the performance evaluation or a general outline of the performance evaluation 

plan, consistent with the substantive requirements included in s. 1012.34, F.S. (the 
Student Success Act), for administrators and instructional personnel including who will 
conduct the evaluations, what instrument will be used, and how the results will be used 
to guide performance and professional development. A final, detailed outline will be 
required after application approval. 

 
The You Thrive Elementary Academy for Creative Excellence Spring Hill will implement a 
performance evaluation plan for instructional personnel, administrators, and non-instructional 
staff. The plan will be used to provide timely feedback, support continuous improvement, and 
guide individual in schoolwide professional development. For instructional personnel and school 
administrators, the plan will be implemented consistent with the substantive requirements of 
1012.34, F.S. (Student Success Act).  
 
The Principal will evaluate all instructional and non-instructional staff. The Principal will be 
evaluated by the Executive responsible for the oversight of the program.  
 
For the instructional personnel, the You Thrive Elementary Academy for Creative Excellence 
Spring Hill will adopt Hernando County School District’s (HCSD) instructional evaluation 
system for all instructional personnel. This includes the observation/evidence components and 
performance rating requirements consistent with 1012.34, F.S.  
 
The You Thrive Elementary Academy for Creative Excellence Spring Hill  will use You 
Thrive Florida’s performance evaluation instrument for school administrator(s) and non-
instructional/support positions. This tool evaluates employees across defined performance 
standards and competencies (e.g. job knowledge, quality of work, attendance, professionalism, 
etc.) and alignment with the Organization’s Core Values. An example of You Thrive Florida’s 

6060



performance evaluation tool is available in addendum FF. 

Evaluations will be conducted at least annually, with observation frequency and documentation 
for instructional personnel following the adopted HCSD system and statutory requirements in 
1012.34, FS.  

Evaluation results will be reviewed with employees and used to identify strengths and areas for 
improvement, guide coaching and performance support, and inform of individualized 
professional development aligned to the role expectations and school priorities. 

C. Provide the compensation structure or a general outline of the compensation structure
for all employees, including salary ranges and employment benefits as well as any 
incentives or reward structures, if applicable. How will compensation and other 
components factor into the staff retention plan?

All You Thrive Elementary for Creative Excellence employees will be employed by You Thrive 
Florida, a 501(c)(3) organization. The You Thrive Elementary Academy for Creative Excellence 
Spring Hill will utilize a structured, market-informed compensation and benefits program that 
supports fair pay, clear growth paths, and total rewards that directly reinforce staff retention and 
school stability.

For instructional and administrative staff, You Thrive Elementary Academy for Creative 
Excellence Spring Hill will utilize surrounding school district salary schedules as a benchmark to 
keep instructional and administrative pay informed, competitive and responsive to market 
changes.  Districts schedules will serve as a primary benchmark for establishing starting salaries, 
raises, and range adjustments for comparable instructional and leadership roles.

This approach supports a transparent and competitive compensation framework and aligns with 
Florida’s statutory emphasis on compensation structures tied to educator performance systems, 
including provisions related to salary schedule design and compensation practices for 
instructional personnel.

The You Thrive Elementary Academy for Creative Excellence Spring Hill will offer a 
competitive benefits package for eligible employees, including health insurance, dental insurance, 
vision insurance, basic life insurance, long-term disability, and supplemental insurance options. 
To support access and affordability, You Thrive Florida will pay the full premium for one of the 
available health plan options, resulting in at least one zero-premium health insurance plan 
available to eligible staff.

The You Thrive Elementary Academy for Creative Excellence Spring Hill will offer a 403b 
retirement plan with a 4% employer non-matched contribution and up to an additional 4%
employer matching contribution after completing three months of service. Matching 
contributions will be 100% immediately vested.

Employees will be paid on a stretched 12-month basis on a bi-weekly pay cycle. Leave benefits 
for instructional staff will be structured with sick leave, PTO, and paid holidays. For non-
instructional staff, leave benefits will be structured with sick leave, vacation, PTO, and paid
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holidays.  
 
To support recruitment, retention, and recognition of added responsibilities, the You Thrive 
Elementary Academy for Creative Excellence Spring Hill will provide supplements for qualifying 
assignments and credentials, such as advanced degree supplements, yearbook supervision, social 
media supervision, team lead roles, and similar additional duties.  
 
Compensation and benefits are essential to the You Thrive Elementary Academy for Creative 
Excellence Spring Hill’s retention strategy. The plan supports retention through competitive, 
transparent salary schedules, a strong benefits package, including access to a zero-premium 
health plan, employer-supported retirement contributions, a predictable 12 month stretch pay 
structure, opportunities for supplements tied to advanced credentials and additional 
responsibilities. Collectively, these components are designed to attract and retain mission-aligned 
employees and support stable staffing necessary for high-quality instruction for school 
operations.  
 

D. Outline the school’s procedures for hiring and dismissing school personnel, including 
conducting criminal background checks. 
 
All You Thrive Elementary Academy for Creative Excellence Spring Hill employees will be 
employed by You Thrive Florida and hired through a structured process designed to select 
highly effective, mission-aligned staff and maintain a safe school environment.  
 
Vacancies will be posted through the Hernando County School District posting portal, the You 
Thrive Florida website (with distribution to indeed), and Employ Florida to ensure a broad and 
competitive applicant pool.  
 
Applicants will be screened for minimum qualifications, relevant experience, and required 
certifications, as applicable.  
 
Finalists will participate in structured job-related interviews focused on job-related competencies 
and alignment with the school’s mission and expectations.  
 
You Thrive Elementary Academy for Creative Excellence Spring Hill will use selection steps 
likely to identify high-performers, including reference checks and verification of prior 
employment.  
 
The Principal will make the final hiring decision for school staff.  You Thrive Elementary Academy 
for Creative Excellence Spring Hill is an equal opportunity employer. Hiring decisions will be 
made without regard to race, color, religion, sex (including pregnancy), national origin, age, 
disability, genetic information, marital status, or any other status protected by law. All hiring 
decisions will be based on job-related qualifications and the needs of the You Thrive Elementary 
School of Brooksville.  
 
Before any individual begins work or has direct contact with students, the You Thrive 
Elementary Academy for Creative Excellence Spring Hill will require successful completion of 
all applicable screening and eligibility requirements, including a Level 2 fingerprint-based 
background screening consistent with 1012.32 F.S. The You Thrive Elementary Academy for 
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Creative Excellence Spring Hill will ensure that no person who is ineligible for employment in a 
position requiring direct contact with students is hired or permitted to serve in such a role under 
1012.315 F.S.  
 
In addition to the statutory fingerprint base screening, the You Thrive Elementary Academy for 
Creative Excellence Spring Hill will require pre-employment drug testing, a pre-employment 
physical, and a national sex offender search as part of its overall suitability review.  
 
Because employees will work under employment contracts, dismissal decisions will be governed 
by the terms of the employment contract and applicable law. Decisions to terminate an 
employee under such contracts will be based on documented performance, conduct, or 
organizational needs, applied consistently and in alignment with established policies and 
professional standards, such as immorality, misconduct in office, incompetency, gross 
insubordination, failure to maintain required credentials, willful neglect of duty, or being 
convicted, or found guilty of, or entering a plea of guilty to, regardless of adjudication of guilt, 
any crime involving moral turpitude..  All terminations will be made in a non-discriminatory 
manner and will not be based, in whole or in part, on an individual’s race, color, religion, sex 
(including pregnancy), national origin, age, disability, genetic information, marital status, or any 
other status protected by law.   
 

E. If personnel policies have been developed, include as Attachment R. If personnel 
policies and procedures have not been developed provide a clear plan, including 
timeline, for the development and approval by governing board. 
 
The You Thrive Elementary Academy for Creative Excellence Spring Hill has some personnel 
policies and procedures but has not yet finalized its updates to the You Thrive 
Florida comprehensive personnel policies and procedures manual to include personnel rules 
specific to charter schools; however, school leadership and the Director of HR have a clear plan 
and timeline to develop, vet, and adopt these documents prior to the school opening. Within 60 
days following the charter approval, the school leader, in collaboration with the HR Director, 
will finalize the draft personnel policies and procedures and will present to the 
governing board for review and approval at the July board meeting.  Upon board approval, the 
school will distribute the personnel policies and procedures to all employees, obtain written 
acknowledgments, and schedule annual review and update of the manual to ensure continued 
legal compliance and alignment with best practices in human resources and charter school 
operations.    
 
Attachment R includes currently adopted policies and procedures of You Thrive Florida that 
will govern employee conduct, performance expectations, workplace standards and compliance 
requirements until revisions are adopted.  
 

F. Explain how the governing board and school leadership would handle unsatisfactory 
leadership, teacher, or staff performance, as well as leadership or teacher turnover. 
 
The governing board and school leadership will address unsatisfactory leadership, teacher, or 
staff performance through timely identification of concerns, clear expectations, documented 
feedback, targeted support, and appropriate employment action when performance is 
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unsatisfactory. The purpose of this approach is to maintain high professional standards, ensure 
continuity of instruction and services, and minimize disruption to the school program.  
 
Unsatisfactory performance will be identified through the school evaluation systems and by 
ongoing supervision. Instructional personnel will be evaluated by the Principal using Hernando 
County School District’s (HCSD) instructional evaluation system. The Principal will be evaluated 
by the Executive responsible for the oversight of the program and non-instructional staff will be 
evaluated by the Principal using You Thrive Florida’s performance evaluation tool which applies 
consistent job-related expectations with a defined rating scale.  When concerns arise through 
evaluations, observations, or operational performance indicators, school leadership will promptly 
meet with the employee to review the concern(s), clarify expectations, and identify contributing 
factors. You Thrive Elementary Academy for Creative Excellence Spring Hill will establish a 
targeted improvement plan that identifies specific performance expectations, the supports to be 
provided (such as coaching, feedback, and professional development), and a defined timeframe 
for follow-up review. Leadership will monitor progress through follow-up observations, work 
review, and check in to determine whether improvement is demonstrated and sustained. If 
improvement is not achieved, school leadership will take appropriate employment action 
consistent with the employees’ contract terms, adopted personnel policies, and applicable law, 
including non-renewal or termination as appropriate. For serious concerns involving safety, 
unlawful conduct, or significant violations of professional standards, the school may implement 
immediate interim steps  — such as removing an employee from duties pending review — to 
protect students and maintain school operations, followed by appropriate action consistent with 
contract terms and adopted policies.  
 
The governing board and school leadership will also maintain a proactive plan to manage 
leadership &/or staff turnover to ensure continuity of instruction and school operations. The 
governing board will oversee leadership continuity and ensure that the Executive Officer 
maintains a plan for interim coverage of critical leadership functions in the event of vacancy. 
You Thrive Elementary Academy for Creative Excellence Spring Hill will maintain documented 
procedures and cross-training for key operational functions to reduce disruption during 
transitions. If teacher or staff vacancies occur, You Thrive Elementary Academy for Creative 
Excellence Spring Hill will implement immediate coverage plans to maintain student supervision 
and uninterrupted instruction, including the use of qualified substitutes and internal coverage 
strategies, while simultaneously initiating rapid recruitment. Positions will be posted through 
established pipelines, including the HCSD posting portal, the You Thrive Florida website (with 
Indeed distribution), and Employ Florida, and selections will be made through structured 
screening and interviews focused on job related competencies and mission alignment. To reduce 
turnover, the school will support staff retention through competitive compensation, a strong 
benefits package (including access to a zero premium health plan option and 403b employer 
contributions/match), supplemental pay opportunities for additional responsibilities and 
advanced credentials, and a supportive professional environment that emphasizes coaching, 
ongoing development, and recognition of high-performance. 
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Section 13: Professional Development 

 
A. Describe the school’s professional development expectations and opportunities for 

administrators and instructional personnel, including the following: 
1. Identify the person or position responsible for overseeing professional development 

activities. 
      The principal, in collaboration with the team leader, will schedule and coordinate all 

professional development and training activities at You Thrive Elementary for Creative 
Excellence to include in-service points added through TRACK. 

 
2. Discuss the core components of professional development and how these 

components will support effective implementation of the educational program. 
Discuss the extent to which professional development will be conducted internally 
or externally and will be individualized or uniform. Describe how the effectiveness 
of professional development will be evaluated. 

      Professional development at You Thrive Elementary for Creative Excellence will be 
designed to support effective implementation of the school’s educational program and 
continuous improvement in instructional practice. Core components of professional 
development will focus on standards-based instruction, structured literacy, arts integration 
across content areas, data-driven decision-making, and differentiation to meet diverse 
learner needs. 

Professional development will be delivered through a combination of internal, district-
provided, and external learning opportunities. Internal professional development will be led 
by the Principal and Lead Teacher and will include collaborative planning, instructional 
coaching, data reviews, and professional learning communities (PLCs) focused on 
curriculum implementation, instructional alignment, arts integration strategies, and student 
performance. 

In addition, instructional staff will participate in districtwide professional development 
opportunities offered by the Hernando County School District, including Teachers in 
Action, district-provided professional development days, and other required training 
sessions. The school will also work with a Professional Learning Facilitator assigned by the 
district to support instructional implementation, monitor new teacher needs, and provide 
targeted coaching and guidance aligned to district expectations. 

New instructional staff will receive additional support through participation in the district’s 
RISE Program, which provides structured mentoring, onboarding, and instructional 
support for early-career educators. These supports will ensure that new teachers are 
prepared to implement curriculum with fidelity and effectively integrate the arts into daily 
instruction. 

External professional development will include vendor-supported curriculum training and 
professional learning offered through instructional partners and arts education providers, 
supporting implementation of adopted instructional materials and arts-integrated 
instructional strategies. 
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Professional development will include both uniform and individualized components. 
Schoolwide training will address shared instructional priorities, while individualized 
professional learning will be provided through coaching, mentoring, and targeted support 
based on teacher experience, instructional practice, and student performance data. 

The effectiveness of professional development will be evaluated through: 

• Classroom observations and instructional walkthroughs 
• Review of student performance and assessment data 
• Monitoring implementation fidelity of instructional strategies, curriculum 

resources, and arts integration 
• Teacher feedback and reflection 
• Professional development plans will be adjusted as needed to ensure continued 

alignment with instructional goals, district expectations, and student outcomes. 
 
3. Describe any professional development that will take place prior to school opening. 

What will be covered during this induction period? How will instructional personnel 
be prepared to deliver any unique or particularly challenging aspects of the 
curriculum and instructional methods? 

Prior to the opening of school, You Thrive Elementary for Creative Excellence will 
conduct a comprehensive pre-opening induction period to ensure instructional personnel 
are fully prepared to implement the school’s arts-focused educational program with fidelity. 
Preschool Week will be used to provide structured, job-embedded professional 
development focused on instructional readiness, school culture, and operational 
expectations. 

During this induction period, all instructional and support staff will participate in applicable 
district-provided training opportunities, including required compliance training, safety 
protocols, and instructional expectations. In addition, school-specific professional 
development will be delivered on site by school administration and instructional leaders to 
address the unique elements of the arts-integrated instructional model, interdisciplinary 
planning expectations, and the school’s vision for creative excellence. 

Training during Preschool Week will also include orientation to curriculum resources, 
assessment practices, instructional routines, family communication expectations, student 
support structures, and the student handbook, ensuring a cohesive and well-prepared start 
to the school year. 

Pre-opening professional development during Preschool Week will include: 

• Orientation to the school’s mission, vision, and annual instructional theme 
• Review of the student handbook, expectations, and school culture 
• Safety and security training, including emergency procedures and required drills 
• Instructional planning aligned to Florida B.E.S.T. Standards and district pacing 
• Training on unique instructional programs and methodologies, including STEAM and 

arts-integrated instruction 

6666



 
 
 

 

 

• Overview and use of assessment tools such as i-Ready and STAR 
• Classroom management, differentiation, and MTSS implementation 

Additional training will be provided through vendor-supported professional development for 
arts-integrated instructional resources and curriculum tools under consideration, as well as 
collaboration with district instructional staff to ensure alignment with district expectations. 

This induction period ensures that all staff begin the school year with a shared understanding of 
instructional priorities, arts integration practices, student expectations, and the systems in place 
to support high-quality teaching and learning at You Thrive Elementary for Creative 
Excellence. 

  
4. Describe the expected number of days or hours for professional development 

throughout the school year, and explain how the school’s calendar, daily schedule, 
and staffing structure accommodate this plan. Include time scheduled for common 
planning or collaboration and how such time will typically be used. 

You Thrive Elementary for Creative Excellence will align its professional development 
calendar to the Hernando County School District teacher calendar and will assume that the 
number of pre-school days and professional development days for the 2026–27 school year 
will remain consistent with the district calendar. This approach ensures alignment with 
district expectations while providing adequate time for instructional preparation, 
collaboration, and continuous improvement. 

Professional development will occur through a combination of: 

• Pre-school professional development days prior to the start of the academic year (5) 
• District-scheduled professional development days during the school year to include 

early release days and teacher professional days (11) 
• Job-embedded professional learning incorporated into the school’s daily and weekly 

schedules 

 Planning and Collaboration 

The daily schedule and staffing structure will support regular common planning time for 
instructional staff. Teachers will be provided with scheduled opportunities for grade-level 
and collaborative planning, which will typically be used for: 

• Reviewing student performance and assessment data 
• Planning standards-aligned instruction and interdisciplinary lessons 
• Coordinating instructional strategies and interventions 
• Sharing best practices and instructional resources 
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Ongoing Professional Learning 

In addition to scheduled professional development days, professional learning will be 
supported through: 

• Instructional coaching and walkthrough feedback 
• Professional Learning Communities (PLCs) 
• District-provided training opportunities, including Teachers in Action and other district 

initiatives 
• Support from the district-assigned Professional Learning Facilitator, particularly for new 

teachers 

This structure ensures that professional development is ongoing, relevant, and responsive to 
instructional needs, while remaining aligned with district calendars, staffing expectations, and 
student instructional time requirements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

6868



 
 
 

 

 

Section 14: Student Recruitment and Enrollment 

A. Describe the plan for recruiting students that will result in the school meeting its 
projected enrollment. Include strategies for reaching the school’s targeted populations 
and those that might otherwise not have easy access to information on available 
educational options including, but not limited to, families in poverty; academically low-
achieving students; students with disabilities; and English Language Learners. 

You Thrive Elementary for Creative Excellence will implement a comprehensive and inclusive 
recruitment plan designed to ensure the school meets its projected enrollment while providing 
equitable access to information for all families, including those who may not otherwise have easy 
access to educational options. Recruitment strategies will prioritize outreach to families in 
poverty, academically low-achieving students, students with disabilities, and English Language 
Learners, consistent with the school’s mission and applicable law. 

As an organization, You Thrive Florida, Inc. operates Early Learning Programs, including Head 
Start, serving families within the community. Families currently enrolled in these programs have 
been engaged in conversations regarding interest in continuing their child’s education at a You 
Thrive charter school. Feedback from these families has informed planning and demonstrates 
existing community interest among families who may benefit from a seamless transition from 
early learning into an elementary charter setting. 

The school will conduct direct outreach efforts, including the annual distribution of postcards 
mailed to families using student information provided by Hernando County School District, to 
ensure that families seeking an alternative public-school option are informed of enrollment 
opportunities. These mailings are designed to reach a broad cross-section of the community, 
including families who may not actively seek charter school information. 

You Thrive Elementary for Creative Excellence will also participate in community-based 
outreach, including local events, family engagement activities, and public gatherings throughout 
Hernando County. At these events, the school will provide informational and promotional 
materials, answer questions, and engage directly with families to explain the school’s educational 
program and enrollment process. 

In addition, the school will maintain an active online presence, utilizing social media platforms 
and digital communication to share enrollment information, application timelines, and school 
highlights. These efforts will be ongoing and designed to reach families across diverse 
communities. 

To further strengthen outreach and ensure consistent messaging, You Thrive Florida, Inc. has 
engaged a marketing and recruitment firm to support enrollment efforts across all proposed 
charter schools and BEST Academy. This partnership will enhance data-informed outreach, 
community visibility, and coordinated recruitment strategies while ensuring compliance with 
district and state requirements. 

Together, these strategies create a multi-channel recruitment approach that leverages existing 
community relationships, district-supported outreach, community engagement, and professional 
marketing support to ensure broad awareness of enrollment opportunities and support the 
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school in meeting its projected enrollment. 

B.  Explain how the school will achieve a racial/ethnic balance reflective of the community 
it serves or within the racial/ethnic range of other local public schools in accordance 
with section 1002.33(7)(a)8., F.S. 

 

You Thrive Elementary for Creative Excellence will implement an open, non-selective 
enrollment process in accordance with section 1002.33(7)(a)8., Florida Statutes, and will actively 
recruit students from across the geographic area served by the school. Recruitment strategies, 
including district-approved mailings, community outreach, partnerships with early learning 
programs, and public events, are designed to reach a broad and diverse population of families 
reflective of the surrounding community. 

The school will not engage in any practices that limit access based on race, ethnicity, disability, 
language status, or socioeconomic background. Enrollment will be conducted through a random 
lottery process if applications exceed available seats, ensuring equitable access and compliance 
with state law. Through broad-based outreach and open enrollment, the school expects its 
student population to reflect the racial and ethnic composition of the local community and 
nearby public schools. 

 
C.  Describe the school’s proposed enrollment policies and procedures, including an 

explanation of the enrollment timeline, any preferences for enrollment and lottery 
process. Provide proposed enrollment application as Attachment S. 

You Thrive Elementary for Creative Excellence will implement open enrollment policies 
consistent with section 1002.33, Florida Statutes, and Hernando County School District 
requirements. Enrollment will be non-discriminatory and open to all eligible students residing in 
Hernando County, subject to capacity limitations.  

Enrollment Timeline 

The enrollment period will be publicly advertised and will typically begin in the spring preceding 
the school year of operation. Enrollment information, application deadlines, and lottery dates 
will be communicated through multiple channels, including the school website, district-approved 
mailings, community outreach events, and social media platforms. Applications will be accepted 
during the published enrollment window. 

Enrollment Preferences 

If the number of eligible applications exceeds available seats, a random lottery will be conducted 
in accordance with state law. Any enrollment preferences applied will be limited to those 
permitted by statute, such as: 

• Siblings of students already enrolled at the school 
• Children of employees of the school (if applicable and within statutory limits) 
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No preferences will be based on academic ability, disability status, English language proficiency, 
race, ethnicity, or socioeconomic status. 

Lottery Process 

The lottery will be conducted in a fair, transparent, and publicly noticed manner. Families will be 
informed in advance of the lottery date and procedures. Students selected through the lottery 
will be offered enrollment, and remaining applicants will be placed on a waitlist in the order 

 drawn. The waitlist will be maintained throughout the enrollment period and used to fill 
vacancies as they occur. 

Enrollment Application 

A proposed enrollment application outlining required student information, eligibility criteria, and 
enrollment procedures is included as [Attachment S]. The application is designed to be 
accessible to families and will be made available in both paper and electronic formats. Assistance 
will be provided to families as needed to ensure equitable access to the enrollment process. 
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Section 15: Parent and Community Involvement 

A. Briefly explain the general plan to engage parents in the life of the school (in addition to 
any proposed governance roles described in previous sections of this application, if 
applicable) as well as plans for regular communication with parents about school 
matters. This could include building family-school partnerships to strengthen support 
for learning, volunteer opportunities, or activities the school will seek from, or offer to 
parents. This must include the governing board’s appointment of a representative to 
facilitate parental involvement, provide access to information, assist parents and others 
with questions and concerns, and resolve disputes, s. 1002.33(7)(d)1., F.S. 

You Thrive Elementary for Creative Excellence is committed to building strong partnerships 
with families and the broader community, recognizing that meaningful parent and community 
engagement is essential to student achievement and school success. The school will intentionally 
design a welcoming and inclusive environment that encourages active parental involvement and 
shared responsibility for student learning. 

A substantial body of educational research supports the positive impact of family engagement on 
student outcomes. Research by Joyce Epstein and the Johns Hopkins University Center on 
School, Family, and Community Partnerships identifies six key types of parent involvement—
parenting, communicating, volunteering, learning at home, decision-making, and collaborating 
with the community—and concludes that schools implementing structured family engagement 
models experience improved academic performance, increased attendance, and a stronger overall 
school climate. 

You Thrive Elementary for Creative Excellence implement a family participation requirement of 
12 hours per family per school year. Participation hours may be fulfilled through volunteering at 
school events, attending parent workshops, assisting with classroom or school-wide activities, or 
supporting community-based initiatives sponsored by the school. The governing board will 
appoint a Parent Liaison to facilitate parental involvement, provide families access to 
information, assist with questions and concerns, and support dispute resolution in accordance 
with s. 1002.33(7)(d)1., F.S. The Parent Liaison will serve as a vehicle for communication, 
volunteerism, and school improvement initiatives, strengthening the connection between home 
and school. Families will be encouraged to participate in school activities, events, and decision-
making processes that support student success. 

B. Discuss any established community resources that will be available to students and 
parents, if applicable. Describe any partnerships the school will have with community 
organizations, businesses, or other educational institutions. Specify the nature, 
purposes, terms, and scope of services of any such partnerships including any fee-based 
or in-kind commitments from community organizations or individuals that will enrich 
student learning. 

Community engagement will be further strengthened through You Thrive Elementary for 
Creative Excellence’s arts-enriched virtual learning experiences for students in grades K–2 and 
Education Beyond the Classroom activities for students in grades 3–5, which are designed to 
foster positive, reciprocal relationships between students and the local arts community. Through 
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these programs, students will participate in experiential learning opportunities connected to 
visual and performing arts, creative expression, and cultural exploration. 

These experiences may include virtual and in-person arts workshops, visits to local galleries, 
studios, and performance venues, collaborative projects with local artists and arts organizations, 
and participation in community arts events supported by You Thrive Florida, Inc. Students will 
also engage in student-led creative service initiatives, such as exhibitions, performances, and 
community showcases, that allow them to contribute artistically while addressing community 
interests and celebrating local culture.  

C. Provide, as Attachment T, any existing evidence of demand for the school or support from 
intended community partners, if available (e.g. letters of intent/commitment, memoranda 
of understanding, or contracts). 

Section T includes a list of community partnerships and current survey data from the You Thrive 
Head Start Program, which shares the proposed facility, and outlines how these partners support 
the school through instructional enrichment, experiential learning opportunities, and student and 
family engagement. 

You Thrive Elementary of Brooksville and You Thrive Elementary for Creative Excellence 
recognizes the importance of transparent and effective conflict resolution. The school’s Parent 
Liaison will serve as the initial point of contact and a first-level intermediary, working with families 
and staff to address and resolve concerns at the earliest possible stage. When concerns cannot be 
resolved at the instructional, administrative, or Parent Liaison level, they will be referred to the 
You Thrive Florida’s Board of Directors. Complaints requiring board review must be submitted 
in writing within ten (10) days of the incident using the school’s established grievance form. This 
process ensures fairness, accountability, and timely resolution in accordance with board policy and 
applicable laws. Dispute resolution procedures are designed to protect the rights of parents as 
outlined in ss. 1001.42(8)(c)1.–6., 1002.20, and 1014.04, Florida Statutes 
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I. BUSINESS PLAN 
 

Section 16: Facilities 
 
If the site is acquired: 

A. Describe the proposed facility, including location, size, and layout of space.  
B. Describe the actions that will be taken to ensure the facility is in compliance with applicable laws, 

regulations, and policies and is ready for the school’s opening.   
C. Describe how the facility aligns with the proposed educational program and other requirements such 

as mandated class sizes.   
D. Document the anticipated costs for the facility, including renovation, rent, utilities, and maintenance. 

Identify, if applicable, any funding sources (other than state and local funding) that will be applied to 
facilities-related costs and include evidence of such (e.g. letter, MOU) as Attachment U. If renting 
an existing facility, provide draft lease agreement as Attachment V. 

E. Describe the back-up facilities plan. What is the alternate plan for facilities if the proposed facility is 
not available or is determined to be inappropriate for the school’s opening? 

If the site is not yet acquired: 
F. Explain the school’s facility needs, including desired location, size, and layout of space.   

 
You Thrive Florida is under contract for a 9,940 square foot concrete block commercial building 
located on Pinehurst Drive in Spring Hill, FL. We anticipate closing by the end of April 2026.  The 
school will initially have 7 classrooms, a large in-door multi-use area, administrative offices, an 
outdoor recreation area, restrooms, teacher break space, and an upstairs storage space. 

 
G. Provide an estimate of the costs of the anticipated facility needs and describe how such 

estimates have been derived. Identify, if applicable, any funding sources (other than state 
and local funding) that will be applied to facilities-related costs and include evidence of 
such (e.g. letter, MOU) as Attachment U. 
 
The purchase cost of the facility will be $1.375M with funding being secured through You Thrive 
Florida reserves.   
 
The estimated cost for the anticipated facility improvement needs is approximately $300,000, which 
include expenses related to facility renovation, equipment upgrades, outdoor recreation area, 
technology enhancements, and necessary safety compliance improvements. This estimate was 
derived through a combination of contractor assessments, and recent market cost analyses of 
comparable projects. Input from our facilities management team and external consultants ensure 
that all projected expenses align with current construction and materials pricing trends.  
 
In addition to state and local funding, You Thrive Florida anticipates leveraging alternative funding 
sources to support these facility-related costs. These may include reserve funds, private grants, 
philanthropic contributions, community partnerships, and corporate sponsorships where applicable. 
Applications for these funding sources are planned to coincide with the project timeline to ensure 
financial feasibility and sustainability.  
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H. Explain the strategy and schedule that will be employed to secure an adequate facility. 
 
The facility is currently under contract with an anticipated closing in April and a planned opening for 
operations in August, and the strategy and schedule are designed to ensure the building is fully 
compliant, furnished, and instructional-ready before the first day of school. 
 
The strategy focuses on completing due diligence before closing, coordinating closely with 
contractors and inspectors, and aligning all work with the charter pre‑opening requirements and 
sponsor expectations. 
 
Pre-closing (now through April) 
• Complete all remaining due diligence activities (inspections, environmental and code compliance 

checks, and verification of zoning and allowable educational use) prior to the April closing to 
confirm the facility is appropriate and adequate. 

• Finalize the purchase contract terms, confirm the timeline for any required renovations, and map 
those tasks against the charter pre‑opening checklist and deadlines. 

 
Post-closing (May – June) 
• Immediately after closing in April, initiate any necessary renovations or build‑out to meet 

life‑safety, accessibility, and educational program requirements, including work needed to obtain 
a Certificate of Occupancy. 

• During this period, the school will also procure and schedule installation of furniture, fixtures, 
equipment, and technology infrastructure so that core instructional and administrative spaces are 
operational by mid‑summer. 

 
Pre-opening readiness (July) 
• By early July, the goal is to secure the final Certificate of Occupancy and complete any required 

sponsor or authorizer pre‑opening site visit to verify readiness to serve students. 
• July will be used for final safety checks, room setup, signage, and any punch‑list items, as well as 

for staff orientation and walkthroughs to ensure that daily operations, arrival/dismissal, and 
emergency procedures work effectively in the space. 

 
Opening in August 
• With all inspections, approvals, and pre‑opening requirements met, the facility will open for 

students in August in alignment with the agreed school start date, and management and 
governing board will continue monitoring the facility during the first year to address any 
emerging needs. 

• This structured strategy and timeline ensure that an adequate, compliant facility is secured and 
fully prepared for safe and effective operations by the first day of school 

 
I. Describe the back-up facilities plan. 
 

If the current facility contract falls through, the school will implement a structured backup facilities 
plan to ensure it can still open successfully and operate in a safe, compliant space.  

Immediate contingency option 
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• Pursue one of several pre‑identified alternative sites within the same geographic area (e.g., other 
suitable commercial or educational buildings such as You Thrive Florida’s two educational 
facilities at 835 School Street, Brooksville, FL and 11245 Spring Hill Drive, Spring Hill) that 
have been preliminarily vetted for zoning, capacity, and code compliance. 

• Work with the sponsor to explore temporary use of available district or public facilities, as 
permitted in state law, while a long‑term site is secured. 

 
Short-term operational solutions 
• The school will adjust enrollment and grade‑level rollout, if necessary, to match the capacity of 

any interim facility while still meeting safety, program, and class‑size requirements. 
 
Due diligence on alternate site(s) 
• For each backup site, the school will complete expedited due diligence, including inspections, 

verification of educational use, and an assessment of life‑safety, accessibility, and space adequacy 
before entering into any lease or purchase agreement. 

• Any selected backup facility will be brought into full compliance with applicable laws and 
sponsor requirements according to a clear pre‑opening timeline, mirroring the process planned 
for the primary site. 

 
Communication 
• The school will notify the sponsor promptly if the original contract terminates and provide an 

updated facilities plan and timeline for approval, including the proposed backup option and any 
request to amend opening dates if needed. 

• Families and staff will receive timely communication about any facility changes, with clear 
information on location, transportation, and opening dates to maintain trust and continuity of 
enrollment. 
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Section 17: Transportation Service 

Describe the school’s plan for transportation to ensure that transportation is not a barrier to 
equal access for all students residing within a reasonable distance of the school, s. 
1002.33(20)I F.S. 

 

You Thrive Elementary for Creative Excellence recognizes the importance of transportation in 
ensuring equitable access to the school’s educational program. The school will comply with all 
applicable federal and state laws governing student transportation and will coordinate with 
Hernando County School District regarding transportation services. 

Transportation Plan 

Transportation services for eligible students will be provided in accordance with Hernando 
County School District policies and availability. The school will work collaboratively with the 
district to determine appropriate transportation arrangements, including routes, schedules, and 
eligibility criteria. 

Parents and guardians will be clearly informed of transportation options, eligibility requirements, 
and procedures prior to the start of each school year. 

Student Safety 

All transportation services will meet applicable safety standards and requirements. The school will 
ensure that transportation procedures prioritize student supervision, safe loading and unloading, 
and compliance with District expectations. 

Communication with Families 

Transportation information will be communicated to families through enrollment materials, the 
school handbook, and direct communication as needed. The school will maintain ongoing 
communication with families regarding transportation updates or changes using a variety of 
communication tools. 

The school will work closely with Hernando County School District, building on the established collaborative 
relationship currently in place through the operation of BEST Academy, the organization’s existing middle school 
charter 
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Section 18: Food Service 

Describe the school’s plan for food services, including any plans for contracting services or 
plans  to participate in the National School Lunch Program. Explain how the school’s food 
service plan will ensure healthy, well-rounded meals for students. Food Service Plan 

 

Food service will be provided through participation in district-approved food service. The 
school will work collaboratively with Hernando County School District to determine the most 
appropriate food service model prior to opening. 

Student Access and Eligibility 

All students at You Thrive Elementary for Creative Excellence currently receive meals at no cost 
through the Hernando County School District Community Eligibility Program (CEP). If 
universal meal service is discontinued, the school will follow Hernando County School District 
procedures to ensure that eligible students receive free or reduced-price meals in accordance 
with federal guidelines. Eligibility determinations will be handled confidentially, without 
discrimination, and in full compliance with applicable state and federal requirements 

Food Safety and Compliance 

Food preparation and service will comply with all local, state, and federal health and sanitation 
requirements. Staff involved in food service will be appropriately trained, and facilities will be 
maintained to support safe food handling practices. 

Communication with Families 

Information regarding meal programs, eligibility, and procedures will be communicated to 
families through enrollment materials, the student handbook, and school communications. 

The school will work closely with Hernando County School District, building on the established collaborative 
relationship currently in place through the operation of BEST Academy, the organization’s existing middle school 
charter. 
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Section 19: School Safety and Security 
 
Outline the plan for school safety and security for students, staff, the facility, and property, especially 
as it relates to the applicable provisions in the Marjory Stoneman Douglas High School Public Safety 
Act. 
Specifically: 
 
 
A. Describe what steps the school would take to ensure there is a safe school officer present 

while school is in session, pursuant to section 1006.12, F.S. 
   

You Thrive Elementary for Creative Excellence will ensure the presence of a safe school officer 
while school is in session in full compliance with section 1006.12, Florida Statutes. Although the 
safe school officer is not an employee of Hernando County School District, the officer will be 
hired through district-approved processes and in coordination with the HCSD Safe Schools 
Office and the Hernando County Sheriff’s Office. All statutory requirements, training, 
background screening, and monitoring will be reviewed and verified at the time of hiring and 
throughout the officer’s assignment. The school will not operate during instructional hours 
unless a safe school officer is present in accordance with state law and district policy, and 
continuous coverage will be maintained whenever students are on campus.  
 
Coordination with Law Enforcement and Memorandum of Understanding (MOU) 
You Thrive Elementary for Creative Excellence will operate under an established Memorandum 
of Understanding (MOU) with the Hernando County Sheriff’s Office (HCSO) to support school 
safety, training, and compliance with the Marjory Stoneman Douglas High School Public Safety 
Act. The MOU will define roles and responsibilities related to emergency response coordination, 
safety planning, threat assessment support, and staff training. Through this agreement, HCSO 
will provide guidance and support regarding school safety procedures, emergency response 
coordination, threat recognition, and compliance with state and district safety requirements. 
School leadership will work collaboratively with HCSO and the HCSD Safe Schools Office to 
ensure alignment with districtwide safety protocols and law enforcement expectations. 

 
B. Explain how the school will adopt an active assailant response plan and provide annual 

training on the plan, as required by section 1006.07(6), F.S.  
 

You Thrive Elementary for Creative Excellence will adopt and implement the active assailant 
response plan used by Hernando County School District, in compliance with section 1006.07(6), 
Florida Statutes. 
The active assailant response plan will be incorporated into the school’s comprehensive 
emergency preparedness procedures and will include: 

• Clearly defined response procedures for staff and students 
• Emergency communication protocols 
• Coordination with HCSD, HCSO, and local emergency responders 
• Post-incident response and recovery considerations 
 

All school personnel will receive annual training on the active assailant response plan prior to the 
start of each school year, with additional reinforcement as required by HCSD and state 
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guidelines. School leadership and designated staff members will participate in safety training 
opportunities provided by the HCSD Safe Schools Office, including required modules, refresher 
trainings, and participation in the Annual Safety Summit, to ensure a consistent understanding of 
safety expectations and procedures 

C. Explain how the school will establish a threat management team as required by section
1006.07(7), F.S.
You Thrive Elementary for Creative Excellence will establish and maintain a threat management
team in accordance with section 1006.07(7), Florida Statutes, and HCSD requirements.

The threat management team will consist of trained school personnel and will operate in
coordination with district-approved threat assessment procedures. Responsibilities of the team
will include:
• Identifying and assessing potential threats to school safety
• Monitoring student one-to-one devices for at-risk communications utilizing Securely
• Implementing appropriate intervention and support strategies
• Coordinating with HCSD resources, HCSO, and mental health professionals as needed
• Monitoring, documenting, and following up on reported concerns

School staff will receive training on recognizing warning signs, reporting concerns, and utilizing 
the threat management process, with an emphasis on early identification, prevention, and 
student well-being. 

D. Explain how the school will accurately and timely report incident relates to school safety
and discipline as required by section 1006.07(9), F.S.

You Thrive Elementary for Creative Excellence will accurately and timely report all incidents
related to school safety and discipline in accordance with section 1006.07(9), Florida Statutes,
and HCSD reporting procedures.

School administration will ensure proper documentation, data entry, and communication with
the district for all reportable incidents, including compliance with district timelines and reporting
systems. Ongoing monitoring will ensure accuracy, consistency, and accountability.

School Safety Planning 
Prior to opening, You Thrive Elementary for Creative Excellence will develop and implement a 
comprehensive School Safety Plan aligned with HCSD expectations and state requirements. The 
plan will address, at a minimum: 

• Emergency preparedness and response procedures
• Threat assessment and management protocols
• Communication procedures during emergencies

Campus Security Measures 

Campus security measures will include, but are not limited to: 
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• Controlled access to campus and school buildings
• Visitor check-in procedures and identification requirements
• Supervision during arrival, dismissal, and student transitions
• Close monitoring of cameras in classroom, hallways, and common areas
• Compliance reviews conducted in coordination with the HCSD Safe Schools Office

All security measures will be implemented in a manner that supports a welcoming, respectful, 
and student-centered school climate. 

Drills and Ongoing Training 

Students and staff will participate in all required safety drills, including fire, lockdown, and 
evacuation drills, in accordance with state law and HCSD requirements. Drill schedules and 
procedures will align with district guidance. 
The school will also participate in monthly safety monitoring, including established checkpoints 
and compliance reviews, in coordination with HCSD Safe Schools staff. 

School personnel will receive ongoing training related to emergency response, student 
supervision, threat awareness, and safety protocols, including annual refresher training. Staff will 
continue to attend the Annual Safety Summit hosted by Hernando County School District to 
remain informed of current safety practices, procedures, and regulatory updates. The school 
brings established experience maintaining compliance through regular collaboration with HCSD 
Safe Schools staff. 

Student Discipline and Due Process 

School safety practices are aligned with the school’s discipline policies, which emphasize positive 
behavior supports, prevention, and early intervention. All disciplinary actions will respect 
student rights and provide due process consistent with Hernando County School District 
policies and applicable state laws. 

Building on the established working relationship developed through BEST Academy, the school 
will continue to collaborate closely with the HCSD Student Services Office to ensure ongoing 
compliance with all applicable requirements and procedures.
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Section 20: Budget 

A. Provide as Attachment X, an operating budget covering each year of the requested
charter term that contains revenue projections (using the Florida charter school revenue
estimate worksheet as Attachment W for at least the first year of operation), expenses,
and anticipated fund balances. The budget should be based on the projected student
enrollment indicated in Section 2 of the application. A template for the operating budget
may be available from the sponsor upon request.

Budget is attached as Attachment X. The Florida Charter Revenue Estimator Worksheet is
attached as Attachment W.

B. Provide a start-up budget as Attachment Y that contains a balance sheet, revenue
projections, including source of revenues, expenses, and anticipated fund balance. The
start-up budget must cover any period prior to the beginning of FTE payments in which
the school will expend funds on activities necessary for the successful start-up of the
school.

The school start-up budget is attached as Attachment Y

C. If the budget is contingent upon sources of funding beyond those typically provided by
local, state, and federal governments (such as funding from foundations, donors,
grants), provide evidence of such funding (e.g. MOU, letters) as Attachment Z.

In addition to state and local funding, the school anticipates leveraging alternative funding
sources to support these facility-related costs. These may include reserve funds, private grants,
philanthropic contributions, community partnerships, and corporate sponsorships where
applicable. Applications for these funding sources are planned to coincide with the project
timeline to ensure financial feasibility and sustainability.

D. Provide a detailed narrative description of the line-item revenue and expenditure
assumptions on which the operating and start-up budget are based. The budget narrative
should provide sufficient information to fully understand how budgetary figures were
determined.

The operating and start‑up budgets are built from conservative, enrollment‑driven revenue
estimates and staffing‑ and program‑driven expenditure assumptions that align with the proposed
educational model and Florida charter school requirements.

Revenue assumptions:
Student funding: Per-student revenue is based on the Florida Charter School Revenue Estimate
Worksheet, using projected FTE by grade level and including applicable add-on funds (e.g., ESE)
where earned. Per‑student amounts are conservative and trended modestly over time in line with
recent state funding patterns.

Student fees:  Student fees reflect modest, optional charges for activities such as field trips and

8282



extracurricular programs, calculated as an estimated $600 per student per year multiplied by 
projected enrollment, with waivers available to ensure access for low‑income families. 

Other revenue (grants, donations, etc.):  Although we have not included revenue in this 
category, we do anticipate pursuing other revenue sources, such as start‑up and implementation 
grants, foundation grants, individual/corporate contributions, and fundraisers. Revenue from 
these sources will be phased in gradually, with nothing assumed until there is a clear funding award. 

Expenditure assumptions: 
Staff, Fringe & Benefits expenses:  

• Academic staffing (teachers, instructional coaches, and student support roles) is driven
by the school’s class‑size model and schedule, using staffing ratios that meet or are better
than state requirements. Salaries are benchmarked against local school district and charter
school averages to remain competitive while sustainable within projected revenues.

• Non‑academic staff: Non‑academic staff (school leader, clerical, support staff, custodial,
and guardian) are budgeted to provide the minimum operational capacity needed for safe,
compliant school operations, with additional positions added in later years as enrollment
grows. Salary levels are based on regional market data for comparable roles in public
schools and nonprofits.

• Group insurance: Health and related insurance costs are calculated based on our actual
cost of benefits as currently provided to all other You Thrive Florida staff.

• FICA, unemployment, workers’ compensation: These costs are estimated using
statutory employer contribution rates for Social Security and Medicare, the state’s
unemployment insurance rate for employers, and our current workers’ compensation
factor.

• Retirement: Retirement contributions are based on participation in our retirement plan
using our current contribution rate of 4%.  We do not anticipate this rate changing in the
near future.

Facility and Operations expenses: 
• Rent: Facility rent is based on the attached draft lease agreement.
• Utilities: Utilities (electricity, water/sewer, trash, internet/phone) are estimated based on

square footage and local utility rates, informed by current occupant of space and
comparable space usage patterns, and escalated annually to reflect expected cost increases.

• Building maintenance: Building maintenance includes routine custodial services,
repairs, groundskeeping, and minor capital replacements, budgeted consistent with facility
maintenance best practices.

Administrative and program expenses: 
• Professional services: Professional services cover legal, audit, and substitutes required

for normal charter school operations.
• Supplies and insurance: General office and administrative supplies are based on
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per‑staff estimates (e.g., $600 per staff for office and classroom consumables), while 
property and casualty insurance is budgeted based on current insurance costs for our 
other charter school.  We anticipate higher costs in the start-up year, subsequent years 
have been appropriately adjusted. 

• Management expenses: Back‑office/in-direct support services including Finance,
Payroll, HR, IT, Maintenance, and administrative support.

• Technology: Costs include devices, network infrastructure, and software licenses
necessary to implement the educational model, budgeted using per‑student and per‑staff
device assumptions.  We anticipate higher costs in the start-up year with subsequent years
budgets adjusted appropriately.

• Program supplies and instructional materials: Curriculum, textbooks, online content,
and classroom materials.  We included a higher allocation in the start-up year for initial
purchases and anticipated lower replacement costs in subsequent years.

• Education engagement and outreach: Education engagement covers student
engagement, family/community outreach, enrollment marketing, and events that are
essential to reach the target enrollment and mission goals, with line items grounded in
realistic per‑event and per‑student cost estimates.

      Start-up vs. Operational budget distinctions 
• Start‑up budget: The start‑up budget (from charter approval through Day 1 of

instruction) emphasizes one‑time costs such as facility build‑out, furniture and
equipment, initial curriculum purchases, technology set‑up, pre‑service staff training, and
early outreach and enrollment activities. These are based on vendor quotes or comparable
charter start‑up projects and are not assumed to recur at the same level in later years.

• Operating budget: The multi‑year operating budget reflects ongoing revenues and
expenditures required to run the school once open, with modest annual growth
assumptions for salaries, benefits, and major operating costs. Recurring expenses are
calculated so that total expenditures remain within projected recurring revenues,
preserving a positive fund balance each year.

E. Discuss the school’s contingency approach and plan to meet financial needs if
anticipated revenues are not received or are lower than estimated. This may include
budgets for 75% and 50% of revenue projections or a budget for whatever percentage the
applicant considers the minimum percentage at which they could operate the
educational plan presented.

The school will use a tiered contingency approach that allows it to operate the educational
program responsibly if actual revenues are delayed or come in below projections, including
modeling budgets at reduced revenue levels (e.g., 75% and 50% of projected funding).
Attachment Y contemplates these contingency scenarios.

The board will adopt a conservative budgeting philosophy (slightly underestimating revenues
and slightly overestimating key expenses) and will monitor enrollment and funding closely
through monthly financial reports and cash‑flow projections.
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If enrollment and associated per‑student revenues are below target at the start of the year, 
leadership will first adjust variable costs tied directly to student numbers (such as staffing, some 
supplies, certain contracted services, and nonessential activities) to keep spending in line with 
confirmed funding. 

Leadership will freeze non‑critical hiring and defer nonessential purchases until there is clear 
evidence that cash flow can support them. 

F. Explain in detail the year one cash flow contingency plan, in the event that revenue
projections are not met (or not met on time).

The school’s year one cash flow contingency plan is built around monthly cash flow forecasting,
early warning triggers, predefined cost‑reduction tiers, and limited use of reserves or short‑term
financing to bridge timing gaps if revenues are lower than projected or delayed.

We have created a month-to-month cash flow projection forecast that maps all expected inflows
and outflows for the first 12 months. See attached.  Once operating, leadership will update this
forecast monthly, comparing actual to projected.

If enrollment and associated per‑student revenues are below target at the start of the year,
leadership will first adjust variable costs tied directly to student numbers (such as staffing, some
supplies, certain contracted services, and nonessential activities) to keep spending in line with
confirmed funding.

The board’s goal is to build a modest operating reserve and to use it only for temporary cash
flow shortfalls.  If timing issues rather than permanent revenue losses create a cash gap, the
school may use short-term cash management tools, such as adjusting payment schedules,
arranging a small line of credit, or seeking an authorized bridge loan, consistent with board
policy and lender covenants.

The finance committee will review cash flow reports monthly, focusing specifically on
enrollment, funding receipt timing, days cash on hand, and any activated contingency steps. If
material shortfalls occur, leadership will promptly inform the board and, when appropriate, the
authorizer, describing the cause of the variance, the specific contingency actions taken, and any
implications for nonessential program elements, while maintaining all legal and contractual
obligations.

G. Provide monthly cash flow projections for the school’s start-up period (i.e. from the date
on which the application is approved to the beginning of the first fiscal year of operation)
through the first year of operation.

See attached spreadsheet – Attachment FF
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Section 21: Financial Management and Oversight 

A. Describe who will manage the school’s finances and how the school will ensure strong
internal controls over financial management and compliance with all financial reporting
requirements.

Who manages the school’s finances:
The school’s finances will be overseen by the governing board, the principal, the Chief
Administrative Officer, the Chief Financial Officer, and the Finance and Audit Committee
which consists of the Board executive officers and one board member with finance &/or
accounting experience; with clear separation between oversight, authorization, and day‑to‑day
processing as follows:

• The governing board holds ultimate responsibility for financial performance, approves
budgets, adopts financial policies, and monitors financial reports and audits.

• The principal has operational responsibility for implementing the board‑approved
budget, managing daily expenditures, and ensuring compliance with policies and
regulations.

• The CAO works with the principal to develop the school’s annual budget and has direct
oversight for all expenditures.

• The CFO maintains the accounting system, records transactions, prepares internal
financial reports, supports budget development, and coordinates audits and regulatory
submissions.

• The CPA will perform annual financial and compliance audits and report on whether the
school’s financial statements follow general accepted account practices (GAAP) and
governmental accounting standards board (GASB) standards.

How we will ensure strong internal controls: 

• The school will maintain a documented internal control framework covering control
environment, risk assessment, control activities, information and communication, and
monitoring to safeguard assets and ensure reliable reporting.

• Control environment includes the overall culture, including governing board,
administration, and staff commitment to ethical behavior, integrity, compliance, and
competence.

• Risk assessment includes identifying, analyzing, and managing risks that could prevent
the school from achieving its financial goals.

• Control activities include segregation of duties, clear approval authority for expenditures
and contracts, protecting cash, inventory, and equipment from theft or misuse and
documentation.

• Cash handling will follow strict procedures such as centralized collections, pre‑numbered
receipts, daily reconciliation, and secure deposits to reduce risk of theft or loss.

• Payments will require standardized approval workflows in Blackbaud, written purchasing
and procurement procedures, and verification that all disbursements are properly
supported, budgeted, and compliant with YTF and Redbook policies.
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B. Explain the mechanisms the governing board will use to monitor the school’s financial 
health and compliance. 

 
The governing board holds ultimate responsibility for financial performance, approves budgets, 
adopts financial policies, and monitors financial reports and audits.  

 
The governing board will use a structured system of reports, policies, and external checks to 
monitor the school’s financial health and compliance, consistent with charter law, the charter 
contract, and authorizer expectations.  

 
The Chief Financial Officer prepares and presents written monthly financial reports, including a 
balance sheet, income state, cash flow report, to the Governing Board Finance Committee for 
their review and oversight.   The full board will review financial reports at our quarterly board 
meetings and are required to review and approve our annual financial audits. 

 
Each year, the board will formally adopt an annual operating budget that aligns with the 
school’s academic and operational plans and will monitor performance against that budget 
through budget to actual reports that highlight significant over or under spending. 

 
The board will engage an independent certified public accountant to conduct an annual 
financial audit in accordance with applicable standards and will review audit findings, 
management letters, and corrective action plans in a public meeting. 

 
C. Describe the school’s plans and procedures for conducting an annual audit of the 

financial operations of the school. 
 

The school will follow a structured, board-led process to ensure that an independent annual 
audit of its financial operations is conducted in compliance with applicable charter law, Auditor 
General rules, and the charter contract. 

 
The annual financial audit will include examination of the school’s financial statements to 
determine whether they are fairly presented in all material respects in conformity with GAAP, 
as well as testing of internal controls and compliance with applicable legal and regulatory 
requirement. 

 
The auditor will also review significant estimates and accounting policies, test a sample of 
transactions (such as revenues, expenditures, payroll, and procurements), and assess whether 
there are any indicators of deteriorating financial condition or noncompliance that require 
disclosure 

 
The school will submit the completed annual audit and any required accompanying reports to 
its sponsor and other required state entities within the statutory deadlines. 

 
The audit report will be maintained as a public record, posted or otherwise made available in 
accordance with open‑government requirements, and used by the board and authorizer as a key 
tool for monitoring the school’s financial health and compliance. 
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D. Describe the method by which accounting records will be maintained.

Accounting records will be maintained using a formal, accrual‑basis accounting system that
follows generally accepted accounting principles and supports all required charter school
financial reports.

The school will maintain its books on the accrual basis of accounting, recording revenues when
earned and expenses when incurred, to produce accurate financial statements and a clear audit
trail.

We will utilize Blackbaud, a non-profit financial management system, to record all transactions.
The system includes a detailed chart of accounts and separates funds as needed.

Every transaction (receipts, disbursements, journal entries) will be supported by source
documentation such as invoices, purchase orders, contracts, deposit slips, and bank statements.

Internal control procedures will ensure segregation of duties (e.g., different individuals
authorize, record, and reconcile transactions), dual approvals, and monthly bank reconciliations
so records remain accurate, complete, and protected against error or misuse.

We will utilize Paycom as our Human Resources Information System (HRIS) to track employee
information, payroll processing, timesheets, benefits, and ACA reporting.

All records will be maintained electronically in each of the management systems.

E. Describe how the school will ensure financial transparency to the authorizer and the
public, including its plans for public adoption of its budget and public dissemination of
its annual audit and financial report.

The school will use open meetings and timely reporting to ensure full financial transparency to
both the authorizer and the community, consistent with Florida charter school requirements.

The governing board will adopt the annual budget in a publicly noticed board meeting, allowing
time on the agenda for public comment before a vote is taken.

The school will submit required monthly financial statements to the authorizer, including
budget‑to‑actual reports and balance sheet information, by the deadlines established in the
charter contract and state rules.

After the board receives and accepts the annual independent audit in an open meeting, the
school will submit to the authorizer by the deadline established.
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F. Describe any key back-office services to be outsourced via contract, such as business 
services, payroll, and auditing services. Include the anticipated costs of such services 
and criteria for selecting such services. 

 
We outsource our auditing services through Carr, Riggs and Ingram, a nationally ranked 
accounting and advisory firm.  

 
G. Describe how the school will store financial records. 
 

The school will store financial records in secure, organized, and backed‑up systems that meet 
public‑records and audit requirements while protecting confidentiality. 

 
Electronic financial records (accounting system data, scanned documents, bank downloads, 
payroll files, and reports) will be stored on secure, trusted cloud storage tied to the school’s 
accounting and document‑management systems. 

 
Paper financial records (invoices, checks, deposit slips, contracts, bank statements, payroll 
registers, etc.) will be scanned and stored on secure, trusted cloud storage tied to the school’s 
accounting and document‑management systems. 

 
 
H. Describe the insurance coverage the school will obtain, including applicable health, 

workers compensation, general liability, property insurance, and directors’ and officers’ 
liability coverage. 

 
You Thrive Elementary Academy for Creative Learning will be added to the existing risk 
management program underwritten by the Florida Insurance Trust on behalf of You Thrive 
Florida.  The risk management program includes Premises Liability, Commercial Automobile, 
Workers Compensation, Directors & Officers, and Employment Practices insurance.  In 
addition, our new full-time staff will be eligible for coverage under our health insurance plan 
underwritten by Florida Blue.  
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Section 22: Start-Up Plan 

A. Present a projected timetable for the school’s start-up, including but not limited to the following key 
activities: 

i. Applying for and securing appropriate legal status (e.g. status as a state corporation, federal non-
profit) - Done 

ii. Identifying and securing facility –  

iii. Recruiting and hiring staff (leaders, teachers, and other staff) 

iv. Staff training 

v. Finalizing curriculum and other instructional materials 

vi. Governing board training - Done 

vii. Policy adoption by Board (if necessary) - Done 

viii. Recruiting students 

ix. Enrollment lottery, if necessary 

x. Establishing financial procedures - Done 

xi. Securing contracted services 

xii. Fundraising, if applicable 

xiii. Finalizing transportation and food service plans 

xiv. Procuring furniture, fixtures and equipment 

xv. Procuring instructional materials 
The activities included should align with the start-up budget described earlier in the application. If an activity 
will be paid for by a source of funding not included in the start-up budget, it should be clearly indicated. 
(This timetable is a projection and is not meant to be binding on the school or sponsor. A formal timeline 
may be negotiated in the charter agreement) 
 

Projected Timeline ii., iii., iv., v., viii., ix., xi., xii., xiii., xiv.,xv. 

January–March 2026 

• Sign contract to purchase building and begin due diligence for zoning approval 

• Begin student interest outreach to You Thrive Head Start families and other HCSD Students 
 

April-August 2026 

• Close on building 

• Finalize zoning approval 

• Formalize curriculum review committee following charter approval 

• Begin structured review of curriculum options aligned to Florida B.E.S.T. Standards 
 

September-December 2026 

• Building renovations.   

• Begin discussions with Hernando County School District regarding transportation and food service 
coordination, and school safety and expansion 

• Begin preliminary staff recruitment and interview planning 
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January–February 2027 

• Establish start-up leadership team and implementation committees

• Begin recruitment of contracted service providers (ESE, related services, support services)

• Begin procurement planning for furniture, fixtures, and equipment

• Continue student interest outreach to You Thrive Head Start families and other HCSD Students

March 2027 

• Continue instructional materials planning and vendor meetings

• Expand student recruitment efforts, including district data outreach for rising fourth-grade students

• Continue contracted services recruitment and preliminary agreements

• Finalize procurement of furniture, technology and equipment orders

April 2027 

• Continue curriculum review and narrowing of instructional materials

• Continue staff recruitment and interview planning

• Finalize transportation and food service, and safe schools planning framework in coordination with
HCSD and HCSO

• Ongoing student recruitment and application collection

May 2027 

• Finalize instructional materials and curriculum selections

• Begin hiring process for instructional staff

• Conduct enrollment lottery, if necessary

• Finalize contracted service provider agreements

• Prepare for receipt of furniture, technology, and equipment orders

June 2027 

• Complete instructional staffing selections and begin clearance process

• Finalize transportation and food service plans

• Receive and stage furniture, instructional materials, and equipment

• Prepare professional development and pre-service training schedules

July 2027 

• Conduct staff onboarding and required trainings

• Provide curriculum-specific and instructional model training

• Finalize classroom setup and instructional materials distribution

• Confirm student enrollment and finalize schedules

• Conduct final walk through with safe schools and HCSO

• Furnishing and equipment will be installed to be finished prior to school opening day

August 2027 

• Conduct pre-school week professional development

• Complete safety, compliance, and operational readiness checks

• Begin school year operations
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Chart of Attachments 
Please tab or separate attachments as noted below 

A. Evidence of teacher and parental support for conversion, if applicable.
B. Sample daily school schedule and annual school calendar
C. Sample curriculum scope and sequence
D. Reading curriculum
E. Pupil Progression plan, if applicable
F. Assessment Schedule
G. Proposed discipline policy or student code of conduct, if applicable
H. Articles of incorporation
I. 501(c)(3) tax-exempt status determination letter (or copy of the filing form)
J. Governing board by-laws
K. Governing board code of ethics and conflict of interest policy
L. For each board member, a Board Member Information Sheet, resume, and Statement of

Assurances (templates provided)
M. Organization charts that show the school governance, management, and staffing structure in

1) the pre-operational year; 2) the first year of operation; 3) at the end of the charter term; and
4) when the school reaches full capacity, if in a year beyond the first charter term

N. Job description for the school leader and, if this person is already identified, his or her resume
O. If the school leader is not yet identified, the qualifications the school will look for in a school

leader
P. Job description(s) and qualification requirements for each administrative or leadership position

other than the school leader
Q. Job description(s) and qualification requirements for the school’s teachers
R. Personnel policies, if developed
S. Student enrollment application
T. Evidence of demand for the school (e.g. petitions or intent to apply forms) or support from

intended community partners (e.g. letters of intent/commitment, memoranda of
understanding, or contracts), if applicable

U. Evidence of facility funding sources, if applicable
V. Draft rental agreement or lease for facility, if applicable
W. Florida Charter School Revenue Estimating Worksheet
X. Proposed Operating Budget
Y. Proposed Startup Budget
Z. Evidence of external funding (e.g. foundations, donors, grants), if applicable.

Addendum (as applicable) 
AA. Commissioner’s letter(s) of verification of high-performing status 
BB. ESP’s organization chart 
CC. ESP’s organization chart after any anticipated growth
DD. Applicant history worksheet (Form IEPC-M1A, found at:

http://www.fldoe.org/schools/school-choice/charter-schools/charter-school-reference) 
EE. Draft contract between school and ESP 
FF. Applicant may attach up to an additional ten pages of supplemental material. 

93

http://www.fldoe.org/schools/school-choice/charter-schools/charter-school-reference


Attachment A 

A. Evidence of teacher and parental support for conversion, if applicable.
Not Applicable
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Choice A School Calendar for 2025-2026 STUDENT CALENDAR 

S M T W T F S S M T W T F S S M T W T F S 
1 2 3 4 5 1 2 1 2 3 4 5 6 

6 7 8 9 10 11 12 3 4 5 6 7 8 9 7 8 9 10 11 12 13 
13 14 15 16 17 18 19 10 11 12 13 14 15 16 14 15 16 17 18 19 20 
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27 
27 28 29 30 31 24 25 26 27 28 29 30 28 29 30 

31 

S M T W T F S S M T W T F S S M T W T F S 
1 2 3 4 1 1 2 3 4 5 6 

5 6 7 8 9 10 11 2 3 4 5 6 7 8 7 8 9 10 11 12 13 
12 13 14 15 16 17 18 9 10 11 12 13 14 15 14 15 16 17 18 19 20 
19 20 21 22 23 24 25 16 17 18 19 20 21 22 21 22 23 24 25 26 27 
26 27 28 29 30 31 23 24 25 26 27 28 29 28 29 30 31 

S M T W T F S S M T W T F S S M T W T F S 
1 2 3 1 2 3 4 5 6 7 1 2 3 4 5 6 7 

4 5 6 7 8 9 10 8 9 10 11 12 13 14 8 9 10 11 12 13 14 
11 12 13 14 15 16 17 15 16 17 18 19 20 21 15 16 17 18 19 20 21 
18 19 20 21 22 23 24 22 23 24 25 26 27 28 22 23 24 25 26 27 28 
25 26 27 28 29 30 31 29 30 31 

S M T W T F S S M T W T F S S M T W T F S 
1 2 3 4 1 2 1 2 3 4 5 6 

5 6 7 8 9 10 11 3 4 5 6 7 8 9 7 8 9 10 11 12 13 
12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20 
19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27 
26 27 28 29 30 24 25 26 27 28 29 30 28 29 30 

31 

30 

April 2026 May 2026 June 2026 

February 2026 March 2026 January 2026 

July 2025 August 2025 

December 2025 

September 2025 

October 2025 November 2025 

First day  for instructional  staff.................................................................. Aug. 4   ................................................. Monday 
PreSchool............................................................................................................ Aug. 4-8 ........................................... Monday-Friday 
First day  of school  for students................................................................. Aug.11 ............................................... Monday 
Labor Day............................................................................................................ Sept. 1 ................................................ Monday 
End of first grading period  (44 days)..................................................... Oct. 10 ................................................ Friday 
Professional Day-Students  not in attendance..................................... Oct. 13  ................................................ Monday 
District In-Service-Students  not  in attendance..……........................ Oct. 31 .................................................. Friday 
Veterans  Day Observed ............................................................................... Nov.11 ................................................ Tuesday 
Thanksgiving Break........................................................................................ Nov. 24-28 ........................................ Monday-Friday 
End of semester  Early  Release Days....................................................... Dec. 17-19 ......................................... Wednesday-Friday 
End of second grading period  (42 days)............................................... Dec. 19  ................................................ Friday 
Winter Break………………………………………………...........................….... Dec. 22- Jan. 2  .................................. Monday-Friday 
Professional Day-Students  not in attendance..................................... Jan. 5  .................................................... Monday 
M.L.King Day………………………………………………………........................ Jan. 19 ................................................. Monday 
President’s Day................................................................................................. Feb. 16 ................................................ Monday 
End of third grading period  (47 days)................................................... Mar. 13 ............................................... Friday 
Spring Break  ...............................................................…................................. Mar. 16-20 ........................................ Monday-Friday 
Professional Day ........................………..................................................….... Mar. 23 ............................................... Monday 
Long weekend……………………………………………………...............…..…. Apr. 3 .................................................. Friday 
Memorial Day………………………………………….................…..................... May 25 ............................................... Monday 
End of semester  Early  Release Days………............................................ May 27-29......................................... Wednesday-Friday 
Last day  of  school  for  students-end of  fourth  grading period (47  days) May 29 ................................................. Friday 
Post School......................................................................................................... June 1-2 ............................................... Monday-Tuesday 

Pre  & Post  
School 

August 4,  2025 
August 5, 2025 
August 6,  2025 
August 7,  2025 
August 8,  2025 

June 1, 2026 
June 2, 2026 

Teacher 
Professional Days 
October 13,  2025 
January 5, 2026 
March 23,  2026 

District 
Inservice 

October 31,  2025 

Paid 
Teacher Holidays 

September 1, 2025 
November 11, 2025 
November 27,  2025 

January 19,  2026 
February 16,  2026 

May 25,  2026 

Paid Holidays 
12-Month  

Employees 
July 4, 2025 

September 1,  2025 
November 11, 2025 
November 27,  2025 
December  25,  2025 

January 1,  2026 
January 19, 2026 

February  16,  2026 
April 3, 2026 
May 25, 2026 

Paid Holidays 
Less than  12 Month  
September 1,  2025 
November 11, 2025 
November 27,  2025 
December 25,  2025 

January 19,  2026 

Hurricane 
Make-Up Days 
November 24,  

2025 
November 25,  

2025 
March 16,  2026 
March 17,  2026 

Early Release Day 
for Professional 

Development 
August 29, 2025 

September 26, 2025 
October 24, 2025 
January 30, 2026 

February 27, 2026 

Attachment B
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 TEACHER CALENDAR Choice A School Calendar for 2025-2026 

S M T W T F S S M T W T F S S M T W T F S 
1 2 3 4 5 1 2 1 2 3 4 5 6 

6 7 8 9 10 11 12 3 4 5 6 7 8 9 7 8 9 10 11 12 13 
13 14 15 16 17 18 19 10 11 12 13 14 15 16 14 15 16 17 18 19 20 
20 21 22 23 24 25 26 17 18 19 20 21 22 23 21 22 23 24 25 26 27 
27 28 29 30 31 24 25 26 27 28 29 30 28 29 30 

31 

S M T W T F S S M T W T F S S M T W T F S 
1 2 3 4 1 1 2 3 4 5 6 

5 6 7 8 9 10 11 2 3 4 5 6 7 8 7 8 9 10 11 12 13 
12 13 14 15 16 17 18 9 10 11 12 13 14 15 14 15 16 17 18 19 20 
19 20 21 22 23 24 25 16 17 18 19 20 21 22 21 22 23 24 25 26 27 
26 27 28 29 30 31 23 24 25 26 27 28 29 28 29 30 31 

S M T W T F S S M T W T F S S M T W T F S 
1 2 3 1 2 3 4 5 6 7 1 2 3 4 5 6 7 

4 5 6 7 8 9 10 8 9 10 11 12 13 14 8 9 10 11 12 13 14 
11 12 13 14 15 16 17 15 16 17 18 19 20 21 15 16 17 18 19 20 21 
18 19 20 21 22 23 24 22 23 24 25 26 27 28 22 23 24 25 26 27 28 
25 26 27 28 29 30 31 29 30 31 

S M T W T F S S M T W T F S S M T W T F S 
1 2 3 4 1 2 1 2 3 4 5 6 

5 6 7 8 9 10 11 3 4 5 6 7 8 9 7 8 9 10 11 12 13 
12 13 14 15 16 17 18 10 11 12 13 14 15 16 14 15 16 17 18 19 20 
19 20 21 22 23 24 25 17 18 19 20 21 22 23 21 22 23 24 25 26 27 
26 27 28 29 30 24 25 26 27 28 29 30 28 29 30 

31 

July 2025 August 2025 

December 2025 

September 2025 

October 2025 November 2025 

30 

April 2026 May 2026 June 2026 

February 2026 March 2026 January 2026 

First day f or in structional  staff.................................................................. Aug. 4  ................................................. Monday 
PreSchool............................................................................................................ Aug. 4-8    ........................................... Monday-Friday 
First day of   school f or s tudents................................................................. Aug.11 ............................................... Monday 
Labor  Day............................................................................................................ Sept. 1 ................................................ Monday 
End  of  first grading period (44 days)..................................................... Oct. 10 ................................................ Friday 
Professional  Day-Students not in  attendance..................................... Oct. 13 ................................................ Monday 
District In-Service-Students  not in attendance..……........................ Oct. 31 .................................................. Friday 
Veterans  Day Observed ............................................................................... Nov.11 ................................................ Tuesday 
Thanksgiving Break........................................................................................ Nov. 24-28 ........................................ Monday-Friday 
End  of  semester  Early Release  Days....................................................... Dec. 17-19 ......................................... Wednesday-Friday 
End  of  second grading period (42 days)............................................... Dec. 19 ................................................ Friday 
Winter  Break………………………………………………...........................….... Dec. 22- Jan. 2 .................................. Monday-Friday 
Professional  Day-Students not in  attendance..................................... Jan. 5 .................................................... Monday 
M.L.King Day………………………………………………………........................ Jan. 19 ................................................. Monday 
President’s  Day................................................................................................. Feb. 16 ................................................ Monday 
End of third grading period (47 days)................................................... Mar. 13 ............................................... Friday 
Spring Break  ...............................................................…................................. Mar. 16-20 ........................................ Monday-Friday 
Professional Day .. ......................………..................................................….... Mar. 23 ............................................... Monday 
Long weekend……………………………………………………...............…..…. Apr. 3 .................................................. Friday 
Memorial  Day………………………………………….................…..................... May 25 ............................................... Monday 
End of semester  Early Release  Days………............................................ May 27-29......................................... Wednesday-Friday 
Last  day  of  school  for  students-end  of  fourth  grading  period  (47  days) May 29 ................................................. Friday 
Post School......................................................................................................... June 1-2 ............................................... Monday-Tuesday 

Pre  & Post  
School 

August  4,  2025 
August 5, 2025 
August  6, 2025 
August  7, 2025 
August  8, 2025 

June  1,  2026 
June  2,  2026 

Teacher 
Professional Days 
October  13,  2025 
January  5, 2026 
March 23,  2026 

District 
Inservice 

October  31, 2025 

Paid 
Teacher  Holidays 

September  1, 2025 
November  11, 2025 
November  27,  2025 

January  19,  2026 
February  16,  2026 

May 25,  2026 

Paid Holidays 
12-Month 

Employees 
July  4,  2025 

September 1, 2025 
November 11, 2025 
November 27, 2025 
December 25, 2025 

January  1,  2026 
January  19, 2026 

February  16, 2026 
April 3,  2026 
May  25, 2026 

Paid Holidays 
Less than  12 Month 
September  1,  2025 
November  11, 2025 
November  27,  2025 
December  25, 2025 

January  19, 2026 

Hurricane 
Make-Up Days 
November 24,  

2025 
November 25, 

2025 
March 16,  2026 
March 17,  2026 

Early Release  Day 
for  Professional 

Development 
August  29, 2025 

September  26, 2025 
October 24,  2025 
January  30, 2026 

February  27,  2026 
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You Thrive Elementary for Creative Excellence – Daily Bell Schedule (9:00 AM–3:40 PM)

Time Instructional Block

9:00–9:10 Opening Day Activity / Morning Meeting

9:10–11:10 ELA / MTSS Block (120 min)

11:10–11:30 Free Play

11:30–12:30 Math (60 min)

12:30–12:50 Science (20 min)

12:50–1:10 Social Studies (20 min)

1:10–1:40 Lunch (30 min)

1:40–2:10 PE (30 min)

2:10–2:55 Specials – Arts (45 min)

2:55–3:40 Intervention / Enrichment (45 min)

Weekly Instructional Minutes Summary

Component Minutes / Week

ELA / MTSS 600

Math 300

Science 100

Social Studies 100

PE 150

Specials (Arts) 225

Intervention / Enrichment 225

Total Instructional Minutes 900

Free Play (Non-instructional) 100

Compliance Note: This schedule provides a minimum of 900 instructional minutes per week, includes a 
protected 120-minute ELA/MTSS block, arts-integrated specials, daily intervention and enrichment, and 100
PLQXWHV RI IUHH SOD\� LQ DOLJQPHQW ZLWK +HUQDQGR &RXQW\ 6FKRRO 'LVWULFW FKDUWHU UHTXLUHPHQWV�
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Aligned to Florida B.E.S.T. Standards (ELA K–5)	

Attachm
ent C 

English Language Arts Scope & Sequence (K–5) – Spring Hill (Arts Focus) 
Grade	 Foundational Skills / 

Word Study	
Reading Focus	 Writing Focus	 Arts Integration	

K	 Phonological 
awareness; letter–sound 
correspondence; early 
decoding	

Story elements; 
listening 
comprehension; 
informational texts	

Opinion, informative, 
narrative through 
drawing/dictation	

Hands-on exploration 
tied to texts	

1	 Phonemic awareness; 
blends/digraphs; 
fluency	

Retelling; main topic; 
comparing texts	

Opinion, informative, 
narrative sequencing	

Design & creative 
response to reading	

2	 Multisyllabic decoding; 
prefixes/suffixes	

Theme; text features; 
compare texts	

Expanded opinion, 
informative, narrative 
writing	

Project-based learning 
connections	

3	 Morphology; academic 
vocabulary	

Main idea; author’s 
purpose; evidence	

Opinion with evidence; 
informative writing	

Interdisciplinary 
projects	

4	 Greek/Latin roots; 
domain vocabulary	

Text structure; multiple 
sources	

Argument; informative; 
narrative dialogue	

Applied design or arts 
projects	

5	 Advanced vocabulary; 
figurative language	

Theme, argument, 
perspective	

Argument with 
counterpoints; research	

Capstone-style projects	
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Mathematics & Science Scope & Sequence (K–5) – Spring Hill (Arts Focus)
Grade Mathematics Focus Science Focus Arts Integration Assessment

K Number sense Observation Hands-on Formative

1 Add/Subtract Life science Investigation i-Ready

2 Measurement Matter Projects STAR

3 Multiply/Divide Energy Inquiry Benchmarks

4 Fractions Earth systems Modeling Tasks

5 Fractions Ecosystems Capstone Summative
Aligned to Florida B.E.S.T. Standards – Mathematics & Science (K–5)

Attachm
ent C
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Aligned to Florida B.E.S.T. Standards & CPALMS – Social Studies (K–5)	

Attachm
ent C 

Social Studies Scope & Sequence (K–5) – Spring Hill (Arts Focus) 
Grade	 Social Studies Focus 

(CPALMS-Aligned)	
Arts Integration	 Key Skills	 Assessment Emphasis	

K	 Rules, citizenship, 
maps, holidays	

Hands-on exploration	 Civic awareness, 
geography	

Formative	

1	 Community, 
economics, timelines	

Applied inquiry	 Cause/effect, decision-
making	

Projects	

2	 Local government, 
geography, culture	

Interdisciplinary 
projects	

Civic responsibility	 STAR writing	

3	 Florida history & 
geography	

Research-based tasks	 Analysis, comparison	 Performance	

4	 U.S. regions & early 
history	

Modeling & 
presentation	

Critical thinking	 Benchmarks	

5	 U.S. history to 1865	 Capstone inquiry	 Synthesis, argument	 Summative	
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Attachment D 

D. Reading curriculum

You Thrive Elementary will follow the Hernando County School District Comprehensive Reading 
Plan and implement literacy instruction aligned with Florida’s B.E.S.T. Standards to ensure high-
quality, evidence-based reading instruction across all grade levels. In alignment with district 
expectations, the school will review and consider the reading curriculum options discussed 
throughout the application in collaboration with district curriculum leadership and instructional 
staff. 

Curriculum review will include consideration of research-based resources from providers such as 
McGraw Hill and Savvas, as well as the district’s newly adopted Benchmark Education materials for 
Kindergarten through Grade 5. Final selections will be guided by standards alignment, instructional 
effectiveness, staff input, and student needs, ensuring fidelity to the District Comprehensive Reading 
Plan and strong literacy outcomes. 
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Attachment E 

E. Student Progression Plan

Following approval of the charter application, You Thrive Elementary will formally adopt the 
Hernando County School District Student Progression Plan and School Procedures Handbook. 
School policies and procedures will align with district expectations related to student promotion, 
retention, grading, attendance, assessment, and instructional practices to ensure consistency and 
compliance with applicable state and district requirements. 

To minimize duplication and conserve paper, only the cover page of the Hernando County School 
District Student Progression Plan and School Procedures Handbook is included as an attachment.  
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HERNANDO COUNTY SCHOOL DISTRICT  
 STUDENT PROGRESSION PLAN  

and  
 SCHOOL  PROCEDURES HANDBOOK  

 
 

Entry,  Promotion,  Retention  and Graduation    
Grades  VPK/Pre­K  –  12  

 
Effective  August  11th,  2025  

School Board: 
Shannon Rodriguez, Chairperson 
Mark Johnson, Vice Chairperson 
Susan Duval, Board Member 

Michelle Bonczek, Board Member 
Kayce Hawkins, Board Member 

Ray Pinder 
Superintendent 

Hernando County School District 
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Attachment F

F. Assessment schedule and calendar

You Thrive Elementary will follow the Hernando County School District Assessment Calendar, 
including all required testing schedules and assessment windows. State assessments, district-required 
assessments, and school-based assessments will be administered in accordance with district 
timelines, testing procedures, and applicable state requirements. 

Interim and progress monitoring assessments, including i-Ready Diagnostic Assessments and STAR 
assessments, will be scheduled within district-approved windows and coordinated to support 
instructional planning, MTSS decision-making, and progress monitoring while maintaining testing 
fidelity and minimizing disruption to instruction. 
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2025-2026 Elementary School Assessment Calendar 

District Window State Window 
Florida Assessment of Student Thinking (FAST) 

VPK/ESE PreK (STAR Early Literacy) 
PM1: August 27th-September 11th 
PM2: January 8th-January 22nd  
PM3: April 28th- May 11th  

Grades K-2 FAST ELA Reading & Math 
PM1: August 4th-September 26th 
PM2: December 2nd- 12th  
PM3: April 13th- May 1st 

PM1: August 4th – September 26th 
PM2: December 1st -January 23rd 
PM3: April 13th -May 29th 

Grades 3-5 FAST ELA Reading PM1: September 2nd -12th 

PM1: August 11th- September 26th  
PM2: December 1st -January 23rd 
PM3: May 1st-May 29th 

PM2: December 9th-17th 
PM3: May 1st- 8th 

Grades 3-5 FAST Mathematics 
PM1: September 15th  -19th 
PM2: January 6th-16th 
PM3: May 11th -15th 

SAT10 
SAT10 May 13-14th 

i-Ready

i-Ready- Reading & Math

AP1: August 11th-29th 
AP2: November 17th-December 12th 
AP3: April 13th – May 29th  
Grade 3 Reading – May 20-21st 

Benchmarks for Excellent Student Thinking (B.E.S.T.) Writing 
District Writing Assessment- Grades 4 & 5 February 2026 

Grades 4 & 5 – B.E.S.T. Writing Grade 4 - March 31st – April 1st 

Grade 5 - April 2nd  - 3rd  
March 30th -April 10th  

Statewide Science Assessment 
Grade 5 Statewide Science May 12th May 1st- 29th 

NNAT3 
NNAT3 (1st grade) February 2nd – March 31st 

ACCESS for ELLS 
ACCESS for ELLs 
Alternate ACCESS for ELLs January 12th - March 6th January 12th - March 13th 

Florida Alternate Assessment (FAA) 
FAA Performance Task:  
Grades 3-5 ELA & Mathematics 
Grades 4 & 5 Writing, & Grade 5 Science 

March 2nd  -  April 17th 

FAA Datafolio Collection Periods 
September-October 2025 

November-December 2025 
February-March 2026 
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Attachment G
G. Proposed discipline policy or student code of conduct

You Thrive Elementary will adopt the Hernando County School District Student Code of Conduct 
and discipline policies following charter approval. To minimize duplication and conserve paper, only 
the cover page and page one statement of the discipline policy are included as an attachment. The 
full code of conduct is publicly available through Hernando County School District and will be 
formally adopted by the school. 
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 PARENT  AND  STUDENT  ACKNOWLEDGMENT  
Student  Code of  Conduct is available on-line  at  hernandoschools.org  

 
This  Student  Code  of  Conduct  has  been  written  so  students  and family  members  know  what  behavior  is  
expected  and  prohibited  at  school  or  at  school  activities.   It is  helpful  if  parents  are  aware  of  school  rules  so  
they  can  help  support  them  from  home. Failure  to  return  this acknowledgement  will  not  relieve  a student  or  
the  parent(s)  from  the  responsibility  for  knowledge  of  the  contents  of  the  Student  Code  of  Conduct.  
 
I  have  read/viewed  on-line  and  acknowledge:  
→ Bullying/Harassment/Teen  Dating  Violence  Policy  & Procedures  (Appendix  A) 
→ Bus Expectations  
→ Dress  Code  Policy  (Appendix  B) 
→  Annual notification of Family Educational  Rights and Privacy Acts (FERPA)  (Appendix  C) 
→ Network/Internet  acceptable  use  agreement  (Appendix  D) 
→  Opt Out Pledge of Allegiance (E) 
→  Participation in Interscholastic and Intrascholastic  Extracurricular Activities (Appendix F) 
→ Student  Code  of  Conduct 
 
Parent(s)/Guardian(s)  Signature       Date  
 
 
Student’s  Signature  (Middle  & High  School)     Date  
 
 
(Print)  Student’s  Name/Student  ID  #      Grade  
 
 
I request  a copy  of the Student  Code of  Conduct  in Spanish  
 
Photograph/Video/Student  Work  Permission:  
Hernando  County  Schools  may  use  photographs  or  videotapes  in which  your  child  appears  as  well  as your  
child’s  project  materials  (i.e.  artwork,  written  materials, class  projects,  computer  projects).  These  images  may  
be used  for Hernando  County  Schools  in  publications  such  as  newsletters, brochures  and/or  display  on  social  
media.   The  publication  of  any  picture  in  which  your child  appears  will  not  be  labeled  with  his/her  name  or 
any  other  personal  facts.  
 
PLEASE  INITIAL  
 

Yes,  I  give  permission  to  Hernando  County  Schools  to  use  my  child’s  photographs, videotapes  and/or 
project   materials.  

 
No, I do NOT give permission to Hernando County Schools to use  my child’s photographs, 
videotapes and/or project  materials.  

 
 

PLEASE  HAVE  YOUR  CHILD  RETURN THIS PAGE  TO  SCHOOL  
AFTER  SIGNING THE  ACKNOWLEDGEMENT  AND  INITIALING  THE  PHOTO/VIDEO/WORK  

PERMISSION  SECTION  
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HERNANDO COUNTY SCHOOL DISTRICT  
STUDENT CODE OF CONDUCT  

2025-2026 

Ray Pinder, Superintendent of Schools 

Hernando County School District, 919 North Broad Street, Brooksville, FL 34601, (352) 797-7000 
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Document Number
FEI/EIN Number
Date Filed

State
Status

Last Event
Event Date Filed
Event Effective Date

Department of State /  Division of Corporations /  Search Records /  Search by FEI/EIN Number /

Detail by FEI/EIN Number
Florida Not For Profit Corporation
MID FLORIDA COMMUNITY SERVICES, INC.

Filing Information

715459

59-1235202

10/25/1968

FL

ACTIVE

AMENDMENT

11/02/2015

NONE

Principal Address

820 KENNEDY BOULEVARD
BROOKSVILLE, FL 34601 AX

Changed: 02/13/2006

Mailing Address

P.O. BOX 896
BROOKSVILLE, FL 34605-7896

Changed: 02/13/2006

Registered Agent Name & Address

THE HOGAN LAW FIRM
20 S BROAD STREET
BROOKSVILLE, FL 34601

Name Changed: 08/14/2019

Address Changed: 08/14/2019

Officer/Director Detail

Name & Address

Title Chairman

DIVISION OF CORPORATIONSFlorida Department of State

Attachment H
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http://dos.myflorida.com/
http://dos.myflorida.com/sunbiz/
http://dos.myflorida.com/sunbiz/search/
https://search.sunbiz.org/Inquiry/CorporationSearch/ByFeiNumber
http://dos.myflorida.com/sunbiz/
http://dos.myflorida.com/


Noman Vacha, Jennene
23139 Rattler Lane
BROOKSVILLE, FL 34601

Title CFO

Bates, Kris J, CPA
820 KENNEDY BOULEVARD
BROOKSVILLE, FL 34601

Title CEO

Kline, Mathew
820 KENNEDY BOULEVARD
BROOKSVILLE, FL 34601

Title COO

Homan, Steve
10430 Claymore Street
Spring Hill, FL 34608

Title Chief Administrative Officer

Becker, Lisa
4343 Birt Street
Brooksville, FL 34602

Title VC

Morris, James
P.O. BOX 896
BROOKSVILLE, FL 34605-7896

Title Secretary/Treasure

Ramirez, Tracy
P.O. BOX 896
BROOKSVILLE, FL 34605-7896

Annual Reports

Report Year Filed Date
2024 01/17/2024
2025 01/10/2025
2026 01/20/2026

Document Images

01/20/2026 -- ANNUAL REPORT View image in PDF format

01/10/2025 -- ANNUAL REPORT View image in PDF format

01/17/2024 -- ANNUAL REPORT View image in PDF format
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https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-180f8aa8-5be4-4657-ae85-4b8e98416abf&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-180f8aa8-5be4-4657-ae85-4b8e98416abf&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-91939b57-2ffa-4d00-8f10-60d06cf3059b&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-91939b57-2ffa-4d00-8f10-60d06cf3059b&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-c0a0f733-378b-4c28-9b02-2869921c415a&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-c0a0f733-378b-4c28-9b02-2869921c415a&formatType=PDF


01/12/2023 -- ANNUAL REPORT View image in PDF format

02/07/2022 -- ANNUAL REPORT View image in PDF format

09/22/2021 -- AMENDED ANNUAL REPORT View image in PDF format

01/12/2021 -- ANNUAL REPORT View image in PDF format

01/24/2020 -- ANNUAL REPORT View image in PDF format

08/14/2019 -- Reg. Agent Change View image in PDF format

01/16/2019 -- ANNUAL REPORT View image in PDF format

01/11/2018 -- ANNUAL REPORT View image in PDF format

01/09/2017 -- ANNUAL REPORT View image in PDF format

01/25/2016 -- ANNUAL REPORT View image in PDF format

11/02/2015 -- Amendment View image in PDF format

01/16/2015 -- ANNUAL REPORT View image in PDF format

01/10/2014 -- ANNUAL REPORT View image in PDF format

01/18/2013 -- ANNUAL REPORT View image in PDF format

01/05/2012 -- ANNUAL REPORT View image in PDF format

02/09/2011 -- ANNUAL REPORT View image in PDF format

08/11/2010 -- ANNUAL REPORT View image in PDF format

01/28/2010 -- ANNUAL REPORT View image in PDF format

02/12/2009 -- ANNUAL REPORT View image in PDF format

02/04/2008 -- ANNUAL REPORT View image in PDF format

02/01/2007 -- ANNUAL REPORT View image in PDF format

02/13/2006 -- ANNUAL REPORT View image in PDF format

02/09/2005 -- ANNUAL REPORT View image in PDF format

01/16/2004 -- ANNUAL REPORT View image in PDF format

01/13/2003 -- ANNUAL REPORT View image in PDF format

03/13/2002 -- ANNUAL REPORT View image in PDF format

02/13/2001 -- ANNUAL REPORT View image in PDF format

02/28/2000 -- ANNUAL REPORT View image in PDF format

04/22/1999 -- ANNUAL REPORT View image in PDF format

03/19/1998 -- ANNUAL REPORT View image in PDF format

08/14/1997 -- AMENDMENT View image in PDF format

07/25/1997 -- AMENDMENT View image in PDF format

03/28/1997 -- ANNUAL REPORT View image in PDF format

03/27/1996 -- ANNUAL REPORT View image in PDF format

05/01/1995 -- ANNUAL REPORT View image in PDF format

10/25/1968 -- FILINGS PRIOR TO 1995 View image in PDF format

Florida Department of State, Division of Corporations
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https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-f104cf8d-55ae-46ef-b9c3-ae9665c27522&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-f104cf8d-55ae-46ef-b9c3-ae9665c27522&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-3ad58025-ca91-4c9c-913e-2420686f2a72&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-3ad58025-ca91-4c9c-913e-2420686f2a72&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-75db8f73-1773-4bb0-b1e3-86d661504849&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-75db8f73-1773-4bb0-b1e3-86d661504849&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-ba7c74b0-93a4-48ab-ac03-02c5e5ff83d9&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-ba7c74b0-93a4-48ab-ac03-02c5e5ff83d9&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-ddeb8ecf-ea83-4cb0-9cfb-9f6b231510f5&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-ddeb8ecf-ea83-4cb0-9cfb-9f6b231510f5&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2019%5C0823%5C33129047.Tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2019%5C0823%5C33129047.Tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-58834bd7-4b59-4d54-8d11-bd3aa4ae0820&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-58834bd7-4b59-4d54-8d11-bd3aa4ae0820&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-8c333aec-aacf-453b-9767-4eedf5eb84a0&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-8c333aec-aacf-453b-9767-4eedf5eb84a0&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-19a04d97-9454-4e5e-9299-c1161b6091ee&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-19a04d97-9454-4e5e-9299-c1161b6091ee&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-96276135-6018-41b2-8cee-675cc4847a34&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-96276135-6018-41b2-8cee-675cc4847a34&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2015%5C1104%5C78664964.Tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2015%5C1104%5C78664964.Tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-6b04afd7-df41-4fa4-aafb-19191403d445&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-6b04afd7-df41-4fa4-aafb-19191403d445&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-9fb868fd-88c3-4793-98d0-a1731cc40ed3&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-9fb868fd-88c3-4793-98d0-a1731cc40ed3&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-af2845d0-f632-49d8-bf6d-07169d83d42a&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/GetDocument?aggregateId=domnp-715459-a5ed80cc-740d-4baa-a6fe-fb9b43ab9adc&transactionId=715459-af2845d0-f632-49d8-bf6d-07169d83d42a&formatType=PDF
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2012%5C0106%5C16527088.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2012%5C0106%5C16527088.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2011%5C0209%5C93704333.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2011%5C0209%5C93704333.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2010%5C0811%5C84262880.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2010%5C0811%5C84262880.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2010%5C0128%5C67415168.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2010%5C0128%5C67415168.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2009%5C0212%5C80468708.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2009%5C0212%5C80468708.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2008%5C0204%5C00760040.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2008%5C0204%5C00760040.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2007%5C0201%5C40126694.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2007%5C0201%5C40126694.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2006%5C0213%5C90711469.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2006%5C0213%5C90711469.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2005%5C0209%5C20261702.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2005%5C0209%5C20261702.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2004%5C0116%5C50094475.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2004%5C0116%5C50094475.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR1%5C2003%5C0113%5C90067349.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR1%5C2003%5C0113%5C90067349.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2002%5C0320%5C2363149E.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2002%5C0320%5C2363149E.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2001%5C0219%5C366010A5.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2001%5C0219%5C366010A5.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2000%5C0304%5C150208D6.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2000%5C0304%5C150208D6.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1999%5C0426%5C12500574.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1999%5C0426%5C12500574.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1998%5C0320%5C91340057.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1998%5C0320%5C91340057.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C0708%5C1223%5CAM000841.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C0708%5C1223%5CAM000841.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C0708%5C1223%5CAM000333.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C0708%5C1223%5CAM000333.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1997%5C0331%5C71780056.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1997%5C0331%5C71780056.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1996%5C0328%5C92785034.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1996%5C0328%5C92785034.TIF&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1107%5C0119%5CAR014081.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C1107%5C0119%5CAR014081.tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2023%5C0503%5C03558921.Tif&documentNumber=715459
https://search.sunbiz.org/Inquiry/CorporationSearch/ConvertTiffToPDF?storagePath=COR%5C2023%5C0503%5C03558921.Tif&documentNumber=715459
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MID FLORIDA COMMUNITY SERVICES, INC. 
DBA YOU THRIVE FLORIDA 

AMENDED AND RESTATED 
BY-LAWS 

Effective: January 14, 2026 
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Amended	and	Restated	Bylaws	of	
Mid	Florida	Community	Services	

DBA	You	Thrive	Florida	
Page 2 of 13 

01117890 

AMENDED AND RESTATED BY-LAWS 
OF 

Mid Florida Community Services, Inc. DBA You Thrive Florida 

ARTICLE I 
NAME AND DESCRIPTION 

1.1 The name of the corporation is Mid Florida Community Services, Inc. DBA You Thrive Florida 
as stated in the Corporation’s Articles of Incorporation as a private not for profit corporation, 
recognized by the Laws of the State of Florida herein referred to as the Corporation. 

1.2 The principal place of business of the Corporation shall be the location reported annually to the 
State of Florida in its Annual Report; currently 820 Kennedy Boulevard, Brooksville, Florida 
34601. 

1.3 The seal of this Corporation shall bear the name of this Corporation, the date of its organization, 
and the words “Corporate Seal, State of Florida”. 

1.4 The fiscal year of this Corporation shall begin on the first (1st) day of October in each year. 

ARTICLE II 
PURPOSE 

2.1 The purpose and function of the Corporation shall be as stated in the Articles of Incorporation. 

ARTICLE III 
BOARD OF DIRECTORS 

3.1 The principal representative body of the Corporation shall be its Board of Directors, which sets 
policies for the Corporation as more specifically described in Article IX. All Directors shall fully 
participate in the development, planning, implementation and evaluation of the programs offered 
by the Corporation in its services to individuals and families. 
Directors must be residents of the State of Florida, and live or work in the Corporation’s service 
region.  

3.2 A director shall perform the duties of a director, including duties as a member of any committee 
of the board upon which they may serve, in good faith, in a manner they reasonably believe to be 
in the best interests of the Corporation, and with such care as an ordinarily prudent person in a like 
position would use under similar circumstances. A person who performs duties in compliance with 
this Section shall have no liability by reason of being or having been a director of the Corporation. 

3.3 A director of the Corporation who is present at a meeting of its Board of Directors at which action 
on any corporate matter is taken shall be presumed to have assented to the action taken unless the 
director votes against such action or abstains from voting in respect thereto because of an asserted 
conflict of interest. 

3.4 This Corporation shall have no fewer than nine (9) and no more than fifteen (15) directors. The 
number of directors may be increased or decreased from time to time by resolution of the board 
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adopted at any duly-called special or regular meeting or by written action in accordance with these 
bylaws, provided however, that no decrease shall have the effect of shortening the term of any 
incumbent director.  

3.5 Each Director appointed to the Board after April, 2019 shall serve a five-year term, automatically 
renewable for up to two additional consecutive five-year terms if they continue to meet the board 
member requirements. A full five-year term shall be considered to have been served upon the 
passage of five (5) annual meetings. Directors shall take office immediately following the close of 
the annual meeting at which they are elected. No Director shall serve more than three (3) full 
consecutive five-year terms. Consecutive service refers to time served on the Board without a gap 
of at least 6 months in between each period of service. 

3.6 A quorum of the Board requires 50% plus one of the members.  
3.7 At a meeting of directors called expressly for that purpose, any director or the entire Board of 

Directors may be removed, with or without cause. The Chairperson shall raise the issue of removal 
of any director at the request of the Chairperson, the Chief Executive Officer or any three other 
directors at the next duly noticed regular or special meeting of the board. The notice shall identify 
as an agenda item the removal of the member. Removal shall be by a majority vote at any regular 
or special meeting at which a quorum is present. “For cause” shall include, but shall in no way be 
limited to a director who: (1) fails to perform their duties; (2) ceases to meet the requirements of the 
specific sector for which the member is a representative; (3) fails to abide by the provisions of these 
By-Laws including those requirements regarding conflicts of interest or otherwise acts beyond the 
scope of their duties as a director; (4) violates any federal, state or local law. 

3.8 Any vacancy occurring in the Board of Directors, including any vacancy created by reason of an 
increase in the number of directors, may be filled by the affirmative vote of a majority of the 
remaining directors then in office, even though less than a quorum. A director elected to fill a vacancy shall serve 
for the remainder of the unexpired term, or until a successor is duly elected or appointed. The Board may, in its 
discretion, elect not to fill a vacancy if it determines to reduce the number of directors, provided the number of 
directors remain within the limits set forth in these bylaws. 

3.9 No contract or other transaction between this Corporation and one or more of its directors, or any 
other corporation, firm, association or entity in which one or more of the directors are directors or 
officers or are financially interested, shall be either void or voidable because of such relationship 
or interest or because such director or directors are present at the meeting of the Board of Directors 
or a committee thereof which authorizes, approves or ratifies such contract or transaction or because of his 
or their votes are counted for such purpose, if: 

(a) The fact of such relationship or interest is disclosed or known to the Board of Directors, 
and the Chief Executive Officer, prior to a vote, authorizes, approves or ratifies the contract 
without counting the votes or consents of such interested director; and 

(b) The contract or transaction is fair and reasonable as to the Corporation at the time it is 
authorized by the Board. 

Common or interested directors may be counted in determining the presence of a quorum at a meeting of 
the Board of Directors or a committee hereof which authorizes, approves or ratifies such contract or 
transaction. 
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ARTICLE IV 
MEMBERSHIP OF THE BOARD 

4.1 The Board of Directors shall consist of individuals elected or appointed in accordance with these 
bylaws. Each member must meet the eligibility requirements established by the organization and 
shall serve for a term defined herein, unless otherwise specified. Board members are expected to 
actively participate in meetings, committees, and organizational activities, and to uphold the 
fiduciary duties of care, loyalty, and obedience. Membership may be renewed or terminated in 
accordance with the procedures outlined in these bylaws. 

A. At least one of the directors must have a background and expertise in fiscal
management or accounting. At least one director shall have a background and expertise
in early childhood education and development. At least one director shall be a licensed
attorney familiar with issues that come before the governing body. Provided however,
in the absence of a director with the background and expertise described in this
paragraph, the board shall employ a consultant with such expertise who shall work with
the board.

B. So long as the Corporation operates programs governed by the Head Start Act (42
USC §9837), one director shall reflect the community to be served and include parents
of children who are currently or were formerly enrolled in Head Start programs.

C. Ex officio board members elected to the Board shall have the same rights as other
directors, including voting rights.

D. A director may resign by delivering their written resignation to the Chief Executive
Officer or the Chairman of the Board. Resignations shall be effective as soon as the
director’s successors have been duly elected and qualified.

ARTICLE V 
MEETINGS OF THE BOARD 

5.1  At the first regular or special meeting of the Board after a vacancy, the Board shall elect a 
Chairperson and a Vice-Chairperson. The Chairperson shall be the liaison between the Board and 
the Chief Executive Officer of the Corporation. All communications regarding the daily operations 
of the Corporation shall be directed to the Chief Executive Officer only through the Chairperson. 
The Chairperson shall preside over all meetings of the Board and shall perform such other duties 
as may be prescribed by the Board from time to time. The Chairperson and Vice-Chairperson shall 
serve until they fail to qualify as a director, resigns, is removed or death. The Chairperson may 
sign, with the Secretary or any other designated individual authorized by the Board, any State, 
Federal or local governmental contract. The Vice-Chairperson shall perform all duties of the 
Chairperson in the absence of that officer. The Chairperson and Vice-Chairperson shall not be 
compensated for the duties performed in the exercise of their duties for the Corporation. 

5.2  Regular meetings of the Board of Directors shall be held quarterly with a written annual schedule 
 provided to the Board, or at such other time as may be determined by the Chairperson of the Board 
 with notice to the members in the manner prescribed herein. Special meetings may be called by 
 the Chairperson of the Board, the Chief Executive Officer or at any time upon the request of any 
 seven members of the Board with notice to the members in the manner prescribed herein. All 
 regular and special meetings shall be held at such time and place as designated by the Chairperson 
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 or the Board. Meetings may be held in any county served by the Corporation or by electronic 
 means as permitted by law. The parliamentary procedures of all meetings shall be conducted in 
 accordance with Robert’s Rules of Order, Newly Revised, except that the Chairperson shall have 
 the authority to introduce, second, and debate any motion before the Board. 

5.3  Secret ballot will be used in voting on all motions to (1) call a closed session of the Board, (2) 
 remove a Board member for cause, (3) hire or fire a Chief Executive Officer of this Corporation. 

5.4  A majority of the members present at the meeting in which there is a quorum shall constitute an 
 affirmative vote of the Board except that an affirmative vote of 75% of the directors shall be 
 required to fire a Chief Executive Officer. Proxy voting is prohibited. 

5.5  Written notice stating the place, date and time of each meeting shall be mailed or delivered to each 
 director at least ten (10) days prior to a regular meeting and within a reasonable time prior to a 
 special meeting.  

A. Notice of a meeting of the Board of Directors need not be given to any director who 
signs a waiver of notice either before or after the meeting. Attendance of a director at a 
meeting shall constitute a waiver of notice of such meeting and waiver of any and all 
obligations to the place of the meeting, the time of the meeting, or the manner in which it 
has been called or convened, except when a director states at the beginning of the meeting, 
any objection to the transaction of business because the meeting is not lawfully called or 
convened. 
B. Any action required by law, these bylaws, or the Articles of Incorporation of this 
corporation to be taken at any annual or special meeting of the directors of the corporation, 
or any action which may be taken at any annual or special meeting of such directors, may 
be taken without a meeting, without prior notice and without a vote, if a consent in writing, 
setting forth the action so taken, shall be signed by not less than the minimum number of 
votes that would be necessary to authorized or take such action at a meeting at which all 
directors entitled to vote thereon were present and voted. 
C. Within ten (10) days after obtaining such authorization by written consent, notice shall 
be given to those directors who have not consented in writing. The notice shall fairly 
summarize the material features of the authorized action. 
D. Emergency actions of the Board may be taken without a meeting, without prior notice 
and without a vote, if a consent of the action so taken, shall be provided either verbally, by 
electronic mediums (e-mail, text) or by phone communication to the Chief Executive 
Officer by not less than the minimum number of directors that would be necessary to 
authorize or take such action at a meeting at which all directors entitled to vote thereon 
were present and voted and provided further that, within ten (10) days after obtaining such 
authorization by verbal consent, notice shall be given to all directors of the action taken. 
The notice shall fairly summarize the material features of the authorized action. Emergency 
action shall be defined as any action needed to be taken to permit and preserve the orderly 
conduct of the Company’s business at times when the Board cannot convene before the 
action is required. An “emergency” includes the need to approve the issuance of a grant 
application to a funding agency. 

5.6  Neither the business to be transacted at, nor the purpose of, any regular or special meeting of the 
 Board of Directors need be specified in the notice or waiver of notice of such meeting. 

5.7  A majority of the directors present may adjourn a meeting to another time and place. Notice of any 
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 such adjourned meeting shall be given to the directors who were not present at the time of the 
 adjournment and, unless the time and place of the adjourned meeting are announced at the time of 
 the adjournment, to the other directors. 

5.8  Members of the Board of Directors may participate in a meeting of such board by means of a 
 conference telephone or similar communications equipment by means of which all persons 
 participating in the meeting can hear each other at the same time. 

5.9  Any action required to be taken at a meeting of the directors of a corporation, or any writing setting 
 forth the action so to be taken, signed by all of the directors or all the members of the committee, 
 as the case may be, is filed in the minutes of the proceedings of the board or of the committee. 
 Such consent shall have the same effect as a unanimous vote. 

5.10 All regular and special meetings shall be open to the general public, including those meetings 
 which intend to address issues of (1) removal of a member of the Board for cause; (2) the election 
 of officer(s) of the Board; (3) the amendment or revision of these By-Laws. Public comments shall 
 be reserved for the last meeting activity prior to adjournment and each attendee will be provided a 
 maximum of three minutes to comment. Robert’s Rules of Order will govern the conduct of the 
 meeting. Attendees desiring to make public comment must (1) notify the Board Chair at or before 
 the start of the meeting; (2) state on the record their name, address, and the topic on which they 
 wish to be heard and if a representative will be speaking for them, such representative’s name and 
 address; and (3) restrict their (or their representative’s) comment to 3 minutes or less. The Board 
 reserves the right to terminate someone’s use of the public comment forum if profanity, disrespect 
 or non-pertinent matters are brought before the Board. 

5.11 No director shall receive compensation from the Corporation for services rendered as a Director. Nothing 
 contained herein shall preclude and director from serving the Corporation in any other capacity (including 
 Chief Executive Officer) and receiving reasonable compensation for the personal services rendered. 
 Director may receive reimbursement (or advances, as the case may be) for all reasonable and documented 
 expenses incurred in the course of performing the services as directors of the Corporation. 

ARTICLE VI 
OFFICERS 

6.1   Officers of this Corporation shall consist of a Chief Executive Officer, a Secretary and such 
  other officers and assistant officers and agents as may be deemed necessary and may be elected 
  or appointed by the Board of Directors from time to time. Any two or more offices may be 
  held by the same person. All officers shall be elected annually at the first regular meeting of the 
  Board after the end of a calendar year, except the Chief Executive Officer who shall be elected 
  as needed to fill a vacancy. No officer, except the Chief Executive Officer, shall be compensated 
  for the duties performed in the exercise of their office. 

6.2   The Chief Executive Officer shall be the chief executive officer of the Corporation, shall have 
  general and active management duties over the business and affairs of the Corporation, shall 
  have primary responsibility over all personnel matters (including hiring, termination and  
  discipline) except those specifically reserved by the Board, shall have the power to transfer or 
  delegate funds received between programs and to other agencies subject to the Board’s overall 
  program policy, shall have the power to contract, shall have the authority over finances,  
  budgeting and expenditures and shall have power to do any and all acts necessary to carry out its 
  function and the Corporation’s policies as determined by the Board of Directors. The Chief 
  Executive Officer shall execute all checks, contract or other instruments on behalf of the  
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  Corporation except those specifically reserved to the Board by law. The Chief Executive  
  Officer shall be present at all meetings of the Board of Directors. The Chief Executive Officer 
  shall serve until removed, resigns or death. 

6.3   The duties of other officers and other duties of the Chief Executive Officer may be prescribed 
  from time to time by resolution of the Board of Directors. 

6.4   The Corporation shall indemnify any officer who is a party to any proceeding (other than an 
  action by, or in the right of the Corporation) by reason of the fact that they are or were an officer 
  of the Corporation or is or was serving at the request of the Corporation as an officer against any 
  liability incurred in connection with such proceeding, to the extent allowed and pursuant to the 
  procedures set forth in Florida Statute, as amended from time to time. 

ARTICLE VII 
COMMITTEES OF THE BOARD 

7.1   The Board of Directors may delegate to committees comprised of board directors any  
  function or duty, as the Board may determine by resolution adopted by a majority of the  
  directors then in office; provided, however, that no committee shall have the authority to  
  elect or remove directors or officers, amend the Articles of Incorporation or these By-Laws, 
  or take any action prohibited by law from being delegated. Unless otherwise determined by 
  the Board, meetings, quorum, notice and other procedural matters of the committees shall be 
  the same as that of the Board. 
 

ARTICLE VIII 
POWERS OF THE BOARD 

8.1   The Board of Directors shall be responsible for setting policy for the Corporation and for the 
  planning and evaluation of the programs and services conducted by the Corporation. The Board 
  shall have no authority over the daily operations of the Corporation. 

8.2   The powers of the Board shall be: 
1) To appoint or terminate the Chief Executive Officer as provided herein; 
2) To approve major personnel, fiscal and program policies; 
3) To approve program plans and priorities; 
4) To approve program proposals and budgets; 
5) To review and accept audit report; 
6) To approve procurement policy; 
7) To review reports; 
8) To review program progress and reports; 
9) To approve pay structure and schedule; 

10) To approve Agency-Wide Budget, and IRS Form 990; 
11) To approve Bylaws; 
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12) To approve Governing Board Manual;
13) To approve Mission Statement;
14) To approve Strategic Plan;
15) To require potential Board Members to apply via an application process;
16) To approve/disapprove potential Board Members;
17) To recruit board members with financial expertise, community connections;
18) Fund raising capabilities, etc.;
19) To follow Board selection procedures contained within the Bylaws;
20) To determine rules of procedure for the Board and its committees’
21) To appoint members to policy councils or to determine the procedure for

selection of members to such councils; and
22) To elect officers and committee members.

 8.3 The Board, through its Chairperson, shall have the power and authority to execute any 
contract or agreement as required of the Board by any Federal, State or local governmental 
authority. 

ARTICLE IX 
HEAD START POLICY COUNCIL 

9.1 So long as the Corporation is conducting Head Start operations or receiving funds for 
same, the Corporation shall maintain a Head Start Policy Council in compliance with 
Federal Regulation Section 1301.3, as from time to time amended. The Head Start 
Policy Council shall meet at regularly scheduled times. The Head Start Policy Council 
shall work collaboratively, with the Corporation’s Board of Directors in accordance 
with 45 C.F.R. §1301.3, to develop and review relevant program policies and  
procedures. The Head Start Policy Council shall directly perform those functions set 
forth in 45 C.F.R. §1301.3(c)(2), as amended. Each member of the Head Start Policy 
Council shall have one (1) vote. No Head Start Policy Council member may vote by 
proxy. Attendance by nine (9) members is required for a quorum. At the first meeting 
after an annual election, the Head Start Policy Council shall elect a Chairperson to  
preside over meetings and shall elect a recording Secretary. At the first meeting after an 
annual election, the Head Start Policy Council shall establish a schedule for regular 
meetings. Notices shall be mailed to each member at least five (5) days prior to the date 
of each regular meeting. Special meetings may be called by the Chairperson of the Head 
Start Policy Council at any time upon request of the Head Start Director or any two (2) 
members of the Policy Council to the members in the manner prescribe in the Operating 
Rules of the Mid Florida Community Services, Inc. DBA You Thrive Florida Policy 
Council. Notice must be given within a reasonable time prior to the date of the meeting, 
with an explanation for the special meeting. Actions shall pass by the affirmative vote 
of a majority of the voting members at a meeting at which a quorum is present. Except 
as otherwise stated herein, the Head Start Policy Council meeting shall be conducted in 
accordance with Robert’s Rules of Order, Newly Revised. 
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9.2 The Head Start Policy Council shall be comprised of at least 51% parents of currently 
enrolled children in the Head Start program. There shall be one parent representative 
from each of the centers that are served by the program and eight (8) community  
representatives (three from Hernando/Sumter and five from Volusia). Head Start parent 
members shall be elected in August/September of each year at a center parent meeting. 
Only parents of currently enrolled children in the Head Start program may nominate 
parents of currently enrolled children to serve on the Policy Council. Each parent of a 
currently enrolled child as defined by 45 C.F.R. 1301.4(a) who is present at the election 
meeting shall be entitled to one vote. The Head Start Director shall post notice of the 
scheduled meeting at least seven (7) days prior to the meeting. 

Community representatives shall consist of members drawn from local 
community businesses, public or private community, civic and professional 
organizations, and individuals with knowledge of resources and services relevant to 
early childhood education, family engagement, and program support. Former Head 
Start parents may also be selected as community representatives. Community 
representatives shall be individuals selected by the Mid Florida Community 
Services, Inc. DBA You Thrive Florida Board of Directors or designee, in 
accordance with procedures for selection approved by the Policy Council. 

The Head Start Policy Council shall be comprised of at least fifty-one percent (51%) 
parents of currently enrolled children in the Head Start program. There shall be one 
parent representative from each center served by the program and eight (8) community 
representatives (three from Hernando/Sumter and five from Volusia). Head Start parent 
members shall be elected in August or September of each year at a center parent 
meeting. Only parents of currently enrolled children in the Head Start program may 
nominate parents of currently enrolled children to serve on the Policy Council. Each 
parent of a currently enrolled child, as defined by 45 C.F.R. §1301.4(a), who is present 
at the election meeting shall be entitled to one vote. The Head Start Director shall post 
notice of the scheduled meeting at least seven (7) days prior to the meeting. 

A. Community Representatives.
Community representatives shall consist of members drawn from local 
businesses, public or private entities, civic or professional organizations, and 
individuals with knowledge of resources and services relevant to early 
childhood education, family engagement, and program support. Former Head 
Start parents may also be selected as community representatives. Community 
representatives shall be selected by the Board of Directors of Mid Florida 
Community Services, Inc. DBA You Thrive Florida, or its designee, in 
accordance with procedures approved by the Policy Council. 

B. Parent Representatives.

Parent representatives shall be parents or legal guardians of children currently 
enrolled in the Head Start program and shall be elected by parents of enrolled 
children at a duly noticed center parent meeting in accordance with applicable 
federal regulations and program policies. Parent representatives shall serve for 
such terms and subject to such qualifications as may be established by the 
Policy Council, consistent with federal law. 

9.3 No individual may serve on the Head Start Policy Council for more than five (5) one 
(1) year terms. Elected parent members shall be seated commencing the day subsequent
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 to the election and shall continue to serve until their successor has been elected and 
 seated. Community representative members shall be seated commencing the day 
 subsequent to the selection date and shall continue to serve until their successor has 
 been elected and seated. In the event a parent member is unable or unwilling to carry 
 out their duties or resigns as a member prior to the date their term expires, the 
 appropriate Head Start center will elect a parent representative to fill the vacant seat as 
 soon as reasonable possible. In the event a community representative member is unable 
 or unwilling to carry out his or duties or resigns as a member prior to the date their term 
 expires, the Mid Florida Community Services, Inc. DBA You Thrive Florida Board of 
 Directors or designee will recommend a replacement who shall serve until the next 
 program year. 

9.4  Low-income Policy Council members shall be entitled to reimbursement for reasonable 
 expenses incurred in carrying out their duties as Policy Council members. Requests for 
 reimbursement shall be directed to the Head Start Director or designee together with 
 reasonable documentation verifying the expense incurred. Policy Council members 
 shall be entitled to reimbursement for reasonable expenses incurred in carrying out their 
 duties as members of the Policy Council. Requests for reimbursement shall be 
 submitted to the Head Start Director or the Director’s designee, together with 
 reasonable documentation verifying the expenses incurred. 

9.5  In the event of an impasse between the governing body and the Head Start Policy 
 Council, one representative selected by the Corporation’s Board of Directors, one 
 representative selected by the Policy Council and Mid Florida Community Services, 
 Inc. DBA You Thrive Florida’s outsource human resource consultant shall form a 
 Dispute Resolution Team to resolve the dispute. The decision of the Dispute Resolution 
 Team shall be delivered to the parties within 24 hours after a decision is reached. 
 Decisions of the Dispute Resolution Team shall be binding on all parties. Failure to 
 abide by the decision of the Dispute Resolution Team shall be grounds for further action 
 by Mid Florida Community Services, Inc. DBA You Thrive Florida, including removal 
 from the Board or Policy Council. 
 

ARTICLE X 
AMENDMENT OF BY-LAWS 

10.1 These bylaws may be amended, altered or revised at any time by the affirmative vote 
   of a majority of the Directors, except for actions requiring greater than a majority vote 
   in which case the revision/amendment must be approved by the same percentage as 
   would be required for an affirmative vote. All amendments, alterations or revision of 
   these bylaws shall be subject to the notice and agenda requirements of these bylaws. 
   All amendments, alterations or revisions shall be in compliance with all Federal, State 
   or local laws and those pertinent requirements and regulations of the Department of 
   Economic Opportunity. 
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ARTICLE XI 
BOOKS AND RECORDS 

 11.1 This Corporation shall keep correct and complete books and records of account and 
   shall keep minutes of the proceedings of its Board of Directors and committees of  
   directors. 

 11.2 This Corporation shall keep at its registered office or principal place of business, or at 
   the office of its transfer agent or registrar, a record of its Directors, giving the names 
   and addresses of all Directors. 

 11.3 Any books, records and minutes may be in written form or in any other form capable 
   of being converted into written form within a reasonable time. 

 11.4 At the close of each fiscal year, this Corporation shall prepare a balance sheet  
   showing in reasonable detail the financial condition of the Corporation as of the close 
   of its fiscal year, and a profit and loss statement showing the results of the operations 
   of the Corporation during its fiscal year. 

 
ARTICLE XII 

CHARTER SCHOOL 

12.1 So long as the Corporation is operating a Charter School or receiving funds for the same, 
  pursuant to Section 1002.33, Florida Statutes, the corporation shall conduct its  
  operations and governance of the charter school in a manner consistent with and in 
  compliance with the terms and conditions set forth in the Charter Contract between You 
  Thrive Florida and The School Board of Hernando County, Florida. In the event of any 
  conflict between these bylaws and the Charter Contract, the provisions of the Charter 
  Contract shall prevail. 

12.2 The Board of Directors of the Corporation shall have overall responsibility for ensuring 
  adherence to the Charter Contract with the Hernando County School Board. The Board 
  shall regularly review relevant aspects of the charter, monitor compliance efforts, and 
  take appropriate action to address any instances of non-compliance. 

12.3 Additionally, the Board of Directors will set policy for the Charter School, provide 
  financial oversight, annually adopt and maintain an operating budget for the Charter 
  School, exercise continuing oversight over the Charter School’s operations, and  
  communicate the vision of the Charter School to community members. The Board of 
  Directors shall also supervise all officers and agents of the Charter School and to see 
  that their duties are properly performed. The Board of Directors shall also set policies 
  regarding educational philosophy, program and financial procedures, and will oversee 
  assessment and accountability procedures to assure that the Charter School’s student 
  performance standards are met or exceeded. 

12.4 Pursuant to the Charter Agreement, the Board of Directors shall appoint a parent liaison 
  to facilitate parental involvement, provide access to information, assist parents and 
  others with question and resolving disputes. The parent liaison must reside in the school 
  district in which the Charter School is operating and may also be a member of the Board 
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of Directors, an employee of the Charter School, or an individual contracted to represent 
the Board of Directors. If the Corporation has multiple charter schools in a school  
district, each charter school must have their own separate representative. The Board of 
Directors shall provide the parent liaison’s contact information annually in writing to 
parents and posted on the Charter School’s website. 

12.5 All meetings and communications regarding the Charter School shall be subject to 
Florida’s Sunshine Law. 

12.6 The Board of Directors shall hold at least two public meetings per school year within 
the school district where the Charter Schools are located. The meetings must be noticed, 
open, and accessible to the public and attendees must be provided an opportunity to 
receive information and provide input regarding the school’s operations. The Charter 
School principal or equivalent thereof must be present at each meeting. 

12.7 Each director of the Board of Directors will be required to complete governance training. 
A. Each governing board member must complete a minimum of four (4) hours of

instruction focusing on government in the sunshine, conflicts of interest, ethics,
and financial responsibility as required by Section 1002.33, Florida Statutes,
and Rule 6A-6.0784.

B. After the initial four (4) hour training, each governing board member is
required, within the subsequent three (3) years and for each three (3) year
period thereafter, to complete a two (2) hour refresher training on government
in the sunshine, conflicts of interest, ethics, and financial responsibility as
specified in Section 1002.33, F.S. in order to retain their position on the Board
of Directors.

C. Any governing board member who fails to complete the initial four (4) hours of
instruction within the specified period of time or fails to obtain the two (2) hour
refresher training within any subsequent three (3) year period, will not be
eligible to remain as a governing board member.

D. New directors joining the Board of Directors must complete the four (4) hour
training within 90 days of their appointment to the board.

E. Training must be provided by a state-approved trainer.

F. Removal for non-compliance with training requirement.

1. Upon verification of the CEO or Board Chair that a Board member has
not met the training requirement and the cure period has expired, the
position shall be deemed vacant without the necessity of further Board
action.

2. The CEO or Board Chair shall provide written notice to the Board
member of the loss of eligibility and the resulting vacancy.
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3. The vacancy shall be filled as provided in Articles III and IV.  
 
4. Prior to loss of eligibility, the Board member shall be given written notice 
of non-compliance and a period of 30 days, from date of notice, to complete 
the required training.   

 
12.8 The Board of Directors shall retain a certified public accountant or auditor for the annual 
  financial audit pursuant to Section 1002.345(a), Florida Statutes, who shall submit the 
  report to the Board of Directors to review and approve the audit report including audit 
  findings and recommendations fo the financial recovery plan. 

 
12.9 Prior to any appointment to the Board of Directors, a member shall be fingerprinted 

  pursuant to Section1002.33(12)(g), Florida Statutes, with the cost being borne by the 
  Corporation. Any members whose fingerprint check results warrant disqualification 
  under the statute shall not be appointed to the Board. 

 

 
ARTICLE XIII 

DISSOLUTION OF THE CORPORATION 

Dissolution of the Corporation shall be in compliance with the laws of the State of Florida and those 
pertinent requirements and regulations of the Internal Revenue Service 501(c)(3) tax-exempt status 
and the U.S. Department of Health and Human Services Administration for Children and Families 
Office of Community Services. 

ARTICLE XIV 
MEMBERS 

The Corporation is a non-member, not-for-profit corporation and, therefore, has no members. 
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1. Did you have a direct business relationship with the Organization (other than as an officer,
director, trustee or employee) or an indirect business relationship through ownership of more
than 35% in another entity that had a direct business relationship with the Organization?

_______ No 

_______ Yes  

2. Did you have a family member who had a direct or indirect business relationship with the
Organization?

_______ No 

_______ Yes 

3. Did you serve as an officer, director, trustee, key employee, partner or member of an entity (or
shareholder of a professional corporation) doing business with the Organization?

_______ No 

_______ Yes 

___________________________________  _____________________________________ 
Printed Name Signature 

__________________________________  ___________________________ 
Title Date 

CONFLICT OF INTEREST FORM 

Explain: ____________________________________ 
___________________________________________ 
___________________________________________ 

Explain: ____________________________________ 
___________________________________________ 
___________________________________________ 

Explain: ____________________________________ 
___________________________________________ 
___________________________________________ 
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Background and Contact Information 
 
Jennene Norman-Vacha 
25139 Rattler Lane, Brooksville, FL 
352-585-0066 
hubformail@gmail.com  
Resume attached 

3. Currently serve as board member for BEST Academy. Currently serve on boards for other non-
profits, not school-related. Have served on numerous non-profit boards over the years that are not 
school-related. Full details can be provided upon request. 

8. Master’s degree in Public Administration, over 20 years as professional staff/leader/manager in 
local government. Over 10 years’ experience working as administrative support employee with 
central Florida head start and early learning program. 

School Mission and Program 

1. For Brooksville: strong emphasis on science technology, engineering, arts, and mathematics into 
hands on learning. Spring Hill: integrating visual arts, music, and creative expression across core 
academic subjects. 

2. For Brooksville: strong emphasis on science technology, engineering, arts, and mathematics into 
hands on learning. Spring Hill: integrating visual arts, music, and creative expression across core 
academic subjects. 

3. Education of students in fields/areas where the excel and desire learning, thinking, applying, and 
creating more than they believed possible. Believing in themselves and gaining life knowledge and 
skills to build their own future. 

5. To hire, support, and hold one chief school leader/administrator accountable for achieving the 
charter’s academic, financial, and organizational goals—while not over-stepping, nor participating in 
the day-to-day management. 

Governance 

1. Responsible for ensuring the organization adheres to the Charter Contract with the Hernando 
County School Board; establish policy, provide financial oversight, monitor compliance exports, and 
take appropriate action to address any instances of non-compliance. 
5. Review board bylaws, code of ethics, conflict-of-interest policy, and any governance or 
misconduct procedures, consult with board co-chair, consult with legal counsel, and escalate as 
necessary. 
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T. Jennene Norman-Vacha
25139 Rattler Lane, Brooksville, Florida 3460 

jennenenormanvacha@gmail.com ● 352.585.0066 

Executive Manager/Administrator 
Innovative and creative leader/manager with more than thirty years of experience and a history of working within both public 
sector/local government agencies and private sector/non-profit organizations; demonstrated and specialized skills in administration 
and fiscal/budgetary management, general and human resource management, risk/loss control/prevention, technology and 
networking solutions, and community engagement for nonprofit organizations, government agencies, and small businesses.     

Superior organizational, analytical, and communication skills, both oral and written.   Graduated with honors with a master’s degree 
in Public Administration while working full-time.  Self-sufficient, self-motivated, and creative. Personal computer literate and 
technically functional. 

Employment History 
November 1997 – December 2024   President/Owner  
Professional Human Resource Partners, Inc. – 25139 Rattler Lane, Brooksville, FL 
The owner and senior consultant who provided services in strategic planning, organizational development, leadership training, 
general management, and human resource management services.  Typically assisted small- and mid-size companies and non-profits 
with specific reviews, research, reports, and/or specialized projects primarily in human resource management, particularly including 
the following areas: policy development; employee benefit review; training and development programs; record-keeping and 
compliance audits; job description development; compensation programs; organizational review; and disciplinary and termination 
actions. Also conducted community needs assessments and associated plans/reports for Florida Community Action Agencies. 

June 2017 – June 2022    Vice President/Co-Owner  
Innovative Business Technologies, LLC – 4550 Golf Club Lane, Spring Hill, FL 
Co- owner and Vice President for an IT managed services company that provided resources, expertise, and value-added services in 
tandem with vital technology systems, cloud services, networking, data backup & security, monitoring, and equipment solutions for 
private and not-for-profit organizations. Responsible for business development, marketing, customer growth, and ongoing relations. 

June 2007 – June 2017    City Manager 
City of Brooksville -- 201 Howell Avenue, Brooksville, FL 
Oversight and management of city operations, including administrative, finance/budget, planning/building/development, fire 
services, police, facilities and parks, streets, and water/wastewater/garbage utilities. Brooksville is a small city of about 10 square 
miles, geographically located at the center of Florida, just north of Tampa.  It is a city with a population of over 8,000 residents and a 
strong business community. Brooksville has beautiful historic business and residential areas offering newly developed properties 
with a small-town charm. The City Manager position functions as the chief administrative officer/chief executive officer for the City; 
responsible for the administration of day-to-day operations and long-term planning and preparation. 

August 1999 – October 2002    Account Executive 
Brown & Brown, Inc. -- 614 East Jefferson Street, Brooksville, FL 
Account Executive for Brown & Brown, Inc., the 8th largest broker nationally and the largest broker in Florida.  Responsible for 
design, sales, service, and customer relations for employee benefit insurance coverage and services, including medical/health care, 
life, dental, retirement plans, long-term care and home health care policies, disability, and flexible benefit planning. 

June 4, 1984 - November 7, 1997 
Hernando County Board of County Commissioners – 20 North Main Street, Brooksville, FL 

August 1992 - November 1997  Deputy County Administrator 
Functioned as chief of staff and assistant county administrator for Hernando County, Florida.  Position was responsible for the 
administrative oversight of operations, including parks, facilities, streets and highways, engineering, planning, development, 
building, water/wastewater utilities, landfill/solid waste, and core/administrative services (budget, HR, fleet, purchasing, risk 
management). Hernando County was an organization of 500+ employees and a budget of approximately $120 million.  Note: From 
August 1992 through October 1993, this position also functioned as the Human Resources Director. 
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 October 1991 - August 1992         Human Resources Director 
Oversight and responsibility included human resources administration, salary administration, human resources policy development, 
human resources training and development, employee benefits administration, and records/compliance/support. Supervised three (3) 
professional/technical staff members. 
 
 October 1987 - October 1991            Budget Analyst 
Responsible for budget prep and development of the County’s annual budget. Determined and established data requirements, 
budgetary reporting formats, and budgetary practices.  Involved in reviewing, analyzing budgetary requests, and producing a tentative 
and formal/final budgetary document. 
 
 December 1986 - October 1987   Management Analyst 
 December 1984 - December 1986  Personnel Manager 
 June 1984 - December 1984    Student Intern to the County Administrator 
 
Education 
Masters of Public Administration 
University of South Florida, Tampa, Florida ♦ Graduated with honors 
Bachelor of Arts, double major in Pre-law and Art  
Saint Leo College, Saint Leo, Florida ♦ Graduated Magna Cum Laude 
 
Other Experience: 
I currently serve on several local community boards, including the Executive Board of You Thrive Florida (currently the Chairman), 
the Board of Directors of Stable Faith Cowboy Church (currently the Treasurer), and the Board of Directors of The Enrichment 
Centers Inc. of Hernando County.  
 
I served as a Commissioner for the Commission for Florida Law Enforcement Accreditation, Inc., contributing to the advancement of 
professional standards in law enforcement statewide.  
 
In 1997, while serving as Chief of Staff, I led and coordinated a multi-agency effort between the county commissioners, the county 
school board, and the City of Brooksville to identify sources of savings through shared staffing and land use, cooperative purchasing, 
and cost-savings within operational areas, and cooperative capital projects. I wrote articles on this multi-agency project entitled, 
“TWICE – Together We Improve through Cooperative Efforts”, that were published in two (2) statewide public-sector magazines: 
County News and the Florida League of Cities – Quality Cities. 
 
I have served as a guest speaker and panelist at the University of Central Florida, the Central Florida Community College’s Institute of 
Government, the University of South Florida, and the Florida Association of Counties’ Legislative Conference on the topic of 
“Privatization and Public/Private Partnerships.” 
 
As a dedicated civic leader, I have served on the boards of numerous local organizations, demonstrating my unwavering 
commitment to community service. Involvement has included the Nature Coast Manufacturers’ Association (Content Writer and 
Business Development Chair), Hernando County Community Alliance Coalition (Executive Board), Brooksville Kiwanis Club (1st 
Woman in the Club and weekly Newsletter Publisher), Children’s Advocacy Center of Hernando County (Committee Member), 
Hernando County United Way (Board member), Columnist/writer for a featured Millennium Edition of the Hernando Today, that 
published historical articles about Hernando County between the years 1000 to 2000,  the Genealogy Society of Hernando County 
(member and President), the American Business Women’s Association Tangerine Charter Chapter (Rookie of the Year, Ways and 
Means Chair), Co-Chairman of Hernando County’s weeklong 150th Birthday Celebration, an event that raised more than $100,000 
and drew over 40,000 participants, Brooksville Downtown Development (member and President), A Child’s Wish Come True (Board 
Member), the American Heart Association-Pasco/Hernando Chapter (Hernando County Heart Walk Chair and Tampa Bay Board 
member), and Hernando County’s Junior Achievement Program (teacher and Board member). 
 
I was honored in 1986 and named an Outstanding Young Woman of America.  In 1992, I received the Woman of Achievement award 
from Hernando County’s Business and Professional Women’s organization.  In 1995, I was honored to be named a nominee for the 
Government Service Award by the Greater Hernando County Chamber of Commerce.  In 2001, I was named the Business Associate 
of the Year for the Tangerine Charter Chapter of the American Business Women’s Association.  In 2013, I received the Leadership in 
Public Service award from the Hernando County Chamber of Commerce. I received the Internal City/County Management 
Association's 25 Years of Service in Local Government Award. 
 
Professional accomplishments and references available upon request. 
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Background and Contact Information 
 
Thomas Valdez 
18900 Cortez Blvd Brooksville, FL 34601 
Hernando County Sheriff's Office 
352-303-4747 
tvaldez@hernandosheriff.org  
Resume attached 

8. I have been in the law enforcement field for 27 years and have a master's degree in criminal 
justice. My original major in college was elementary education. 

School Mission and Program 

2. For Brooksville: strong emphasis on science, technology, engineering, the arts, and mathematics 
(STEAM). For Spring Hill: integrating visual arts, music, movement, and creative expression across 
core academic subjects. 

4. Annual academic and financial/operational goals should be monitored through clear metrics, 
structured reporting, and disciplined follow-up at every board meeting. 

5. To hire, support, and hold one chief school leader accountable for achieving the charter’s 
academic, financial, and organizational goals—while not intruding into day-to-day management. 

Governance 

1. Responsible for ensuring the organization's adherence to the Charter Contract and the Hernando 
County School Board, set policy, provide financial oversight, monitor compliance eXorts, and take 
appropriate action to address any instances of non-compliance. 

5. Review board bylaws, code of ethics, conflict-of-interest policy, and any governance or 
misconduct procedures, consult with board chair or co-chair, consult with legal counsel, and escalate 
as necessary. 
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Background and Contact Information 

Michelle Alford 
48 Cypress Blvd W, Homosassa, FL 34446 
Citrus County Housing Services, 2804 W. Marc Knighton Ct, Lecanto FL 34446 
518-231-4208
malford@midtel.net
Resume attached

8. I have been in the law enforcement field for 27 years and have a master's degree in criminal
justice. My original major in college was elementary education.

School Mission and Program 

2. Brooksville: emphasis on science, technology, engineering, the arts, and math. Spring Hill:
integrating visual arts, music, and creative expression across core academic subjects.

4. Ensure continuous oversight of academic and financial performance by holding regular reviews
and implementing accountability measures every board session.

5. Holding one executive leader accountable while giving the support necessary to achieve all charter
benchmarks without intruding on daily operations.

Governance 

5. Review of bylaws, code of ethics, conflict-of-interest policies and procedures, and any governance
or misconduct procedures, consultation with legal, board chair or co-chair, and escalation as
necessary.
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Background and Contact Information 

James Morris 
11430 Camp Mine Rd 
CEMEX Construction Materials Fl, LLC 
352-796-3522
jamesp.morris@cemex.com
Resume attached

8. I have been in the law enforcement field for 27 years and have a master's degree in criminal
justice. My original major in college was elementary education.

School Mission and Program 

2. Strong emphasis on science, technology, engineering, the arts, and mathematics (STEAM). For
Spring Hill: integrating visual arts, music, movement, and creative expression across core academic
subjects.

4. Annual academic and financial/operational goals should be monitored through clear metrics,
structured reporting, and disciplined follow-up at every board meeting.

5. To hire, support, and hold one chief school leader accountable for achieving the charter's
academic, financial, and organizational goals - while not intruding in the day-today management.

Governance 

1. Responsible for ensuring the organization's adherence to the Charter Contract and the Hernando
County School Board, set policy, provide financial oversight, monitor compliance efforts, and take
appropriate action to address any instances of non-compliance.

5. Review board bylaws, code of ethics, conflict of interest policy, and any other governance or
misconduct procedures, consult with board chair or co-chair, consult with legal counsel, and escalate
as necessary.
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Background and Contact Information 

ANGELYS SAEZ 
919 LAKELAND PARK CTR DR UNIT 360, LAKELAND, FL 33809 
863-617-0765
ANGELYS.VEGAGONZALEZ@SUNCOASTCREDITUNION.COM
Resume attached

5. Serving on this board is an opportunity to contribute my leadership experience, community insight, and
passion for equitable outcomes in a way that directly impacts families.

6. Board members help build positive community relationships by promoting the school’s mission, ensure
financial stewardship, provide oversight, and cultivating partnerships.

7. Throughout my career, especially in my role as Senior Manager of Service Centers, I have seen firsthand
how access to strong educational foundations can shape a child's long-term success. In my role financial
wellness and education is truly impactful and I look forward to sharing.

8. I bring a strong foundation in strategic leadership, operational excellence, and community-focused service.
I also bring expertise in stakeholder engagement, team leadership, budget oversight, and performance
management.

School Mission and Program 

1. STEAM based education integrates science, technology, engineering, arts, and mathematics into hands on
learning.

2. STEAM based education integrates science, technology, engineering, arts, and mathematics into hands on
learning.

3. Strong leadership, a positive school spirit, and strong community relationships, operational excellence and
financially savvy decision making.

4. Use Board meetings to deepen oversight, review changes, and support growth initiatives.

5. Providing clear expectations, support, and oversight while respecting the boundaries between governance
and management

Governance 

1. Advocating and supporting the school's mission and vision.

2. School operates safely, consistently, and compliantly. Finances are stable and well-managed, families value
and trust school, and leadership is strong with systems that are firmly established.

3. Student and staff development, academic goals being met, compliance and risk assessment clearing.

4. Setting academic goals, financial goals, and a strategic business plan to ensure the success of student and
staffing and the education plans are successful per state guidelines

5. Follow the Board's code of Ethics and Governance Policies
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Background and Contact Information 

Aaron Lyon 
13586 Banyan Rd Spring Hill, FL 34609 
Addessi Financial Partners 
727-534-8992
a4lyon@aol.com
Resume attached

School Mission and Program 

2. For Brooksville: strong emphasis on science, technology, engineering, the arts, and mathematics
(STEAM). For Spring Hill: integrating visual arts, music, movement, and creative expression across
core academic subjects.

3. One that serves the local families by providing education and resources that both meet children
where they currently are academically but then challenges their growth and development.

4. Annual academic and financial/operational goals should be monitored through clear metrics,
structured reporting, and disciplined follow-up at every board meeting.

5. To hire, support, and hold one chief school leader accountable for achieving the charter’s
academic, financial, organization goals— while not intruding into day-to-day management.

Governance 

1. Responsible for ensuring the organization's adherence to the Charter Contract and the Hernando
County School Board, set policy, provide financial oversight, monitor compliance efforts, and take
appropriate action to address any instances of non-compiance.

5. Review board bylaws, code of ethics, conflict-of-interest policy, and any governance or
misconduct procedures, consult with board chair or co-chair, consult with legal counsel, and escalate
as necessary.
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Background and Contact Information 

Evone Jackson 
510 Jackson St Wildwood Fl 34785 
352(274-7646) 
evonejac@yahoo.com 
Resume attached 

School Mission and Program 

2. For Brooksville: strong emphasis on science, technology, engineering the arts, and mathematics
(STEAM). For Spring Hill: integrating visual arts, music, movement, and creative expression across
core academic subjects.

4. Annual academic and financial/operational goals should be monitored through clear metrics,
structured reporting, and disciplined follow-up at every board meeting.

5. To hire, support, and hold one chief school leader accountable for achieving the charter’s
academic, financial, organization goals— while not intruding into day-to-day management.

Governance 

5. Review board bylaws, code of ethics, conflict-of-interest policy, and any governance or
misconduct procedures, consult with board chair or co-chair, consult with legal counsel, and escalate
as necessary.
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Governing Board of Directors
JENNENE NORMAN-VACHA, CHAIR

JAMES MORRIS, CO-CHAIR
TRACY RAMIREZ, SECRETARY

MICHELLE ALFORD
STEVE CHAMPION
EVONE JACKSON

AARON LYONS
DONNA MAAS

THOMAS VALDEZ
ANGELYS SAEZ

Chief Executive Officer
MAT KLINE

Chief Finance Officer
KRIS BATES

Chief Operating Officer
STEVE HOMAN

Chief Administrative Officer
LISA BECKER

VP of Finance
MICHAEL ALOIAN

Controller
CRISTY LABADIE

Finance Department (5)

Early Learning Programs Director
TANYA STONE

Transportation Director
JEFF COTTRELL

BEST Academy Principal
JAMIE YOUNG

Human Resources Director
VANESSA QUALIANA

Children’s Advocacy Center Director
JANINE KELL

Executive Administrative Coordinator
MELISSA MACE

Director of Facilities (West)
David Grant

Senior Services Director
Melanie Harrison

Director of Facilities (East)
Clarence Lovelace, Jr. 

House to Home Director
Richard Sanvenero

IT Director
CHAD JOHNSTON

Community Assistance Director
KAREN SCHULZ

Administrative Coordinator
LORENA GRIFFIN

Development &
Communications Manager

VACANT

IT Department
(2)

Facilities East
(3)

Facilities West
(2)

Senior Services
(41)

House to Home
(1)

Community Assistance
(14)

HR Department
(2)

Paratransit
(7)

Early Learning
(242)

BEST Academy Charter School
(9)

CAC
(9)
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Governing Board of Directors
JENNENE NORMAN-VACHA, CHAIR

JAMES MORRIS, CO-CHAIR
TRACY RAMIREZ, SECRETARY

MICHELLE ALFORD
STEVE CHAMPION
EVONE JACKSON

AARON LYONS
DONNA MAAS

THOMAS VALDEZ
ANGELYS SAEZ

Chief Executive Officer
MAT KLINE

YO
U THRIVE

ORGANIZATIONAL CHART

PRE-OPERATIONAL YEAR

Chief Administrative Officer
LISA BECKER

BEST Academy Principal
JAMIE YOUNG

Office Manager(5) Teachers Guardian Environmental Services TechnicianClassroom Coordinator

COLOR KEY

GOVERNANCE

MANAGEMENT

STAFF
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Governing Board of Directors
JENNENE NORMAN-VACHA, CHAIR

JAMES MORRIS, CO-CHAIR
TRACY RAMIREZ, SECRETARY

MICHELLE ALFORD
STEVE CHAMPION
EVONE JACKSON

AARON LYONS
DONNA MAAS

THOMAS VALDEZ
ANGELYS SAEZ

YO
U THRIVE

ORGANIZATIONAL CHART

1ST YEAR OF OPERATION

Chief Executive Officer
MAT KLINE

Chief Administrative Officer
LISA BECKER

Charter Schools

Office Manager

Classroom Coordinator

Guardian

(5) Teachers

Environmental Services Technician

BEST Academy 5-6th Principal
JAMIE YOUNG

Elementary of Brooksville
STEAM Principal

JAMIE YOUNG

(2) Teachers

Elementary Academy for Creative Excellence Principal
JAMIE YOUNG

Assistant Principal

Administrative Assistant

Guardian

(6) Teachers

Environmental Services Technician

COLOR KEY

GOVERNANCE

MANAGEMENT

STAFF
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Governing Board of Directors
JENNENE NORMAN-VACHA, CHAIR

JAMES MORRIS, CO-CHAIR
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STEVE CHAMPION
EVONE JACKSON

AARON LYONS
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THOMAS VALDEZ
ANGELYS SAEZ
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ORGANIZATIONAL CHART

AT FULL CAPACITY/END OF CHARTER TERM

Chief Executive Officer
MAT KLINE

Chief Administrative Officer
LISA BECKER

Charter Schools

Office Manager

Classroom Coordinator

Guardian

(5) Teachers

Environmental Services Technician

BEST Academy 5-6th Principal
JAMIE YOUNG

Elementary of Brooksville
STEAM Principal

JAMIE YOUNG

(6) Teachers

Elementary Academy for Creative Excellence Principal
JAMIE YOUNG

Assistant Principal

Administrative Assistant

Guardian

Environmental Services Technician

(6) Teachers

COLOR KEY

GOVERNANCE

MANAGEMENT

STAFF
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You Thrive Florida 
820 Kennedy Blvd. 

Brooksville, FL  34601 
Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Principal 

POSITION TITLE: Principal 
DEPARTMENT: Charter Schools 
SUPERVISED BY: Charter School Director 

JOB DESCRIPTION 

POSITION SUMMARY: The school Principal provides Leadership and direction to ensure a 
safe, inclusive, and highly performing learning environment. Responsible for overseeing daily 
operations, staff supervision, student achievement, and community engagement, the principal 
fosters a positive school culture that supports academic excellence and personal growth for all 
students. 

ESSENTIAL JOB FUNCTIONS: 
• Supervise all aspects of the school's educational program
• Assume responsibility for development, implementation and evaluation of

curriculum designed to better meet needs of students
• Take action to increase student achievement scores on standardized tests
• Assume responsibility in the development, revision, implementation and

evaluation of School Improvement
• Maintain high standard of student conduct and enforce discipline,

according to due process rights to students
• Assume responsibility for the implementation and observance of all

board policies and regulations by the school's staff and students
• Take action to build effective teams within the school
• Effectively communicate with staff, students, parents and community groups
• Establish and maintain a positive collaborative relationship with students' families to

increase student achievement
• Work with stakeholders to establish goals that are congruent with the school's

continuous improvement efforts
• Assume responsibility for the safety and administration of the school facilities
• Act as a liaison between the school and community and encourage community

participation in school life
• Assume responsibility for assisting with hiring, training, supervising and

evaluating school personnel
• Make decisions regarding the effectiveness of employee performance

including recommending dismissal when necessary
• Conduct meetings of the staff for proper functioning of the school

Attachment N 
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You Thrive Florida 
820 Kennedy Blvd. 

Brooksville, FL  34601 
Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Principal 

• Establish and maintain individual professional development plans linked
to student performance and clearly-defined training activities that result
in better student performance

• Assume responsibility for the preparation and management of the school budget
• Delegate authority and responsibility to appropriate personnel to ensure

that school activities and programs are effectively supervised and
implemented

• Use a systematic process to receive and provide feedback about the
progress of work being done

• Sustain focus and attention to detail
• Uses and follows the policies/procedures of charter school, federal, state and local

regulations/laws, and federal regulations/laws including applicable transmittal notices,
and other administrative orders/directions.

• Uses and follows the policies/procedures of You Thrive Florida, including but not limited
to Personnel Policies, Occupational Health and Safety policies, payroll policies/practices,
etc.

NON-ESSENTIAL/SECONDARY FUNCTIONS: 
Performs any additional duties as directed or assigned by supervisor, management staff, program 
director or You Thrive Florida management staff. This description is intended to convey information 
essential to understanding the scope of the position and is not intended to be an exhaustive list of 
skills, efforts, duties, responsibilities, or working conditions associated with the position. 

TERMS OF EMPLOYMENT: 

12-month employment

JOB STANDARDS: 

Education: Master’s degree required 

Experience: Minimum of three (3) years experience as an assistant principal or dean 

Licenses & Certifications: Hold Florida certification in Educational Leadership or School Principal, Florida 
driver’s license and be insurable by Company’s current insurance carrier.  Subject to federal, state and 
local legal requirements/background checks.  

CRITICAL SKILLS, ABILITIES, & EXPERTISE: 
Physical Requirements: These physical demands are representative of the physical requirements 
necessary for an employee to successfully perform the essential functions of the position.  Talking, 
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You Thrive Florida 
820 Kennedy Blvd. 

Brooksville, FL  34601 
Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Principal 

standing, sitting, squatting, kneeling, use of fingers, arms, hands, legs, walking, stretching/reaching, 
handling, grasping, climbing, bending at the waist, turning, balancing, pushing, pulling, use of depth 
perception, carrying and lifting (up to 50 lbs.), and driving are constant.  Good eyesight (correctable) 
and hearing (correctable) are essential. Exerting up to 100 lbs of force occasionally and/or up to 50 lbs 
of force frequently, and/or up to 20lbs of force regularly or as needed to move objects. 

Equipment:  Computer, facsimile, copy machine, calculator, multi-line phone and other small office and 
instructional equipment and vehicle. 

Skills & Expertise: Strong leadership, communication, and organizational skills with the ability to 
manage school operations, support staff development, and promote academic excellence. Proficient in 
instructional leadership, data-driven decision-making, and building positive relationships with students, 
parents, and the community. Committed to creating an inclusive, safe, and high-performing learning 
environment. 

ENVIRONMENTAL JOB FACTORS: 
Job Location: You Thrive Elementary Academy for Creative Excellence Spring Hill, in Spring Hill, FL 

Work Environment:  While performing the responsibilities of the position, these work environment 
characteristics are representative of the environment the employee will encounter.  Office environment 
and working alone and with others frequently.  Working with office equipment is frequent.  Occasionally 
outdoors and operates a vehicle. 

By signing below, Employee acknowledges that he or she has read this Job Description and the requirements 
contained herein.  Employee certifies that he or she has the qualifications and skills required and has the ability to 
complete the physical requirements of their job duties. 

Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

__________________________________________ ____________________ 
Employee Signature  Date 

__________________________________________ ____________________ 
Supervisor Signature  Date 

☐ REVIEWED ☐ REVISED ON: 00/00/0000   BY: 
W/C CODE: 8810 FLSA STATUS: Exempt 
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Jamie Young 

8891 S. Lakeshore Drive • Floral City, FL 34436 
!"#$%& 352-263-6038 | '()*+ youngwillows@yahoo.com 

Professional Summary 

Accomplished educator with almost 20 years of leadership experience in public education. 
Expertise in curriculum development, educational program management, and fostering 
community partnerships. Proven track record in improving instructional delivery, increasing 
student enrollment, and promoting academic excellence. Highly skilled in team leadership, 
technology integration, and program implementation. Dedicated to creating safe, innovative 
learning environments that empower both students and staff. 

Core Competencies 

• Program & Curriculum Development
• Educational Leadership & Administration
• Team Building & Staff Development
• STEM & Technology Integration
• Data Analysis & Performance Management
• Safety & Crisis Management
• Budgeting & Resource Allocation
• Community & Stakeholder Engagement

Professional Experience 

Brooksville Engineering Science and Technology Academy Charter — Brooksville, FL 
Principal | April 2022 - Present 

• Spearheaded the design and implementation of a STEM-focused curriculum, preparing
students for careers in engineering, science, and technology.

• Fostered partnerships with local businesses, universities, and community organizations to
provide internships, mentorships, and real-world experiences for students.

• Managed all school operations, including budgeting, staff supervision, and ensuring
compliance with state educational standards.

• Developed a state-of-the-art technology lab, enhancing access to modern tools and
equipment for students.

• Led efforts to secure grants and additional funding for educational programs and facility
upgrades.
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• Promoted student engagement through extracurricular clubs, challenges, and academic
competitions in science and technology.

Hernando County Schools — Brooksville, FL 
Executive Director, Teaching, Learning & Technology | 2014 - 2015 

• Managed multiple departments (ESE, Student Education, Technology, and Academic
Services) to improve educational delivery across 22 district schools.

• Worked with senior leadership to implement district-wide strategies that raised student
achievement and operational efficiency.

• Directed a team of managers and administrators, fostering a collaborative and effective
work environment.

• Led efforts to achieve district accreditation by presenting documentation and ensuring
compliance with best practices.

• Developed and implemented a district-wide safety training program for student services
and staff.

Principal, Powell Middle School & Performing Arts Center | 2011 - 2014 

• Supervised 100+ staff members and ensured the smooth operation of daily school
activities for 900-1,000 students.

• Launched a successful Performing Arts Program and reallocated resources to increase
student engagement and performance.

• Utilized the Charlotte Danielson Framework for Teacher Evaluation to improve teaching
quality and professional development.

• Implemented a successful anti-bullying program, resulting in a significant reduction in
bullying incidents.

• Led the school’s math initiative, earning recognition from the Governor for the highest
improvement in math scores in 2013.

Assistant Principal, Powell Middle School & Performing Arts Center | 2009 - 2011 
Assistant Principal, Eastside Elementary School | 2006 - 2008 
Fourth Grade Teacher, Chocachatti Elementary School | 2004 - 2006 
Sixth Grade Teacher, Powell Middle School | 2003 
Fourth Grade Dropout Prevention Teacher, Pinegrove Elementary | 2002 

Pasco Hernando Community College — Brooksville, FL 
Adjunct Professor | 2006 - 2007 

• Taught pre-certification courses and provided career guidance to aspiring educators.

Tampa Fire Rescue — Tampa, FL 
Public Education Officer | 1994 - 1999 

• Developed and launched Life Safety Education programs, reaching 60,000+ residents
annually.
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• Trained fire personnel and increased community awareness of fire safety protocols.

St. Pete Fire & Rescue — Tampa, FL 
Public Education Technician | 1991 - 1994 

• Created educational exhibits and provided fire safety programs to local schools and
community centers.

• Secured state funding to install smoke alarms in thousands of homes.

Education 

University of South Florida — Tampa, FL 
Master of Arts in Educational Leadership | 2005 
Bachelor of Arts in Elementary Education | 2003 

Certifications & Licenses 

• Educational Leadership Certification, State of Florida
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You Thrive Florida 
820 Kennedy Blvd. 

Brooksville, FL  34601 
Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Assistant Principal 

POSITION TITLE: Assistant Principal 
DEPARTMENT: Charter Schools 
SUPERVISED BY: Principal 

JOB DESCRIPTION 

POSITION SUMMARY: The Assistant Principal supports the Principal in the daily administration 
and instructional leadership of the charter school. This role assists with implementing and monitoring 
curriculum and school improvement initiatives, supervising and evaluating staff, maintaining a safe and 
orderly learning environment, and strengthening family and community engagement to improve 
student outcomes. 

ESSENTIAL JOB FUNCTIONS: 

• Assist the Principal in the overall administration of the charter school, including day-to-day
operations, student services, and campus supervision.

• Assist in the development, coordination, and monitoring of class schedules, school activities,
duty assignments, and supervision plans.

• Collaborate with administration and staff to develop school improvement initiatives and related
progress monitoring measures.

• Support implementation and monitoring of curriculum, instructional programs, and assessment
practices; provide instructional coaching and feedback to teachers.

• Analyze student performance data and work with teachers and teams to increase student
achievement and close learning gaps, including standardized test preparation and progress
monitoring.

• Assist in monitoring and maintaining student discipline and a positive school culture; implement
PBIS/MTSS practices as applicable and ensure consistent application of the Code of Conduct.

• Support, supervise, and evaluate instructional and non-instructional staff; conduct observations,
provide feedback, and support professional development plans.

• Support compliance with applicable laws, sponsor requirements, and program expectations
(e.g., student records/FERPA, ESE/504 processes, safety and emergency procedures).

• Assist with maintaining the safety of students, staff, and facilities; help coordinate emergency
preparedness drills, incident response, and building security practices.

• Establish open and effective communication with staff, families, PTO/PTA and advisory groups,
and community partners to increase involvement and support school goals.

• Use collaborative/group process skills to facilitate effective teamwork and problem-solving;
receive and provide feedback regarding the progress of work being done.

• Consider multiple perspectives and utilize available data when making decisions or
recommendations for program improvements and development.

• Assume responsibility of the Principalship in the absence of the Principal.
• Attend evening or weekend school events, meetings, and trainings as required.

Attachment O 
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820 Kennedy Blvd. 

Brooksville, FL  34601 
Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Assistant Principal 

NON-ESSENTIAL/SECONDARY FUNCTIONS: 
Performs any additional duties as directed or assigned by supervisor, management staff, program 
director or You Thrive Florida management staff. This description is intended to convey information 
essential to understanding the scope of the position and is not intended to be an exhaustive list of 
skills, efforts, duties, responsibilities, or working conditions associated with the position. 

JOB STANDARDS: 

Education: Master’s Degree required with Educational Leadership or related field preferred. 

Experience: Minimum of three (3) years of successful teaching experience required. Prior school-based 
leadership experience preferred. 

Licenses & Certifications: Florida certification in Educational Leadership or School Principal, Valid Florida 
driver’s license and be insurable by Company’s current insurance carrier.  Subject to federal, state and 
local legal requirements/background checks.  

CRITICAL SKILLS, ABILITIES, & EXPERTISE: 
Physical Requirements: These physical demands are representative of the physical requirements 
necessary for an employee to successfully perform the essential functions of the position.  Talking, 
standing, sitting, squatting, kneeling, use of fingers, arms, hands, legs, walking, stretching/reaching, 
handling, grasping, climbing, bending at the waist, turning, balancing, pushing, pulling, use of depth 
perception, carrying and lifting (up to 65 lbs.), and driving are constant.  Good eyesight (correctable) 
and hearing (correctable) are essential. 

Equipment:  Computer, facsimile, copy machine, calculator, multi-line phone and other small office and 
instructional equipment and vehicle. 

Skills & Expertise: Demonstrated instructional leadership. Strong knowledge of curriculum, assessment, 
MTSS/PBIS, and data-driven school improvement practices. Ability to supervise, evaluate, coach, and 
support staff performance and professional growth. Strong communication, conflict resolution, and 
collaboration skills; ability to build positive relationships with students, families, and stakeholders. Sound 
judgement, ability to maintain confidentiality, and ability to operate within legal and ethical requirements. 
Strong organization/time management; ability to prioritize in a fast-paced school environment. 
Proficiency with common office and school information systems. 

ENVIRONMENTAL JOB FACTORS: 
Job Location: You Thrive Elementary Academy for Creative Excellence Spring Hill, in Spring Hill, FL 
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Print Name: _________________________________ 

Charter Schools – Assistant Principal 

Work Environment:  While performing the responsibilities of the position, these work environment 
characteristics are representative of the environment the employee will encounter.  Office environment 
and working alone and with others frequently.  Working with office equipment is frequent.  Occasionally 
outdoors and operates a vehicle. 

By signing below, Employee acknowledges that he or she has read this Job Description and the requirements 
contained herein.  Employee certifies that he or she has the qualifications and skills required and has the ability to 
complete the physical requirements of their job duties. 

Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

__________________________________________ ____________________ 
Employee Signature  Date 

__________________________________________ ____________________ 
Supervisor Signature  Date 

☐ REVIEWED ☐ REVISED ON: 00/00/0000   BY: 
W/C CODE: 8810 FLSA STATUS: Exempt 
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Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Administrative Assistant 

POSITION TITLE: Administrative Assistant 
DEPARTMENT: Charter Schools 
SUPERVISED BY: Principal 

JOB DESCRIPTION 

POSITION SUMMARY: The Administrative Assistant supports the Principal and school leadership 
by providing front office and clerical support, maintaining accurate records, and delivering responsive 
customer service to students, families, staff, and visitors. This role helps ensure daily office operations 
run smoothly and in accordance with charter school procedures and applicable federal, state, and local 
requirements. 

ESSENTIAL JOB FUNCTIONS: 
• Greet and assist students, parents/guardians, staff, vendors, and visitors; help maintain a welcoming,
professional front office environment.
• Answer and route incoming calls; take accurate messages; support routine school communications
(email, letters, flyers) as directed.
• Maintain and support strict confidentiality of student and staff records and data; handle sensitive
information appropriately.
• Assist with student record management, including cumulative files, enrollment/withdrawal
documentation, attendance support, and filing/scanning of required forms.
• Prepare draft documents, memos, forms, and correspondence as requested; proofread for accuracy
and completeness.
• Schedule appointments and meetings for the Principal and school leadership; prepare agendas,
meeting packets, and secure locations as needed.
• Support school events and meetings by coordinating logistics, sign-in sheets, copies, and follow-up
communications.
• Maintain office files and inventories; order office supplies as needed in accordance with purchasing
procedures; receive and distribute mail and deliveries.
• Enter and maintain data in office systems and school platforms as assigned; run routine reports and
compile supporting documentation.
• Assist in the preparation and tracking of time-sensitive submissions and records (e.g., compliance
documentation, parent communications) under direction of the Principal.
• Provide clerical support to the Principal, including copying, scanning, data entry, and organization of
permanent files.
• Model strong attention to detail, professionalism, and customer service, including in time-sensitive or
high-pressure situations.
• Use and follow the policies/procedures of the charter school and You Thrive Florida, including
applicable federal, state, and local regulations/laws, personnel policies, safety policies, and payroll
practices.

Attachment P 
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Brooksville, FL  34601 
Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Administrative Assistant 

NON-ESSENTIAL/SECONDARY FUNCTIONS: 
Performs any additional duties as directed or assigned by supervisor, management staff, program 
director or You Thrive Florida management staff. This description is intended to convey information 
essential to understanding the scope of the position and is not intended to be an exhaustive list of 
skills, efforts, duties, responsibilities, or working conditions associated with the position. 

JOB STANDARDS: 

Education: High School diploma or equivalent required. Associates degree preferred. 

Experience: Minimum two (2) years of administrative/clerical support experience required. School-based 
experience preferred. 

Licenses & Certifications: Valid Florida driver’s license and be insurable by Company’s current insurance 
carrier.  Subject to federal, state and local legal requirements/background checks.  

CRITICAL SKILLS, ABILITIES, & EXPERTISE: 
Physical Requirements: These physical demands are representative of the physical requirements 
necessary for an employee to successfully perform the essential functions of the position.  Talking, 
standing, sitting, squatting, kneeling, use of fingers, arms, hands, legs, walking, stretching/reaching, 
handling, grasping, climbing, bending at the waist, turning, balancing, pushing, pulling, use of depth 
perception, carrying and lifting (up to 65 lbs.), and driving are constant.  Good eyesight (correctable) 
and hearing (correctable) are essential. 

Equipment:  Computer, facsimile, copy machine, calculator, multi-line phone and other small office and 
instructional equipment and vehicle. 

Skills & Expertise: Strong customer service and interpersonal skills; ability to work effectively with 
students, families, and staff. Demonstrated ability to maintain confidentiality and use sound judgment 
with sensitive information. Strong organizational skills, follow-through, and attention to detail; ability to 
manage competing priorities. Proficiency with Microsoft Office/Google Workspace (Word/Docs, 
Excel/Sheets, email, calendars) and basic office technology. Clear written and verbal communication 
skills; ability to draft professional correspondence. Ability to learn and use student information and 
office systems as assigned. 

ENVIRONMENTAL JOB FACTORS: 
Job Location: You Thrive Elementary Academy for Creative Excellence Spring Hill, in Spring Hill, FL 

Work Environment:  While performing the responsibilities of the position, these work environment 
characteristics are representative of the environment the employee will encounter.  Office environment 
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Print Name: _________________________________ 

Charter Schools – Administrative Assistant 

and working alone and with others frequently.  Working with office equipment is frequent.  Occasionally 
outdoors and operates a vehicle. 

By signing below, Employee acknowledges that he or she has read this Job Description and the requirements 
contained herein.  Employee certifies that he or she has the qualifications and skills required and has the ability to 
complete the physical requirements of their job duties. 

Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

__________________________________________ ____________________ 
Employee Signature  Date 

__________________________________________ ____________________ 
Supervisor Signature  Date 

☐ REVIEWED ☐ REVISED ON: 00/00/0000   BY: 
W/C CODE: 8810 FLSA STATUS: Non-Exempt 
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820 Kennedy Blvd. 

Brooksville, FL  34601 
Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Education Beyond the Classroom Coordinator 

POSITION TITLE: Education Beyond the Classroom (EBC) Coordinator 
DEPARTMENT: Charter Schools 
SUPERVISED BY: Principal 

JOB DESCRIPTION 

POSITION SUMMARY: The Education Beyond the Classroom Coordinator is responsible for 
coordinating learning opportunities with the EBC Teacher and subject area teachers to connect 
the learning in the classroom through field trips and community experiences. 

ESSENTIAL JOB FUNCTIONS: 
• Planning and implementing the daily, integrated, outdoor activity program.
• Establishing and maintaining relationships with volunteers, outside instructors, and

contracted service providers.
• Management of student conduct in all aspects of the Experiential Activity Program.
• Management, organization and maintenance of the EAP equipment and gear.
• Management of student movement including transitioning, staffing, and participation in

given activity.
• Implementation of a daily character education program, including life-skills.
• Integrate physical education, team building, and personal fitness activities within the

EBC program.
• Implementing EBC activities that support the core curriculum.
• Transporting students to and from activity locations.
• Responsible handling of teaching materials and gear/equipment.
• Assessment of student knowledge and skills taught through this program.
• Uses and follows the policies/procedures of charter school, federal, state and local

regulations/laws, and federal regulations/laws including applicable transmittal notices,
and other administrative orders/directions.

• Uses and follows the policies/procedures of You Thrive Florida, including but not limited
to Personnel Policies, Occupational Health and Safety policies, payroll policies/practices,
etc.

NON-ESSENTIAL/SECONDARY FUNCTIONS: 
Performs any additional duties as directed or assigned by supervisor, management staff, program 
director or You Thrive Florida management staff. This description is intended to convey information 
essential to understanding the scope of the position and is not intended to be an exhaustive list of 
skills, efforts, duties, responsibilities, or working conditions associated with the position. 

Attachment P 
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Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Education Beyond the Classroom Coordinator 

JOB STANDARDS: 

Education: High School Diploma or equivalent required. 

Experience: No experience required, however experience working with students in a school or educational 
setting preferred. 

Licenses & Certifications: May require a Valid Commercial Driver’s License (CDL) Class “B” with School 
Bus Endorsement and be insurable by Company’s current insurance carrier. MUST obtain a  First aide, 
CPR& Lifeguarding from a Nationally Recognized Organization (ARC, BSA, YMCA), Hernando County 
Health Department Epi-Pen Certification and Medication Distribution, Subject to federal, state and local 
legal requirements/background checks.  

CRITICAL SKILLS, ABILITIES, & EXPERTISE: 
Physical Requirements: These physical demands are representative of the physical requirements 
necessary for an employee to successfully perform the essential functions of the position.  Talking, 
standing, sitting, squatting, kneeling, use of fingers, arms, hands, legs, walking, stretching/reaching, 
handling, grasping, climbing, bending at the waist, turning, balancing, pushing, pulling, use of depth 
perception, carrying and lifting (up to 50 lbs.), and driving are constant.  Good eyesight (correctable) 
and hearing (correctable) are essential. Exerting up to 50 pounds of force occasionally and/or up to 20 
pounds of force frequently, and/or up to 10 pounds of force regularly or as needed to move objects. 

Equipment:  Computer, facsimile, copy machine, calculator, multi-line phone and other small office and 
instructional equipment and vehicle. 

Skills & Expertise: Ability to create engaging, inclusive learning environment, adapt teaching strategies 
to meet diverse learning needs, strong communication skills, classroom management, and collaboration 
skills. 

ENVIRONMENTAL JOB FACTORS: 
Job Location: You Thrive Elementary Academy for Creative Excellence Spring Hill, in Spring Hill, FL 

Work Environment:  While performing the responsibilities of the position, these work environment 
characteristics are representative of the environment the employee will encounter.  Office environment 
and working alone and with others frequently.  Working with office equipment is frequent.  Occasionally 
outdoors and operates a vehicle. 
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Print Name: _________________________________ 

Charter Schools – Education Beyond the Classroom Coordinator 

By signing below, Employee acknowledges that he or she has read this Job Description and the requirements 
contained herein.  Employee certifies that he or she has the qualifications and skills required and has the ability to 
complete the physical requirements of their job duties. 

Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

__________________________________________ ____________________ 
Employee Signature  Date 

__________________________________________ ____________________ 
Supervisor Signature  Date 

☐ REVIEWED ☐ REVISED ON: 00/00/0000   BY: 
W/C CODE: 8810 FLSA STATUS: Non-Exempt 
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Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Environmental Services Technician 

POSITION TITLE: Enivronmental Services Technician 
DEPARTMENT: Charter Schools 
SUPERVISED BY: Principal 

JOB DESCRIPTION 

POSITION SUMMARY: The Environmental Services Technician is responsible for supporting 
a safe, clean, and healthy school environment through routine monitoring, maintenance, and 
environmental safety practices. 

ESSENTIAL JOB FUNCTIONS: 

• Restrooms: Clean and disinfect walls, toilets, sinks, countertops, light switches,
stalls, urinals, door handles and floors daily; fill paper products and hand soap as
needed

• Outside of Buildings: (daylight hours only) Pick up trash; make sure all doors and
windows are locked daily; sweep sidewalks and clean outside windows and knock
down cobwebs as needed

• Staff Lounges: Clean tables, counters and floors daily; empty refrigerator as directed
• Classrooms and Offices: Disinfect contact areas including desks. Horizontal dusting

(tops of clocks, screens, sills, etc.); clean doors, marker boards and trays, windows,
pencil sharpeners, spot clean walls and counter tops daily; empty wastebaskets and
trash daily; vacuum and spot clean carpets daily; mop and/or dust resilient floors daily;
clean blinds as needed; clean air conditioning vents as needed; change light bulbs as
needed

• Halls, Cafeteria and PE: Clean carpet, floors, walls, sanitize drinking fountain, clean
walk off and mats daily; clean entrance glass as needed

• Storage and Equipment Rooms: Maintain in a clean, organized and efficient manner.
Keep chemicals stored properly. Empty mop bucket. Clean floors, walls, shelves and
sinks as needed

• Equipment: Empty vacuum cleaner/change bag and clean brushes as needed;
maintain mops, buckets and all equipment daily; check supplies daily

• Install bulletin boards, marker boards, pencil sharpeners, ceiling tiles, school furniture
and equipment

• Maintain carpets
• Resurface floors
• Repair furniture and equipment
• Assist with deliveries and unload trucks

Attachment P 
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Print Name: _________________________________ 

Charter Schools – Environmental Services Technician 

• Make administrator aware of any problems
• Assume responsibilities for having site open and/or closed if needed
• Make minor maintenance repairs including painting of surfaces
• Attend training classes and workshops
• Uses and follows the policies/procedures of charter school, federal, state and local

regulations/laws, and federal regulations/laws including applicable transmittal notices,
and other administrative orders/directions.

• Uses and follows the policies/procedures of You Thrive Florida, including but not limited
to Personnel Policies, Occupational Health and Safety policies, payroll policies/practices,
etc.

NON-ESSENTIAL/SECONDARY FUNCTIONS: 
Performs any additional duties as directed or assigned by supervisor, management staff, program 
director or You Thrive Florida management staff. This description is intended to convey information 
essential to understanding the scope of the position and is not intended to be an exhaustive list of 
skills, efforts, duties, responsibilities, or working conditions associated with the position. 

TERMS OF EMPLOYMENT: 

10-, 11-, or 12-month employment 

JOB STANDARDS: 

Education: High School diploma or General Education Diploma (GED) required 

Experience: 1-3 years experience minimum in custodial or janitorial work is preferred, especially in school 
or institutional settings. Must be reliable, detail-oriented, and able to work independently or as part of a 
team. Basic knowledge of cleaning equipment, supplies, and safety procedures required. 

Licenses & Certifications: Must complete the first available forty (40) hour environmental service 
training/certification class after hire date. Florida driver’s license and be insurable by Company’s current 
insurance carrier.  Subject to federal, state and local legal requirements/background checks.  

CRITICAL SKILLS, ABILITIES, & EXPERTISE: 
Physical Requirements: These physical demands are representative of the physical requirements 
necessary for an employee to successfully perform the essential functions of the position.  Talking, 
standing, sitting, squatting, kneeling, use of fingers, arms, hands, legs, walking, stretching/reaching, 
handling, grasping, climbing, bending at the waist, turning, balancing, pushing, pulling, use of depth 
perception, carrying and lifting (up to 50 lbs.), and driving are constant.  Good eyesight (correctable) 
and hearing (correctable) are essential. Exerting up to 100 lbs of force occasionally and/or up to 50 lbs 
of force frequently, and/or up to 20lbs of force regularly or as needed to move objects. 
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Charter Schools – Environmental Services Technician 

Equipment:  Uses and operates standard custodial and light maintenance equipment and tools, including 
but not limited to commercial vacuums, backpack vacuums, floor, scrubber/buffers, wet/dry vacuums, 
carpet extractors, mops, buckets, brooms, dust mops, floor signage, ladder/step stools, hand tools, and 
cleaning/disinfecting chemicals and dispensing systems. Uses standard office equipment as needed. 
(computer, phone, copier.). May operate a motor vehicle for job related duties. 

Skills & Expertise: Ability to work and communicate effectively with other employees and the public, 
knowledge of environmental service operations, procedures and building and grounds maintenance, 
ability to follow oral and written instructions, knowledge of sanitation and safety standards as 
applicable to a school, knowledge of best cleaning practices. 

ENVIRONMENTAL JOB FACTORS: 
Job Location: You Thrive Elementary Academy for Creative Excellence Spring Hill, in Spring Hill, FL 

Work Environment:  While performing the responsibilities of the position, these work environment 
characteristics are representative of the environment the employee will encounter.  Office environment 
and working alone and with others frequently.  Working with office equipment is frequent.  Occasionally 
outdoors and operates a vehicle. 

By signing below, Employee acknowledges that he or she has read this Job Description and the requirements 
contained herein.  Employee certifies that he or she has the qualifications and skills required and has the ability to 
complete the physical requirements of their job duties. 

Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

__________________________________________ ____________________ 
Employee Signature  Date 

__________________________________________ ____________________ 
Supervisor Signature  Date 

☐ REVIEWED ☐ REVISED ON: 00/00/0000   BY: 
W/C CODE: 8810 FLSA STATUS: Non-Exempt 
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Charter Schools – School Safety Guardian 

POSITION TITLE: School Safety Guardian 
DEPARTMENT: Charter Schools 
SUPERVISED BY: Principal 

JOB DESCRIPTION 

POSITION SUMMARY: The School Safety Guardian helps to ensure the safety and security 
of all students, staff, and school property. Responsibilities include monitoring school grounds, 
responding to incidents, assisting with emergency procedures and promoting and safe and 
respectful environment. 

ESSENTIAL JOB FUNCTIONS: 

• Use whatever force is necessary to prevent or abate an active assailant incident.
• Respond immediately to and appropriately engage to stop the threat of an active assailant.
• Conduct perimeter, door, and inner school checks to ensure premises are secure.
• Manage school access by monitoring gates and other entry points throughout the school,

ensure that the students possess appropriate permission when leaving campus, and observe
and question potentially unauthorized persons on campus.

• Make recommendations to ensure safety of students, staff, and visitors for the purpose of
providing necessary information and ensuring understanding of the potential consequences of a
violation.

• Monitor students within a variety of school environments (i.e. hallways, grounds, cafeteria,
parking lots, restrooms) for the purpose of ensuring the safety and welfare of students and
staff.

• Participate in security risk assessment meetings with school and local law enforcement/fire
safety agencies.

• Refer observations and incidents (i.e. altercations, suspicious activities, inappropriate behavior,
violation of rules) to the appropriate instructional or administrative personnel.

• Utilize and monitor surveillance technology.
• Suppress disturbances and security incidents according to established guidelines and

procedures.
• Deescalate confrontations between students, parents, visitors, and others.
• Assist school administration with threat assessments as appropriate.
• Conduct appropriate searches when directed to do so.
• Build relationships with students and stakeholders.
• Communicate effectively and work collaboratively with administrators and law enforcement

personnel.
• Prepare incident reports as needed.
• Provide support in school emergency situations and participate in school emergency drills.

Attachment P 
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Charter Schools – School Safety Guardian 

• Interact professionally with all law enforcement/fire rescue with the ability to calmly assess
solutions and/or implement processes during critical events.

• Serve as the security personnel for school functions as needed which may include after school
and extra-curricular activities.

• Perform other duties as assigned by the Principal and/or designee.
• Uses and follows the policies/procedures of charter school, federal, state and local

regulations/laws, and federal regulations/laws including applicable transmittal notices, and other
administrative orders/directions.

• Uses and follows the policies/procedures of You Thrive Florida, including but not limited to
Personnel Policies, Occupational Health and Safety policies, payroll policies/practices, etc.

NON-ESSENTIAL/SECONDARY FUNCTIONS: 
Performs any additional duties as directed or assigned by supervisor, management staff, program 
director or You Thrive Florida management staff. This description is intended to convey information 
essential to understanding the scope of the position and is not intended to be an exhaustive list of 
skills, efforts, duties, responsibilities, or working conditions associated with the position. 

TERMS OF EMPLOYMENT: 

12-month employment

JOB STANDARDS: 

Education: High school diploma or General Education Diploma (GED) 

Experience: Successful law enforcement, security, or military experience or training. 

Licenses & Certifications: Must hold a State of Florida concealed weapons permit under F.S. 790.06 and 
maintain the permit throughout employment in this position.  
Must meet all law enforcement requirements to attain a School Safety Guardian appointment pursuant 
to state statute and maintain such throughout employment in this position. Current requirements are 
listed below and are subject to change by statute or Marjorie Stoneman Douglas High School Public 
Safety Act. 

• Complete a 144-hour training program, consisting of 12 hours of a certified nationally
recognized diversity training and 132 total hours of comprehensive firearm safety and
proficiency training conducted by Criminal Justice Standards and Training Commissioned
certified instructors, which must include:

§ 80 hours of firearms instruction based on the Criminate Justice Standards
and Training Commission’s Law Enforcement Academy training model, which
must include at least 10 percent but no more than 20 percent more rounds
fired than associated with academy training. Participants must achieve an 85
percent pass rate on the firearms training.
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§ 16 hours of instruction in precision pistol
§ 8 hours of discretionary shooting instruction using state-of-the-art simulator

exercises
§ 8 hours of instruction in active shooter or assailant scenarios
§ 8 hours of instruction in defensive tactics
§ 12 hours of instruction in legal issues

• Must successfully pass a psychological evaluation administered by a psychologist licensed under
chapter 490 and designated by the Department of Law Enforcement

• Must submit to and pass an initial drug test and subsequent random drug tests in accordance
with the requirements of F.S. 112.0455 and the sheriff’s office.

Must be able to successfully complete, on at least an annual basis, ongoing training, weapon 
inspection, and firearm qualification at an acceptable performance level. Must have First Aide and 
CPR/AED certification. If not currently certified, must obtain certification within the first 90 calendar 
days of employment. Valid Florida driver’s license and be insurable by Company’s current insurance 
carrier.  Subject to federal, state and local legal requirements/background checks. 

Required qualifications to maintain continued employment in this position, and failure to 
meet these requirements will constitute grounds for termination of employment: 

§ A State of Florida concealed weapons permit under F.S. 790.06 must be
maintained throughout employment in this position

§ Must continue to meet all requirements of and maintain a School Safety
Guardian certification/appointment

§ Must be able to successfully complete ongoing training requirements, including
firearms proficiency, at an acceptable performance level

CRITICAL SKILLS, ABILITIES, & EXPERTISE: 

Physical Requirements: Must be 21 years or older. These physical demands are representative 
of the physical requirements necessary for an employee to successfully perform the essential 
functions of the position. Must have the physical and mental ability to respond in an emergency 
or potentially dangerous situation. Talking, standing, sitting, squatting, kneeling, use of fingers, 
arms, hands, legs, walking, stretching/reaching, handling, grasping, climbing, bending at the 
waist, turning, balancing, pushing, pulling, use of depth perception, carrying and lifting (up to 65 
lbs.), and driving are constant. Exerting up to 100 pounds of force occasionally and/or up to 50 
pounds of force frequently, and/or up to 20 pounds of force regularly or as needed to move 
objects. Employees in this position work in a safe and secure work environment that may 
periodically have unpredicted requirements or demands. Good eyesight (correctable) and hearing 
(correctable) are essential. 

Equipment:  Computer, facsimile, copy machine, calculator, multi-line phone and other small office and 
instructional equipment and vehicle. 
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Charter Schools – School Safety Guardian 

Skills & Expertise: Knowledge of standard security procedures and best practices, willingness to use force 
when circumstances and established protocols dictate, up to and including deadly force, ability to 
establish and maintain collaborative working relationships with all stakeholders, ability to work 
independently and work cooperatively in a team 

ENVIRONMENTAL JOB FACTORS: 
Job Location: You Thrive Elementary Academy for Creative Excellence Spring Hill, in Spring Hill, FL 

Work Environment:  While performing the responsibilities of the position, these work environment 
characteristics are representative of the environment the employee will encounter.  Office environment 
and working alone and with others frequently.  Working with office equipment is frequent.  Occasionally 
outdoors and operates a vehicle. 

By signing below, Employee acknowledges that he or she has read this Job Description and the requirements 
contained herein.  Employee certifies that he or she has the qualifications and skills required and has the ability to 
complete the physical requirements of their job duties. 

Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

__________________________________________ ____________________ 
Employee Signature  Date 

__________________________________________ ____________________ 
Supervisor Signature  Date 

☐ REVIEWED ☐ REVISED ON: 00/00/0000   BY: 
W/C CODE: 8810 FLSA STATUS: Non-Exempt 
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Print Name: _________________________________ 

Charter Schools – Education Beyond the Classroom Teacher 

POSITION TITLE: Education Beyond the Classroom (EBC) Teacher 
DEPARTMENT: Charter Schools 
SUPERVISED BY: Principal 

JOB DESCRIPTION 

POSITION SUMMARY: The Education Beyond the Classroom Teacher is responsible for 
coordinating learning opportunities with subject area teachers and the EBC Coordinator to 
connect the learning in the classroom through field trips and community experiences. 

ESSENTIAL JOB FUNCTIONS: 
• Planning and implementing the daily, integrated, outdoor activity program
• Establishing and maintaining relationships with volunteers, outside instructors, and

contracted service providers
• Management of student conduct in all aspects of the Experiential Activity Program
• Management organization and maintenance of the EAP equipment and gear
• Management of student movement including transitioning, staffing, and participation in

given activity
• Implementation of a daily character education program, including life-skills
• Integrate physical education, team building, and personal fitness activities within the

EBC program
• Implementing EBC activities that support core curriculum
• Transporting student to and from activity locations
• Responsible handling of teaching materials and gear equipment
• Assessment of student knowledge and skills taught through this program
• Uses and follows the policies/procedures of charter school, federal, state and local

regulations/laws, and federal regulations/laws including applicable transmittal notices,
and other administrative orders/directions.

• Uses and follows the policies/procedures of You Thrive Florida, including but not limited
to Personnel Policies, Occupational Health and Safety policies, payroll policies/practices,
etc.

• Provide student grades every 9 weeks to Critical Thinking Classroom Teacher.

NON-ESSENTIAL/SECONDARY FUNCTIONS: 
Performs any additional duties as directed or assigned by supervisor, management staff, program 
director or You Thrive Florida management staff. This description is intended to convey information 
essential to understanding the scope of the position and is not intended to be an exhaustive list of 
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Print Name: _________________________________ 

Charter Schools – Education Beyond the Classroom Teacher 

skills, efforts, duties, responsibilities, or working conditions associated with the position. 

TERMS OF EMPLOYMENT: 

10-month employment

JOB STANDARDS: 

Education: Bachelor of Arts degree 

Experience: No experience required, however experience in classroom instruction, lesson planning, and 
student assessment within a school or education setting preferred. Subject area expertise preferred. 

Licenses & Certifications: Valid Teachers Certification. MUST Obtain CDL Class B with School Bus 
Endorsement, First aid, CPT & Lifeguarding from a Nationally Recognized Organization (ARC, BSA, 
YMCA), Hernando County Health Department Epi-Pen certification and medication distribution, Florida 
driver’s license and be insurable by Company’s current insurance carrier.  Subject to federal, state and 
local legal requirements/background checks.  

CRITICAL SKILLS, ABILITIES, & EXPERTISE: 
Physical Requirements: These physical demands are representative of the physical requirements 
necessary for an employee to successfully perform the essential functions of the position.  Talking, 
standing, sitting, squatting, kneeling, use of fingers, arms, hands, legs, walking, stretching/reaching, 
handling, grasping, climbing, bending at the waist, turning, balancing, pushing, pulling, use of depth 
perception, carrying and lifting (up to 50 lbs.), and driving are constant.  Good eyesight (correctable) 
and hearing (correctable) are essential. Exerting up to 50 lbs of force occasionally and/or up to 20 lbs of 
force frequently, and/or up to 10lbs of force regularly or as needed to move objects. 

Equipment:  Computer, facsimile, copy machine, calculator, multi-line phone and other small office and 
instructional equipment and vehicle. 

Skills & Expertise: Ability to create engaging, inclusive environments, adapt teaching strategies to meet 
diverse learning needs, strong communication skills, classroom management, collaboration skills, 
familiarity with curriculum standards, educational technology and student performance tracking. 

ENVIRONMENTAL JOB FACTORS: 
Job Location: You Thrive Elementary Academy for Creative Excellence Spring Hill, in Spring Hill, FL 

Work Environment:  While performing the responsibilities of the position, these work environment 
characteristics are representative of the environment the employee will encounter.  Office environment 
and working alone and with others frequently.  Working with office equipment is frequent.  Occasionally 
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Print Name: _________________________________ 

Charter Schools – Education Beyond the Classroom Teacher 

outdoors and operates a vehicle. 

By signing below, Employee acknowledges that he or she has read this Job Description and the requirements 
contained herein.  Employee certifies that he or she has the qualifications and skills required and has the ability to 
complete the physical requirements of their job duties. 

Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

__________________________________________ ____________________ 
Employee Signature  Date 

__________________________________________ ____________________ 
Supervisor Signature  Date 

☐ REVIEWED ☐ REVISED ON: 00/00/0000   BY: 
W/C CODE: 8810 FLSA STATUS: Exempt 
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Print Name: _________________________________ 

Charter Schools – Teacher 

POSITION TITLE: Teacher 
DEPARTMENT: Charter Schools 
SUPERVISED BY: Principal 

JOB DESCRIPTION 

POSITION SUMMARY: The Teacher is responsible for delivering instruction in basic skills, 
subject concepts, and social development to pupils through individualized and group-based 
strategies. 

ESSENTIAL JOB FUNCTIONS: 
• Teach basic skills, concepts, and social competencies.
• Identify long-range goals and specific objectives and plan a program for individualized

and group instruction.
• Demonstrate and use audio-visual teaching aids to present subject matter to students.
• Prepare, administer, and correct tests and record results.
• Plan lessons, correct papers and hear oral presentations.
• Maintain order in classroom and in assigned duty areas.
• Hold conferences with pupils, parents, principal and/or support personnel regarding the

pupil’s academic and social development.
• Keep attendance and grade records as required by School Board Policy.
• Uses and follows the policies/procedures of charter school, federal, state and local

regulations/laws, and federal regulations/laws including applicable transmittal notices,
and other administrative orders/directions.

• Uses and follows the policies/procedures of You Thrive Florida, including but not limited
to Personnel Policies, Occupational Health and Safety policies, payroll policies/practices,
etc.

NON-ESSENTIAL/SECONDARY FUNCTIONS: 
Performs any additional duties as directed or assigned by supervisor, management staff, program 
director or You Thrive Florida management staff. This description is intended to convey information 
essential to understanding the scope of the position and is not intended to be an exhaustive list of 
skills, efforts, duties, responsibilities, or working conditions associated with the position. 

TERMS OF EMPLOYMENT: 

10-month employment

Attachment Q 

217



You Thrive Florida 
820 Kennedy Blvd. 

Brooksville, FL  34601 
Phone: 352-796-1425  Fax: 352-796-7500 

Print Name: _________________________________ 

Charter Schools – Teacher 

JOB STANDARDS: 

Education: Bachelor’s Degree from an accredited college or university. 

Experience: Must be considered Highly Qualified if applicable to subject area. 

Licenses & Certifications: Valid Florida Teaching Certificate for the level and subject area in which to 
serve. Valid Florida driver’s license and be insurable by Company’s current insurance carrier.  Subject to 
federal, state and local legal requirements/background checks.  

CRITICAL SKILLS, ABILITIES, & EXPERTISE: 
Physical Requirements: These physical demands are representative of the physical requirements 
necessary for an employee to successfully perform the essential functions of the position.  Talking, 
standing, sitting, squatting, kneeling, use of fingers, arms, hands, legs, walking, stretching/reaching, 
handling, grasping, climbing, bending at the waist, turning, balancing, pushing, pulling, use of depth 
perception, carrying and lifting (up to 50 lbs.), and driving are constant.  Good eyesight (correctable) 
and hearing (correctable) are essential. Exerting up to 50 lbs of force occasionally and/or up to 20 lbs of 
force frequently, and/or up to 10lbs of force regularly or as needed to move objects. 

Equipment:  Computer, facsimile, copy machine, calculator, multi-line phone and other small office and 
instructional equipment and vehicle. 

Skills & Expertise: Possess a general knowledge of child growth, development, interrelationships, etc. 
Possess a knowledge of subject area taught and current innovative trends in that area. Be familiar with 
resource materials and equipment. Be able to work with administrator, students, parents, other teachers 
and support staff. Be able to judge and evaluate student achievement. Be able to provide for individual 
differences in a stimulating learning situation. Be able to motivate students in an atmosphere of respect 
and freedom. 

ENVIRONMENTAL JOB FACTORS: 
Job Location: You Thrive Elementary Academy for Creative Excellence Spring Hill, in Spring Hill, FL 

Work Environment:  While performing the responsibilities of the position, these work environment 
characteristics are representative of the environment the employee will encounter.  Office environment 
and working alone and with others frequently.  Working with office equipment is frequent.  Occasionally 
outdoors and operates a vehicle. 

By signing below, Employee acknowledges that he or she has read this Job Description and the requirements 
contained herein.  Employee certifies that he or she has the qualifications and skills required and has the ability to 
complete the physical requirements of their job duties. 
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Print Name: _________________________________ 

Charter Schools – Teacher 

Reasonable accommodation will be made for otherwise qualified individuals with a disability. 

__________________________________________ ____________________ 
Employee Signature  Date 

__________________________________________ ____________________ 
Supervisor Signature  Date 

☐ REVIEWED ☐ REVISED ON: 00/00/0000   BY: 
W/C CODE: 8810 FLSA STATUS: Exempt 
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This	policy	manual	is	an	overview	and	summary	of	You	Thrive	Florida’s	personnel	policies	
and	procedures.		As	policies	and	benefits	are	revised,	changes	will	be	communicated	through	
standard	communication	channels.		Advance	notice	may	not	always	be	possible.	

The	policies	and	procedures	contained	in	this	manual	are	guidelines	only.		They	do	not	
constitute	part	of	an	employment	contract,	nor	are	they	intended	to	make	any	commitment	to	
any	employee	concerning	how	individual	employment	action	can,	should,	or	will	be	handled.	

You	Thrive	Florida	offers	no	employment	contract	or	guarantee	of	a	minimum	length	of	
employment.	You	Thrive	Florida	reserves	the	right	to	terminate	any	employee	at	any	time	“at	
will”,	with	or	without	cause.		A	supervisor	or	manager	of	the	company	has	no	authority	
whatsoever	to	make	any	contrary	representations	to	any	employee.	This	section	does	not	
apply	to	Charter	School	employees.	

Charter	School	Employees	
Employees	assigned	to	a	Charter	School	operated	by	You	Thrive	Florida	are	employed	under	
annual	employment	contracts,	as	required	by	applicable	state	law	and	charter	school	
regulations.	These	employees	are	not-at-will,	and	their	employment	is	governed	by	the	terms	
and	conditions	outlined	in	their	individual	employment	contracts.	

If	you	have	any	questions	or	wish	to	have	further	information	about	any	particular	guideline	
in	this	manual,	please	contact	your	immediate	supervisor,	first,	and	then	if	unresolved,	contact	
the	next	level	of	management	in	the	chain	of	command.		

This	policy	manual	supersedes	all	previous	manuals,	letters,	memoranda,	and	understandings.	
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Section	I.	A.	
VISION	&	MISSION	STATEMENT	

VISION	STATEMENT	

You	Thrive	Florida	envisions	a	future	where	communities	are	working	together	to	
solve	local	challenges;	where	all	individuals	and	families	are	empowered	and	
equipped	with	the	tools	and	resources	to	improve	their	overall	quality	of	life,	
wellbeing,	and	opportunities	to	thrive.	

MISSION	STATEMENT	

You	Thrive	Florida	provides	life	changing	services	and	opportunities	to	individuals	
and	families,	in	an	effort	to	improve	their	ability	to	thrive.	
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Section	I.	B.	
ORGANIZATION	SUMMARY	

GENERAL	INFORMATION	

I. Creation	&	Summary

Community	Action	Agencies	(CAAs)	are	not-for-profit,	private	or	public	organizations	
originally	established	under	the	Economic	Opportunity	Act	of	1964	to	fight	America's	War	on	
Poverty.	Today,	there	are	nearly	1,000	CAAs	across	the	United	States,	in	fact	CAAs	can	be	
found	in	98	percent	of	our	cities	and	counties.	CAAs	are	a	primary	source	of	support	for	the	
more	than	38	million	Americans	who	are	living	in	poverty	in	both	rural	and	urban	areas.	
Through	their	innovative	programs,	these	CAAs	are	able	to	help	thousands	of	people	achieve	
self-sufficiency	each	year.		

II. Governance

CAAs	are	governed	by	uniquely	structured	tripartite	board	of	directors	whose	members	come	
from	three	diverse	segments	of	each	community.	Specifically,	at	least	one-third	of	the	board's	
members	must	be	from	the	low-income	community,	up	to	one-third	must	be	from	the	private	
sector,	and	exactly	one-third	must	be	public	officials.	

Specific	grant	funded	programs	operated	by	the	CAA	may	be	required	to	have	a	separate	
committee	or	policy	board	related	to	the	individual	program	area.		One	such	case	is	the	Head	
Start	Policy	Council.		Compliance	with	requirements	is	essential;	however,	ultimate	authority	
lies	with	the	Board	of	Directors	of	the	CAA.	

III. You	Thrive	Florida	Organizational	Structure

You	Thrive	Florida	is	a	private,	not-for-profit	501(c)(3)	operating	numerous	facilities	and	
programs	in	the	central	Florida	area.	You	Thrive	Florida	provides	services	primarily	in	four	
community-oriented	program	areas:	children	services,	weatherization,	senior	services,	
support	services	and	transportation.		You	Thrive	Florida	also	maintains	administrative	offices	
(the	Chief	Executive	Officer’s	office,	finance,	and	grant	administration)	that	coordinate	the	
different	program	areas.	
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You	Thrive	Florida	currently	operates	many	programs	through	the	following	departments:	

Head	Start/Early	Head	Start	provides	multiple	services	to	infants,	
toddlers,	pre-school-aged	children,	pregnant	women,	and	their	
families	including:	
• Giving	 quality,	 early	 childhood	 education	 to	 children	 ages	 0-5	 in	family
friendly	centers

• Working	with	families	to	encourage	school	readiness	and	self-sufficiency	
• Providing	Head	 Start/Early	Head	 Start	 children	 and	 their	 families	 with
health	education

• The	Head	Start/Early	Head	Start	Program	operates	in	Hernando,	Sumter	and
Volusia	Counties.

The	Community	Assistance	Program	assists	low-income	
individuals/families	by	assisting	with	education,	training,	testing,	
energy	payments,	rent/mortgage	assistance,	and	reducing	energy	
costs	by	improving	energy	efficiency	in	the	home.	This	assistance	is	
through	our:	

Community	Services	Block	Grant	(CSBG),	Family	Self-Sufficiency	
Program,	Emergency	Services,	Employment	Support,	Low-Income	
Home	Emergency	Assistance	Program	(LIHEAP)	and	Weatherization	
Assistance	Program.	Priority	for	various	programs	depends	on	
different	factors	such	as	income,	age,	disabilities	and	families	with	
children	under	twelve.	The	Community	Assistance	Program	operates	
in	Hernando,	Sumter,	Pasco,	Volusia,	Hillsborough	and	Citrus	
Counties.	

Head	Start	and	Early	Head	Start	

Community	Assistance	Program	
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Our	Transportation	Services	is	Hernando	County’s	designated	
Community	Transportation	Coordinator.	We	provide	safe,	efficient	
cost-effective,	quality	transportation	services	to	veterans,	and	
transportation	disadvantaged	citizens	of	Hernando	County.	
	
Our	Transportation	Services	is	a	shared-ride	system	that	provides	
door-	to-door	transportation	services,	primarily	to	meet	medical	and	
nutritional	needs.	

 

	
The	Senior	Services	Program	offers	a	wide	array	of	services	
designed	to	support	seniors	in	their	efforts	to	live	independently	in	
their	own	homes,	improving	their	ability	to	function,	and	avoiding	
costly	placement	in	long-	term	care	facilities.	
	
The	Senior	Services	Program	operates	in	Hernando,	Lake,	Sumter	
and	Polk	Counties.	

 

	
Our	House	to	Home	Program	is	a	homeownership	program	that	
seeks	applicants	who	have	a	demonstrated	need	for	housing	and	
have	the	financial	ability	to	own	a	home,	even	if	they	would	not	
qualify	for	a	traditional	mortgage.	
	

 

Transportation	Services	

Senior	Services	Program	

House	to	Home	
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The	Children’s	Advocacy	Center	of	Hernando	County	(CAC)	provides	a	
child-friendly,	safe,	supportive	environment	for	assisting	abused	and	
neglected	children	and	the	non-offending	family	members.	The	CAC	
brings	together	the	Department	of	Children	and	Families,	the	
Hernando	County	Sheriff’s	Office,	the	State	Attorney’s	Office,	the	
University	of	Florida	Child	Protection	Team,	mental	health	providers,	
and	victim	advocates.	Together,	with	these	partnerships,	the	CAC	
coordinates	the	investigations	and	services	of	this	multidisciplinary	
team.	The	CAC	also	provides	free	counseling	to	child	victims	who	
have	been	sexually	or	physically	abused.	Therapists	are	committed	to	
helping	these	victims	heal	and	help	restore	childhoods. 
	

	
	
	
BEST	Academy	is	a	high-performing,	STEAM-focused	middle	
school	(grades	6-8)	located	in	Brooksville,	Hernando	County.	
We	enhance	core	academics	through	hands-on	experiences	and	
learning	opportunities	that	extend	beyond	the	classroom.	With	
a	strong	emphasis	on	community	involvement,	a	highly	
qualified	staff,	and	active	parent	participation,	we	have	proudly	
achieved	academic	excellence.	

Children’s	Advocacy	Center	

Charter	Schools	
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SECTION	II.	

EMPLOYMENT	
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Section	II.	A.	
EQUAL	EMPLOYMENT	OPPORTUNITY	

	
I. POLICY	
	

You	Thrive	Florida	maintains	a	policy	of	nondiscrimination	with	employees	and	
applicants	for	employment.		No	aspect	of	employment,	including	hiring,	compensation,	
terms	and	conditions,	and	other	privileges	of	employment,	within	the	Company	will	be	
influenced	in	any	manner	by	any	Protected	Characteristic	or	any	other	basis	prohibited	
by	law.	
	
It	is	the	policy	of	You	Thrive	Florida	to	provide	reasonable	accommodations	to	
otherwise	qualified	individuals	with	a	legally	recognized	disability	as	required	by	law.		
	
	

II. DEFINITIONS	
	

Protected	Characteristics	shall	mean	those	classes	or	characteristics	defined	by	local,	
state	or	federal	law,	including	race,	color,	national	origin,	religion,	sex,	age,	disability,	
pregnancy,	genetic	information,	marital	status,	military	service,	veteran	status,	or	
legally	recognized	disability.	
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Section	II.	B.	
EMPLOYMENT	OF	RELATIVES	

	
I	.		 POLICY	
	
Applications	for	employment	from	a	Relative	will	be	considered	with	other	qualified	
applicants	when	personnel	vacancies	occur.	Some	restrictions	in	job	placement	will	apply,	
however,	to	prevent	problems	of	supervision,	safety,	security	and	morale.	
	
II.		 DEFINITION		
	
Relative	includes	current	spouse,	former	spouse	children,	parents,	grandparents,	brothers,	
sisters,	half-brothers,	half-sisters,	uncle,	aunt,	first	cousins,	nephew,	niece,	father-in-law,	
mother-in-law,	son-in-law,	daughter-in-law,	sister-in-law,	brother-in-law,	stepfather,	
stepmother,	stepson,	stepdaughter,	stepsister,	stepbrother	or	any	legally	recognized	ward.		
For	the	purpose	of	this	policy	“spouse”	means	those	employees	having	a	legal	marital	
relationship,	as	well	as	employee’s	involvement	in	the	relationship,	which	in	the	Company’s	
judgment	are	characterized	by	the	permanence,	duration	and	stability	normally	associated	
with	marriage.	
	
II.		 PROCEDURE	
	
A	Relative	will	not	be	hired	by	the	Company	without	the	prior	approval	of	the	Chief	Executive	
Officer	or	designee.			
	
A	Relative	will	not	be	hired	into	a	department/facility	where	they	directly	or	indirectly	
supervise	or	are	supervised	by	another	Relative.	
	
Relative	will	not	be	placed	in	positions	where	they	work	with	or	have	access	to	sensitive	or	
confidential	information	regarding	other	Relatives,	or	if	there	is	an	actual	or	apparent	conflict	
of	interest.	
	
If	employees,	after	employment,	fit	the	definition	of	Relative	and	a	conflict	of	interest	or	
management	problems	of	supervision,	safety,	security	or	morale	results,	or,	if	reorganization	
creates	such	a	conflict,	reasonable	time	may	be	provided	to	resolve	the	matter.		If	resolution	is	
not	possible,	the	Company	may	require	one	or	both	employees	to	transfer	or	resign.	
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Section	II.	C.	
PERSONNEL	RECORDS	&	PRIVACY	

	
I.		 GENERAL	POLICY	STATEMENT	
	
You	Thrive	Florida	is	a	not-for-profit,	private	corporation.		While	it	receives	federal	and	state	
grant	funds,	it	is	not	an	instrumentality	of	the	federal	or	state	government	and,	therefore	is	
not	necessarily	subject	to	all	aspects	of	federal	and	state	statutes	governing	public	
accessibility	of	records.	You	Thrive	Florida	reserves	the	right	to	deny	accessibility	to	the	
general	public	of	its	corporate	records	when	it	determines	that	the	records	are	not	subject	to	
federal	and/or	state	freedom	of	information	statutes.	You	Thrive	Florida	will	comply	with	
federal	and	state	regulations	governing	restrictions	on	public	access	to	the	Company’s	
records.	
	
II.		 POLICY	
	
1. Personnel	File	Contents:	The	following	information	will	be	maintained	in	the	employee’s	

personnel	file:	
	
Contact	Information:	Home	address,	telephone	number	(home,	cell	or	other),	personal	
email	address	and	emergency	contact	information.	
	
Background	Documentation:	employment	application,	resume(s),	other	material	provided	
at	time	of	application,	background	reference	checks	(personal	and	prior	employment),	
certificates,	diplomas,	transcripts,	other	educational	records,	criminal	background	records	
(if	any),	driver’s	license	information,	and	employment	by	You	Thrive	Florida	of	other	
Relatives.	
	
Employment-related	Documentation:	Commendations,	written	disciplinary	documents,	
job	description,	payroll	documents	(wage	increases,	w-4,	wage	garnishments,	etc.),	
Personnel	Manual	receipt,	drug-free	workplace	statement	and	conflict	of	interest	
acknowledgment	forms,	drug-testing	notices,	Fair	Labor	Standards	Act	Tests/Notices,	
Insurance	Enrollment	Forms	and	other	related	documents.	

	
2. Employee	Responsibilities:			
	

Each	employee	is	responsible	for	and	required	to	be	familiar	with	the	Personnel	Manual,	
and	all	other	policies	and	procedures	that	affect	and	govern	his	or	her	employment	with	
You	Thrive	Florida	and	his	or	her	relationship	with	fellow	employees,	supervisors,	
program	directors,	management/administration	and	the	public.	
	
Employees	are	expected	to	be	familiar	with	all	updates	and	revisions	to	the	You	Thrive	
Florida	Personnel	Manual,	and	other	policies	and	procedures.	An	Employee’s	continued	
employment	with	You	Thrive	Florida	constitutes	acceptance	of	any	changes	that	may	be	
made	in	content	or	application	of	You	Thrive	Florida’s	policies	and	procedures,	including	
those	in	this	manual.	
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Employees	must	provide	and	maintain	current,	and	accurate	information	in	his	or		her	
personnel	file,	such	as:	current	legal	name,	address	(current	physical	residence	and	
mailing	address,	if	different),	home	phone	number,	emergency	contact,	beneficiary	
designations,	dependents	eligible	for	family	coverage	of	insurance,	copies	of	certificates,	
diplomas,	transcripts,	other	educational	records,	criminal	background	records,	driver’s	
license	status,	employment	by	You	Thrive	Florida	of	Relatives,	and	any	other	information	
previously	provided	to	You	Thrive	Florida	(e.g.,	information	in	job	application).	This	
includes	providing	documents/copies	of	certifications,	drivers’	licenses,	and	all	other	
required	documents	for	the	position	that	the	employee	must	maintain	and	hold	to	assure	
continued	employment.	

Employees	are	required	to	notify	their	Supervisor	within	24	hours	if	they	are	arrested	for	
any	offense	during	their	period	of	employment.	Failure	to	report	the	arrest	within	the	
specified	time	frame	will	result	in	disciplinary	action,	up	to	and	including	termination.	This	
requirement	applies	regardless	of	whether	the	arrest	occurred	on	or	off	duty	and	
regardless	of	whether	the	charge	is	related	to	the	employee’s	job	duties.	If	at	any	time,	due	
to	an	arrest,	the	employee’s	Level	II	eligibility	status	changes	to	“Not	Eligible”,	this	will	
result	in	the	employee’s	immediate	termination	of	employment.	

Employees	should	make	themselves	aware	of	the	Company’s	posting	and	promotional	
process	for	filling	positions.	

3. Liability	for	Accurate	Personnel	Records/Files	Information

You	Thrive	Florida	will	not	be	liable	for	incorrect	withholding,	erroneous	beneficiary
designations,	and/or	loss	of	employee	benefits	or	promotional	opportunity	resulting	from
an	employee’s	failure	to	keep	personnel	records/files	current.

4. Access	and	Examination	of	an	Employee’s	Personnel	File:

Access	to	and	inspection	of	an	employee’s	personnel	file	is	restricted	to	the	supervisor,
program	director,	HR	personnel	and	Chief	Executive	Officer,	except	at	specific	times
during	office	hours	under	the	following	conditions:

Employee	Upon	written	request	by	the	employee	to	the	Chief	Executive	Officer,	the
employee	may	inspect	his	or	her	personnel	file	in	the	presence	of	the	Chief	Executive
Officer,	or	designee.	Employment	references	and	notes	of	legal	or	disciplinary
investigations	in	progress,	if	any,	will	be	protected/removed	before	the	employee	views
the	file.	Employees	do	not	have	the	right	to	obtain	copies	of	documents	in	the	file,	except
for	those	signed	by	the	employee	as	a	condition	of	obtaining	or	retaining	employment.

Government	or	Grantor	Company	Inquiries	The	Company	will	cooperate	with	federal,
state	and	local	government	agencies	or	any	agency	with	the	legal	right	investigating	an
employee	if	the	investigators	furnish	proper	identification	and	proof	of	legal	authority	to
investigate.	The	Chief	Executive	Officer	may	permit	a	government	investigator	to	review	a
personnel	file	on	Company	premises,	but	the	investigator	will	not	be	allowed	to	remove	or
reproduce	this	information	without	consent	from	legal	counsel.
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5. Information	and	Employment	Reference	Requests:

Program	directors,	supervisors	and	other	employees	are	prohibited	from	providing
personal	or	employment	references	on	former	employees	or	current	employees.	All
reference	information	will	be	provided	by	the	Chief	Executive	Officer’s	Office,	or	designee,
or	in	the	following	manner	as	outlined:

Telephone	Inquiries	Information	will	be	verified	by	Human	Resources	via	the	telephone
but	will	be	limited	to	the	following:

• Dates	of	hire	and	separation
• Most	recent	job	title

Written	Inquires	If	the	request	for	information	is	in	writing,	salary	information	will	be	
verified	in	addition	to	the	above.		This	verification	will	be	in	writing	and	a	copy	retained	in	
the	employee’s	personnel	file.	Written	request	for	verification	should	be	directed	to	
Human	Resources.	

References	with	Written	Approval	Salary	history,	job	chronology	and	performance	
information	may	be	released	in	writing	only	with	prior,	written	approval	of	the	employee	
or	former	employee.	This	verification	will	be	in	writing	and	a	copy	retained	in	the	
employee’s	personnel	file.		

6. Confidential	Records/Medical	Files:

In	addition	to	the	employee’s	personnel	file	a	separate	confidential/medical	file(s)	will	be
maintained.

Contents	Contents	of	the	confidential/medical	file	will	include	Protected	Health
Information,	drug	testing	results,	medical	insurance	forms,	disability	information,
accommodation	information,	family	and	medical	leave	documentation,	physicals,	post-job
offer/pre-employment	medical	questionnaire,	consumer	reports	or	investigative
consumer	reports,	active	grievance	process	documentation	and	other	confidential	or
protected	information.

Access	Access	to	the	confidential,	medical	files	is	restricted	to	the	Chief	Executive	Officer
or	designee.

Release	of	Confidential/Medical	Information	The	Company	complies	with	the	disclosure
limitations	requirements	of	the	Health	Insurance	Portability	and	Accountability	Act	with
regard	to	access	to	and	release	of	any	Protected	Health	Information.	Other	confidential	or
medical	information	will	be	released	upon	written	authorization	from	the	Employee	or
upon	proper	request	from	persons	or	agencies	that	have	a	legal	right	to	the	information.
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SECTION	III.	

SALARY	ADMINISTRATION	
COMPENSATION	
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Section	III.	A.	
EMPLOYMENT	STATUS	

I. POLICY	
	

You	Thrive	Florida	maintains	standard	definitions	of	employment	status	and	classifies	
employees	for	purposes	of	personnel	administration	and	related	payroll	transactions.		

	
II. DEFINITIONS	
	

1. Full-time	Employee	A	full-time	Employee	is	an	employee	that	is	regularly	scheduled	to	
work	30	hours	or	more	per	week.	

	
2. Part-time	Employee	A	part-time	Employee	is	an	employee	that	is	regularly	scheduled	

to	work	less	than	30	hours	per	week.	
	
3. New	Employee	A	New	Employee	is	an	employee	that	has	not	completed	a	period	of	

three	(3)	months	of	continuous	service	with	You	Thrive	Florida	
	
4. Regular	Full-	Time	Employee	A	Regular	full-time	Employee	is	an	employee	that	has	

worked	for	You	Thrive	Florida	for	a	continuous	period	of	employment	of	three	(3)	
months.		The	status	of	Regular	Full-Time	Employee	is	utilized	for	the	determination	of	
benefits	with	the	Company.	

	
5. Temporary	Employee	A	Temporary	Employee	is	an	employee	that	is	hired	for	a	pre-

established	period	(usually	a	period	less	than	six	months)	usually	during	peak	
workloads	or	for	vacation	relief.		They	may	work	a	full-time	or	part-time	work	
schedule.		They	are	ineligible	for	Company	benefits,	including	paid	leave,	holiday	pay,	
medical/life/disability	insurance	and	retirement	plan	participation.	

	
6. Pool/Reserve	Employee	A	Pool/Reserve	Employee	is	an	employee	that	can	work	either	

full	or	part	time	to	fill	in	for	a	Regular	Employee	or	to	cover	sporadic	operational	needs	
on	an	as	needed	basis.	They	are	ineligible	for	Company	benefits,	including	paid	leave,	
holiday	pay,	medical/life/disability	insurance	and	retirement	plan	participation.	

	
III. PROCEDURE	
	

Positions	will	be	classified	according	to	established	definitions	as	to	part	or	full-time	
status,	FLSA	status,	benefit	eligibility,	etc.	Questions	regarding	a	particular	
classification	or	status	should	be	directed	to	Human	Resources.	Any	review	or	
recommendation	for	a	change	in	classification	or	status	is	conducted	by	Human	
Resources	with	input	from	the	immediate	supervisor,	and	subject	to	the	approval	of	
the	Chief	Executive	Officer,	or	designee.				

237



 

	18 

Section	III.	B.	
EXEMPT/NONEXEMPT	EMPLOYEE	STATUS	

	
I. POLICY	

	
All	positions	with	You	Thrive	Florida	are	classified	as	either	exempt	or	nonexempt	for	salary	
administration	and	compensation	purposes.	
	
III.		 DEFINITIONS	
	
Definitions	of	exempt	and	nonexempt	status	are	based	on	provisions	of	the	Fair	Labor	
Standards	Act	(FLSA).	You	Thrive	Florida	will	classify	employees	for	the	purposes	of	
compensation	and	salary	administration	into	two	(2)	status	categories:	exempt	and	
nonexempt.	
	
1. Exempt	Exempt	employees	are	in	positions	where	the	job	duties	and	functions	allow	

for	an	exemption	as	provided	within	the	standards	and	tests	established	by	the	FLSA.			
Exempt	employees	are	compensated	on	a	salary	basis	and	are	exempt	from	overtime	
pay	provisions.	

	
2. Nonexempt	Nonexempt	employees	are	in	positions	where	the	job	duties	and	functions	

do	not	meet	FLSA	exemption	tests	and	are	generally	compensated	on	an	hourly	basis	
for	“Hours	Worked”.	Nonexempt	employees	are	compensated	at	a	regular	rate	of	pay	
for	all	Hours	Worked	up	to	and	including	forty	(40)	hours	per	workweek.	Nonexempt	
employees	are	compensated	at	an	“Overtime”	rate	of	pay	for	Hours	Worked	in	excess	
of	forty	(40)	per	workweek.	(Refer	to	Section	III	D.	–	Compensation	for	further	details.)	

	
IVII.		 FLSA	EXEMPTION	CHECKLIST	&	TEST	
	
The	FLSA	Exemptions	Checklists	and	FLSA	Exemption	Tests	are	standardized	forms	used	by	
You	Thrive	Florida	for	determining	exempt/non-exempt	status	of	positions.		
	
IV.		 IMPROPER	CLASSIFICATION	
	
Employees	that	believe	that	their	position	is	improperly	classified	within	an	exempt	or	
nonexempt	position	should	bring	it	to	the	attention	of	their	immediate	supervisor	for	review.	
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Section	III.	C.	
POSITION	TITLE	

	 	
I.		 POLICY	
	
Position	titles	are	assigned	for	the	convenience	of	You	Thrive	Florida	and	its	organizational	
structure.	They	do	not	in	any	manner	imply	duties	and	responsibilities	of	a	position.	
Employees	should	refer	to	the	job	description	for	their	position	for	duties,	functions	and	
responsibilities.			
	
II.		 POSITION	TITLE	ASSIGNMENT	
	
All	position	titles	are	assigned	and	approved	by	the	Chief	Executive	Officer,	or	designee.		
Position	titles	may	be	revised	and	changed,	as	needed	within	the	overall	organization.					
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Section	III.	D.	
COMPENSATION	

I. DEFINITIONS

1. HOURS	OF	WORK
(a) Hours	of	Operation

• The	Company	follows	a	normal	work	schedule	of	forty	(40)	hours	per
workweek.	Generally,	operations	are	eight	(8)	hours	per	day,	for	five	(5)
consecutive	days	per	workweek.	Typically,	You	Thrive	Florida	is	in	operation
Monday	through	Friday.	Work	schedules	may	vary	according	to	program	needs
and	requirements.

(b) Breaks
• Employees	may	be	allowed	to	take	a	break	of	15	minutes	or	less,	as	work

permits	and	in	conjunction	with	departmental	rules,	in	the	morning	or	in	the
afternoon.	Employees	will	remain	on	premises	during	any	allowed	break	time.
Breaks	will	be	considered	Hours	Worked	and	employees	are	compensated	for
them.	Breaks	greater	than	15	minutes	are	not	compensable	time.

• Employee	break	privileges	may	be	revoked	by	the	supervisor,	if	the	employee
abuses	and/or	misuses	the	privilege	of	break	periods.

(c) Meal	Periods
• Employees	are	provided	a	regular	Meal	Period	of	at	least	thirty	(30)	minutes

within	their	eight	(8)	hour	workday,	when	work	permits	and	does	not	interfere
with	program	requirements.	Meal	Periods	are	scheduled	by	each	program
director	and/or	the	Chief	Executive	Officer.	Meal	Periods	should	be	observed
away	from	the	employee’s	normal	work	area.	Meal	Periods	are	not	considered
Hours	Worked	and	employees	are	not	compensated	for	Meal	Periods.

• If	the	Employee’s	work	schedule/responsibilities	require	that	the	employee	be
“on-duty”	during	the	Meal	Period,	the	time	is	considered	Hours	Worked	and	the
Employee	will	be	compensated	for	the	Meal	Period.

(d)Workweek
The	workweek	for	You	Thrive	Florida	begins	at	12:00	A.M.	on	Saturday	and
continues	through	Friday	at	11:59	P.M.

(e) Pay	Period
You	Thrive	Florida	employees	are	compensated	on	a	bi-weekly	basis.			The	pay
period	begins	at	12:00	A.M.	on	Saturday	of	one	workweek	and	continues	through
11:59	P.M.	on	Friday	of	the	next	workweek.			Pay	periods	are	inclusive	of	two
workweeks.

2. HOURS	WORKED
(a) Hours	Worked.

• Hours	Worked	that	an	employee	is	necessarily	required	to	be	on	the	Company’s
premises,	on	duty	or	at	prescribed	work	place,	as	required	or	permitted.			Hours
Worked	are	not	inclusive	of	time-off	periods	such	as	non-compensatory	meal
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periods,	holidays,	vacation	days,	sick	days,	etc.		
• Hours	Worked	include	hours	that	are	compensated	as	Regular	Hours	and	

Overtime	hours.	
(b) Regular	Hours.				

Regular	Hours	are	Hours	Worked	up	to	and	including	forty	(40)	hours	per	
workweek.			Regular	Hours	will	be	compensated	at	a	regular	rate	of	pay.	

(c) Overtime	
• Overtime	Hours	are	Hours	Worked	by	a	Nonexempt	Employee	more	than	40	

hours	per	workweek.		Overtime	hours	will	be	compensated	at	a	rate	of	time-
and-one-half	the	regular	rate	of	pay.		Overtime	compensation	is	provided	to	
Nonexempt	employees	only.	

• Overtime	pay	policy	for	Nonexempt	Employees	includes	the	following	principal	
elements:	
	

(1) Nonexempt	Employees	are	paid	at	a	regular	rate	of	pay	for	all	Hours	
Worked	through	forty	(40)	hours	per	workweek.	

(2) Nonexempt	Employees	are	paid	for	Hours	Worked	at	a	rate	of	time	and	
one-half	the	regular	rate	of	pay	for	Hours	Worked	in	excess	of	forty	(40)	
per	workweek.	

(3) Only	Hours	Worked	are	used	to	calculate	Overtime	pay.		Paid	time	off	for	
holidays,	jury	duty,	vacation,	sick	leave	or	any	leave	of	absence	are	not	
Hours	Worked.		

(4) Overtime	Hours	worked	by	Nonexempt	Employees	must	be	authorized	
in	advance	by	the	supervisor/program	director.	

(5) Compensatory	time	off	in	lieu	of	receiving	payment	for	Overtime	Hours	
will	not	be	granted.	
	

II.	PAYROLL	RECORDKEEPING	
	
1. Payroll/Compensation	Information.				

Compensation	records	are	maintained	by	You	Thrive	Florida	for	employees	in	
accordance	with	the	Fair	Labor	Standards	Act.	Records	include	a	regular	hourly	rate	of	
pay	or	salary,	total	wages,	regular	wages,	overtime	compensation,	and	any	other	
information	required	by	law.	
	

2. Timekeeping.			
Hourly/Salary	employees	are	responsible	for	using	the	Company’s	timekeeping	system	
to	accurately	record	their	time	worked.		Employees	are	solely	responsible	for	the	
accuracy	of	the	time	recorded	as	Hours	Worked,	and	must	abide	by	the	following:	

(a) Employees	are	required	to	record	all	of	their	time;	including	hours	worked	
using	the	Company’s	current	payroll	timekeeping	system.	

(b) Employees	should	not	record	their	time	before	or	after	their	shift	ends.	
Exceptions	are	permitted	only	when	an	employee	has	received	prior	
authorization	from	a	supervisor	to	work	Overtime.	

(c) Employees	are	not	paid	for	unauthorized	overtime	unless	they	were	actually	
performing	"Hours	Worked"	e.g.	employee	was	observed	recording	time	before	
or	after	their	shift	and	not	performing	work.	Employees	who	perform	
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unauthorized	Overtime	will	be	paid	for	this	time,	but	may	be	subject	to	
disciplinary	action	up	to	and	including	termination	for	failing	to	comply	with	
Company	policies.	

	
	III.	DISCRETIONARY	BONUS	
	
1. You	Thrive	Florida	may	distribute	an	end	of	year	Holiday	Bonus	to	all	Regular	Full	and	

Part	time	employees.	
2. This	discretionary	bonus	is	dependent	upon	availability	of	funds.		If	funds	are	not	

available,	no	bonus	will	be	distributed.	
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SECTION	IV.	
	

EMPLOYEE	BENEFITS		
AND	SERVICES	
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Section	IV.	A.	
COMPENSATORY	LEAVE	

	
I.		 POLICY	
	
The	Company	encourages	and	requires	each	employee	to	take	an	annual	vacation	as	paid	time	
off	away	from	work.		The	Company	does	not	provide	vacation	pay	unless	vacation	time	is	
actually	taken	as	time	off	from	work,	or	upon	separation,	in	accordance	with	Company	policy.		
The	Company	discourages	the	abuse	and/or	misuse	of	Compensatory	Leave	and	will	take	
proper	disciplinary	action	for	behavior	not	in	accordance	with	policy.	Unpaid	leave	is	not	
allowed	unless	associated	with	FMLA,	Workers	Comp	or	qualifies	under	Personal	Leave	(See	
Section	IV.	B).	Excessive	absenteeism,	non-approved	leave	without	pay	and	absence	without	
authority	are	unacceptable	and	will	be	subject	to	disciplinary	action	up	to	and	including	
termination.	Please	refer	to	Section	V.	EMPLOYEE	CODE	OF	CONDUCT.	
	
II.		 VACATION	LEAVE	
	

1. ELIGIBILITY	
(a) Regular	Full-Time	Employees,	employed	on	a	year-round	basis,	are	eligible	

for	Vacation	Leave.	Early	Learning	Program	employees	that	are	not	employed	
year-round	are	not	eligible	for	Vacation	Leave.	
	

(b) New	Employees	do	not	accrue	Vacation	Leave.		However,	once	an	employee	
becomes	a	Regular	Full-Time	Employee,	Vacation	Leave	accrual	is	retroactive	
to	the	date	of	hire.	
	

(c) Temporary	&	Pool/Reserve	Employees	are	not	eligible	for	Vacation	Leave.	
	

2. RATE	OF	ACCRUAL		
	
(a) The	following	schedule	specifies	the	amount	of	Vacation	Leave	accrued	for	

Regular	Full-Time	employees	for	a	corresponding	period	of	continuous	
service:			

	
EXAMPLE:	
	
Length	of	Service	Completed	 	 Hourly	Rate	 	 Hours	Accrued	Annually		
Of	Accrual	 for	Regular	Full-time	

Employees	
(40	hours	per	week)		
	
Date	of	hire	to	end	of	3rd	year		 					0.04615		 	 96	
Start	of	4th	year	to	end	of	10th	year	 					0.05769	 	 120	
Start	of	11th	year	to	end	of	14th	year	 					0.07692	 	 160	
15+	year		 	 	 	 					0.09615	 	 200	
	

(b) Vacation	Leave	is	not	accrued	during	an	unpaid	leave	of	absence,	unless	
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otherwise	required	by	law.	Eligibility	for	Vacation	Leave	accrual	resumes	
upon	return	to	active,	paid	status.	

(c) Vacation	Leave	is	not	provided	to	teaching	staff	of	the	Early	Learning
Program,	rather	full-time	classroom	teaching	staff	will	receive	Teacher	Break
Pay.	Teacher	Break	Pay	is	defined	as	compensation	for	classroom	teaching
staff	during	educational	break	periods.	Break	periods	are	identified	as
Thanksgiving	Break,	Winter	Break	and	Spring	Break.	Teacher	Break	Pay	is
calculated	into	an	“annualized”	salary	schedule.	Should	a	financial	urgency
occur,	this	benefit	may	need	to	be	suspended.

(d) Vacation	Leave	is	not	provided	to	Charter	employees	that	are	contracted	for
less	than	12-months.

3. UTILIZATION	OF	LEAVE

(a) Vacation	Leave	may	be	taken	by	separate	weeks	or	by	days.	The	Company
prefers,	however,	that	Employees	take	one	vacation	period	of	at	least	five	(5)
consecutive	workdays	per	year.

(b) Selection	of	dates	for	Vacation	Leave	is	subject	to	the	Employee’s	supervisor’s
approval.	Preference	in	selection	of	dates	will	be	granted	based	on	first	come,
first	serve,	the	length	of	employee	service,	and	the	supervisor’s	discretion.

(c) If	a	Company	paid	Holiday	falls	during	an	employee’s	schedule	and	approved
Vacation	Leave,	the	Holiday	will	not	be	counted	against	the	employee’s
Vacation	Leave	balance.

(d) An	employee	must	submit	a	written	request	for	any	Vacation	Leave	at	least
seven	(7)	workdays	prior	to	the	dates	requested,	when	feasible.

(e) Each	supervisor	maintains	a	department	schedule	and	record	of	the	Vacation
Leave	taken	by	each	Employee	in	a	manner	the	supervisor	deems	appropriate.

(f) Vacation	Leave	must	be	requested,	utilizing	the	current	payroll	timekeeping
system	and	approvals	must	be	obtained	before	becoming	effective	or	prior	to
Vacation	Leave	being	taken.

(g) Leave	taken	as	Vacation	Leave,	but	without	appropriate	supervisor	approval,
may	not	be	compensated.

(h) Use	of	Vacation	Leave	hours	over	200	in	a	calendar	year	(inclusive	of	sick,
vacation,	and	PTO)	require	prior	CEO	or	designee	approval.	This	does	not
include	Vacation	Leave	used	for	FMLA	leave.
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(i) CEO	or	designee	approval	is	required	for	Vacation	Leave	requests	over	80	
consecutive	hours.	
	

4. CARRY-FORWARD	VACATION	LEAVE	BALANCES	(Revised	January	2014)	
	
Eligibility	Requirements	for	payout	of	carry	over	vacation:	
	
Moving	forward,	for	the	upcoming	payout	years,	those	employees	who	have	carry	
over	accrued	Vacation	Leave	hours	must	have	taken	a	minimum	of	two	(2)	weeks	of	
Vacation	Leave	during	the	year	in	order	to	qualify	for	the	reimbursement	as	set	
below.	
	
The	maximum	amount	of	Vacation	Leave	which	can	be	carried	forward	for	Regular	
Full-time	employees	from	one	(1)	calendar	year	to	the	next	(ending	December	31st	
of	each	year)	is	240.	
	
For	Employees	with	Vacation	Leave	balances	over	the	240	hours	at	December	31,	
are	eligible	to	request	and	receive	reimbursement	of	Vacation	Leave	hours	in	excess	
of	240	hours	up	to	a	maximum	of	50	hours.	Vacation	Leave	hours	subject	to	
reimbursement	will	be	paid	out	at	100%	of	the	employee’s	current	rate	of	pay	as	of	
December	31st.			Vacation	Leave	in	excess	of	the	240	hours	maximum	carry	forward	
and	in	excess	of	the	maximum	of	50	hours	eligible	for	reimbursement	at	calendar	
year	end	is	forfeited	and	not	subject	to	carry	forward	or	reimbursement.	
	
(a) Employees	that	have	been	unable	to	utilize	Vacation	Leave	because	of	

extenuating	circumstances,	including	Family	and	Medical	Leave	that	has	
precluded	scheduling	Vacation	Leave;	extreme	demands	in	program	workload	
due	to	additional/new	requirements/duties	that	have	precluded	scheduling	
Vacation	Leave;	etc.	may	make	a	written	request	to	the	Chief	Executive	Officer,	or	
designee,	asking	for	total	cash	payment	in	lieu	of	losing	Vacation	Leave	hours.	
Only	in	extenuating	circumstances,	as	determined	in	the	sole	discretion	of	the	
Chief	Executive	Officer,	or	designee,	will	total	payment	be	granted.	Written	
requests	must	include	the	reason(s)	why	Vacation	Leave	could	not	be	taken	
within	the	preceding	year.		The	request	must	be	received	by	the	Chief	Executive	
Officer’s	Office	no	later	than	December	10th	of	the	calendar	year	for	which	
reimbursement	is	being	requested.	

	 	
Please	note	that	compensation	for	Vacation	Leave	benefits	is	contingent	
upon	budgetary	restrictions.	

	
AS	NOTED	IN	SECTION	VIII	A.	EMPLOYEE	SEPARATION,	EMPLOYEES	WHO	
VOLUNTARILY	RESIGN	IN	GOOD	STANDING,	PROVIDE	THE	REQUIRED	NOTICE	AND	
WORK	EACH	DAY	OF	THE	NOTICE	PERIOD,	ARE	ELIGIBLE	FOR	CASHOUT	OF	ACCRUED,	
UNUSED	VACATION	LEAVE	AT	100%	
	

III	 SICK	LEAVE	
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1. DEFINITION

Immediate	Family	is	defined	as	spouse,	parents,	children	or	any	relative	living	in	same	
household	as	the	employee.	

2. ELIGIBILITY

A	Regular	Employee	or	a	New	Employee	is	first	eligible	to	use	Sick	Leave	benefits	
following	thirty	(30)	calendar	days	after	date	of	hire.	New	employees	accrue	Sick	Leave	
benefits	from	the	date	of	hire.	Temporary	and	Pool/Reserve	Employees	are	not	eligible	for	
Sick	Leave	benefits.	

The	Company	may	require	an	Employee	to	support	a	request	for	Sick	Leave	benefits	with	
certification	from	a	health	care	provider	of	illness	or	need	for	Sick	Leave.	Failure	to	
provide	a	certification	from	a	healthcare	provider	may	lead	to	a	denial	of	paid	Sick	Leave	
benefits	and	possible	corrective	action.	Certification	of	a	Health	Care	Provider	is	always	
required	for	FMLA	leave	(see	Section	IV.	C.	Family	and	Medical	Leave).	

Employees	may	use	Sick	Leave	after	thirty	(30)	days	from	the	date	of	hire.	

Regular	Full-Time	Employees	accrue	their	Sick	Leave	at	the	rate	set	forth	in	this	section.	

3. RATE	OF	ACCRUAL

Employees	accrue	Sick	Leave	at	the	following	hourly	rate:	
EXAMPLE:	 Hourly	Rate	 Hours	Accrued	Annually	

Of	Accrual	 for	Regular	Full-time	(40	hours	per	week)	Employees	
.03077	 64	

Sick	Leave	eligibility,	accrual	rates,	and	approval	of	use	of	benefits	are	not	a	
guideline	for	acceptable	attendance	and	should	not	be	construed	as	an	endorsement	
or	approval	of	a	particular	pattern	of	attendance.		

Sick	Leave	does	not	accrue	during	an	unpaid	leave	of	absence,	unless	otherwise	required	
by	law.	Eligibility	for	accruing	Sick	Leave	benefits	resumes	upon	return	to	active,	paid	
status.	

4. UTILIZATION	OF	LEAVE

Sick	leave	may	be	granted	for	the	following	purposes:	

Personal	illness,	injury	or	disability	not	connected	to	work.	Medical,	dental,	optical	or	any	
other	medically	related	examination	or	treatment	of	the	employee.	

Illness	or	injury	in	an	employee’s	Immediate	Family.	

To	supplement	an	employee’s	worker’s	compensation	wage	benefits.	In	no	instance	will	
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the	combination	of	worker’s	compensation	benefits	and	payment	for	Sick	Leave	exceed	
one	hundred	percent	(100%)	of	the	employee’s	regular	base	rate	of	pay.	
	
Maternity	or	paternity	leave.	
	
To	supplement	income	for	time	loss	due	to	disability	not	work	related	where	the	employee	
is	receiving	disability	insurance	benefits/payments.	In	no	instance	will	this	combination	
exceed	one	hundred	percent	(100%)	of	the	employee’s	regular	base	rate	of	pay.	
For	use	with	approved	Family	and	Medical	Leave.	

	
5. CARRY-FORWARD	LEAVE	BALANCES		

	
The	maximum	amount	of	Sick	Leave	that	can	be	carried	forward	for	Regular,	Full-Time	
Employees	from	one	calendar	year	to	the	next	(ending	December	31st	of	each	year)	is	400	
hours.	Any	Sick	Leave	in	excess	of	400	hours	at	calendar	year	end	is	forfeited	and	not	
subject	to	carry	forward	or	cash	out.		
	
6. PAYMENT	OF	ACCRUED,	UNUSED	SICK	AND	VACATION	LEAVE	UPON	SEPARATION		

	
a. No	payout	to	employees	terminated	for	cause.	

	
b. No	payout	to	employees	who	do	not	give	a	two-week	notice	in	the	event	of	a	

voluntary	resignation;	or	who	do	not	work	and	record	hours	worked	each	day	of	
the	two-week	notice	period.	

	
IF	AN	EMPLOYEE	SEPARATES	IN	GOOD	STANDING	(AS	NOTED	ABOVE),	ACCRUED	SICK	
LEAVE,	UP	TO	A	MAXIMUM	OF	400	HOURS	TOTAL,	WILL	BE	PAID	IN	ACCORDANCE	WITH	
THE	FOLLOWING	YEARS	OF	SERVICE	SCHEDULE:	
	

Years	of	Service	 	 	 	 Percent	upon	Separation	
Date	of	hire	to	end	of	9th	year	 	 	 0%	
Start	of	10th	year	to	end	of	19th	year	 	 50%	
Start	of	20th	year	and	beyond	 	 	 100%	

	
NOTE:	All	cash	out	of	sick	leave	balances	is	based	on	the	availability	of	funds.	

	
7. UTILIZATION	OF	SICK	LEAVE	WITH	WORKERS’	COMPENSATION/DISABILITY	

PAYMENT	
	

Employees	may	utilize	their	accrued	Sick	Leave	to	supplement	compensation	received	
through	workers’	compensation	and/or	disability	payments.	Once	an	employee	is	absent	
from	work	for	a	period	of	two	(2)	work	weeks	the	employee	must	utilize	accrued	sick	
leave	(or	vacation,	upon	the	exhaustion	of	all	sick	leave	accrual)	balances	to	supplement	
compensation	received	through	workers’	compensation	or	disability	payments.	In	no	
instance	will	the	combination	of	worker’s	compensation	or	disability	payments	and	Sick	
Leave	exceed	one	hundred	(100%)	of	the	employee’s	regular	rate	of	pay	for	each	work	
week.	
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8. SCHEDULING	AND	LEAVE	
	

These	guidelines	should	be	followed	by	supervisors	in	administering	Sick	Leave:	
	

a. Minimum	Unit	Sick	Leave	benefits	may	be	taken	in	increments	of	not	less	than	one	
hour	per	occasion.	
	

b. Maintenance	of	Contact	During	Sick	Leave,	an	Employee	must	maintain	daily	
contact	with	his	or	her	supervisor	(or	make	other	suitable	arrangements)	in	order	
for	the	supervisor	to	know	the	Employee’s	estimated	date	of	return	to	work.		
Payment	of	Sick	Leave	benefits	are	contingent	upon	maintenance	of	regular	contact.		
(See	Attendance	&	Punctuality	Policy	for	further	details)	

	
An	Employee	who	fails	to	maintain	contact/notify	supervisor	of	absence	or	leave	as	
required	is	considered	to	have	voluntarily	resigned	from	employment;	resignation	
is	effective	immediately	as	of	when	the	employee	fails	to	maintain	required	
contact/notify	supervisor.			
	

c. Utilization	of	Payroll	Timekeeping	System	When	an	Employee	has	knowledge	in	
advance	that	Sick	Leave	is	required/will	be	scheduled,	the	Employee	must	request	
the	use	of	Sick	Leave	using	the	Company’s	current	electronic	timekeeping	system.			
The	Sick	Leave	period	must	be	scheduled	and	approved	before	becoming	
effective/prior	to	Sick	Leave	being	taken.			

	
When	an	Employee	does	not	have	advance	knowledge	of	Sick	Leave	(due	to	
accident,	emergency,	illness,	etc.),	the	Employee	must	call	and	maintain	contact	
with	the	immediate	supervisor	upon	knowledge	and	utilize	the	current	electronic	
timekeeping	system	for	approval	as	soon	as	possible.	
	

d. Physician’s	Release	Upon	Return	Depending	on	the	length	and	circumstances	of	an	
employee’s	absence,	a	written	release	from	a	healthcare	provider	may	be	required	
prior	to	the	Employee	being	authorized	to	return	to	work.	
	

e. Termination	of	Benefits	If	an	employee’s	absence	continues	beyond	the	period	
covered	by	Sick	Leave,	the	Employee	will	be	placed	on	a	leave	of	absence	without	
pay.	Accrued,	unused	Vacation	Leave	must	be	exhausted	before	transferring	to	an	
unpaid	leave	status.	(See	FMLA	process/paperwork)	
	

	
	
IV.		 PAID	TIME	OFF	
	

1. DEFINITION	
	
Paid	Time	Off	(PTO)	is	defined	as	a	benefit	that	allows	employees	to	take	time	away	
from	work	while	still	receiving	regular	pay.	
	

2. ELIGIBILITY	
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Regular	Full-time	Employees,	Regular	Part-time	Employees,	and	New	Employees	are	first	
eligible	to	use	PTO	benefits	after	ninety	(90)	calendar	days	from	date	of	hire.	PTO	will	be	
credited	to	those	employees	who	are	actively	working	when	the	leave	time	is	credited.		
Temporary	and	Pool/Reserve	Employees	are	not	eligible	for	PTO.	

	
3. RATE	OF	ACCRUAL	

	
Regular	Full-Time	Employees	accrue	PTO	at	a	rate	of	thirty-two	(32)	hours	annually.	The	
thirty-two	(32)	hours	of	PTO	will	be	credited	to	a	PTO	account	for	each	Employee	that	is	
actively	working	when	the	leave	time	is	credited.	The	thirty-two	(32)	hours	of	PTO	will	be	
credited	annually	in	the	following	manner:	
	
First	day	in	the	month	of	July	or	ninety	(90)	calendar	days	from	a	New	Employee’s	date	of	
hire.	
	 	 	 	 	
Regular	Part-Time	Employees	accrue	PTO	at	a	rate	of	forty-five	(45)	hours	annually.	The	
forty-five	(45)	hours	of	PTO	will	be	credited	to	a	PTO	account	for	each	employee	that	is	
actively	working	when	the	leave	time	is	credited.	The	forty-five	(45)	hours	of	PTO	will	be	
credited	annually	in	the	following	manner:	
	 	
First	day	in	the	month	of	July	or	ninety	(90)	calendar	days	from	a	New	Employee’s	date	of	
hire.	

	
PTO	eligibility,	accrual	rates,	and	approval	of	use	of	benefits	are	not	a	guideline	for	
acceptable	attendance	and	should	not	be	construed	as	an	endorsement	or	approval	
of	a	particular	pattern	of	attendance.		
	
Paid	Time	Off	benefits	are	not	calculated	into	an	“annualized”	salary	schedule	for	the	Early	
Learning	Program’s	teaching	staff.			

	
4. UTILIZATION	OF	LEAVE	

	
Paid	Time	Off	may	be	granted	in	the	following	manner:	
	
PTO	may	only	be	used	for	days	on	which	an	employee	is	regularly	scheduled	to	work.	
	
Use	of	Paid	Time	Off	is	subject	to	the	approval	of	the	employee’s	supervisor.	Selection	of	
dates	for	taking	PTO	is	granted	at	the	supervisor’s	sole	discretion.	
	
An	Employee	must	submit	a	request	for	Paid	Time	Off	at	least	seven	(7)	workdays	prior	to	
the	requested	dates	for	PTO	when	feasible.	
	
Each	supervisor	maintains	a	department	schedule	and	record	of	the	Paid	Time	Off	taken	
by	each	employee.	
	
Paid	Time	Off	must	be	requested	through	the	Company’s	current	electronic	timekeeping	
system	by	the	Employee	and	then	scheduled	and	approved	by	the	Employee’s	supervisor	
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prior	to	being	taken.			
	

5. CARRY-FORWARD	LEAVE	BALANCES	
	

Paid	Time	Off	(PTO)	is	not	carried	forward	from	one	credit	period	to	the	next	(ending	June	
30th	of	each	year).			PTO	is	not	carried	forward	past	June	30th;	PTO	is	on	a	“use	it	or	lose	it”	
basis.		

	
6. PAYMENT	OF	ACCRUED	LEAVE	UPON	SEPARATION		

	
Accrued,	unused	Paid	Time	Off	is	not	paid	upon	separation.			

	
Note:		The	CEO	reserves	the	right	to	require	employees	to	utilize	Vacation,	Sick	or	
PTO	leave	if	an	employee	is	unable	to	attend	an	all-staff	event.	

	
	
V.	 HOLIDAYS	
	
You	Thrive	Florida	provides	a	competitive	paid	time	off	benefit	to	employees	in	recognition	of	
company-designated	holidays.		
	
Note:	The	CEO	reserves	the	right	to	declare	additional	holidays	as	deemed	appropriate.	
	

1. ELIGIBILITY	
	

Regular	Full-time	employees,	Regular	Part-time	employees	and	New	Employees	are	
eligible	for	holiday	pay.		Temporary	and	Pool/Reserve	Employees	are	not	eligible	for	
Holiday	Pay.	
	
To	be	eligible	for	Holiday	Pay,	an	employee	must	work	the	last	regularly	scheduled	
workday	preceding	the	holiday	and	the	first	regularly	scheduled	workday	following	the	
holiday,	unless	the	absence	is	approved	in	advance	by	the	supervisor.	
	
An	employee	who	separates	or	commences	an	unpaid	leave	of	absence	on	the	last	
scheduled	workday	preceding	a	holiday	will	not	receive	holiday	pay.		An	employee	that	is	
in	a	“no	pay”	or	unpaid	leave	status	is	not	eligible	for	holiday	pay.	
	
2. RECOGNIZED	HOLIDAYS	

	
The	following	days	are	recognized	as	Company	paid	holidays:	
	 	 Holiday	 	 	 	 Date	Observed	

	
New	Year’s	Day**   January	1	
Martin	Luther	King,	Jr.	Day	 	 Third	Monday	in	January	
President’s	Day*	 	 	 Third	Monday	in	February	
Good	Friday**	 	 	 The	Friday	prior	to	Easter	Sunday	
Memorial	Day*	 	 	 Last	Monday	in	May	
Juneteenth***		 	 	 June	19	
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Independence	Day***	 	 July	4	
Labor	Day	 	 	 	 First	Monday	in	September	
Veteran’s	Day		 	 	 November	11	
Thanksgiving	Day	 	 	 Fourth	Thursday	in	November	
Day	After	Thanksgiving**	 	 Fourth	Friday	in	November	
Christmas	Eve**	 	 	 December	24	
Christmas	Day*	 	 	 December	25	
New	Years	Eve**	 	 	 December	31	
	

The	following	employees	do	not	receive	holiday	pay	for	the	days	associated	with	the	
colored	asterisk.		
	
Red	–	Head	Start	Education	Staff	
Blue	–	Charter	Teacher	
Orange	–	Charter	Guardian	
	
	
Company	paid	holidays	that	fall	on	Saturday	are	observed	on	the	preceding	Friday.	
Company	paid	holidays	that	fall	on	a	Sunday	are	observed	on	the	following	Monday.	

	
3. HOLIDAY	PAY		

	
If	a	Company	paid	holiday	falls	during	the	employee’s	scheduled	vacation,	the	holiday	will	
not	be	counted	against	the	employee’s	accrued	Vacation	Leave.	
	
Nonexempt	Employees	required	to	work	on	a	scheduled	holiday	will	be	paid	one-	and	one-
half	times	their	regular	rate	for	Hours	Worked,	in	addition	to	their	Holiday	Pay.	A	paid	
holiday	not	worked	will	not	be	credited	as	a	regular	workday	for	computation	of	Overtime.		
An	Exempt	Employee	required	to	work	on	a	holiday	will	be	given	another	day	off	at	a	time	
mutually	convenient	to	the	employee	and	the	Company,	within	the	next	pay	period	
	
Employees	receive	holiday	pay	only	for	the	hours	that	they	are	normally	and	regularly	
scheduled	to	work.	Full-time	Employees	receive	holiday	pay	for	a	full	normal	workday,	
while	Part-time	Employees	receive	holiday	pay	only	for	the	hours	that	they	would	be	
regularly	scheduled	to	work	on	the	day	of	the	workweek	in	which	the	holiday	occurs.			

	
VI.	 DISABILITY		
	

Long-term	Disability	benefits	are	provided	to	You	Thrive	Florida’s	Regular	Full-time	
Employees.	

	
1.	 POLICY	
	

Long-term	Disability	benefits	may	be	utilized	by	eligible	employees	for	qualifying	
personal	illness,	injury	or	disability.	
	
Notice	of	claim	should	be	filed	with	the	designated	Carrier,	within	twenty	(20)	calendar	
days	after	the	loss	happens	or	starts.	
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Disability	compensation	is	paid	to	employees	at	a	rate	of	60%	of	the	employee’s	rate	of	
pay.		An	employee	may	utilize	accrued	leave	balances	to	supplement	disability	
payments.		After	two	(2)	weeks	on	disability	leave,	the	employee	must,	unless	
otherwise	prohibited	by	law,	utilize	accrued	sick	leave	(or	vacation	leave,	upon	the	
exhaustion	of	all	sick	leave	accrual)	balances	up	to	40%	to	supplement	compensation	
received	through	disability.		In	no	instance	will	this	combination	exceed	one	hundred	
percent	(100%)	of	the	employee’s	regular	base	pay.	

	
VII.	 WORKERS’	COMPENSATION	
	
1. ELIGIBILITY	

	
Workers’	compensation	leave	benefits	are	provided	to	employees	in	accordance	with	the	laws	
of	the	State	of	Florida.		
	
2. REPORTING		

	
An	employee	must	immediately	report	any	work-related	illness,	injury,	or	disability	to	his	or	
her	supervisor	and	assist	the	supervisor	in	completing	the	required	documentation;	
coordinated	in	accordance	with	the	policy	of	You	Thrive	Florida	and	the	laws	of	the	State	of	
Florida.	
	
3. COMPENSATION	

	
Employees	are	provided	workers’	compensation	leave	in	accordance	with	the	Company’s	
insurance	carrier/provider	and	the	laws	of	the	State	of	Florida.	Compensation	is	provided	in	
accordance	with	the	law.	Unless	otherwise	prohibited	by	law,	an	employee	must	utilize	Sick	
Leave,	Vacation	Leave,	and	Paid	Time	Off	to	supplement	workers’	compensation	payments.		In	
no	instance	will	this	combination	exceed	one	hundred	percent	(100%)	of	the	employee’s	
regular	base	pay.	
	
VIII.	 CIVIL	LEAVE/JURY	DUTY	
	
1. DEFINITION	

	
Civil	Leave			Civil	Leave	is	time	off	with	pay	for	actual	time	spent	on	jury	duty;	or	on	court	
appearance	in	relation	to	the	employee’s	position	or	upon	request	of	the	Company.	
	
2. ELIGIBILITY	

	
Employees	summoned	to	jury	duty	or	who	are	subpoenaed	to	appear	in	court	as	a	witness	in	
relation	to	their	position	or	employment	with	the	Company	are	granted	Civil	Leave	upon	
providing	any	required	documentation.	
	
Employees	subpoenaed	to	court	as	a	witness	for	reasons	not	connected	to	their	official	
positions	with	the	Company	are	not	eligible	for	Civil	Leave.	Time	off	for	non-work-related	
purposes	is	charged	to	the	employee’s	Paid	Time	Off	or	Vacation	Leave	or	granted	without	
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pay.	

3. NOTIFICATION	AND	COMPENSATION

Employees	must	notify	their	supervisor	immediately	upon	receiving	summons	or	subpoena.			

Requests	for	Civil	Leave	are	submitted	to	the	employee’s	supervisor	in	writing	accompanied	
by	a	copy	of	the	summons	or	subpoena.	

Employees	are	paid	in	full	their	base	rate	of	pay	without	loss	of	vacation	leave/paid	time	off	or	
benefits,	when	Civil	Leave	has	been	granted	for	up	to	a	2-week	period	of	time.	

Employees	must	submit	any	payment	received	from	jury	duty	or	witness	fees,	etc.,	to	the	
Company	when	the	Company	has	compensated	them	for	Civil	Leave.	

The	time	a	Nonexempt	Employee	is	on	approved	Civil	Leave	for	jury	duty,	not	otherwise	
connected	with	their	official	position,	is	not	Hours	Worked;	however,	approved	Civil	Leave	in	
connection	with	the	Employee’s	official	position	or	at	the	request	of	the	Company	is	Hours	
Worked.	

If	an	employee	is	released	or	excused,	they	are	required	to	report	immediately	to	their	
supervisor	for	the	remainder	of	the	work	shift.	

IX. BEREAVEMENT	LEAVE

1. DEFINITION

Bereavement	Leave			Bereavement	Leave	is	provided	by	the	Company,	for	the	arrangement	of	
a	funeral	or	memorial	service,	attendance	at	a	funeral	or	memorial	service,	and	personal	
mourning	for	a	member	of	the	employee’s	Immediate	Family.	

2. Eligibility

All	employees	are	eligible	upon	date	of	hire.	

Immediate	Family			is	defined	as	spouse,	parents,	children,	aunt,	uncle,	niece	and	nephew,	first	
cousin,	grandparents,	grandchildren,	sister,	brother,	legal	guardian,	mother-in-law,	father-in-
law,	sister-in-law,	brother-in-law,	daughter-in-law,	son-in-law,	stepparents,	stepchildren	or	
any	relative	living	in	same	household	as	employee.	

3. POLICY

Employees	must	notify	their	supervisor	immediately	upon	having	knowledge	of	Immediate	
Family	death.	

Bereavement	Leave	should	be	submitted	in	writing	to	the	employee’s	supervisor.	Employee	is	
required	to	provide	the	funeral	announcement,	obituary	or	death	notice.	The	supervisor	will	
utilize	the	payroll	timekeeping	system	and	code	appropriately.	
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Employees	will	be	paid	in	full	their	base	rate	of	pay	without	loss	of	Vacation	Leave	or	benefits,	
when	Bereavement	Leave	has	been	granted.		Employees	will	be	granted	a	maximum	of	three	
(3)	paid	workdays	per	qualified	bereavement	incident.		Bereavement	leave	will	be	calculated	
and	paid	in	the	same	manner	as	other	Paid	Time	off	benefits	as	described	in	the	Personnel	
Manual.	
	
X.	DOMESTIC	VIOLENCE	LEAVE	
	
1. POLICY	 	

	
It	is	the	policy	of	You	Thrive	Florida	to	provide	employees	with	up	to	three	(3)	days	of	leave	
from	work	in	any	12-month	period	if	the	Employee	or	a	Family	or	Household	Member	of	an	
Employee	is	the	victim	of	Domestic	Violence.	
	
2. DEFINITIONS	
	
Domestic	Violence	means	any	assault,	aggravated	assault,	battery,	aggravated	battery,	sexual	
assault,	sexual	battery,	stalking,	aggravated	stalking,	kidnapping,	false	imprisonment,	or	any	
criminal	offense	resulting	in	physical	injury	or	death	of	one	family	or	household	member	by	
another	family	or	household	member;	or	any	crime	the	underlying	factual	basis	of	which	has	
been	found	by	a	court	to	include	an	act	of	domestic	violence.		
	
Family	or	Household	Member	means	spouses,	former	spouses,	persons	related	by	blood	or	
marriage,	persons	who	are	presently	residing	together	as	if	a	family	or	who	have	resided	
together	in	the	past	as	if	a	family,	and	persons	who	are	parents	of	a	child	in	common	
regardless	of	whether	they	have	been	married.	With	the	exception	of	persons	who	have	a	
child	in	common,	the	family	or	household	members	must	be	currently	residing	or	have	in	the	
past	resided	together	in	the	same	single	dwelling	unit.		
	
Sexual	Violence	means	sexual	violence,	as	defined	in	Fla.	Statutes.	§784.046,	or	any	crime	the	
underlying	factual	basis	of	which	has	been	found	by	a	court	to	include	an	act	of	sexual	
violence.	
	
Victim	means	an	individual	who	has	been	subjected	to	domestic	violence	or	sexual	violence.		
	
3. PROCEDURE	
	
Eligibility:			All	Employees	who	have	worked	at	least	three	(3)	consecutive	months	or	more.	
	
Use:			Domestic	Violence	Leave	may	be	requested	for	one	of	the	following	reasons:	
	
To	seek	an	injunction	for	protection	against	domestic	violence	or	injunction	for	protection	in	
cases	of	repeat	violence,	dating	violence	or	sexual	violence;		
	
To	obtain	medical	care	or	mental	health	counseling	or	both	for	the	Employee	or	a	Family	or	
Household	Member	to	address	physical	or	psychological	injuries	resulting	from	the	act	of	
domestic	violence;	

255



 

	36 

	
To	obtain	services	from	a	victim	services	organization,	including,	but	not	limited	to,	a	
domestic	violence	shelter	or	program	or	a	rape	crisis	center	as	a	result	of	the	act	of	domestic	
violence;	
	
To	make	the	Employee’s	home	secure	from	the	perpetrator	of	the	domestic	violence	or	to	seek	
new	housing	to	escape	the	perpetrator;	or	
	
To	seek	legal	assistance	in	addressing	issues	arising	from	the	act	of	domestic	violence	or	to	
attend	and	prepare	for	court-related	proceedings	arising	from	the	act	of	domestic	violence.	
	
Requesting	Leave:			Except	in	cases	of	imminent	danger	to	the	health	or	safety	of	the	
Employee,	or	to	the	health	or	safety	of	a	Family	or	Household	Member,	an	Employee	seeking	
leave	under	this	policy	must	provide	at	least	seven	(7)	days	advance	written	notice	along	with	
supporting	documentation	evidencing	eligibility	for	use	of	leave.		
	
Use	of	Paid	Leave	Benefits	Required:			If	an	Employee	has	any	paid	leave	available,	the	
Employee	must	use	any	paid	leave	benefits	concurrent	with	his	or	her	request	for	Domestic	
Violence	Leave	under	this	policy.		
	
Confidentiality:			All	information	relating	to	the	employee's	leave	under	this	policy	is	
confidential.	
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																																																																																	Section	IV.	B.	
					PERSONAL	LEAVE	

	
I. DEFINITION	

	
Personal	Leave			is	defined	as	an	excused	absence	without	pay	beyond	ten	(10)	continuous	
workdays.	An	absence	involving	compensated	time	off	(i.e.,	jury	duty,	vacation	or	sick	leave,	
paid	time	off	or	bereavement	leave)	is	not	considered	personal	leave.	
	
II.		 POLICY	
	
Personal	Leave	may	be	granted	to	Regular	Full-Time	Employees,	after	six	(6)	months	of	
continuous	service,	to	maintain	continuity	of	service	for	one	of	the	reasons	listed	below:	
	

• The	Serious	Health	Condition	of	the	Employee	that	makes	the	Employee	unable	
to	perform	the	functions	of	the	Employee’s	position;	or	

• After	the	employee	gives	birth	to	a	child	when	the	employee	is	not	eligible	for	
FMLA.	

	
Requests	for	Personal	Leave	are	evaluated	based	on	a	number	of	factors,	including	reason	for	
leave,	other	leave	options,	such	as	FMLA,	anticipated	workload	requirements	and	staffing	
considerations	during	the	proposed	period	of	absence.	
	
No	loss	of	service	credit	with	the	Company	will	occur	as	a	result	of	an	approved	Personal	
Leave,	but	all	paid	leave	benefits	including	but	not	limited	to	Vacation	Leave	accrual,	Sick	
Leave	accrual,	and	PTO	accrual,	are	suspended	for	the	duration	of	the	Personal	Leave.	
	
Subject	to	the	terms,	conditions	and	limitations	of	the	applicable	plans,	health	insurance	
benefits	are	provided	by	the	Company	until	the	end	of	the	month	in	which	the	approved	
Personal	Leave	begins.		At	that	time,	employees	become	responsible	for	the	full	cost	of	group	
insurance	benefits	if	they	wish	to	continue	coverage.		When	the	employee	returns	from	
Personal	Leave,	benefits	will	again	be	provided	by	the	Company	according	to	the	applicable	
plans	or	policy.			
	
(NOTE:	Personal	Leave	does	not	include	workers’	compensation	or	Family	Medical	Leave		
(FMLA).		In	the	case	of	FMLA	or	a	workers’	compensation	leave	of	absence,	You	Thrive	Florida	
will	continue	payment	of	premiums	for	the	employee’s	coverage.)	
	
III.	 PROCEDURES	
	
Application	and	Commencement			Requests	for	Personal	Leave	or	an	extension	thereof	must	
be	submitted	in	writing	to	the	supervisor	at	least	two	weeks	prior	to	the	commencement	date,	
except	in	circumstances	when	advance	notice	is	impossible.			Personal	Leave	requests	must	
have	the	approval	of	the	Chief	Administrative	Officer	or	HR	designee.	
	
Return	to	Work			Unless	otherwise	required	by	law,	an	employee	on	an	approved	Personal	
Leave	has	no	right	to	reinstatement	and	the	Company	is	under	no	obligation	to	return	the	
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employee	to	work,	to	either	the	same,	similar	or	other	position;	however,	when	Personal	
Leave	ends,	every	possible	effort	will	be	made	to	return	the	employee	to	the	same	position,	if	
it	is	available,	or	to	a	similar	available	position	for	which	the	employee	is	qualified.		The	
Company	cannot	and	does	not	guarantee	reinstatement.	
	
Failure	to	return	to	work	as	scheduled	upon	the	conclusion	of	an	approved	Personal	Leave	is	a	
voluntary	resignation	on	the	part	of	the	employee	and	the	resignation	is	effective	as	of	the	last	
date	of	the	approved	Personal	Leave.		
	
Under	no	circumstances	will	Personal	Leave	be	approved	beyond	6	weeks.	
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Section	IV.	C.	
FAMILY	AND	MEDICAL	LEAVE	

I. POLICY

The	Company	grants	up	to	12-weeks	of	family	and	medical	leave	during	any	12-month	period	
to	eligible	Employees,	and	up	to	26-weeks	of	family	and	medical	leave	during	any	12-month	
period	to	eligible	employees	of	Covered	Service	Members,	in	accordance	with	the	Family	and	
Medical	Leave	Act	of	1993	(FMLA),	as	amended.	The	leave	may	be	paid,	unpaid	or	a	combination	
of	paid	and	unpaid	leave,	depending	on	the	status	of	the	employee	and	circumstances	of	the	
leave	and	as	specified	in	this	policy	and	procedure.	

II. DEFINITIONS

1. Covered	Active	Duty	or	Call	 to	Covered	Active	Duty	Status	means,	 for	Regular	Armed
Forces,	duty	during	the	deployment	of	the	member	with	the	Armed	Forces	to	a	foreign
country;	 and,	 for	Reserve	Armed	Forces,	duty	during	 the	deployment	of	 the	member
with	the	Armed	Forces	to	a	foreign	country	under	a	federal	call	or	order	to	active	duty
(not	a	State	call	to	active	duty	unless	by	order	of	the	President	of	the	United	States)	under
a	provision	of	law	referred	to	in	Section	101	(a)(13)B)	of	Title	10,	United	States	Code.

2. Child	means	a	biological,	adopted	or	foster	child,	a	stepchild,	a	legal	ward,	or	a	child	of	a
person	standing	in	loco	parentis,	who	is	under	18	years	of	age;	or	18	years	of	age	or	older
and	incapable	of	self-care	because	of	a	mental	or	physical	disability.

3. Covered	Service	Member	means	a	member	of	the	Armed	Forces,	including	a	member	of
the	National	Guard	or	Reserves,	who	is	undergoing	medical	treatment,	recuperation,	or
therapy,	is	otherwise	in	outpatient	status,	or	is	otherwise	on	the	temporary	disability
retired	 list,	 for	 a	 serious	 injury	 or	 illness;	 and	 a	 veteran	who	 is	 undergoing	medical
treatment,	 recuperation,	 or	 therapy,	 for	 a	 serious	 injury	 or	 illness	 and	 who	 was	 a
member	of	the	Armed	Forces,	including	National	Guard	or	Reserves)	at	any	time	during
the	 five	 (5)	 years	 preceding	 the	 date	 on	 which	 the	 veteran	 undergoes	 that	 medical
treatment,	recuperation,	or	therapy.

4. Health	Care	Provider	means	a	Doctor	of	Medicine	or	osteopathy	who	is	authorized	to
practice	medicine	or	surgery	by	the	State	 in	which	the	doctor	practices;	or	any	other
person	determined	by	the	State	to	be	capable	of	providing	health	care	services.

5. Parent	means	the	biological	parent	of	an	employee	or	an	individual	who	stood	in	loco
parentis	to	an	Employee	when	the	employee	was	a	son	or	daughter.

6. Qualifying	Exigency	means	a	non-medical	activity	that	is	directly	related	to	the	Covered
Service	Member’s	 Covered	Active	Duty	 or	 Call	 to	 Covered	Active-Duty	 status.	 For	 an
activity	to	qualify	as	an	exigency,	it	must	fall	within	one	of	seven	categories	of	activities:
(1) short	notice	deployment	(leave	permitted	up	to	seven	days	if	the	military	member
receives	seven	or	less	days’	notice	of	a	call	to	active	duty);	(2)	military	events	and	related
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activities;	(3)	certain	temporary	child	care	arrangements	and	school	activities	(but	not	
ongoing	 childcare);	 (4)	 financial	 and	 legal	 arrangements;	 (5)	 counseling	 by	 a	 non-
medical	counselor	(such	as	a	member	of	the	clergy);	(6)	rest	and	recuperation	(leave	
permitted	 up	 to	 five	 days	 when	 the	 military	 member	 is	 on	 temporary	 rest	 and	
recuperation	leave);	and	(7)	post-deployment	military	activities.	An	Employee	who	is	a	
member	of	the	Regular	Armed	Forces	may	not	take	exigency	leave	under	this	policy.	

	
7. Serious	Injury	or	Illness	means,	in	the	case	of	a	member	of	the	Armed	Forces,	an	injury	

or	 illness	 incurred	by	 the	member	 in	 the	 line	 of	 duty	 on	Covered	Active	Duty	 in	 the	
Armed	Forces	that	may	render	the	member	medically	unfit	to	perform	the	duties	of	the	
member’s	office,	grade,	rank	or	rating.	

	
8. Serious	 Health	 Condition	 means	 an	 injury,	 illness,	 impairment,	 or	 physical/mental	

condition	that	involves:	
	

• Inpatient	care	in	a	hospital,	hospice	or	residential	medical	care	facility,	including	
any	period	of	 incapacity	or	any	subsequent	treatment	 in	connection	with	such	
inpatient	care;	or	

• Continuing	treatment	by	a	Health	Care	Provider	that	includes:	

• a	 period	 of	 incapacity	 of	more	 than	 three	 consecutive	 calendar	 days	 and	 any	
subsequent	 treatment	 period	 of	 incapacity	 relating	 to	 the	 same	 condition,	 as	
further	 defined	 within	 the	 Family	 and	 Medical	 Leave	 Act	 of	 1993	 and	 its	
regulations;		

• a	period	of	incapacity	due	to	pregnancy,	or	for	prenatal	care;		

• a	period	of	incapacity	or	treatment	for	a	chronic	Serious	Health	Condition	which	
is	a	condition	that	(a)	requires	visits	for	treatment	by	a	Health	Care	Provider	at	
least	twice	a	year;	(b)	continues	over	an	extended	period	of	time;	and	(c)	may	
cause	episodic	incapacity	rather	than	a	continuing	period	of	incapacity;	

• a	period	of	incapacity	which	is	permanent	and	long-term	due	to	a	condition	for	
which	treatment	may	not	be	effective;		

• a	 period	 of	 absence	 to	 receive	multiple	 treatments	 for	 an	 injury	 or	 condition	
which	would	result	in	incapacitation	of	more	than	three	days	if	not	treated;	and		

• any	other	provision	of	the	FMLA	or	its	regulations.	

9. Spouse	means	a	legally	recognized	husband	or	wife.	
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III. PROCEDURE	
	

1. Eligibility.		
	
To	qualify	for	family	or	medical	leave	under	this	policy,	the	Employee	must	meet	all	of	
the	following	conditions:		
	
The	Employee	must	have	worked	for	the	Company	for	12	months	or	52	weeks	within	
the	seven	years	prior	to	the	date	leave	is	to	begin;	the	12	months	or	52	weeks	need	not	
be	consecutive.	For	eligibility	purposes,	an	Employee	will	be	considered	to	have	been	
employed	for	an	entire	week	even	if	the	Employee	was	on	the	payroll	for	only	part	of	a	
week	or	if	the	Employee	is	on	approved	or	authorized	leave	during	the	week;	and	
	
The	Employee	must	have	worked	at	least	1250	hours	during	the	twelve-month	period	
immediately	before	the	date	when	the	leave	is	requested	to	commence.	The	principles	
established	under	the	Fair	Labor	Standards	Act	(FLSA)	determine	the	number	of	hours	
worked	by	an	Employee.	The	FLSA	does	not	include	time	spent	on	paid	or	unpaid	leave	
as	hours	worked.	Consequently,	these	hours	of	leave	should	not	be	counted	in	
determining	the	1250	hours	worked;	and	
	
The	Employee	must	work	in	an	office	or	worksite	where	50	or	more	Employees	are	
employed	by	the	Company	within	75	miles	of	that	office	or	worksite.	The	distance	is	to	
be	calculated	by	using	available	transportation	by	the	most	direct	route.	

	
2. Type	of	Leave	Covered	

	
• To	qualify	as	FMLA	leave	under	this	policy,	the	Employee	must	be	taking	leave	for	

one	of	the	reasons	listed	below:		
	

• The	birth	of	a	child	and	to	care	for	that	child;	
	

• The	placement	of	a	child	for	adoption	or	foster	care	and	to	care	for	the	newly	place	
child;		
	

• To	care	for	a	spouse,	child	or	parent,	with	a	Serious	Health	Condition;		
	

• The	Serious	Health	Condition	of	the	Employee	that	makes	the	Employee	unable	to	
perform	the	functions	of	the	Employee’s	position;	or	
	

• For	any	Qualifying	Exigency	arising	out	of	the	fact	that	the	spouse,	child	or	parent	of	
the	employee	is	on	Active	Duty	(or	has	been	notified	of	impending	call	or	order	to	
Active	Duty)	in	the	Armed	Forces	in	support	of	a	contingency	operation.	
	

• Employees	with	questions	about	what	illnesses	are	covered	under	this	FMLA	policy	
or	under	the	Company’s	other	leave	policies	are	encouraged	to	consult	with	the	
Company	designee.		
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3. Retroactively	Effective.	If	an	Employee	takes	Paid	Leave	for	a	condition	that	progresses	
into	a	Serious	Health	Condition	that	meets	the	criteria	for	FMLA	leave	and	the	
Employee	requests	unpaid	leave	under	this	FMLA	policy,	the	Company	may	in	its	sole	
discretion	designate	all	or	some	portion	of	the	Paid	Leave	as	FMLA	leave	under	this	
policy.	

	
4. Amount	of	Leave	Available	

	
An	eligible	Employee	may	take	up	to	12	weeks	of	leave	under	this	policy	during	any	12-
month	period.		

	
An	eligible	Employee	who	is	the	spouse,	child,	parent	or	next	of	kin	of	a	Covered	
Service	Member	may	take	up	to	26	weeks	of	leave	during	a	12-month	period	to	care	for	
the	Covered	Service	Member.	

	
5. Calculating	Leave	Amount.		

	
The	Company	will	calculate	the	leave	period	as	a	rolling	12-month	period	measured	
backward	from	the	date	an	Employee	uses	any	leave	under	this	policy.	Each	time	an	
Employee	takes	leave,	the	Company	will	compute	the	amount	of	leave	the	Employee	
has	taken	under	this	policy	and	subtract	it	from	the	weeks	of	available	leave,	and	the	
balance	remaining	is	the	amount	the	Employee	is	entitled	to	take	at	that	time.		
	
Entitlement	to	leave	for	the	birth,	adoption,	or	placement	of	a	child	in	foster	care	
expires	twelve	months	after	the	date	of	the	birth,	adoption,	or	placement,	and	must,	
therefore,	be	completed	prior	to	that	day.	
	

6. When	Spouses	are	Both	Employed	By	Company.		
	
If	a	husband	and	wife	both	work	for	the	Company	there	are	some	restrictions	on	use	
and	the	amount	of	leave.	
	
If	the	husband	and	wife	each	wish	to	take	leave	for	the	birth	of	a	child,	adoption	or	
placement	of	a	child	in	foster	care,	or	to	care	for	a	parent	(but	not	a	parent	"in-law")	
with	a	Serious	Health	Condition,	the	husband	and	wife	may	only	take	a	combined	total	
of	12	weeks	of	leave.		
	
If	both	Spouses	are	Employees	of	the	Company,	their	combined	leaves	of	absence	will	
not	exceed	12	weeks	if	leave	is	for	reasons	other	than	their	own	serious	health	
condition,	a	serious	health	condition	of	their	spouse	or	a	serious	health	condition	of	
their	child.	
	
If	the	husband	and	wife	both	use	a	portion	of	the	total	12-week	FMLA	leave	for	one	of	
the	above	FMLA	purposes,	they	would	each	be	entitled	to	leave	for	other	FMLA	
purposes.	For	example,	if	each	spouse	took	six	weeks	of	leave	for	the	birth	of	a	child,	
each	could	later	use	an	additional	six	weeks	due	to	a	personal	illness	or	to	care	for	a	
sick	child	or	spouse.	
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If	both	Spouses	are	Employees	of	the	Company,	and	if	leave	is	granted	for	a	Covered	
Service	Member,	their	combined	leaves	of	absence	will	not	exceed	26	weeks,	inclusive	
of	any	other	FMLA	leave	granted	during	the	previous	12-month	period.	

	
7. Intermittent	Leave	or	a	Reduced	Work	Schedule		

	
The	Employee	may	take	FMLA	leave	in	consecutive	weeks,	may	use	the	leave	
intermittently	(take	a	day	periodically	when	needed	over	the	year	to	be	used	for	such	
purposes	as	periodic	medical	treatments,	chemotherapy,	dialysis,	etc.)	or	under	certain	
circumstances	may	use	the	leave	to	reduce	the	work	week	or	workday,	resulting	in	a	
reduced	hour	schedule.	In	all	cases,	the	leave	may	not	exceed	a	total	of	12	or	26	
workweeks	over	a	12-month	period,	whichever	applies.	

	
For	Intermittent	Leave	that	is	foreseeable	based	on	a	planned	medical	treatment,	
including	recovery	from	a	Serious	Health	Condition	or	to	care	for	a	child	after	birth,	or	
placement	for	adoption	or	foster	care,	the	Company	may	temporarily	transfer	an	
Employee	to	an	available	alternative	position	with	equivalent	pay	and	benefits	if	the	
alternative	position	would	better	accommodate	the	intermittent	or	reduced	schedule.		
	
For	the	birth,	adoption	or	foster	care	of	a	child,	the	Company	and	the	Employee	must	
mutually	agree	to	the	schedule	before	the	Employee	may	take	the	leave	intermittently	
or	work	a	reduced	hour	schedule.	If	the	Employee	is	taking	leave	for	a	Serious	Health	
Condition	or	because	of	the	Serious	Health	Condition	of	a	family	member,	the	
Employee	should	try	to	reach	agreement	with	the	Company	before	taking	intermittent	
leave	or	working	a	reduced	hour	schedule.	If	this	is	not	possible,	then	the	Employee	
must	prove	that	the	use	of	the	leave	is	medically	necessary.	The	Company	may	require	
certification	of	medical	necessity	as	discussed	in	Section	G	of	this	policy.		
	
For	Exempt	Employees	taking	FMLA	leave	on	an	intermittent	or	reduced	schedule	
basis,	salary	adjustments	may	be	made	in	accordance	with	the	law.	
	

8. Concurrent	Use	of	Paid	and	Unpaid	Leave	Banks	and	Other	Leave	Benefits	May	Be	
Required	
	
Leave	authorized	under	this	policy	is	unpaid;	however,	if	the	Employee	has	accrued	
paid	leave	banks	available,	Employee	will	be	required	to	use	those	banks	concurrent	
with	leave	taken	under	this	policy,	unless	otherwise	prohibited	by	law.		
	
Paid	leave	banks	will	be	used	in	the	following	order:	First	any	available	accrued	sick	
leave,	then	any	available	accrued	vacation	leave	balances.	The	combination	of	paid	
leave	and	unpaid	leave	is	not	to	exceed	12	or	26	weeks,	whichever	applies.		
	
Disability	leave	for	the	birth	of	the	child	and	for	an	Employee's	Serious	Health	
Condition,	including	workers'	compensation	leave	(to	the	extent	that	it	qualifies),	will	
be	designated	as	FMLA	leave	and	will	run	concurrently	with	FMLA	leave.		
	
Example.	If	an	employer	provides	six	weeks	of	pregnancy	disability	leave,	the	six	weeks	
can	be	designated	as	FMLA	leave	and	counted	toward	the	Employee's	12-week	
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entitlement.	The	Employee	may	then	be	required	to	substitute	accrued	(or	earned)	
paid	leave	as	appropriate	before	being	eligible	for	unpaid	leave	for	what	remains	of	the	
12-week	entitlement.		

	
9. Procedure	for	Requesting	Leave	and	Approval	of	Leave	

	
All	Employees	requesting	leave	under	this	policy	must	request	leave	using	the	
“Request	for	FMLA	Leave”	form.		At	a	minimum,	verbal	notice	with	an	explanation	of	
the	reason(s)	for	the	need	for	leave	is	to	be	provided	to	the	Employee’s	immediate	
supervisor,	who	will	advise	the	Company	designee.	
		
If	the	leave	is	planned	or	foreseeable,	thirty	(30)	days	advanced	notice	is	to	be	
provided	in	writing	by	the	Employee	on	the	“Request	or	FMLA	Leave”	Form.	
	
Employees	must	give	the	Company	30	days’	notice	when	the	need	for	leave	is	planned	
or	foreseeable.	If	an	Employee	fails	to	provide	30	days’	notice	for	foreseeable	leave	
with	no	reasonable	excuse	for	the	delay,	the	leave	request	may	be	denied	until	at	least	
30	days	from	the	date	the	Company	receives	notice.		
	
If	it	is	not	possible	to	give	30	days’	notice,	the	Employee	must	give	as	much	notice	as	is	
practicable.	
	
An	Employee	who	is	to	undergo	planned	medical	treatment	is	required	to	make	a	
reasonable	effort	to	schedule	the	treatment	in	order	to	minimize	disruptions	to	the	
Company's	operations.		
	
If	the	leave	is	taken	under	the	Qualifying	Exigency	provision,	whether	because	the	
spouse,	child,	or	parent	of	the	Employee	is	on	Active	Duty	or	because	of	notification	of	
impending	call	or	order	to	Active	Duty	in	support	of	a	contingency	operation,	the	
Employee	shall	provide	such	notice	as	soon	as	possible	upon	receiving	notice	or	call	or	
order	to	Active	Duty.		
	
In	instances,	when	Family	and	Medical	Leave	is	needed	due	to	unforeseen	Serious	
Health	Conditions,	as	much	advanced	notice	as	is	possible	is	required	when	requesting	
such	leave.	For	leave	extending	beyond	30	calendar	days,	the	Employee	must	notify	the	
Company	every	30	days	as	to	the	Employee's	status	and	intent	to	return	to	work	or	to	
continue	with	available	leave	time.	
	
While	on	approved	leave,	Employees	are	required	to	report	periodically,	but	no	less	
than	every	30	days,	to	the	Company	regarding	the	status	of	the	Serious	Health	
Condition	and	their	intent	to	return	to	work.		
	
The	Company	will	provide	individual	notice	of	rights	and	obligations	to	each	Employee	
requesting	leave	within	the	time	prescribed	by	statute	or	as	soon	as	practicable.	

	
10. Certification	of	the	Serious	Health	Condition		

	
The	Company	requires	certification	of	the	Serious	Health	Condition,	Active	Duty	or	
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Covered	Service	Member	status	upon	requesting	leave	under	this	policy.		
	
The	Employee	is	to	respond	to	such	a	request	within	15	calendar	days	of	the	request	or	
provide	a	reasonable	explanation	for	the	delay.	Failure	to	provide	certification	may	
result	in	a	denial	of	authorization	or	continuation	of	leave.	Using	the	U.S.	Department	of	
Labor	Form	WH	380	-	Certification	of	Health	Care	Provider,	provides	medical	
certification.	
	
All	certifications	of	the	serious	health	condition	shall	include	the	following:		

• the	date	when	the	condition	began,	
• its	expected	duration;	and	
• A	brief	statement	of	treatment.		

	
For	medical	leave	for	the	Employee's	own	medical	condition,	the	certification	must	also	
include	the	following:		

• a	statement	that	the	Employee	is	unable	to	perform	work	of	any	kind;	or	
• A	statement	that	the	Employee	is	unable	to	perform	the	essential	

functions	of	the	Employee's	position.		
	

For	a	family	member	who	is	seriously	ill,	the	certification	must	include	the	following:	
• a	statement	that	the	patient,	the	family	member,	requires	assistance;	and	
• That	the	Employee's	presence	would	be	beneficial	or	desirable.		

	
If	the	Employee	plans	to	take	intermittent	leave	or	work	a	reduced	schedule,	the	
certification	must	also	include	the	following:	

• dates	and	the	duration	of	treatment;	and	
• A	statement	of	medical	necessity	for	taking	intermittent	leave	or	working	

a	reduced	schedule.	
	

The	Company	has	the	right	to	ask	for	a	second	opinion	if	it	has	reason	to	doubt	the	
certification.	The	Company	will	pay	for	the	Employee	to	get	a	certification	from	a	
second	Health	Care	Provider,	which	the	Company	will	select.	If	necessary	to	resolve	a	
conflict	between	the	original	certification	and	the	second	opinion,	the	Company	will	
require	the	opinion	of	a	third	Health	Care	Provider.	The	Company	and	the	Employee	
will	mutually	select	the	third	Health	Care	Provider	and	the	Company	will	pay	for	the	
opinion.	This	third	opinion	will	be	considered	final.	The	Employee	will	be	provisionally	
entitled	to	leave	and	benefits	under	the	FMLA	pending	the	second	and/or	third	
opinion.		

	
11. Employee	Status	and	Benefits	During	Leave		

	
Continuation	of	Group	Health	Insurance	Benefits.	While	an	Employee	is	on	leave,	the	
Company	will	continue	the	Employee's	health	benefits	during	the	leave	period	at	the	
same	level	and	under	the	same	conditions	as	if	the	Employee	had	continued	to	work.	
	
During	the	approved	leave,	the	Company	will	continue	to	pay	its	contribution	of	the	
health	insurance	premiums	up	to	a	maximum	of	12	weeks.		
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The	Employee	must	continue	to	pay	his/her	contribution	to	the	premiums,	regardless	
of	whether	the	leave	is	paid	or	unpaid;	failure	to	do	so	may	result	in	loss	of	coverage	
and	under	certain	circumstances,	the	Company	may	recover	from	the	Employee	any	
insurance	premiums	paid	on	the	Employee's	behalf.	
	
While	on	paid	leave,	the	Employer	will	continue	to	make	payroll	deductions	to	collect	
the	Employee's	share	of	the	premium.		
	
While	on	unpaid	leave,	the	Employee	must	continue	to	make	this	payment,	either	in	
person	or	by	mail.	The	payment	must	be	received	in	the	appropriate	office	by	the	first	
(1st)	day	of	each	month.	If	the	payment	is	more	than	30	days	late,	the	Employee's	
health	care	coverage	may	be	dropped	for	the	duration	of	the	leave.	The	Company	will	
provide	the	statutory	required	notification	prior	to	the	Employee's	loss	of	coverage.	
	
The	Employee	may	volunteer	to	prepay	premiums	through	increased	payroll	
deduction	when	the	need	for	FMLA	is	planned	or	foreseeable.	
	
If	the	Employee	chooses	not	to	return	to	work	for	reasons	other	than	a	continued	
Serious	Health	Condition	of	the	Employee	or	the	Employee's	family	member	or	a	
circumstance	beyond	the	Employee's	control,	the	Company	will	require	the	Employee	
to	reimburse	the	Company	the	amount	it	paid	for	the	Employee's	health	insurance	
premium	during	the	leave	period.		
	

12. 	Outside	Employment	During	Medical	Leave	
	
Employees	on	FMLA	leave	remain	subject	to	all	generally	applicable	Company	policies	
including	the	policy	on	outside	employment	while	on	leave.	This	restriction	is	intended	
to	ensure	that	employees	use	leave	for	its	intended	purpose	and	to	support	recovery	or	
the	care	of	covered	family	members,	as	applicable.	

	
13. Continuation	of	Other	Group	Insurance	Benefits	

	
If	the	Employee	contributes	to	a	life	insurance	or	disability	plan,	the	Employer	will	
continue	making	payroll	deductions	while	the	Employee	is	on	paid	leave.		
	
While	the	Employee	is	on	unpaid	leave,	the	Employee	may	request	continuation	of	such	
benefits,	and	pay	their	portion	of	the	premiums;	or	the	employer	may	elect	to	maintain	
such	benefits	during	the	leave	and	pay	the	Employee's	share	of	the	premium	payments.	
If	the	Employee	does	not	continue	these	payments,	the	employer	may	discontinue	
coverage	during	the	leave.	If	the	employer	maintains	coverage,	the	employer	may	
recover	the	costs	incurred	for	paying	the	Employee's	share	of	any	premiums	whether	
or	not	the	Employee	returns	to	work.		
	
Continuation	of	Other	Employee	Benefits.	Benefits	accrued	up	to	the	day	on	which	the	
family	or	medical	leave	of	absence	begins	will	not	be	lost	except	to	the	extent	used	by	
the	Employee	to	pay	for	such	leave.	During	any	portion	of	an	unpaid	family	or	medical	
leave,	Employees	shall	not	accrue	employment	benefits	such	as	annual	leave	or	sick	
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leave.		

14. Employee	Status	after	Leave

An	Employee	who	takes	leave	under	this	policy	will	be	returned/reinstated	to	the	same
position	or	a	position	with	equivalent	status,	pay,	benefits	and	other	employment
terms,	upon	conclusion	of	the	leave	and	upon	provision	of	a	Fitness	for	Duty
Certification	from	the	Health	Care	Provider	identifying	whether	or	not	the	Employee	is
able	to	perform	the	essential	functions	of	the	job	he	or	she	held	at	the	time	leave	began.

The	Company	may	choose	to	exempt	certain	highly	compensated	or	key	Employees
from	this	requirement	and	not	return	them	to	the	same	or	similar	position.	Under	the
FMLA,	"key"	Employees,	or	Employees	who	are	salaried	and	whose	earnings	place	the
Employee	in	the	top	10	percent	of	those	Employees	employed	by	a	Company	within	a
75	mile	area,	must	be	provided	the	same	12	weeks	of	leave	as	other	Employees;
however,	these	"key"	Employees	may	be	denied	the	right	to	return	to	the	same	or
equivalent	job	if	the	Company	demonstrates	that	returning	the	Employee	to	the	same
or	similar	position	if	doing	so	causes	a	"substantial	and	grievous	economic	injury"	to
the	Company.

An	Employee	must	give	prior	written	notice	to	the	Company	of	his	or	her	intent	to
return	to	work	and	the	date	the	Employee	is	available	to	return	to	active	status.
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Section	IV.	D.	
INSURANCE	AND	RETIREMENT	PROGRAMS	

I. INSURANCE	COVERAGE/PROGRAMS

1. ELIGIBILITY

Employees	that	are	Regular,	Full-time	Employees	of	You	Thrive	Florida	and	who
are	regularly	scheduled	for	minimum	of	30	hours	per	week	are	eligible	for
group	medical	and	supplemental	insurance	coverage,	the	first	of	the	month
following	the	completion	of	an	initial	two	(2)	month	waiting	period	for	all
eligible	employees.

Under	the	Patient	Protection	and	Affordable	Care	Act,	and	its	implementing
regulations,	certain	employees,	not	otherwise	eligible	for	insurance	or	other
benefits	may,	from	time	to	time,	be	eligible	for	employee	group	health
insurance.	The	Company	monitors	employees’	hours	worked	and	will	provide
notice	as	required	to	those	certain	employees	who	have	earned	eligibility	for
group	health	insurance.

Eligible	employees	may	participate	in	the	Company’s	group	medical	plan	and
supplemental	coverages,	subject	to	all	terms	and	conditions	of	the	agreement
between	the	Company	and	the	insurance	carrier/provider.

2. DETAILS	OF	BENEFITS

The	following	is	a	list	of	other	insurance	programs	that	may	be	provided	for	the
employees	of	You	Thrive	Florida:
Group	Medical	Coverage
Group	Life	&	Accidental	Death	&	Disability	Benefits
Supplemental	Insurance	Programs

Details	of	the	Company’s	insurance	programs	are	described	within	the
Company’s	Summary	of	Benefits.		A	Summary	of	Benefits	and	information	of
premium	costs	for	coverage	will	be	provided	in	advance	of	enrollment	to
eligible	employees.

II. RETIREMENT	PROGRAM

1. ELIGIBILITY

You	Thrive	Florida	offers	pension	benefits	through	a	403(b)	program	under
various	annuities.		Pension	benefits	are	provided	to	Regular,	Full-Time
Employees,	after	one	(1)	year	of	continuous	employment.
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Eligible	employees	may	participate	in	the	Company’s	pension	plan	subject	to	all	
terms	and	conditions	of	the	Company’s	defined	pension	plan/program.	

2. DETAILS	OF	BENEFITS

Details	of	the	Company’s	retirement	plan	are	described	within	the	Company’s
Summary	of	Benefits.		A	Summary	of	Benefits	and	information	about
contributions	rates	and	requirements	are	provided	in	advance	of	enrollment	to
eligible	employees.

III. STATE	AND	FEDERAL	MANDATED	EMPLOYER	CONTRIBUTORY	PROGRAMS

Social	Security			All	employees	are	covered	by	the	Federal	Social	Security	Act.		A
required	percentage	of	an	employee’s	salary	is	deducted	to	pay	the	employee’s	portion
of	this	protection,	and	the	Company	matches	this	deduction	dollar	for	dollar.
State	&	Federal	Unemployment	Insurance			This	program	is	funded	entirely	by
employers	in	the	State	of	Florida.		This	is	an	employer	paid	contribution	to	a	state
unemployment	fund.

IV. COVERAGE/PROVISION	OF	INSURANCE	BENEFITS

All	employer	insurance	and	retirement	contributions	are	offered	subject	to	budget	
considerations,	amendment,	modification	and	termination	at	any	time	in	the	sole	
discretion	of	You	Thrive	Florida	

269



	50 

Section	IV.	E.	
CONSOLIDATED	OMNIBUS	

BUDGET	RECONCILIATION	ACT	
CONTINUATION	OF	GROUP	MEDICAL	COVERAGE	

I. POLICY

The	Consolidated	Omnibus	Budget	Reconciliation	Act	of	1986	(COBRA)	requires	that
You	Thrive	Florida	offer	employees	and	their	families	the	opportunity	for	a	temporary
extension	of	current	group	medical	coverage	(continuation	of	coverage).		In
compliance	with	the	law	as	of	the	date	of	this	Manual,	the	COBRA	law	is	essentially	as
follows:

Employees’	Rights:			If	you	are	an	employee	of	You	Thrive	Florida,	covered	by	the
Group	Medical	and/or	Dental	Insurance	Plan,	you	have	a	right	to	choose	this
continuation	coverage	if	you	lose	your	group	health	or	dental	coverage	because	of	a
reduction	in	your	hours	or	employment,	or	the	termination	of	your	employment	(for
reasons	other	than	gross	misconduct).		If	the	employee’s	loss	of	coverage	is	the	result
of	separation	due	to	gross	misconduct,	continuation	of	coverage	will	not	be	offered	to
the	employee.

Covered	Spouse’s	Rights:			If	a	spouse	of	an	employee	is	covered	by	the	Group	Medical
and/or	Dental	Insurance	Plan,	they	have	the	right	to	choose	continuation	coverage	if
they	lose	group	medical	or	dental	coverage	for	any	of	the	following	reasons:	(1)	death
of	a	spouse	(employee);	(2)	termination	of	spouses’	employment	(for	reasons	other
than	gross	misconduct)	or	reduction	in	spouses	hours	of	employment	that	makes	them
ineligible	for	Company	provided	coverage;	(3)	divorce	or	legal	separation	from	a
spouse;	or	(4)	spouse	first	becomes	entitled	to	Medicare.

Covered	Dependent	Rights:			In	the	case	of	a	covered	dependent	child	of	an	employee,
he	or	she	has	the	right	to	continuation	coverage	if	group	medical	coverage	is	lost	for
any	of	the	following	reasons:	(1)	death	of	a	parent;	(2)	termination	of	a	parent’s
employment	(for	reasons	other	than	gross	misconduct)	or	a	reduction	in	a	parent’s
hours	of	employment;	(3)	a	parent’s	divorce	or	legal	separation;	(4)	a	parent	first
becomes	entitled	to	Medicare;	or	(5)	the	dependent	ceases	to	be	a	“dependent	child”
under	the	terms	of	the	contract.		Dependents	may	be	covered	to	the	end	of	the	calendar
year	in	which	they	reach	the	limiting	age.

Employee’s	Responsibility:			Under	the	law,	the	employee	or	covered	spouse	or
dependent	is	responsible	for	informing	You	Thrive	Florida	of	a	divorce,	legal
separation	or	a	child	losing	dependent	status	under	the	plan.		This	notification	must	be
made	within	sixty	(60)	calendar	days	of	the	date	of	the	qualifying	event	causing	a	loss
of	coverage.
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If	you	have	changed	marital	status,	or	you,	your	spouse,	or	any	eligible-covered	
dependents	have	changed	addresses,	or	if	any	covered	dependent	is	at	a	different	
address,	you	must	notify	You	Thrive	Florida	–	attention	Human	Resources	in	writing	
at:	820	Kennedy	Boulevard,	Brooksville,	Florida	34601,	or	facsimile	(352)	796-7500.		

	
II. CONTINUATION	OF	COVERAGE	GUIDELINES:		
	

When	You	Thrive	Florida	is	notified	that	one	of	these	events	has	happened,	it	will	in	
turn	notify	the	affected	persons	that	they	have	the	right	to	choose	continuation	
coverage.		Under	the	current	law,	the	eligible	party	has	at	least	sixty	(60)	calendar	days	
from	the	date	that	coverage	would	be	lost	because	of	one	of	the	events	described	above	
to	elect	continuation	of	coverage.		If	and	when	the	election	is	made,	coverage	will	
become	effective	on	the	day	after	coverage	would	otherwise	be	terminated.	
	
If	continuation	coverage	is	not	elected,	group	health	or	dental	insurance	coverage	will	
terminate	in	accordance	with	the	provisions	outlined	in	the	employee’s	certificate	of	
coverage.	
	
If	continuation	coverage	is	elected,	coverage	will	be	identical	to	the	coverage	provided	
under	the	Company’s	plan	to	similarly	situated	employees	and	family	members.		
Continuation	coverage	is	extended	for	the	period	of	time	required	by	law,	between	18	
months	and	three	years,	depending	on	the	reason	for	loss	of	coverage.	An	extension	is	
available	under	particular	circumstances	to	persons	with	a	disability.	
	
Continuation	of	coverage	may	be	terminated	for	any	of	the	following	reasons:	
The	Company	no	longer	provides	medical	coverage	to	any	of	its	employees;	
The	premium	for	continuation	coverage	is	not	paid	in	a	timely	manner;	
The	eligible	party	first	becomes	covered	under	another	group	medical	plan	(as	an	
employee	or	otherwise)	that	does	not	contain	a	pre-existing	condition	limitation;	or	
The	eligible	party	first	becomes	entitled	to	Medicare.	
	
It	is	not	necessary	to	prove	insurability	to	choose	continuation	coverage.		However,	all	
of	the	premium	plus	up	to	a	2%	administrative	fee	must	be	paid	for	the	continuation	of	
coverage.		Total	administrative	fees	vary	according	to	coverage	selected.		At	the	
conclusion	of	the	continuation	coverage	period,	the	eligible	party	is	allowed	to	enroll	in	
an	individual	conversion	plan	provided	under	the	current	group	medical	plan,	if	the	
plan	provides	a	conversion	privilege.	
	
Continuation	of	Group	Medical	Coverage	Notice:	All	employees	must	complete	the	
Continuation	of	Group	Medical	Coverage	Notice	upon	enrollment	in	the	insurance	plan,	
a	spouse	signature	may	be	required	if	applicable.	A	copy	of	this	receipt	will	be	placed	in	
the	employee’s	personnel	file.		

	
	

271



 

	52 

	
	
	
	
	
	
	
	
	

SECTION	V	
	

EMPLOYEE	CODE	OF	CONDUCT	
	
	
	
	
	
	
	
	
	
	
	

	

272



 

00567660	
	
	

53 

Section	V.	A.	
EMPLOYMENT	CONDUCT	-	STANDARDS	

	
	
I. CODE	OF	CONDUCT	POLICY	
	

General	Conduct	Statement			
	

All	employees	are	expected	to	remember	that	they	are	employees	that	serve	the	public	and	
conduct	themselves	accordingly.		Employees	will	not	act	in	a	manner	that	may	discredit	
You	Thrive	Florida,	its	Governing	Board,	management,	fellow	employees,	or	themselves.	
	
Employees	will	direct	and	coordinate	their	efforts	to	establish	and	maintain	the	highest	
level	of	efficiency,	morale	and	achievement.	
	
Employees	will	conduct	themselves	in	a	manner	that	promotes	the	greatest	degree	of	
harmony	between	departments	and	program	areas	within	the	Company.	
	
Head	Start	Program	Employees	will	conduct	themselves	in	concurrence	with	the	
performance	standards	of	the	Federal	“Head	Start	Program	Performance	Standards,	45	
CFR	Part	1302.90	(c)	(1).”		These	rules	are	provided	on	the	Head	Start	Performance	
Standards	Conduct	Form.		Head	Start	Program	employees	are	required	to	sign	and	comply	
with	the	standards.	

	
II. UNACCEPTABLE	CONDUCT	(Partial	List)	
	

The	Company’s	standards	of	conduct	are	established	for	the	guidance	of	all	employees.		
The	following	is	a	partial	list	of	unacceptable	behavior	and	conduct	that	is	a	breach	of	the	
Code	of	Conduct	Policy	of	You	Thrive	Florida.		
	
Employees	will	not	engage	in	falsifying	the	employment	application	or	omission	of	
relevant	job-related	information,	time	sheet,	personnel,	or	other	Company	documents	or	
records.		
	
Employees	will	not	engage	in	the	unauthorized	possession	of	Company	or	employee	
property,	gambling,	carrying	unauthorized	weapons	or	explosives,	or	violating	criminal	
laws,	on	Company	premises,	while	on	duty,	or	on	Company	time.			
	
Employees	will	not	engage	in	fighting,	throwing	things,	horseplay,	practical	jokes,	or	other	
disorderly	conduct,	which	may	endanger	the	well-being	of	any	employee	or	Company	
operations.		
	
Employees	will	not	engage	in	acts	of	dishonesty,	fraud,	theft	or	sabotage.	
	
Employees	will	not	engage	in	threatening,	intimidating,	coercing,	using	abusive	or	vulgar	
language,	or	interfering	with	the	performance	of	other	employees.		
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Employees	will	not	engage	in	insubordination	or	refusal	to	comply	with	instructions	or	
failure	to	perform	reasonable	duties,	which	are	assigned.		
	
Employees	will	not	engage	in	conduct	and	speech,	which	may	undermine	the	efficiency	
and/or	reputation	of	fellow	employees,	program	areas,	offices/facilities,	policies,	and	
actions	of	You	Thrive	Florida;	or	that	interferes	with	the	reasonable	supervision	or	proper	
discipline	of	You	Thrive	Florida		
	
Employees	will	not	make	any	false	statement	or	certification	of	these	policies,	or	in	any	
manner,	commit	or	attempt	to	commit	any	fraud	preventing	the	impartial	execution	of	the	
provisions	of	these	policies	regarding	employment,	promotion	or	any	other	terms	or	
conditions	of	employment.		
	
Employees	will	not	engage	in	unauthorized	use	of	Company	material,	time,	equipment	or	
property.		
	
Employees	will	not	engage	in	damaging	or	destroying	Company	property	through	careless	
or	willful	acts.		
	
Employees	will	not	engage	in	conduct	which	the	Company	feels	reflects	adversely	on	the	
employee,	the	Company	or	its	reputation.		
	
Employees	will	not	perform	in	a	manner	which,	in	the	Company’s	opinion,	does	not	meet	
the	requirements	of	the	position.		
	
Employees	will	not	engage	in	practices	as	the	Company	determines	may	be	inconsistent	
with	the	ordinary	and	reasonable	rules	of	conduct	necessary	to	the	welfare	of	the	
Company,	its	employees	or	clients.			Employees	are	expected	to	show	professionalism	and	
respect	toward	others.	
	
Employees	will	not	engage	in	inappropriate	or	disrespectful	behavior	toward	a	supervisor.		
Insolent,	disrespectful	behavior	will	not	be	tolerated.	
	
No	employee	will	solicit	or	accept,	directly	or	through	any	member	of	the	employee’s	
immediately	family,	anything	of	value,	including	but	not	limited	to	a	gift;	real	property	or	
the	use	of;	tangible	or	intangible	property	or	the	use	of;	a	loan;	transportation,	lodging,	or	
parking;	food	or	beverage	(other	than	consumed	at	a	single	sitting	or	event);	membership	
dues;	entrance	fees,	admission	fees,	or	tickets	to	events,	performances,	or	facilities;	plants,	
flowers	or	floral	arrangements;	services	provided	by	persons	pursuant	to	a	professional	
license	or	certificate;	other	personal	services;	promise	of	future	employment;	or	any	other	
similar	service	or	thing	having	an	attributable	value,	when	the	employee	knows,	or	should	
have	known,	that	it	was	given	to	influence	a	decision	or	vote,	or	an	official	action	or	
judgment	of	the	employee	in	his	or	her	official	capacity	with	You	Thrive	Florida.		
	
No	employee,	employee’s	spouse	or	minor	child	will	at	any	time,	accept	any	compensation,	
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payment,	or	thing	of	value	when	the	employee	knows,	or	should	have	known,	that	it	was	
given	to	influence	a	vote,	official	action	or	judgment	of	the	employee	in	his/her	official	
capacity	with	You	Thrive	Florida.		

A	non-monetary	gift,	including	meals	or	entertainment,	when	offered	gratuitously	and	
carrying	a	total	value	of	less	than	twenty-five	dollars	($25)	may	be	accepted	if	the	
employee	can	ensure	that	it	was	not	offered	to	influence	his/her	judgment,	action	or	vote.		
It	is	the	employee’s	responsibility	to	avoid	the	appearance	of	conflict	of	interest	and	
discretion	should	be	used	in	accepting	gifts	valued	under	the	amount	stated.			If	there	is	
any	doubt	about	the	intent	or	the	person	giving	the	gift	or	its	value	is	greater	than	twenty-
five	dollars,	then	the	employee	must	decline	to	accept	it.		

Employees	that	regulate,	review	project	proposals,	procurement,	or	bids	under	evaluation	
will	not	accept	anything	of	value	(meals	included)	from	a	person	that	currently	has	a	
project,	proposal,	procurement,	or	bid	before	the	employee	(in	their	function)	or	a	
committee	which	he	or	she	serves.			Discretion	should	be	exercised	by	all	employees	for	
attendance	of	lunches,	social	events,	etc.	following	a	selection/decision.		

Information	that	is	obtained	in	the	course	of	the	official	duties	of	an	employee	will	not	be	
released	by	any	employee	unless	the	employee	is	charged	with	the	responsibility	as	a	part	
of	his	or	her	official	duties.		

Employees	may	not,	either	directly	or	indirectly,	use	their	official	position	with	You	Thrive	
Florida	or	information	obtained	in	connection	with	their	employment	for	private	gain	or	
personal	benefit.		

Employees	will	not	engage	in	partisan	political	activity,	of	any	kind,	during	working	hours,	
on	the	premises/facilities/property	of	You	Thrive	Florida,	or	while	representing	the	
Company,	or	in	the	name	of	the	Company.		

Employees	will	not	participate	in,	or	intervene	in	(including	distribution	of	statements),	
any	political	campaign	on	behalf	of	any	candidate	for	public	office	during	working	hours,	
while	representing	You	Thrive	Florida,	or	in	the	name	of	You	Thrive	Florida.	

Alcoholic	beverages	will	not	be	consumed	while	in	uniforms	provided	by	You	Thrive	
Florida,	while	on	duty,	inclusive	of	mealtime,	and/or	during	off-duty	hours	while	in	
uniform.		

Employees	are	prohibited	from	wearing	You	Thrive	Florida	uniforms	in	the	performance	
of	non-You	Thrive	Florida	activities,	for	example,	mowing	a	friend’s	lawn	while	in	uniform.	

Employees	will	not	use,	possess,	manufacture,	distribute,	dispense,	purchase,	transfer	or	
be	under	the	influence	of	controlled	substance,	alcoholic	beverages	or	other	intoxicants	at	
any	time	on	You	Thrive	Florida	premises	or	while	conducting	You	Thrive	Florida	business.	

Employees	will	not	use	or	be	under	the	influence	of	legally	prescribed	drugs	which	will	
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adversely	affect	or	impair	their	ability	to	perform	the	functions	of	their	position	on	the	
premises	of	the	Company,	and/or	while	conducting	business	on	behalf	of	the	Company.	

Employees	will	not	refuse	to	submit	to	a	drug	or	an	alcohol	test	required	by	You	Thrive	
Florida.		

Employees	are	prohibited	from	promoting	or	conducting	personal	or	private	business	for	
gain	or	personal	benefit	within	any	facility	or	on	property	of	You	Thrive	Florida	or	on	
Company	time.		

Employees	will	maintain	a	personal	appearance	that	is	clean	and	appropriate	for	their	
position,	which	is	determined	by	the	supervisor	(i.e.,	office	attire	or	uniforms).		Whatever	
the	attire,	the	employee	will	conduct	himself	or	herself	accordingly	while	performing	
duties	as	assigned	by	You	Thrive	Florida.			

Employees	will	maintain	contact/notify	supervisor	of	absence	or	leave.	If	contact	is	not	
maintained	or	supervisor	is	not	notified,	the	Company	will	consider	that	the	employee	has	
voluntarily	resigned	from	their	position.		Resignation	will	be	considered	effective	
immediately	when	the	employee	does	not	maintain	contact/notify	supervisor.		

Employees	will	not	utilize	Company	property	or	materials	for	personal	business.	

Employees	will	not	utilize	Company	computers,	including	Internet	access,	for	conducting	
personal	business,	i.e.,	doing	personal	banking,	checking	personal	email,	doing	personal	
Internet	searching/surfing,	etc.		

Employees	are	prohibited	from	downloading	Internet	software,	shareware,	photos,	
screensavers,	clipart,	etc.	on	Company	computers.		If	downloads	are	needed	for	Company	
business,	employees	must	receive	authorization/approval	of	required	downloads	through	
the	Company’s	Finance	Director	or	appointed	designee,	prior	to	any	downloading.			

Employees	are	strictly	prohibited	from	utilizing	any	format	of	“instant	messaging”	on	
Company	computers	or	while	on	Company	time.		Only	authorized/approved	“chat	room”	
or	“social	networking”	sites	may	be	used	for	Company	business	in	accordance	with	the	
Company’s	social	networking	policy,	and	must	be	authorized,	by	the	Finance	Director	or	
designee,	prior	to	use.		

Employees	are	strictly	prohibited	from	accessing,	viewing,	uploading,	downloading,	
receiving,	sending,	etc.	any	computer	files/internet	sites	that	contain,	either	explicitly	or	
implicitly,	materials	that	are	pornographic	or	contain	“adult	content”	as	determined	by	the	
Company.		

Employees	will	not	participate	in	verbal,	physical	or	visual	conduct	of	a	racial,	ethnic	or	
other	protected	characteristic	type,	which	impairs	other	employees	from	their	ability	to	
perform	the	job.	(See	the	policy	section	on	Harassment.)		
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Employees	will	not	make	or	participate	in	unwelcome	sexual	advances,	requests	for	sexual	
favors	and	other	verbal	or	physical	conduct	of	a	sexual	nature.	(See	the	policy	section	on	
Harassment.)		
	
Employees	will	not	conduct	themselves	in	a	manner	that	creates	a	Conflict	of	Interest	with	
their	employment	with	You	Thrive	Florida.	(See	the	policy	section	of	Conflict	of	Interest.)		
	
Employees	will	not	be	negligent	in	observing	fire	prevention	and	safety	rules.		
	
Employees	are	not	authorized	to	possess	or	carry	a	firearm,	even	those	with	a	concealed	
carry	permit,	on	their	person	while	inside	any	agency	building	or	vehicle.	Employees	
licensed	to	carry	a	concealed	firearm	may	keep	a	firearm	secured,	out	of	plain	sight,	in	a	
locked	personal	vehicle	while	on	agency	premises.	All	unauthorized	weapons	are	banned	
from	the	premises.	The	agency	reserves	the	right	to	enter	and	inspect	any	staff	member’s	
work	area.	
	
Any	and	all	other	circumstances	in	which	the	Company	deems	corrective	action	may	be	or	
is	warranted.	

	
III. Termination	and	Disciplinary	Action		

	
Employees	found	in	violation	of	this	policy	may	be	subject	to	disciplinary	action	up	to	and	
including	termination.	
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Section	V.	B.	
CONFLICT	OF	INTEREST	

	
I. POLICY	
	

Employees	who	are	in	a	position	to	influence	You	Thrive	Florida	decisions	must	refrain	from	
relationships	 that	 may	 adversely	 affect	 their	 judgment	 in	 dealing	 with	 the	 Company’s	
clients,	vendors,	suppliers	or	funders.	
	
No	employee	will	have	any	interest,	financial	or	otherwise,	direct	or	indirect;	engage	in	any	
business	transaction	or	professional	activity;	or	incur	any	obligation	of	any	nature,	which	is	
in	substantial	conflict	with	proper	discharge	of	his	or	her	duties	for	You	Thrive	Florida		

	
II. DEFINITION	
	

Conflict	of	Interest			means	a	situation	in	which	regard	for	a	private	interest	tends	to	lead	to	
disregard	of	the	Company’s	interest	or	responsibilities.			This	policy	is	inclusive	of	all	outside	
personal	or	business	 relationships	 that	 affords	present	or	 future	 financial	benefits	 to	an	
employee,	 an	 employee’s	 family,	 or	 to	 individuals	 that	 the	 employee	 has	 financial	 or	
business	 ties	which	may	 be	 determined	 by	 the	 Chief	 Executive	 Officer	 or	 designee	 as	 a	
Conflict	of	Interest.	

	
III. EXAMPLES	OF	CONFLICTS	OF	INTEREST	
	

The	following	situations	are	considered	potential	areas	of	conflict	and	may	be	considered	a	
Conflict	of	Interest	for	You	Thrive	Florida.	This	list	is	intended	to	provide	some	examples	of	
what	constitutes	a	Conflict	of	Interest.	It	 is	not	an	all-inclusive	list	of	Conflicts	of	Interest	
that	may	arise	that	could	be	a	violation	of	this	policy.			
	
For	 the	 employee	 to	 perform	 any	 services,	 either	 as	 an	 officer,	 director,	 agent,	 sole	
proprietor,	 partner,	 stockholder	 (if	 owning	 in	 excess	 of	 10%	 of	 securities	 outstanding),	
employee,	paid	consultant	or	advisor,	 for	another	person	or	entity	that	 is	doing	business	
with	You	Thrive	Florida,	without	 the	knowledge	and	consent	of	 the	Company	 in	written	
form	signed/approved	by	the	Chief	Executive	Officer.	
	
For	the	employee	to	engage	in	a	private	business	or	financial	obligation	relationship	that	
may	secure	advantages	for	goods,	services	or	influence	due	to	the	employee’s	position	with	
You	Thrive	Florida.	
	
For	an	employee,	or	any	member	of	the	employee’s	 immediate	family,	to	own	a	financial	
interest	in	an	entity	that	is	doing	or	seeking	to	do	business	with	You	Thrive	Florida,	except	
when	 such	 an	 interest	 consists	 of	 ownership	 of	 widely	 held	 and	 traded	 securities	 in	 a	
corporation.	
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For	an	employee	or	his	or	her	immediate	family,	acting	in	a	private	capacity,	rent,	lease,	or	
sell	any	realty,	goods	or	services	to	You	Thrive	Florida	

	
For	an	employee	to	corruptly	use	or	attempt	to	use	his/her	official	position	or	any	property	
or	resource	that	may	be	within	his/her	trust,	or	to	perform	his/her	duties,	to	secure	a	special	
privilege,	benefit,	or	exemption	for	themselves	or	others.	
	
For	an	employee	to	fraternize	(form	a	social	relationship)	with	service	recipients.	
	
Immediate	Family	 is	defined	as	spouse,	parents,	children,	aunt,	uncle,	niece	and	nephew,	
first	 cousin,	 grandparents,	 grandchildren,	 sister,	 brother,	 legal	 guardian,	 mother-in-law,	
father-in-law,	 sister-in-law,	 brother-in-law,	 daughter-in-law,	 son-in-law,	 stepparents,	
stepchildren	or	any	relative	living	in	same	household	as	employee.	
	

IV. REPORTING	CONFLICTS	OF	INTERESTS	
	

If	 a	 potential	 Conflict	 of	 Interest	 arises,	 the	 employee	 is	 obligated	 to	 advise	 his/her	
immediate	supervisor	and	fill	out	the	appropriate	“Conflict	of	Interest	Declaration	Form”	as	
soon	as	they	have	knowledge	of	a	potential	conflict.	
	
If	the	Chief	Executive	Officer	or	designee	is	of	the	opinion	that	said	conflict	is	of	such	a	nature	
that	 it	 hinders	 the	 operations	 of	 You	 Thrive	 Florida,	 then	 a	 decision	will	 be	made,	 and	
appropriate	action	will	be	taken	to	correct	the	situation.	
	
You	Thrive	Florida	reserves	the	right	 to	make	an	exception	 if	 the	Chief	Executive	Officer	
determines	that	it	is	in	the	best	interest	of	the	Company.		A	decision	for	exception	can	only	
be	made	with	the	written	approval	of	the	Chief	Executive	Officer.			If	an	exception	is	allowed,	
a	“Conflict	of	Interest	Declaration	Form”	will	be	placed	within	the	employee’s	personnel	file	
along	with	the	written	approval	of	the	Chief	Executive	Officer.	
	
Conflict	of	Interest	Declaration	
	
All	employees,	upon	employment	with	You	Thrive	Florida	are	required	to	complete	and	sign	
a	“Conflict	of	Interest	Declaration	Form”.	 	 	The	Form	requires	that	all	employees	identify	
situations	that	could	possibly	give	the	appearance	of	a	conflict	of	interest.		
	
If	an	employee’s	position/situation	changes,	the	employee	is	required	to	disclose	in	writing	
a	full	description	of	any	activity,	interest	or	relationship	that	may	create	or	appear	to	create	
a	conflict	of	interest,	as	soon	as	practicable,	but	not	longer	than	30	days	after	the	inception	
of	the	activity,	interest,	or	relationship.		Any/all	subsequent	disclosures	must	be	reported	
on	 the	 “Conflict	of	 Interest	Declaration	Form.”	Forms	will	be	 filed	within	 the	employee’s	
personnel	file.	

	
V. OUTSIDE	EMPLOYMENT	
	

You	Thrive	Florida	expects	all	employees	to	devote	their	efforts	to	fulfilling	the	duties	of	
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their	assigned	positions.		Employees	are	expected	not	to	engage	in	activities	outside	of	work,	
which	 will	 prevent	 them	 from	 doing	 their	 best	 when	 they	 are	 working	 for	 You	 Thrive	
Florida.		Employees,	full-time	or	part-time,	must	obtain	written	approval	prior	to	engaging	
in	any	outside	employment.	Outside	employment	may	not	begin	until	the	request	has	been	
reviewed	and	approved	by	the	employee’s	Program	Director	and	Human	Resources.	The	
outside	employment	agency's	name,	address,	telephone	number,	type	of	employment	and	
hours	of	 employment	must	be	provided	on	 the	written	 request	 in	 case	of	 an	emergency	
situation.		The	approved	request	will	then	be	placed	in	the	personnel	file	of	the	employee.	
	
The	Company	maintains	a	no	outside	employment	policy	 for	employees	who	are	on	any	
form	of	approved	leave	of	absence,	including	but	not	limited	to	Family	and	Medical	Leave	
Act	 (FMLA)	 leave,	 medical	 leave,	 worker’s	 compensation,	 vacation,	 and	 personal	 leave.	
Employees	 on	 such	 leave	 are	 prohibited	 from	 engaging	 in	 outside	 employment	 or	
supplemental	 employment,	 including	 self-employment,	 volunteer	 work	 substantially	
similar	to	their	regular	job	duties,	or	work	for	another	employer.	This	restriction	is	intended	
to	ensure	that	employees	use	 leave	for	 its	 intended	purpose	and	applies	uniformly	to	all	
employees	on	comparable	types	of	leave.	Violation	of	this	policy	will	result	in	disciplinary	
action,	up	to	and	including	termination	of	employment,	consistent	with	the	Employee	Code	
of	Conduct.	
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Section	V.	C.	
DRESS	AND	APPEARANCE	

I. POLICY

Performance	requirements	vary	from	program	to	program;	therefore,	the
determination	of	employee’s	specific	dress	and	personal	appearance	standard	is	the
responsibility	of	the	individual	program	director	in	conjunction	with	the	employee’s
direct	supervisor.

All	issued	uniforms	must	be	returned	to	You	Thrive	Florida	upon	separation	of
employment.
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Section	V.	D.		
DRUG-FREE	WORKPLACE	

	
I.		 POLICY	
	

It	is	unlawful	for	an	employee(s)	to	unlawfully	use,	possess,	manufacture,	distribute,	
dispense,	purchase,	transfer	or	be	under	the	influence	of	controlled	substances,	
alcoholic	beverages,	or	other	intoxicants	at	any	time	on	You	Thrive	Florida	premises	
and/or	while	conducting	You	Thrive	Florida	business.	
	

II.		 DEFINITIONS	
	

Prohibited	Drug			is	defined	as	a	controlled	substance	included	in	Schedule	I	or	II,	as	
defined	by	section	802	(6)	of	Title	21	of	the	United	States	Code,	the	possession	of	
which	is	unlawful	under	chapter	13	of	that	Title	and/or	a	controlled	substance	named	
or	described	in	Schedules	I	through	V	of	the	Florida	Statutes	Section	893.03	or	any	
other	applicable	section	of	the	law.		The	term	Prohibited	Drug	does	not	mean	the	use	of	
a	controlled	substance	pursuant	to	a	valid	prescription	or	other	uses	authorized	by	
Federal	law.		Marijuana	is	considered	a	controlled	substance	under	the	Federal	
Controlled	Substance	Act.		You	Thrive	Florida	does	not	distinguish	between	marijuana	
and	medical	marijuana	for	its	policies.		Use	of	marijuana	in	any	form	is	prohibited.		If	a	
drug	test	result	is	positive	for	marijuana,	the	employee	will	be	subject	to	disciplinary	
action	up	to	and	including	termination.		If	an	applicant’s	drug	test	result	is	positive	for	
marijuana,	the	applicant	will	not	be	approved	for	hire.	

	
Legal	Drug			is	defined	as	a	controlled	substance	that	is	obtained	through	a	valid	
prescription	or	uses	that	are	otherwise	authorized	by	law.	A	Legal	Drug	is	inclusive	of	
alcoholic	beverages.	

				
III.		 PROHIBITED	DRUG	USE	

	
Employees	are	prohibited	from	using,	possessing,	manufacturing,	distributing,	
dispensing,	purchasing,	transferring	or	be	under	the	influence	of	Prohibited	Drugs	as	
defined	herein	(including	cannabis	products)	at	any	time	on	You	Thrive	Florida	
premises	and/or	while	conducting	You	Thrive	Florida	business.	

	
IV.		 LEGAL	DRUG	USE	

	
1. Use	of	any	Legal	Drug	to	the	point	where	such	use	adversely	affects	the	employee’s	

job	performance	is	prohibited,	including	related	travel	time,	which	could	jeopardize	
the	safety	of	another	employee,	the	public	or	You	Thrive	Florida	
facilities/equipment	is	prohibited.	
	

2. Employees	are	prohibited	from	using,	possessing,	manufacturing,	distributing,	
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dispensing,	purchasing,	transferring	or	be	under	the	influence	of	Legal	Drugs	or	
alcoholic	products	at	any	time	on	You	Thrive	Florida	premises	and/or	while	
conducting	You	Thrive	Florida	business.	

	
3. When	an	employee	is	required	to	take	prescribed	drugs	that	could	possibly	affect	

their	job	performance,	s/he	should	report	to	their	supervisor	immediately	and	
inform	of	drug	use.		Supervisors	will	coordinate	a	determination	of	effect	on	
performance.	

	
4. Determination	of	whether	a	valid	Legal	Drug	will	adversely	affect	the	employee’s	

job	performance	will	be	coordinated	through	the	employee’s	supervisor	and	to	the	
Chief	Executive	Officer	and	in	the	Company’s	sole	determination.	

	
V.		 PENALTIES	FOR	POLICY	VIOLATION	

	
Any	employee	found	in	violation	of	this	policy	is	subject	to	disciplinary	action,	up	to	
and	including	termination.		Except	as	follows:	
	
1. Voluntary	Admission.	

	
2. An	employee	that	voluntarily	admits	to	Prohibited	Drug	and/or	alcohol	use	will	not	

be	disciplined	under	this	policy.		Voluntary	admission	will	require	that	the	
employee	meet	the	following	conditions:	

a. An	employee	voluntarily	identifies	him/herself	as	a	user	of	Prohibited	drugs	
prior	to	being	identified	through	other	means;	

b. An	employee	obtains	counseling,	rehabilitation,	and/or	participation	in	an	
employee	assistance	program;	and	

c. An	employee	thereafter	refrains	from	using	Prohibited	drugs.	
	

3. All	three	of	the	above	conditions	must	be	met	and	coordinated	through	the	
Program	Director	with	the	approval	of	the	Chief	Executive	Officer	before	the	
employee	is	considered	under	voluntary	admission.		It	is	the	responsibility	of	the	
employee	to	ensure	that	the	requirements	of	voluntary	referral/admission	are	met.	
	

4. Rehabilitation.	
	 	
Employees	violating	this	policy	may	be	required	to	participate	satisfactorily	in	
rehabilitation.	Satisfactory	participation	for	the	purposes	of	this	policy	will	be	the	
successful	completion	of	relevant	counseling,	rehabilitation	and/or	employee	
assistance	programs,	as	determined	by	the	Chief	Executive	Officer	or	designee.		
Rehabilitation	will	include	an	employee	refraining	from	Prohibited	drug	use	or	the	
abuse	of	Legal	Drugs	after	first	finding	or	admittance	of	such.	

	
	 You	Thrive	Florida	will	offer	drug	education	as	required	by	law.	
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VI.		 DRUG	AND	ALCOHOL	TESTING	POLICY	
	

You	Thrive	Florida	will	conduct	drug	and	alcohol	testing	as	determined	necessary	by	
the	Company	or	in	compliance	with	law.	
	

1. Types	of	Testing	Conducted	
						

Pre-employment			Pre-employment	testing	to	determine	controlled	substance	
use	will	be	conducted	on	all	applicants	at	the	post-job	offer/pre-employment	
stage	of	hire.		Employees	transferring	to	safety	sensitive	positions	will	also	be	
required	to	take	and	pass	an	alcohol	and	controlled	substance	test	before	the	
transfer	is	official.		

	
Post-Incident			Post-incident	testing	may	be	conducted	in	situations	in	 which	
employee	drug	use	(whether	Legal	or	Prohibited	Drugs)	is	likely	to	have	
contributed	to	the	incident,	and	for	which	the	drug	test	can	accurately	identify	
impairment	caused	by	drug	use.		Post–incident	testing	shall	be	conducted	
following	any	accident	involving	employees	in	positions	where	the	Company	is	
required	to	test	by	state	or	federal	laws.		 Post-incident	testing	shall	be	
conducted	following	any	vehicular	accident.	 	

	 	 	
Reasonable	Suspicion			Reasonable	suspicion	testing	will	be	conducted	on	
employees	when	a	supervisor	or	other	Company	official	observes	behavior	or	
appearance	that	is	characteristic	of	alcohol	misuse	and/or	controlled	substance	
use.	

	
Random			Random	testing	will	be	conducted	in	accordance	with	the	law,	
particularly	safety-sensitive	functioning	positions	and	those	employees	who	
regularly	operate	a	company	vehicle	or	their	personal	vehicle	for	business	
purposes.	

	
2. Eligibility	for	Testing	
	

a. Any	applicant	for	employment.	
	
b. Any	employee	whose	job	functions	are	safety	sensitive	and	require	the	

driver	to	operate	a	motor	vehicle	or	who	possess	a	Commercial	Driver’s	
License	

	
c. Safety	sensitive	functions	are	those	on-duty	activities	that	include	the	

following:	
	

i. Operating,	maintaining	or	controlling	the	movement	of	vehicles;	
	
ii. First-line	supervisors	who	are	responsible	for	supervising	the	

functions	of	anyone	operating,	maintaining	or	controlling	the	
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movement	of	vehicles;	

iii. Carrying	a	firearm	for	security	purposes;	and

iv. Operation	of	a	vehicle	by	a	commercial	driver’s	license	holder.

d. Any	employee	who	under	reasonable	suspicion	appears	to	be	under	the
influence	of	alcohol	or	Legal	or	Prohibited	Drugs.

3. Refusal	to	Submit	to	Testing

Refusal	to	take	an	alcohol	or	drug	test	is	considered	immediate	resignation	by	
the	employee.		Refusal	to	test	is	defined	to	include	the	following:	

a. Refusal	to	sign	the	confirmation	test	certification	is	regarded	as	a	refusal	to
take	the	test.

b. Any	action	on	the	part	of	the	employee	to	circumvent	the	requirements	for
testing	is	refusal	to	take	the	test

c. Any	action	of	adulteration,	masking	or	substituting	his/her	sample	for	a	test
is	refusal	to	test,	not	as	a	positive	test.
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Section	V.	E.	
ANTI-HARASSMENT	POLICY	&	COMPLAINT	

PROCEDURE	
I. POLICY

Harassment,	including	sexual	harassment,	is	contrary	to	basic	standards	of	conduct
between	individuals	and	is	prohibited	by	Title	VII	of	the	Civil	Rights	Act,	and	its
implementing	regulations	and	state	law.		It	will	therefore	constitute	a	violation	of
Company	Policy	for	any	employee	to	engage	in	any	acts	or	behavior	that	could
constitute	harassment,	sexual	or	otherwise,	and	such	misconduct	will	be	subject	to
corrective	action	up	to	and	including	potentially	immediate	termination	of
employment.

Employees	who	believe	they	have	been	subjected	to	any	form	of	harassment	or
discrimination,	or	who	wish	to	report	offensive	conduct	or	situations	they	have
observed,	should	immediately	report	such	incidents	to	their	immediate	supervisor,
their	program	director	or	Human	Resources.	If	the	immediate	supervisor	or	program
director	is	the	person	who	is	responsible	for	the	discrimination	or	harassment,	or	if
you	have	reported	harassment/discrimination	to	the	immediate	supervisor	or
program	director	and	no	action	was	taken,	then	the	Employee	should	report	such
conduct	either	to	the	Program	Executive	or	to	Human	Resources.	Any	employee	who
wishes	to	file	a	formal	complaint	shall	follow	the	Grievance/Complaint	Procedure	in
Section	VI.	B	of	the	Personnel	Manual.		Confidentiality	will	be	maintained	to	the	extent
permitted	by	the	circumstances.

II. DEFINITIONS

Harassment	shall	mean	any	unwelcome	conduct,	verbal,	physical,	or	visual,	that	is
based	on	a	person’s	protected	characteristics.	Harassment	may	include,	but	is	not
limited	to:

Verbal			Comments	which	are	derogatory	in	nature	regarding	a	person's	protected
characteristics	including	epithets,	slurs,	negative	stereotyping,	jokes,	threats,
intimidation,	hostile	acts,	denigrating	or	hostile	written	or	graphic	material	posted	or
circulated	in	the	workplace.

Non-verbal			Distribution,	display	or	discussion	of	any	written	or	graphic	material	that
ridicules,	denigrates	insults,	belittles,	or	shows	hostility	or	aversion	toward	an
individual	or	group	because	of	his	or	her	protected	characteristics.

Protected	Characteristics			shall	mean	those	classes	or	characteristics	defined	by	local,
state	or	federal	law,	which	include	race,	color,	national	origin,	religion,	sex,	age,
pregnancy,	genetic	information,	marital	status,	legally	recognized	disability,	or	other
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protected	status.		
	
Sexual	Harassment	shall	mean	unsolicited	or	unwelcome	sexual	advances,	requests	for	
sexual	favors,	and	other	verbal	or	physical	conduct	of	a	sexual	nature	when	submission	
to	or	rejection	of	such	conduct	is	used	as	the	basis	for	employment	decisions	or	such	
conduct	has	the	purpose	or	effect	of	creating	an	intimidating,	hostile	or	offensive	
working	environment	that	unreasonably	interferes	with	an	Employee’s	work	
performance.	Sexual	Harassment	may	include,	but	is	not	limited	to:		
	
Verbal			Sexual	innuendoes,	sexual	propositions,	suggestive	comments,	jokes	of	a	sexual	
nature,	lewd	remarks,	threats.	Requests	for	any	type	of	sexual	favor	(this	includes	
repeated,	unwelcome	requests	for	dates).	Verbal	abuse	or	"kidding"	which	is	oriented	
towards	a	prohibitive	form	of	harassment,	including	that	which	is	sex-oriented	and	
considered	unwelcome.		
	
Non-verbal			The	distribution,	display,	or	discussion	of	any	written	or	graphic	material,	
including	calendars,	posters,	and	cartoons	that	are	sexually	suggestive,	or	shows	
hostility	toward	an	individual	or	group	because	of	sex;	suggestive	or	insulting	sounds;	
leering;	staring;	whistling;	obscene	gestures;	content	in	letters	and	notes,	facsimiles,	e-
mail,	that	is	sexual	in	nature.		
	
Physical			Unwelcome,	unwanted	physical	contact,	including	but	not	limited	to,	
touching,	tickling,	pinching,	patting,	brushing	up	against,	hugging,	cornering,	kissing,	
fondling;	forced	sexual	intercourse	or	assault.	
	
Quid	Pro	Quo	Harassment			is	a	form	of	Sexual	Harassment	where	submission	to	
harassment	is	used	as	the	basis	for	employment	decisions,	including	employee	benefits	
such	as	raises,	promotions,	better	working	hours,	etc.,	and	is	directly	linked	to	
compliance	with	sexual	advances.	Only	someone	in	a	supervisory	capacity	(with	the	
authority	to	grant	such	benefits)	can	engage	in	quid	pro	quo	harassment.		
	
Hostile	Work	Environment			is	a	form	of	Harassment	where	the	harassment	creates	an	
offensive	and	unpleasant	working	environment	that	unreasonably	interferes	with	
reasonable	work	performance.	A	Hostile	Work	Environment	can	be	created	by	anyone	
in	the	work	environment,	whether	it	be	supervisors,	other	employees,	or	third	parties.		
	
Hugging	and	other	Non-Sexual	Contact	are	important	to	the	nurturing	of	most	
individuals.	When	a	hug	is	appropriate,	is	should	be	given	from	the	side,	over	the	
shoulders,	not	from	the	front.	When	hugging	is	a	full-frontal	embrace,	there	is	a	
possibility	that	it	will	be	misinterpreted	in	a	sexualized	context.	Staff	shall	refrain	from	
physical	contact	if	any	resistance	is	sensed.	This	applies	to	contact	with	staff	as	well	as	
clients.	

	
III. PROHIBITED	CONDUCT	UNDER	THIS	POLICY.	
	

DISCRIMINATION			It	is	a	violation	of	this	Policy	to	discriminate	in	the	provision	of	
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employment	opportunities,	benefits	or	privileges,	to	create	discriminatory	work	
conditions,	or	to	use	discriminatory	evaluative	standards	in	employment	if	the	basis	of	
that	discriminatory	treatment	is,	in	whole	or	in	part,	an	employee’s	Protected	
Characteristic.		
	
HARASSMENT			Harassment	of	any	kind,	including	conduct	rising	to	the	level	of	
creating	a	Hostile	Work	Environment,	is	strictly	prohibited.	The	Company	will	take	
appropriate	action	to	address	any	violations	of	this	policy.	Normal,	courteous,	mutually	
respectful,	pleasant,	non-coercive	interactions	between	and	among	employees	that	are	
acceptable	to	and	welcomed	by	all	parties	involved	are	not	considered	to	be	
harassment,	including	sexual	harassment.	
	
SEXUAL	HARASSMENT			Sexual	Harassment	in	any	form,	including	Quid	Pro	Quo	
Harassment,	is	strictly	prohibited.		
	
CONSENSUAL	RELATIONSHIPS			The	Company	discourages	romantic	or	sexual	
relationships	between	a	management	or	supervisory	Employee	and	other	Employees,	
because	such	relationships	tend	to	create	compromising	conflicts	of	interest	or	the	
appearance	of	such	conflicts.		
	
If	such	a	relationship	occurs,	the	parties	need	to	be	aware	that	one	or	both	may	be	
moved	to	a	different	department.	If	it	is	determined	that	one	or	both	parties	must	be	
moved,	but	no	other	jobs	are	available	for	either	party,	the	parties	will	be	given	the	
option	of	terminating	their	relationship	or	resigning.	
	
Due	to	the	possibility	of	Quid	Pro	Quo	Harassment,	no	management	or	supervisory	
Employee	is	to	engage	in	a	consensual	sexual	relationship	with	an	Employee	that	is	a	
direct	report,	subordinate,	or	an	employee	within	the	supervisor’s	chain	of	
command/scope	of	supervision.	Should	such	a	relationship	be	discovered,	the	parties	
will	be	subject	to	disciplinary	action	up	to	and	including	termination	of	employment.	
	
RETALIATION	IS	PROHIBITED.	No	hardship,	no	loss	or	benefit,	and	no	penalty	may	be	
imposed	on	an	employee	as	punishment	for:	
	
Filing	or	responding	to	a	bona	fide	complaint	of	discrimination	or	harassment:	
Appearing	as	a	witness	in	the	investigation	of	a	complaint;	or	serving	as	an	
investigator.	
	
Retaliation	or	attempted	retaliation	is	a	violation	of	this	Policy	and	anyone	who	does	so	
will	be	subject	to	disciplinary	action	up	to	an	including	termination.	
	
THE	COMPLAINT	PROCESS				Any	person	electing	to	utilize	the	complaint	resolution	set	
out	in	this	procedure,	or	as	set	forth	in	Section	VI.	C	Grievance/Compliant	Procedure	
will	be	treated	courteously,	the	problem	handled	timely	and	as	confidentially	as	
possible	in	light	of	the	need	to	take	appropriate	action.	The	registering	of	a	complaint	
will	in	no	way	be	used	against	the	employee	making	the	complaint	nor	will	it	have	an	
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adverse	impact	on	the	employee’s	employment	status.		While	reporting	such	incidents	
would	be	a	difficult	personal	experience,	allowing	harassment	activities	to	continue	
will	most	certainly	lead	to	less	desirable	outcomes.		For	that	reason,	employees	are	
strongly	urged	to	report	all	violations	of	this	policy.	(See	Section	VI.	B	of	the	Personnel	
Manual).	Employees	are	not	permitted	to	report	allegations	of	violations	of	this	policy	
to	anyone	other	than	those	persons	specifically	designated	in	this	policy	to	receive	
such	complaints.	The	filing	of	malicious	or	false	complaints	is	an	abuse	of	this	policy	
and	is	strictly	prohibited.			
	
EMPLOYEE	RESPONSIBILITIES			Employees	must	share	the	responsibility	of	
understanding	and	preventing	Discrimination,	Harassment,	Sexual	Harassment,	and	
Hostile	Work	Environments.	But,	ultimately,	no	satisfactory	investigation	or	resolution	
of	complaints	can	occur	without	the	initiative	and	continued	cooperation	of	the	person	
being	harassed.	Individuals	who	believe	they	have	been	discriminated	against	or	
harassed	have	the	primary	obligation	of	informing	their	supervisor	or	appropriate	
member	of	management	of	the	act	of	Discrimination,	Harassment,	Sexual	Harassment,	
Hostile	Work	Environments	or	Retaliation,	recounting	specific	actions	or	occurrences	
whenever	possible.		
	
CONFIDENTIALITY			The	Company	wishes	to	create	a	safe	environment	in	which	
individuals	and	Employees	are	not	afraid	to	discuss	concerns	and	complaints	or	to	seek	
general	information	about	Discrimination,	Harassment,	Sexual	Harassment,	Hostile	
Work	Environments	or	Retaliation.	The	Company	recognizes	that	individuals	may	be	
concerned	about	the	confidentiality	of	information	they	share,	and	will	strive	to	
preserve	confidentiality	to	the	fullest	extent	possible;	however,	confidentiality	cannot	
be	guaranteed	
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Section	V.	F.	
DISCIPLINARY/CORRECTIVE	ACTION	POLICY	

	
I. POLICY	

	
It	is	the	policy	of	You	Thrive	Florida	to	handle	disciplinary	or	corrective	action	based	
upon	the	details	of	the	individual	act	or	acts	committed	by	the	employee.	You	Thrive	
Florida	will	apply	discipline	in	a	nondiscriminatory	way	for	all	employees.	

	
II. DISCIPLINARY	MEASURES	
	

Among	the	available	disciplinary	measures	that	may	be	taken	against	an	improper	act,	
conduct,	etc.	of	an	employee,	are	as	follows:	
	
verbal	warning		
verbal	counseling	
written	counseling	
written	reprimand		
written	performance	improvement	plan	
suspension		
demotion		
termination.	
	
The	delineated	list	of	potential	measures	in	no	way	implies	a	sequential	or	consecutive	
order	with	which	discipline	or	corrective	action	may	be	taken.	You	Thrive	Florida	will	
determine	appropriate	disciplinary	or	corrective	action	on	a	case-by-case	basis,	taking	
into	account	the	totality	of	the	situation.		Nothing	in	this	policy	provides	any	
contractual	rights	regarding	employee	discipline	or	counseling,	nor	should	anything	in	
this	policy	be	read	or	construed	as	modifying	or	altering	the	employment-at-will	
relationship	between	YTF	and	its	employees.	
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Section	V.	G.	
EMERGENCY	CRISIS	

I. POLICY

You	Thrive	Florida	may	operate	during	a	declared	state	of	emergency	or	other
emergency	situation,	either	alone	as	a	Company	or	in	conjunction	with	other	entities,
agencies	or	businesses.	To	this	end,	You	Thrive	Florida	maintains	plans	and	procedures
to	address	operational	concerns	and	employee	responsibilities	during	emergency
situations.

II. DEFINITIONS

Catastrophic	Event			A	hurricane,	tornado,	storm,	or	any	other	natural,	technological	or
human	caused	event	which	You	Thrive	Florida	is	operating	in	or	involved	in	emergency
situation.	Additionally,	a	catastrophic	event	is	a	natural,	technological	or	human	caused
event	that	may	prevent	the	normal	operations	and	work	of	You	Thrive	Florida

Declaration			Any	day(s)	which	is	officially	declared	by	the	Chief	Executive	Officer	as	an
emergency	situation	for	which	normal	operations	cannot	be	efficiently	conducted.

III. PROCEDURES

All	employees	of	You	Thrive	Florida	are	expected	to	perform	assigned	duties	as
directed	when	the	Company	is	operating	in	an	emergency	crisis	situation.

IV. CLOSING	OF	FACILITIES	AND/OR	NORMAL	OPERATIONS

In	the	case	of	a	Catastrophic	Event	where	You	Thrive	Florida	may	determine	the	need
to	cease	normal	operations,	close	facilities,	etc.,	employees	may	not	be	compensated
for	time	other	than	Hours	Worked	for	the	Company;	however,	employees	may	use
accrued	Vacation	Leave	or	PTO	in	order	to	be	compensated	for	time	they	would	be
regularly	scheduled	to	work	but	for	normal	operations	being	ceased	or	facilities	being
closed.		In	the	event	facilities	are	closed	due	to	a	Catastrophic	Event	and	it	is
determined	by	the	Executive	Team	employees	will	receive	pay	during	the	closure,	only
those	employees	not	already	on	or	scheduled	for	approved	Leave	on	the	closure	days
will	receive	pay.
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Section	V.	I. 
	INTERNET	AND	COMPUTER	USAGE	POLICY	

	
I. POLICY	

	
You	Thrive	Florida	is	committed	to	protecting	its	employees,	clients,	partners,	and	the	
Company	from	illegal	or	damaging	actions	by	individuals,	either	knowingly	or	
unknowingly	while	transmitting	Information	through	the	Internet	and	Computer	
Systems.	These	systems,	which	remain	the	property	of	You	Thrive	Florida	at	all	times,	
are	to	be	used	only	for	business	purposes	in	serving	the	interests	of	the	Company,	and	
its	clients	and	customers	in	the	course	of	normal	operations.		Effective	security	of	
Internet	and	Computer	Systems	is	a	team	effort	involving	the	participation	and	support	
of	every	You	Thrive	Florida	employee	who	deals	with	information	and/or	information	
systems.	It	is	the	responsibility	of	every	computer	user	to	know	these	guidelines,	and	
to	conduct	their	activities	accordingly.			
	

II. DEFINITION	
	
Internet	and	Computer	Systems:			includes	any	and	all	Internet/Intranet/Extranet-
related	systems,	including	but	not	limited	to	computer	equipment,	software,	operating	
systems,	storage	media,	network	accounts	providing	electronic	mail,	internet	
browsing,	and	FTP.	
	
Security	Breaches:			include,	but	are	not	limited	to,	accessing	data	of	which	the	
employee	is	not	an	intended	recipient	or	logging	into	a	server	or	account	that	the	
employee	is	not	expressly	authorized	to	access,	unless	these	duties	are	within	the	
scope	of	regular	duties.		
	
Disruptions:			includes,	but	is	not	limited	to,	network	sniffing	(A	program	and/or	device	
that	monitors	data	traveling	over	a	network.	Sniffers	can	be	used	both	for	legitimate	
network	management	functions	and	for	stealing	information	from	a	network);	pinged	
floods	(Flood	attacks	occur	when	a	network	or	service	becomes	so	weighed	down	with	
initiating	incomplete	connection	requests	that	it	can	no	longer	process	genuine	
connection	requests.	By	flooding	with	connections	that	cannot	be	completed,	the	flood	
attack	eventually	fills	the	host’s.	Once	this	buffer	is	full	no	further	connections	can	be	
made,	and	the	result	is	a	Denial	of	Service),	packet	spoofing	(A	technique	used	to	gain	
unauthorized	access	to	computers,	whereby	the	intruder	sends	messages	to	a	
computer	with	an	indication	that	the	message	is	coming	from	a	trusted	host);	denial	of	
service(a	type	of	attack	on	a	network	that	is	designed	to	bring	the	network	to	its	knees	
by	flooding	it	with	useless	traffic);	and	forged	routing	information	for	malicious	
purposes.	
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III. PROCEDURE		
	

1. Use	and	Ownership	
All	data	and	e-mails	that	are	composed,	transmitted	or	received	via	the	Company’s	
Internet	and	Computer	Systems	is	considered	to	be	part	of	the	official	records	of	You	
Thrive	Florida,	and	as	such,	is	subject	to	disclosure	to	law	enforcement	and	third	
parties	in	accordance	with	applicable	law.	The	Company	reserves	the	right	to	examine,	
monitor	and	regulate	e-mail	messages,	directories	and	files,	all	data,	and	Internet	usage	
at	any	time	by	any	means	and	without	notice	Therefore,	Employees	have	no	
expectation	or	right	of	privacy	with	regard	to	any	information	or	data	they	transmit	
using	the	Company’s	Internet	and	Computer	Systems,	whether	the	information	or	data	
is	business	or	personal.		
	
You	Thrive	Florida	Internet	and	e-mail	access	may	not	be	used	for	transmitting,	
retrieving	or	storing	of	any	communications	of	a	defamatory,	discriminatory	or	
harassing	nature	or	materials	that	are	obscene	or	X-rated.		No	messages	with	
derogatory	or	inflammatory	remarks	about	an	individual's	protected	characteristics	
shall	be	transmitted.		Harassment	of	any	kind	is	strictly	prohibited.		Disparaging,	
abusive,	profane,	or	offensive	language;	materials	that	would	adversely	or	negatively	
reflect	upon	the	Company	or	be	contrary	to	the	Company’s	best	interests;	and	any	
illegal	activities	are	forbidden.		The	following	behaviors	are	examples	of	actions	and	
activities	that	are	prohibited	and	can	result	in	disciplinary	action:	
	
• Sending	or	posting	discriminatory,	harassing	or	threatening	messages	or	images	
• Using	the	organization’s	time	and	resources	for	personal	gain	
• Stealing,	using	or	disclosing	some	else’s	code	or	password	without	authorization	
• Copying,	pirating	or	downloading	software	and	electronic	files	without	permission	
• Sending	or	posting	confidential	material,	trade	secrets	or	proprietary	information	

outside	of	the	organization	
• Violating	copyright	law	
• Failing	to	observe	licensing	agreements	
• Engaging	in	unauthorized	transactions	that	may	incur	a	cost	to	the	organization	or	

initiate	unwanted	Internet	services	or	transmissions	
• Sending	or	posting	messages	or	material	that	could	damage	the	organization’s	

image	or	reputation	
• Participating	in	the	viewing	or	exchange	of	pornography	or	obscene	materials	
• Sending	or	posting	messages	that	defame	or	slander	other	individuals	
• Attempting	to	break	into	the	computer	system	of	another	organization	or	person	
• Refusing	to	cooperate	with	a	security	investigation	
• Sending	or	posting	chain	letters,	solicitations	or	advertisements	not	related	to	

business	purposes	or	activities	
• Using	the	Internet	for	political	causes	or	activities,	religious	activities	or	any	sort	of	

gambling	
• Jeopardizing	the	security	of	the	organization’s	electronic	communications	systems	
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• Sending	or	posting	messages	that	disparage	another	organization’s	products	or	
services	

• Passing	off	personal	views	as	representing	those	of	the	organization	
• Sending	anonymous	e-mail	messages	
• Engaging	in	any	other	illegal	activities	
• Introduction	of	malicious	programs	into	the	network	or	server	(e.g.,	viruses,	

worms,	Trojan	horses,	e-mail	bombs,	etc.).	
• Revealing	your	account	password	to	others	or	allowing	use	of	your	account	by	

others.	This	includes	family	and	other	household	members	when	work	is	being	
done	at	home.	

• Making	fraudulent	offers	of	products,	items,	or	services	originating	from	any	You	
Thrive	Florida	account.	

• Effecting	security	breaches	or	disruptions	of	network	communication.	
• Port	scanning	or	security	scanning	is	expressly	prohibited	without	prior	

notification	to	You	Thrive	Florida.	
• Using	Company	Internet	and	Computer	Systems	to	violate	any	Company	Policy.	
• Sending	unsolicited	email	messages,	including	the	sending	of	"junk	mail"	or	other	

non-company	advertising	materials,	"chain	letters",	"Ponzi"	or	other	"pyramid"	
schemes	of	any	type	to	individuals	inside	or	outside	the	company.	

	
2. Employee	Responsibility	

a. The	user	interface	for	information	contained	on	Internet/Intranet/Extranet-related	
systems	should	be	classified	as	either	confidential	or	not	confidential,	as	defined	by	
Company	confidentiality	guidelines,	details	of	which	can	be	found	in	Human	
Resources	policies.	Examples	of	confidential	information	include	but	are	not	limited	
to:	Child	information,	client	lists	and	personnel	information.	Employees	should	take	
all	necessary	steps	to	prevent	unauthorized	access	to	this	information.	

b. Keep	passwords	secure	and	do	not	share	accounts.	Authorized	users	are	
responsible	for	the	security	of	their	passwords	and	accounts.	System	level	
passwords	should	be	changed	at	least	every	30	days.		

c. All	PCs,	laptops	and	workstations	should	be	secured	with	a	password-protected	
screensaver	with	the	automatic	activation	feature	set	at	10	minutes	or	less,	or	by	
logging	off	(control-alt-delete	for	Win2K	users)	when	the	host	will	be	unattended.	

d. Because	information	contained	on	portable	computers	is	especially	vulnerable,	
special	care	should	be	exercised.	

e. All	hosts	used	by	the	employee	that	are	connected	to	the	You	Thrive	Florida	
Internet/Intranet/Extranet,	whether	owned	by	the	employee	or	You	Thrive	Florida,	
shall	be	continually	executing	approved	virus-scanning	software	with	a	current	
virus	database.	Unless	overridden	by	departmental	or	group	policy.		

f. Employees	must	use	extreme	caution	when	opening	e-mail	attachments	received	
from	unknown	senders,	which	may	contain	viruses,	e-mail	bombs,	or	Trojan	horse	
code.	

g. Employees	are	responsible	for	immediately	reporting	any	Security	breach,	or	
suspected	Security	Breach,	to	the	IT	Director	and	CEO.	
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3. Enforcement	
Any	employee	found	to	have	violated	this	policy	may	be	subject	to	disciplinary	action,	
up	to	and	including	termination	of	employment.	
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Section	V.	K.	
ATTENDANCE	AND	PUNCTUALITY	POLICY	

	
I. POLICY	

	
Employees	are	important	to	the	overall	success	of	the	Company.	Absences	from	work	
are	disruptive	and	costly	problems	for	both	the	employee	and	the	Company.	Therefore,	
Employees	must	notify	the	Company	of	any	absence	or	late	arrival	for	any	scheduled	
shift	according	to	the	procedures	set	out	in	this	policy		

	
II. DEFINITION	
	

Absence	Occurrence:			An	employee's	unexcused	failure	to	(a)	report	for	scheduled	
work	on	one	or	more	consecutive	workdays;	or	(b)	complete	a	scheduled	shift;	or	(c)	
report	for	approved	scheduled	overtime.		The	following	types	of	time	off,	when	
approved	in	accordance	with	established	procedures,	will	not	be	considered	an	
Absence	Occurrence:	Vacation,	PTO,	Leave	of	Absence	associated	with	FMLA,	Military	
Service,	Work-Related	Disability	Leave,	Bereavement	Leave,	Civil	Leave,	Temporary	
Shut-Down	of	Company.	

	
Tardiness	Occurrence:			Failure	to	be	at	the	assigned	workstation,	ready	to	begin	work,	
at	the	scheduled	time.	For	example,	reporting	to	work	after	the	beginning	of	a	
scheduled	shift	or	returning	to	work	late	following	a	break	or	meal	period,	may	be	
considered	an	occurrence	of	tardiness.	
	
Excused	Occurrence:			An	Absence	Occurrence	or	Tardiness	Occurrence	will	not	be	
charged	against	an	employee	if	it	was	(a)	scheduled	in	advance	with	prior	
authorization	or	(b)	due	to	a	compelling,	verifiable	reason	and	later	authorized	by	the	
employee’s	supervisor.	
	
No	Call/No	Show	Occurrence:			An	employee	who	is	absent	from	work	when	scheduled	
to	be	present	and	fails	to	contact	his	or	her	immediate	supervisor	within	one	(1)	hour	
before	the	employee’s	shift	start-time	will	be	considered	a	No	Call/No	Show	
Occurrence.		
	

III. PROCEDURE	
	

1. Employee	Call-out	Procedure	
	
Employees	must	notify	the	Company	on	any	day	they	will	be	absent	from	or	late	to	
work	for	any	reason.	Whenever	possible,	that	notification	should	be	made	at	least	one	
hour	before	the	start	of	the	scheduled	shift	so	arrangements	can	be	made	to	cover	the	
absence.		
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The	employee	must	either	make	direct	contact	with	their	immediate	supervisor	and	
receive	a	reply	within	15	minutes.		If	there	is	no	response	within	15	minutes	the	
employee	must	use	the	chain	of	command	until	the	absence	is	acknowledged.		The	
employee	must	give	an	explanation	for	the	absence	or	tardiness	and	give	the	expected	
return	to	work	date.	Unsatisfactory	attendance,	reporting	late,	or	leaving	a	job	early	
may	lead	to	disciplinary	action,	up	to	and	including	possible	termination	of	
employment	

	
Employees	who	expect	to	be	absent	for	more	than	5	consecutive	workdays	should	
contact	their	supervisor	to	determine	whether	a	leave	of	absence	is	warranted	based	
on	the	Company’s	Leave	Policies.	

	
Regardless	of	how	long	an	Employee	is	absent,	the	Company	may	require	the	employee	
to	provide	a	release	to	return-to-work	from	his	or	her	treating	healthcare	provider.		
	

2. Disciplinary	Action	of	Excessive	Absence	Occurrences	
	
Chronic	absences,	unexcused	absences,	absences	without	paid	leave,	habitual	tardiness	
or	abuse	of	designated	work	hours	are	all	considered	neglect	of	duty	and	will	result	in	
disciplinary	action	up	to	and	including	dismissal.			
	

3. Disciplinary	Action	for	Excessive	Tardiness	Occurrences	
	
An	employee	who	has	been	tardy	4	times	in	a	120-day	period	may	be	subject	to	
disciplinary	action	up	to	and	including	termination	of	employment.	
	
On	the	first	incident	of	a	No	Call/No	Show	by	an	employee,	the	employee	is	deemed	to	
have	voluntarily	resigned	from	their	employment	without	notice.		

	
IV. WORK	EXPECTATIONS	

	
Employees	are	expected	to	report	in	person	to	their	work	site	for	their	scheduled	shift,	
unless	they	have	been	approved	to	be	on	leave	per	our	leave	policies	outlined	in	
Section	IV.		You	Thrive	Florida	(YTF)	does	not	offer	flexible	or	remote	work	options.		If	
an	employee	is	unable	to	report	to	work,	for	any	reason,	they	must	request	leave	
approval	from	their	immediate	supervisor	–	see	“Call-out”	procedure	above.			
	
If	an	employee	is	on	leave	due	to	a	personal	medical	condition,	they	must	have	a	
return-to-work	release	from	their	Health	Care	Provider	before	returning	to	work.	If	an	
employee	is	not	released	to	return	to	in-person	work	by	their	Health	Care	Provider,	
they	will	be	required	to	remain	on	leave	until	they	receive	a	return-to-work	release	
from	their	medical	practitioner.	Working	from	home	is	not	option.	If	an	employee	has	
exhausted	their	paid	leave	and/or	Family	Medical	Leave,	they	may	be	eligible	for	
additional	leave	time	under	Personal	Leave;	please	refer	to	Section	IV.B.	for	more	
information.			
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Section V. L 
COMPANY EQUIPMENT, INFORMATION  

AND PROPERTY 
 
 

 
A.			 GENERAL	POLICY	STATEMENT	
	
You	Thrive	Florida	is	a	nonprofit,	private	corporation.		While	it	receives	federal	and	
state	grant	funds,	it	is	not	an	instrumentality	of	the	federal	or	state	government	and,	
therefore,	is	not	necessarily	subject	to	all	aspects	of	federal	and	state	statutes	
governing	public	accessibility	of	records.		All	Company	Property	(as	defined	herein)	
shall	remain	the	private	property	of	the	Company.		You	Thrive	Florida	reserves	the	
right	to	deny	accessibility	to	its	corporate	records	when	it	determines	that	such	
records	are	not	subject	to	federal	and/or	state	freedom	of	information	statutes.			You	
Thrive	Florida	will	comply	with	federal	and	state	regulations	governing	restrictions	on	
public	access	to	the	Company’s	records.	
	
B. DEFINITION.		“Company	Property”	means	and	includes	all	property	owned	by	
the	Company	whether	tangible,	intangible,	or	mixed	and	includes	but	is	not	limited	to	
uniforms,	equipment,	safety	equipment,	video	and	audio	safety	monitoring	cameras,	
cell	phones,	vehicles,	computers,	laptops,	printers,	manuals,	supplies,	tools,	office	
supplies,	Secure	HIPAA-compliant	thumb	drives	and	together	with	all	“Company	
Information”	which	includes	employee	personnel	files,	client	records,		student	records,		
information	concerning	the	business	affairs	of	the	Company	including	but	not	limited	
to	data	stored	on	computer	discs/other	electronic	media,	systems	software	and	
hardware,	documents	containing,	cost	information,	marketing	plans	and	proposals,	
customer	information,	record-keeping	practices,	financial	information;		e-mail	
addresses,	e-mail	communications,	passwords,	and	any	information	transmitted	via	
the	Company	network.		
	
C. PROCEDURE	
	
1. Use			Employees	shall	use	Company	Property	only	in	the	performance	of	their	

official	duties.	Access	to	and	inspection	of	Company	Property	other	than	specific	
records	used	in	the	performance	of	one’s	job	description	is	prohibited	except	as	
described	herein.		Employees	shall	not	use	Company	Property	for	any	personal	or	
commercial	business	or	for	any	illegal	purpose	or	for	any	use	not	in	accordance	
with	its	design.		Employees	shall	not	sub-let	or	permit	use	of	any	Company	Property	
by	any	unauthorized	person.	
	

2. Care			All	Employees	assigned	equipment,	tools,	vehicles	or	other	Company	
Property	are	expected	to	take	excellent	care	in	its	use	and	to	safeguard	the	
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Property	at	all	times	as	well	as	to	take	reasonable	steps	to	preserve	the	Company	
Property	in	as	good	condition	as	when	issued.	Employees	shall	only	use	the	
Company	Property	in	accordance	with	its	design	and	purpose	and	will	ensure	that	
its	use	will	conform	to	all	applicable	laws,	policies	and	regulations.	Employees	shall	
not	alter,	disfigure,	or	cover	up	any	numbering,	lettering,	or	insignia	displayed	on	
the	Company	Property.		

3. Release	of	Information			Employees	are	not	permitted	to	release	Company
Information,	unless	such	a	release	is	a	normal	part	of	their	duties,	or	unless	under
subpoena.		All	inquiries	for	Company	information	shall	be	directed	to	the	CEO	or
designee.

4. Indemnification			The	Employee	shall	immediately	notify	the	Company	if	any
Company	Property	is	lost,	damaged	or	inoperable.	The	Employee	shall	cooperate
fully	in	filing	a	police	report	and	shall	cooperate	in	any	ensuing	investigation	of	loss.
By	accepting	the	Company	Property	the	Employee	acknowledges	that	s/he	has
been	fully	advised	of	and	has	actual	knowledge	and	conscious	appreciation	of	the
particular	risks	associated	with	the	use	and	operation	of	the	subject	Company
Property	and	agrees	to	be	responsible	for	any	and	all	injury	to	persons	or	damage
to	property	which	may	occur	as	a	result	of	or	in	connection	with	its	use.	Employee
will	defend,	indemnify	and	hold	the	Company,	directors	and	officers,	employees,
agents,	attorneys	or	assigns,	harmless	from	and	against	any	and	all	costs,	damages,
claims	and	expenses	relating	to	any	use	of	Company	Property	by	Employee	or	by
any	person	acting	through	Employee	including	any	loss,	damage	or	defacing	of	the
Company	Property	at	the	full	replacement	value	of	the	property	so	lost	or	damaged.
The	Employee	shall	immediately	reimburse	the	Company	for	any	Company
Property	that	is	lost,	stolen,	damaged,	defaced	or	rendered	unusable.	The	Company
is	under	no	obligation	to	replace	the	subject	Property	until	the	Employee	has
remitted	the	full	replacement	cost	of	same	to	the	Company.

5. Return	of	Company	Property			Employee	shall	return	all	Company	Property
immediately	upon	request	by	the	Company	and	shall	surrender	all	Company
Property	upon	termination,	whether	by	reason	of	resignation	or	terminated	by	the
Company,	at	the	time	of	termination.	Any	Company	Property	not	delivered	to	the
Employee’s	Immediate	Supervisor	or	designee	within	24	hours	after	a	surrender
request	or	termination	of	employment	or	any	Company	Property	surrendered
which	is	damaged,	defaced	or	otherwise	not	in	good	condition	(in	the	Company
Chief	Executive	Officer’s	sole	discretion)	shall	be	deemed	“unsurrendered”	by	the
Employee.	By	signing	this	Policy,	the	Employee	agrees	that	the	Company	may
deduct	the	full	replacement	value	of	any	lost,	damaged	or	“unsurrendered”
property,	together	with	the	cost	to	recover	the	Information	contained	therein	(if
any),	of	all	Company	Property	not	timely	returned	in	as	good	condition	as	when
issued	(reasonable	wear	and	tear	excepted)	from	any	amounts	due	Employee
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including	final	paychecks,	leave	balances	or	otherwise,	except	as	prohibited	by	law.		
The	Employee	shall	pay	the	Company	for	any	amounts	remaining	due	after	such	
deductions	are	taken,	which	amount	shall	be	paid	within	10	days	of	receipt	of	
notice	of	the	amount	owed.		
	

6. Employee-owned	Property			Employees	shall	not	use	personal	electronic	devices	
(including	cell	phones,	iPad,	MP3	players,	laptops,	computers,	or	similar	devices)	
for	Company	business	during	work	hours	without	the	express	permission	of	the	
CEO	or	designee	except	in	an	emergency.	Personal	device	use	is	limited	to	breaks,	
mealtime	or	an	emergency.	The	Company	shall	not	be	responsible	for	any	property	
owned	by	an	Employee	(including	prescription	eyeglasses,	contact	lenses,	hearing	
aids,	watches,	cell	phones,	electronic	devices,	vehicles	or	any	personal	items)	which	
are	lost,	damaged	or	destroyed	while	performing	duties	for	the	Company.	
		

7. Responsibility	and	Discipline			If	any	Company	Property	is	lost,	stolen,	damaged	or	
misused	while	in	the	custody	or	control	of	the	Employee,	the	Employee	may	be	
subject	to	disciplinary	action	up	to	and	including	termination	in	addition	to	the	
requirement	to	reimburse	the	Company	for	the	cost	of	same	and	legal	action	if	
warranted.	
		

8. Access	and	Examination	of	Company	Property:			All	access	to	and	examination	of	
Company	information	will	be	provided	by/through	the	Chief	Executive	Officer’s	
Office	as	outlined	herein:	
	

a. Written	Inquires			All	requests	for	information	or	access	must	be	in	writing.	
	

b. Inspection	by	the	Company			All	Company	Property	used	by	Employees,	and	
all	personal	electronic	devices	used	for	Company	purposes	and	all	websites	
which	are	available	for	access	by	the	general	public	are	subject	to	inspection	
by	the	Company	at	any	time.	Employees	have	no	right	to	privacy	with	
respect	to	the	content	of	any	video	or	electronic	communications	created	via	
Company	Property	or	during	working	hours.	The	Company	reserves	the	
right	to	make	Company	Property	public;	therefore,	Employees	should	not	
put	anything	in	an	e-mail	they	do	not	want	to	be	made	public	upon	a	proper	
request	made	in	accordance	with	applicable	law.	No	programs	shall	be	
installed	on	Company	equipment	without	the	express	authorization	of	the	
Company.	All	information	stored	on	Company	issued	property	shall	be	the	
exclusive	property	of	the	Company.	Inspections	may	be	conducted	without	
the	Employee’s	presence	by	an	Employee’s	Immediate	Supervisor,	the	
Company	CEO	or	designee.	No	notice	of	such	monitoring	will	be	given.	By	
signing	the	Policy	Receipt,	the	Employee	consents	to	these	inspections	and	
waives	all	rights	to	expectations	of	privacy	which	could	be	claimed	by	the	
Employee.			
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c. Access	to	and	inspection	of	Company	Property	by	others.			You	Thrive	

Florida	reserves	the	right	to	grant	or	deny	accessibility	to	the	general	public	
of	its	corporate	records	through	the	Office	of	the	Chief	Executive	Officer.		
Employees	are	prohibited	from	providing	Company	Property	(including	
incident	reports,	video	surveillance,	e-mail	communications	or	otherwise)	to	
any	person	who	is	not	in	need	of	the	Property	in	the	performance	of	his/her	
job	description	for	the	Company	except	as	directed	by	the	Chief	Executive	
Officer	or	designee	and	without	first	obtaining	appropriate	executed	
releases,	authorizations	and/or	subpoena.	This	includes	requests	for	access	
by	families	of	clients,	head	start	students,	former	employees,	and	members	
of	the	public	or	media.	

d. Government	or	Grantor	Company	Inquiries			The	Company	will	cooperate	
with	federal,	state	and	local	government	agencies	or	any	agency	with	the	
legal	right	to	such	record	if	the	investigators	furnish	proper	identification	
and	proof	of	legal	authority	to	investigate	through	the	Chief	Executive	
Officer	or	designee	who	may	permit	a	government	investigator	to	review	
student	files,	e-mail	communications,	video	surveillance	and	other	Company	
records	on	Company	premises	in	conjunction	with	legal	counsel.	

e. Access	to	employees’	personnel	files	is	as	described	in	Section	II.	C.		
		

9. Disputes			Should	any	disputes	arise	involving	any	of	the	above	procedures,	the	
decision	of	the	CEO	or	designee	shall	be	considered	final	and	binding.	
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SECTION	VI.	
	
	

EMPLOYEE	COMMUNICATIONS	
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Section	VI.	A.	
BULLETIN	BOARDS	&	OTHER	METHODS	OF	

COMMUNICATION	
	
I. POLICY	

	
Employees	are	responsible	for	regularly	checking	and	reading	the	bulletin	board	and	
for	following	the	rules,	regulations	and	instructions	posted	there.	
	
Information	posted	on	bulletin	boards	must	be	approved	in	advance	by	the	Program	
Director	in	charge	of	that	facility.		Employees	will	not	post	anything	on	the	Bulletin	
Boards	without	prior	written	approval	by	the	Program	Director.		Any	information	
posted	without	Director	approval	is	subject	to	removal.	
	
Email	is	an	essential	communication	tool	used	in	the	workplace.		Employees	are	
responsible	for	checking	their	email	regularly	throughout	the	workday	and	responding	
appropriately	in	a	timely	manner.		Non-exempt	employees	are	prohibited	from	
checking	and	responding	to	email	outside	of	work	hours.	
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Section	VI.	B.	
WHISTLEBLOWER/COMPLAINT	REPORTING	

POLICY	
	

	
I. POLICY	

	
You	Thrive	Florida	(the	“Company”)	is	committed	to	facilitating	open	and	honest	
communication	relevant	to	its	governance,	finances,	and	compliance	in	accordance	
with	applicable	law	and	regulations.		The	Company	requires	employees	to	observe	high	
standards	of	business	and	personal	ethics	in	the	conduct	of	their	duties	and	
responsibilities.		Employees	and	representatives	of	the	Company	must	practice	
honesty	and	integrity	in	fulfilling	their	responsibilities	and	comply	with	all	applicable	
laws	and	regulations.		This	Whistleblower/Complaint	Reporting	Policy	reflects	the	
practices	and	principles	of	behavior	that	support	this	commitment.	

	
II. DEFINITION	
	

Complainant:			Any	employee,	contractor,	board	member,	volunteer,	client	or	
community	member	who	has	a	reasonable	suspicion	about	illegal	practices,	violations	
of	adopted	policies	of	the	Company	or	any	improper	accounting	or	audit	transaction	
(“Suspected	Wrongdoings”)	and	who	reports	the	same	under	this	Policy	or	to	a	
governmental	entity	having	regulatory	or	law	enforcement	jurisdiction	over	the	
subject	matter.	

	
III. REPORTING	PROCEDURE	
	

A	Complainant	reporting	concerns	under	this	policy	must	act	in	good	faith	and	have	
reasonable	grounds	for	believing	that	the	information	reported	indicates	that	
Suspected	Wrongdoing	has	occurred.	An	employee	who	makes	an	allegation	
maliciously	or	with	reason	to	believe	that	the	allegation	was	false	will	be	subject	to	
disciplinary	action,	up	to	and	including	termination	of	employment.	
	
A	Complainant’s	concerns	should	be	reported	first	to	his/her	immediate	supervisor.		If	
the	concerns	are	with	his/her	supervisor	they	may	report	the	concerns	to	the	next	
leadership	level.		If	the	concerns	are	with	the	Program	Director,	the	employee	may	
report	the	concerns	to	the	Program	Executive	(COO,	CFO,	or	CAO).		If	the	concerns	are	
with	the	COO,	CFO	or	CAO,	the	Complainant	should	report	to	the	CEO.				
	
The	reports	should	contain	the	name(s)	of	the	individuals	involved,	dates,	and	
description	of	the	actions	believed	to	be	Suspected	Wrongdoing.		At	no	time	should	an	
individual	who	has	reported	or	is	considering	reporting	Suspected	Wrongdoing	
undertake	an	independent	investigation	into	the	matter	to	obtain	additional	
information.			
	
If	the	Suspected	Wrongdoing	concerns	a	board	member	or	the	CEO,	the	report	should	
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be	made	to	the	Chairperson	of	the	Board	of	Directors.	If	the	Suspected	Wrongdoing	
concerns	the	Chairperson	of	the	Board	of	Directors,	the	report	should	be	made	to	a	
similarly-situated	board	member	or	board	officer.		
	
Examples	of	Suspected	Wrongdoings	but	is	not	limited	to,	the	following:	
	

• Theft;	
• Financial	reporting	that	is	fraudulent,	intentionally	misleading,	or	negligent	in	

any	manner;	
• Improper	or	undocumented	financial	transactions;	
• Forgery	or	alteration	of	documents;	
• Unauthorized	alteration	or	manipulation	of	computer	files;	
• Improper	destruction	of	records;	
• Improper	use	of	Company	assets,	including	but	not	limited	to	its	funds,	supplies,	

intellectual	property,	and	other	assets;	
• Authorizing	or	receiving	compensation	for	goods	not	received	or	services	not	

performed;	
• Abuse	or	gross	misconduct	involving	grants,	contracts,	or	funding.	
• Violation	of	the	Company’s	conflict	of	interest	policy;	
• Any	other	improper	occurrence	regarding	cash,	financial	procedures,	or	

reporting;	and		
• Any	abuse	of	or	discrimination	against	a	Company	employee,	officer,	director,	

benefits	recipient,	vendor,	or	person	connected	with	a	Company	member.	
	
IV. INVESTIGATION	AND	ACTION	
	

The	Company	will	investigate	any	possible	fraudulent	or	dishonest	use	or	misuse	of	the	
Company’s	resources,	or	any	abuse,	discrimination,	or	failure	to	provide	reasonable	
accommodation	by	Company	management,	employees,	or	volunteers.		Confidentiality	
will	be	maintained	to	the	extent	permitted	by	the	circumstances	and	the	law.		The	
Company	encourages	anyone	reporting	Suspected	Wrongdoing	to	identity	himself	or	
herself	when	making	a	report	to	facilitate	the	investigation	of	the	Suspected	
Wrongdoing.		However,	reports	may	be	submitted	anonymously	by	mailing	a	written	
statement	to	PO	Box	896,	Brooksville,	Florida,	34601.			
	
The	Company	will	take	appropriate	action	against	anyone	found	to	have	engaged	in	
fraudulent,	dishonest,	abusive,	or	discriminatory	conduct,	including	disciplinary	action	
by	the	Company	or	civil	or	criminal	prosecution	when	warranted.	
	

	
V. NO	RETALIATION	

	
No	employee	will	be	discharged,	demoted,	or	otherwise	discriminated	against	as	a	
reprisal	for	reporting	a	Suspected	Wrongdoing		under	this	policy	or	to	any	
governmental	or	law	enforcement	agency	having	jurisdiction	over	the	subject	matter	of	
the	disclosure.		This	policy	is	in	addition	to	the	Company’s	separate	policies	that	
prohibit	harassment	and	employment	discrimination.	
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Any	employee	who	retaliates	against	a	Complainant	shall	be	subject	to	discipline	up	to	
and	including	termination.		Complainants	who	believe	they	have	been	retaliated	
against	may	file	a	written	complaint	in	accordance	with	the	Company’s	Grievance	
Policy.	
	
Protection	from	retaliation	does	not	prohibit	managers	or	supervisors	from	taking	
action,	including	disciplinary	action	and	termination	in	the	usual	scope	of	their	duties	
and	based	on	valid	job	or	performance-related	factors.	
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Section	VI.	C.	
GRIEVANCE	PROCEDURE	

	
I. POLICY	

	
Employees	of	the	Company	are	encouraged	to	discuss	work-related	decisions,	work	
conditions	and/or	conditions	of	employment	that	they	believe	to	be	unfair	or	
inequitable.	This	grievance	procedure	should	be	utilized	to	address	any	and	all	work-
related	complaints.		
	

II. DEFINITION	
	

Complaint			is	defined	as	a	condition	of	employment	or	application	of	a	policy	that	the	
employee	thinks	is	unjust	or	inequitable.	
	
Formal	Complaint			is	a	written	complaint	utilizing	the	You	Thrive	Florida	Formal	
Complaint	Form.		

	
III. PROCEDURE	
	

1. Employee	presents	complaint	to	his/her	immediate	supervisor.	
	
2. The	immediate	supervisor	will	review	and	resolve	the	employee’s	complaint,	when	

possible.	If	the	employee	believes	that	the	complaint	has	not	been	resolved,	he	or	
she	may	appeal	to	the	next	higher	level	of	management,	until	reaching	the	
Program/Department	Director.	The	Company	expects	supervisors	to	support	this	
appeal	process	to	help	rectify	any	remaining	dissatisfaction	when	possible.	

	
3. Alternative	Channels.		Occasionally,	an	employee’s	complaint	involves	his	other	

supervisor.	Supervisors	should	realize	their	employees	often	do	not	feel	free	to	
express	such	concerns	to	them.	Therefore,	employees	are	encouraged	to	discuss	
complaints	with	the	next	higher	level	of	management	to	avoid	an	awkward	
situation.			

	
4. If	the	employee’s	complaint	is	not	settled	satisfactorily	with	the	immediate	

supervisor	or	management,	including	the	Program	Director’s	level,	the	employee	
may	file	a	Formal	Complaint	to	appeal	the	complaint	to	the	Program	Executive	
Officer.	Appeals	to	the	Program	Executive	Officer	must	be	in	writing,	utilizing	the	
Formal	Complaint	Form,	outlining	the	employee’s	complaint	and	requested	remedy	
to	the	complaint.	

	
5. If	the	employee’s	complaint	is	not	settled	satisfactorily	with	the	Program	Executive	

Officer,	the	employee	may	appeal	the	complaint,	in	writing,	to	the	Chief	Executive	
Officer.	The	CEO	will	render	a	final	decision	on	the	matter	after	appropriate	review.	
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Section VI. D. 
 WORKPLACE SAFETY AND  

      SECURITY REPORTING 
  
	
I. POLICY	

	
Safety	is	everyone’s	responsibility.	You	Thrive	Florida	is	committed	to	maintaining	a	safe	
and	secure	workplace	for	its	employees,	and	its	clients.		Every	employee	must	take	
appropriate	action	if	he	or	she	witnesses	a	criminal	act	or	unsafe	condition	on	Company	
property	or	while	on	Company	business.		
	

II. 	PROCEDURE	
	

A. Employees	will	observe	all	state	and	local	building	fire	and	safety	rules	and	
regulations	and	other	safety	policies	enacted	by	the	Company.	Employees	shall	use	
all	safety	equipment	issued	by	the	Company	as	directed	by	his	or	her	immediate	
supervisor.		Employees	will	operate	all	motor	vehicles	on	Company	business	in	
strict	compliance	with	all	laws	which	apply	to	motor	vehicles	in	the	State	of	Florida,	
including	the	Florida	Seat	Belt	Law	and	drivers’	license	requirements.		Violators	
will	be	responsible	for	any	and	all	fines	incurred	and	subject	to	disciplinary	action	
for	failing	to	comply	with	said	laws.		

B. Any	Employee	who	witnesses	a	criminal	act	on	any	You	Thrive	Florida	property	or	
while	on	Company	business	should	immediately	find	a	safe	location	and	shall	
immediately	contact	911	for	local	law	enforcement	and	immediate	medical	
attention	if	needed.			

C. After	contacting	911,	if	medical	attention	is	needed,	the	reporting	employee	or	
another	employee	that	is	present	and	witnessed	the	same	act	shall	provide	
assistance	and	take	emergency	measures	until	aid	arrives.		

D. After	contacting	law	enforcement,	the	employee,	or	another	employee	that	is	
present	and	witnessed	the	same	criminal	act,	must	immediately	contact	his	or	her	
Program	Director,	and	the	Chief	Executive	Officer,	and	if	the	criminal	act	involves	
an	employee,	the	reporting	employee	must	additionally	contact	Human	Resources.	

E. Any	Employee	who	witnesses	another	employee’s	violation	of	You	Thrive	Florida	
policies	or	procedures	that	does	not	involve	a	crime	or	require	emergency	medical	
treatment	must	immediately	report	such	violation	to	the	reporting	employee’s	
Program	Director,	Human	Resources,	or	the	Chief	Executive	Officer.	

F. Employees	are	responsible	for	maintaining	current	Emergency	Contact	Information	
ready	and	available	to	them.	As	changes	in	personnel	occur,	the	Company	will	
provide	information	about	changes	to	employees	through	regular	communication	
channels.	The	following	is	the	current	contact	information	for	reporting	crimes	and	
policy	violations.	
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Program Directors 
 

Early Learning Programs Director 
(386) 736-1325, ext. 225 Volusia 
(352) 754-2464, ext. 204 
(386) 235-2495 (cellular) 
 

Community Assistance Director 
(352) 796-1427, ext. 109 
(352) 279-2442 (cellular) 
 

Senior Services Director 
(352) 796- 1426, ext. 222 
(352) 942-9927 (cellular) 

Transportation Director 
(352) 799-1510, ext. 17 
(352) 200-0943 (cellular) 

 
Children’s Advocacy Center Director 
(352) 754-8809 
(352) 442-2000 (cellular) 
 

 
House to Home Director 
(888)802-7483,8 ext.6 
(352) 573-8544 (cellular) 

  
 
    

h. Employees	must	report	all	job-related	injuries	and	illnesses	regardless	of	severity	
and	must	complete	the	proper	workers’	compensation	forms.		

i. Any	employee	that	violates	this	policy	by	failing	to	properly	report	a	criminal	
incident	or	policy	violation	that	occurs	on	You	Thrive	Florida	property	may	be	
subject	to	discipline	up	to	and	including	termination	and	as	provided	in	the	
Company’s	Disciplinary/Corrective	Action	Policy.	
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Section VI. E 
WORKPLACE VIOLENCE 

PREVENTION POLICY 
Purpose:	

You	Thrive	Florida,	(YTF)	maintains	a	zero-tolerance	standard	of	violence	in	the	workplace.		
The	purpose	of	this	policy	is	to	provide	employees	guidance	that	will	maintain	an	
environment	at	and	within	YTF	property	and	events	that	is	free	of	violence	and	the	threat	of	
violence.	

Policy:	

Violent	behavior	of	any	kind	or	threats	of	violence,	either	implied	or	direct,	are	prohibited	at	
YTF	properties	and	at	YTF	sponsored	events.		Such	conduct	by	an	YTF	employee	will	not	be	
tolerated.		An	employee	who	exhibits	violent	behavior	may	be	subject	to	criminal	prosecution	
and	shall	be	subject	to	disciplinary	action	up	to	and	including	termination.		Violent	threats	or	
actions	by	a	non-employee	may	result	in	criminal	prosecution.		YTF	will	investigate	all	
complaints	filed	and	will	also	investigate	any	possible	violation	of	this	policy	of	which	we	are	
made	aware.		Retaliation	against	a	person	who	makes	a	complaint	regarding	violent	behavior	
or	threats	of	violence	made	to	him/her	is	also	prohibited.	

Firearms	or	other	Weapons:	

Whether	licensed	to	carry	a	weapon	or	not,	employees	and	volunteers	may	not	possess	or	
carry	firearms	or	other	weapons	on	their	person	while	inside	any	agency	building	or	vehicle.	
Employees	and	volunteers	licensed	to	carry	a	concealed	firearm	may	keep	a	firearm	secured,	
out	of	plain	sight,	in	a	locked	personal	vehicle	while	on	agency	premises.	Law	enforcement	
officers	will	be	allowed	to	carry	weapons	as	permitted	by	law.	

All	unauthorized	weapons	are	banned	from	the	premises.	The	agency	reserves	the	right	to	
enter	and	inspect	any	staff	member’s	or	volunteer’s	work	area.	

Employees	and	volunteers	violating	this	policy	will	be	subject	to	disciplinary	action.	

Definitions:	

Workplace	Violence:			Behavior	in	which	an	employee,	former	employee	or	visitor	to	a	
workplace	inflicts	or	threatens	to	inflict	damage	to	property,	serious	harm,	injury	or	death	to	
others	at	the	workplace.	

Threat:			The	implication	or	expression	of	intent	to	inflict	physical	harm	or	actions	that	a	
reasonable	person	would	interpret	as	a	threat	to	physical	safety	or	property.	

Intimidation:			Making	others	afraid	or	fearful	through	threatening	behavior.	
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Zero-tolerance:			A	standard	that	establishes	that	any	behavior,	implied	or	actual,	that	
violates	the	policy	will	not	be	tolerated.	
	
Court	Order:			An	order	by	a	Court	that	specifies	and/or	restricts	the	behavior	of	an	
individual.	Court	Orders	may	be	issued	in	matters	involving	domestic	violence,	stalking	or	
harassment,	among	other	types	of	protective	orders,	including	Temporary	Restraining	Orders.	
	
Prohibited	Behavior:			Violence	in	the	workplace	may	include,	but	is	not	limited	to	the	
following	list	of	prohibited	behaviors	directed	at	or	by	a	co-worker,	supervisor	or	member	of	
the	public:	

1. Direct	threats	or	physical	intimidation	
2. Implications	or	suggestions	of	violence	
3. Stalking	
4. Assault	of	any	form.	
5. Physical	restraint,	confinement.	
6. Dangerous	or	threatening	horseplay.	
7. Loud,	disruptive	or	angry	behavior	or	language	that	is	clearly	not	part	of	the	typical	

work	environment.	
8. Blatant	or	intentional	disregard	for	the	safety	or	well-being	of	others.	
9. Commission	of	a	violent	felony	or	misdemeanor	on	YTF	property.	
10. Any	other	act	that	a	reasonable	person	would	perceive	as	constituting	a	threat	of	

violence.	
Reporting	Acts	or	Threats	of	Violence:			An	employee	who:	

1. is	a	victim	of	violence,	or	
2. believes	they	have	been	threatened	with	violence,	or	
3. witnesses	an	act	or	threat	of	violence	towards	anyone	else	shall	take	the	following	

steps:	
If	an	emergency	exists	and	the	situation	is	one	of	immediate	danger,	the	employee	shall	
contact	the	local	police	by	dialing	911	and	may	take	whatever	emergency	steps	are	available	
ad	appropriate	to	protect	himself/herself	from	immediate	harm,	such	as	leaving	the	area.		If	
the	situation	is	not	one	of	immediate	danger,	the	employee	shall	follow	the	Workplace	Safety	
and	Security	Report	Policy	Section	VI.	D.	in	the	Personnel	Manual.	
	
Procedures	–	Future	Violence	
	
Employees	who	have	reason	to	believe	they,	or	others,	may	be	victimized	by	a	violent	act	
sometime	in	the	future,	at	the	workplace	or	as	a	direct	result	of	their	employment	with	You	
Thrive	Florida,	shall	inform	their	supervisor	by	immediately	completing	an	Incident	Report	so	
appropriate	action	may	be	taken.		The	supervisor	shall	follow	the	Workplace	Safety	and	
Security	Report	Policy	Section	VI.	D.	in	the	Personnel	Manual.	
	
Employees	who	have	signed	and	filed	a	restraining	order,	temporary	or	permanent,	against	an	
individual	due	to	a	potential	act	of	violence,	who	would	be	in	violation	of	the	order	by	coming	
near	them	at	work,	shall	immediately	supply	a	copy	of	the	signed	order	to	their	supervisor.		
The	supervisor	shall	provide	copies	to	the	Department	Director,	Human	Resources	and	local	
police.	

311



 
 

00567660	 92 

Incident	Investigation	
	
Acts	of	violence	or	threats	will	be	investigated	immediately	in	order	to	protect	employees	
from	danger,	unnecessary	anxiety	concerning	their	welfare,	and	the	loss	of	productivity.		The	
employees'	Department	Director	along	with	HR	will	cause	to	be	initiated	an	investigation	into	
potential	violation	of	work	rules/policies.		Simultaneously	the	Department	Director	will	
contact	Human	Resources	and	the	Chief	Executive	Officer	of	the	matter	and	local	police	will	be	
contacted	for	their	review	of	potential	violation	of	civil	and/or	criminal	law.	
Procedures	for	investigating	incidents	of	workplace	violence	include:	
	
• Visiting	the	scene	of	an	incident	as	soon	as	possible	
• Interviewing	injured	and	threatened	employees	and	witnesses	
• Examining	the	workplace	for	security	risk	factors	associated	with	the	incident,	including	

any	reports	of	inappropriate	behavior	by	the	perpetrator	
• Taking	mitigating	action	to	prevent	the	incident	from	recurring:	recording	the	findings	and	

mitigating	actions	taken.	
In	appropriate	circumstances,	YTF	will	inform	the	reporting	individual	of	the	results	of	the	
investigation.		To	the	extent	possible,	YTF	will	maintain	the	confidentiality	of	the	reporting	
employee	and	the	investigation	but	may	need	to	disclose	results	in	appropriate	
circumstances;	for	example,	in	order	to	protect	individual	safety.		YTF	will	not	tolerate	
retaliation	against	any	employee	who	reports	workplace	violence.	
	
Mitigating	Measures:	
	
Incidents,	which	threaten	the	security	of	employees,	shall	be	mitigated	as	soon	as	possible	
following	their	discovery.		Mitigating	actions	include:	
	

• Notification	of	law	enforcement	authorities	when	a	potential	criminal	act	has	occurred.	
• Provision	of	emergency	medical	care	in	the	event	of	any	violent	act	upon	an	employee.	
• Post-event	trauma	counseling	for	those	employees	desiring	such	assistance.	
• Assurance	that	incidents	are	handled	in	accordance	with	the	Workplace	Violence	

Prevention	Policy.	
• Requesting	Agency’s	attorney	file,	a	restraining	order	as	appropriate.	

Training	and	Instruction:	
	
The	Human	Resources	Department	shall	be	responsible	for	ensuring	that	all	employees,	
including	managers	and	supervisors,	are	provided	with	training	and	instruction	on	general	
workplace	security	practices.		Department	Directors	shall	be	responsible	for	ensuring	that	all	
employees,	including	managers	and	supervisors,	are	provided	with	training	and	instructions	
on	job	specific	workplace	security	practices.	Training	and	instruction	shall	be	provided	as	
follows:	
	

• To	all	current	employees	when	the	policy	is	first	implemented	
• To	all	newly	hired	employees,	supervisors	and	managers,	or	employees	given	new	job	

assignments	for	which	specific	workplace	security	training	for	that	job	assignment	has	
not	previously	been	provided.	
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• To	affected	employees	whenever	management	is	made	aware	of	a	new	or	previously	
unrecognized	hazard.	

Workplace	security	training	and	instruction	includes,	but	is	not	limited	to,	the	following:	
	

• Preventive	measures	to	reduce	the	threat	of	workplace	violence,	including	procedures	
for	reporting	workplace	security	hazards.	

• Methods	to	diffuse	hostile	or	threatening	situations	
• Escape	routes	
• Explanation	of	this	Workplace	Violence	Prevention	Policy	

In	addition,	specific	instructions	shall	be	provided	to	all	employees	regarding	workplace	
security	hazards	unique	to	their	job	assignment.	
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SECTION VI. F. 
SOCIAL MEDIA POLICY 

	
I. Scope: 

 
Social	media	governance	for	employees	of	You	Thrive	Florida,	programs,	services,	and	
staff	including	administrative	staff,	managers,	directors,	supervisors,	etc. 
	

II. Introduction:	
	
You	Thrive	Florida	recognizes	that	social	media	allows	companies	to	engage	with	
clients	and	stakeholders	directly.	You	Thrive	Florida	encourages	employees	to	use	
social	media	responsibly	in	an	effort	to	proactively	prevent	public	relations	issues,	and	
in	accordance	with	You	Thrive	Florida	policies.	This	Social	Media	Policy	is	not	to	be	
applied	or	interpreted	in	a	manner	that	interferes	with	any	rights	employees	may	have	
under	the	National	Labor	Relations	Act.	For	example,	employees	should	feel	at	liberty	
to	discuss	wages,	performance,	status,	discriminatory	treatment,	etc.			
	

III. Policy	Elements:	
	
Internet	Access:			The	internet	must	be	used	in	an	effective,	ethical,	and	lawful	manner.		
Internet	access	may	not	be	used	for	personal	gain	or	advancement	of	personal	views.		
Use	of	the	internet	must	not	disrupt	the	operation	of	YTF	business,	nor	cause	
employees	to	neglect	or	be	inattentive	to	duty.	
	
Social	Media	Platforms:			Social	media	includes	all	means	of	communicating	or	posting	
information	or	content	of	any	sort	on	the	Internet,	including	to	your	own	or	someone	
else’s	web	log	or	blog,	journal	or	diary,	personal	website,	social	networking	or	affinity	
web	site,	web	bulletin	board,	or	chat	room	whether	or	not	associated	or	affiliated	with	
YTF,	as	well	as	any	other	form	of	electronic	communication.	
	
YTF	has	authorized	the	use	of	the	following	social	media	platform	for	official	purposes:	
Facebook.	
	
Employee	Access:			Access	to	and	engagement	on	any	social	media	platform	during	
work	time	is	limited	to	the	YTF	employee(s)	designated	to	maintain	the	agency’s	social	
media	site(s)	in	compliance	with	this	policy.	Use	of	a	YTF	Official	social	media	site	by	
an	employee	unauthorized	to	maintain	the	site	is	prohibited.		
	
Employees	must	conduct	themselves	in	a	professional	and	positive	manner	when	
discussing	organizational	matters	on	social	media.	Use	of	personal	social	media	during	
work	time	or	while	otherwise	on	duty	is	not	permitted.		Personal	social	media	may	not	
be	accessed	using	YTF	technology	or	equipment.	
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The	Information	Technology	Department	is	responsible	for	establishing	security	and	
monitoring	measures	that	support	this	policy,	and	for	providing	access	to	approved	
users.				
				
Definition	
	
Employee-Generated	Personal	Social	Media:			Any	Social	Media	or	Social	Networking	
site	that	is	currently	in	existence,	created,	or	maintained	by	the	Employee	for	his	or	her	
personal	use	and	non-Company	purposes.	For	purposes	of	this	policy,	Employee	
includes	statutory	Employees	and	contract	workers.	
	
Company	Information	should	never	be	shared	in	any	social	media	exchange	or	entry.	
Employee-Generated	Personal	Social	Media	sites	are	never	to	use	the	Company’s	name	
in	their	identity	(e.g.,	username,	handle	or	screen	name),	or	to	speak	as	a	
representative	of	the	Company	on	any	Personal	Social	Media	site.	The	Company’s	
Confidential	Material,	intellectual	property,	logos,	policy	manual,	trademarks,	and	
copyrights	may	not	be	used	in	any	manner	without	the	Company’s	express	written	
permission.	
	
All	Employees	are	responsible	for	acting	in	a	manner	that	is	consistent	with	the	
Company’s	core	values	at	all	times	and	on	personal	and	Company	Social	Media	sites.	To	
that	end,	Employees	are	expected	to	be	courteous,	respectful,	and	thoughtful	about	
how	others	may	be	affected	by	Social	Media	and	Social	Networking	postings.	
Incomplete,	inaccurate,	inappropriate,	threatening,	harassing	or	poorly	worded	
postings,	including	derogatory	or	inflammatory	remarks	about	an	individual’s	race,	
age,	disability,	religion,	national	origin,	physical	attributes,	sexual	preference,	or	health	
condition,	may	be	harmful	to	other	personnel,	damage	relationships,	undermine	efforts	
to	encourage	teamwork,	reveal	Confidential	Material,	or	violate	copyrighted	or	
trademarked	information,	and	violate	the	Company’s	policy.	

	
Use	of	Official	Account(s):			Engagement	on	any	social	media	platform	during	work	
time	should	be	performed	in	adherence	with	the	employee’s	direct	scope	of	work	and	
responsibilities,	with	the	best	interest	of	YTF	paramount	in	their	postings.			
	
• As	with	other	forms	of	communication,	such	as	telephone	and	email,	employees	

who	engage	in	using	social	media	for	official	purposes	are	personally	responsible	
for	the	content	they	publish.	Employees	who	use	social	media	must	be	in	
compliance	with	YTF	code	of	conduct	and	other	policies,	and	Employees	are	to	
observe	accepted	protocols	and	proper	decorum.	

• Official	social	media	use	is	for	communicating	organizational	business	and	fulfilling	
job	duties.		

• Statements	or	comments	about	the	status	of	any	casework	or	the	dissemination	of	
confidential	information	is	strictly	prohibited.	

• Employees	shall	not	conduct	political	activities	or	private	business	on	official	YTF	
social	media	sites	or	while	on	work	time.	
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• Employees	must	observe	and	abide	by	all	copyright,	trademark,	and	service	mark
restrictions	in	posting	materials.

• Any	agency	social	media	page	must	include	an	introductory	statement	that	clearly
specifies	the	purpose	and	scope	of	the	agency’s	presence	on	social	media.

• Social	media	pages	will	clearly	indicate	they	are	maintained	by	the	agency	and	will
have	agency	contact	information	prominently	displayed.

• Social	media	pages	should	state	that	the	opinions	expressed	by	visitors	to	the
page(s)	do	not	reflect	the	opinion	of	the	agency.

• Pages	should	clearly	indicate	that	posted	comments	will	be	monitored	and	that	the
agency	reserves	the	right	to	remove	material	including	but	not	limited	to
obscenities,	off-topic	comments,	and	personal	attacks.

Any	department	that	wishes	to	have	an	official	YTF	presence	on	social	media	must	
submit	a	written	request	to	the	Chief	Executive	Officer	and/or	Chief	Operating	Officer.	
Once	approved,	those	departments	are	responsible	for	establishing,	publishing,	and	
updating	their	pages	on	social	media	sites.	The	department	director	shall	designate	a	
staff	member	to	maintain	the	social	media	site	in	compliance	with	this	policy.	It	is	the	
department’s	responsibility	to	maintain	and	monitor	the	content	and	ensure	
adherence	to	this	policy.	

If	you	see	something	on	social	media	that	you	feel	could	have	a	negative	impact	on	YTF	
you	can	forward	the	information	to	HR@youthrivefl.org.	

IV. Enforcement

Any	employee	found	to	have	violated	this	policy	may	be	subject	to	disciplinary	action
up	to	and	including	termination	of	employment.
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SECTION	VII.	
	

EMPLOYEE	DEVELOPMENT	
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Section	VII.	A.	
TRAVEL/TRAINING	ALLOWANCES	

	
I. POLICY	

	
1. Types	of	Authorized	Travel	

	
a. Class	A	Travel:			Continuous	travel	of	twenty-four	hours	or	more	away	from	

official	headquarters	(note:	official	headquarters	will	be	defined	as	the	city	or	
town	that	the	employee	is	assigned.)		The	travel	day	for	Class	A	travel	will	be	a	
calendar	day	(midnight	to	midnight).		Class	A	travel	will	include	any	
assignments	on	official	business	outside	of	the	regular	office	hours	and	away	
from	regular	places	of	employment	when	it	is	considered	reasonable	and	
necessary	to	stay	overnight	and	for	which	travel	expenses	are	approved	as	
provided	within	this	policy.	
	

b. Class	B	Travel:			Continuous	travel	of	less	than	twenty-four	hours	which	
involves	overnight	absences	from	official	headquarters.		The	travel	day	for	Class	
B	travel	will	begin	at	the	same	time	as	the	travel	period.		Class	B	travel	will	
include	any	assignments	on	official	business	outside	of	the	regular	office	hours	
and	away	from	regular	places	of	employments	when	it	is	considered	reasonable	
and	necessary	to	stay	overnight	and	for	which	travel	expenses	are	approved	as	
provided	within	this	policy.	
	

c. Class	C	Travel:			Travel	for	short	or	day	trips	where	the	traveler	is	not	away	
from	the	official	headquarters	overnight.		Class	C	travel	will	be	paid	through	the	
payroll	system,	as	reimbursement	and	is	subject	to	federal	withholding	and	
social	security	taxes.	

	
	

2. Travel	Authorization	
	

Travel	will	be	authorized	for	official	business	purposes	only.	
	
All	travel	subject	to	reimbursement	must	be	approved	in	advance	by	the	program	
director	of	the	program	area	to	which	the	travel	is	to	be	charged;	this	will	include	Class	
A,	Class	B,	and	Class	C	Travel.	
	
Authorization	for	Class	A	and	Class	B	Travel	for	Program	Directors	should	be	approved	
by	the	Chief	Executive	Officer	in	advance.	
	
Travel	out	of	the	State	of	Florida,	for	all	employees,	must	be	approved	by	the	Chief	
Executive	Officer.	Request	for	out	of	State	travel	should	be	made	by	the	employee’s	
Program	Director	to	the	Chief	Executive	Officer,	not	less	than	two	weeks	prior	to	travel	
dates.	Request	should	be	made	on	the	Travel	Authorization	Form.	The	request	must	
include	the	name	of	the	employee(s)	to	travel,	purpose	of	travel,	period	of	travel,	cost	
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of	travel	and	necessity	of	travel.	
	
Class	A	and	Class	B	travel	overnight	within	the	State	of	Florida	will	not	normally	be	
authorized	for	locations	less	than	sixty	miles	(based	on	State	of	Florida	Official	
Highway	Mileage	Map)	from	official	headquarters.	Under	special	circumstances,	e.g.,	
events/activities	after	5:00	P.M.,	required	preparation	work	after	5:00	P.M.,	when	
through	normal	travel	employees	cannot	return	to	official	headquarters	by	7:00	P.M.,	
etc.	request	must	be	made	by	the	program	director	directly	to	the	Chief	Executive	
Officer,	in	writing	in	advance.	Requests	should	be	made	on	the	Travel	Authorization	
Form.	The	request	must	include	the	name	of	the	employee	(s)	to	travel,	purpose	of	the	
travel,	the	period	of	travel,	costs	of	travel,	and	necessity	of	travel,	and	need	to	stay	
overnight.	

	
3. Reimbursement	of	Travel	Expenses	

	
Reimbursement	of	travel	expenses	will	be	made	in	accordance	with	You	Thrive	
Florida’s	accounts	payable	procedures,	the	Florida	Statutes	and	grant	funding	
requirements.	Travel	expenses	of	travelers	will	be	limited	to	those	expenses	
necessarily	incurred	by	them	in	the	performance	of	authorized	Company	business.		
Reimbursement	of	travel	expenses	must	be	requested	by	the	employee,	as	soon	as	
possible,	but	not	later	than	thirty	(30)	days	after	travel,	in	accordance	with	the	
accounts	payable	procedures.	

	
4. Seminars/Conferences	

	
Seminars/Conferences	may	be	authorized	by	the	Program	Director	of	the	employee	(s)	
to	attend.	Seminars/Conferences	to	be	attended	must	be	directly	related	to	the	
training/development	of	an	employee’s	current	position.	
	
Expenditures	for	seminar/conference	registration	fees	will	be	requested	through	
established	procedures	of	You	Thrive	Florida	in	advance,	after	proper	authorization.		
Payment	of	required	expenses	will	be	made	directly	to	the	vendor.	Costs	for	the	
registration	will	be	paid	by	You	Thrive	Florida	at	100%.	
	
You	Thrive	Florida	recognizes	that	there	are	times	when	seminar/conference	fees	
cannot	be	paid	in	advance.	When	fees	are	paid	at	registration	by	the	employee,	
expenditures	can	be	reimbursed,	with	proper	approval.	An	explanation	of	why	fees	
could	not	be	and	were	not	paid	in	advance	must	accompany	the	request	for	
reimbursement.	

	
5. Hotel/Motel	Accommodations/Lodging	

	
Expenditures	for	accommodations/lodging	should	be	requested	through	appropriate	
channels	as	established	by	You	Thrive	Florida	procedures	in	advance,	after	proper	
authorization.	Payment	of	required	expenses	will	be	made	directly	to	the	vendor.	
	
Accommodation/lodging	will	be	paid	for	actual	expenses	at	a	single	occupancy	rate	to	
be	substantiated	by	paid	bills.	The	actual	receipt/bill	must	be	submitted	with	a	request	
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for	reimbursement.	The	difference	in	the	rate	for	double	occupancy	or	an	upgrade	can	
be	paid	by	the	employee.	

When	seminars/conferences	provide	a	variety	of	hotels/motels	that	can	be	used,	
employees	should	choose	the	most	economical	for	reservations.	Any	deviation	will	
require	prior	approval	by	the	Chief	Executive	Officer,	with	reasonable	explanation.	The	
difference	in	the	rate	for	more	elaborate	accommodations/lodging	can	be	paid	by	the	
employee.	

6. Meals

Payment	of	meals	will	not	be	provided	for	Class	C	travel.	Payment	of	meals	for	Class	A
or	B	travel	will	be	paid	in	accordance	with	the	Florida	Statutes,	and	based	on	the
following	schedule:

(a) When	travel	begins	before	6:00	A.M.	and	extends	beyond	8:00	A.M.,	the	allowance
will	be	given	for	breakfast	at	the	rate	provided	by	the	State	of	Florida.

(b)When	travel	begins	before	noon	and	extends	beyond	2:00	P.M.,	the	allowance	will
be	given	for	lunch	at	the	rate	provided	by	the	State	of	Florida.

(c) When	travel	begins	before	6:00	P.M.	and	extends	beyond	8:00	P.M.,	or	when	travel
occurs	during	nighttime	hours	due	to	special	assignment,	the	allowance	will	be	given
for	dinner	at	the	rate	provided	by	the	State	of	Florida.

The	Chief	Executive	Officer	may	approve	payment	for	meals,	in	excess	of	the	allowance	
of	the	State	of	Florida,	if	such	meals	occur	in	out-of-state	metropolitan	areas.	Approval	
for	such	payment	must	be	obtained	in	advance.	

No	allowance	will	be	made	for	meals	when	travel	is	confined	to	the	You	Thrive	Florida	
service	area;	except	assignments	of	official	business	outside	the	traveler’s	regular	place	
of	employment	if	travel	expenses	are	approved.	

No	one,	whether	traveling	out	of	State	or	in	State,	will	be	reimbursed	for	any	meal	that	
is	included/provided	in	a	convention,	conference	or	seminar	registration	fee	paid	by	
You	Thrive	Florida	or	any	other	agency/organization.	

No	one,	whether	traveling	out	of	State	or	in	State,	will	be	reimbursed	for	any	meal	that	
is	included/provided	in	fees/expenses	for	transportation	paid	by	You	Thrive	Florida	or	
any	other	agency/organization,	i.e.,	airline	meals,	meals	on	trains.	Unless	the	employee	
has	special	dietary	needs	(due	to	medical	reasons)	which	cannot	be	met	through	the	
other	agency/organization.	

7. Transportation

All	travel	must	be	a	usually	traveled	route.	When	a	person	travels	by	an	indirect	route
for	their	own	convenience,	any	extra	costs	will	be	borne	by	the	traveler.
Reimbursement	for	expenses	will	be	based	only	on	the	charges	that	would	be	incurred
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by	utilizing	the	shortest	map	distance.	
	
When	planning	travel,	the	program	director	should	designate	the	most	economical	
method	of	travel.	The	following	consideration	should	be	given	for	all	trips/travel:	
	

a. The	nature	of	the	official	business.	
	

b. The	most	efficient	and	economical	means	of	travel	(considering	time	of	the	
traveler,	costs	of	the	transportation,	and	per	diem	or	subsistence	required.	

	
c. The	number	of	people	making	the	trip	and	the	amount	of	equipment	or	material	

to	be	transported.	
	
A	commercial	vehicle/carrier	for	travel	will	be	made/approved	in	advance	and	
payment	made	directly	to	a	vendor.	
	
When	traveling	by	vehicle/driving,	You	Thrive	Florida	owned	vehicles	should	be	used	
in	lieu	of	the	use	of	a	privately-owned	vehicle,	whenever	possible.	When	travel	is	
authorized	for	a	privately-owned	vehicle,	the	employee	(driver	of	the	private	vehicle)	
will	be	entitled	to	a	mileage	allowance	at	a	fixed	rate	established	by	the	State	of	
Florida;	provided	however,	the	employee	traveler	first	provides	the	Company	with	
proof	of	current	auto	insurance	coverage.	Other	expenses	of	a	privately-owned	vehicle,	
e.g.,	operations,	maintenance,	ownership,	will	not	be	allowed.	
	
(1)	Mileage	will	be	reimbursable	from	the	employee’s	home	base	to	the	point	of	
destination.	Travel	within	the	State	of	Florida	will	be	based	on	the	shortest	map	
distance.	Travel	outside	the	State	of	Florida	mileage	figures	should	be	obtained	for	
each	state	of	destination.	Vicinity	mileage	is	allowable	if	it	is	official	business.	Proper	
mileage	should	be	verified	that	the	appropriate	map	mileage	has	been	used	prior	to	
approval	of	reimbursement.	
	
(2)	Whenever	possible,	car-pooling	should	be	utilized	to	minimize	the	costs	of	travel	to	
You	Thrive	Florida.	When	more	than	one	You	Thrive	Florida	employee	is	traveling	to	a	
conference,	meeting,	or	any	other	official	business	directly	related	to	the	employee’s	
job	performance,	transportation	should	be	shared,	and	cost	minimized.	
	
Program	directors,	with	the	Chief	Executive	Officer’s	approval,	may	grant	monthly	
allowances	in	fixed	amounts	for	the	use	of	privately-owned	vehicles	on	official	
business	in	lieu	of	the	mileage	rate.	Allowances	will	require	a	signed	statement	of	the	
traveler,	filed	with	the	appropriate	staff	prior	to	the	allowance	being	granted	or	
charged,	and	at	least	annually	thereafter.	The	statement	will	show	the	places	and	
distances	for	an	average	typical	month’s	travel	on	official	business,	and	the	amount	
that	would	be	allowed	under	the	approved	mileage	rate	as	provided	by	the	State	of	
Florida.	Payments	will	be	made	through	the	payroll	system	and	subject	to	federal	
withholding	and	social	security	taxes.	
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8. Other	Expenses	
	

The	following	incidental	travel	expenses	may	be	reimbursed,	with	proper	receipts	and	
documentation:	

	
• Taxi	fare.		
• Ferry	fares;	bridge,	road,	and	tunnel	tolls.	
• Storage	or	parking	fees.	
• Official	You	Thrive	Florida	business	communication,	e.g.,	telephone	or	fax	

expenses.		
• Convention/conference	fees	for	attending	events	that	are	not	included	in	the	

basic	registration	fee	that	directly	enhances	the	purpose	and	official	business	of	
the	attended,	e.g.,	additional	educational	classes/sessions,	conference	meals.		It	
will	be	the	responsibility	of	the	attendee	to	substantiate	that	the	charges	were	
proper	and	necessary.	

	
Expenses	that	are	not	reimbursable	include,	but	are	not	limited	to:	

	
• Tips,	Bell	Boy	assistance.		
• Movie	rentals	in	hotel/motel	rooms.	
• Hotel/motel	safes.		
• Parking	tickets	or	traffic	fines.		
• Communication/telephone	charges	that	are	not	official	business.	

	
9. Compensable	Travel	Time	
	
Travel	time	will	be	considered	as	compensable	hours	worked	for	nonexempt	
employees	as	outlined	in	the	following.	
	

10. Travel	During	the	Workday	
	
Travel	by	an	employee	from	one	job	site	to	another	job	site	during	the	workday	is	
compensable	working	time.		
	
Required	travel	from	an	outlying	job	at	the	end	of	a	scheduled	workday	to	the	
employer’s	premises	is	compensable	working	time.		
	
When	an	employee	must	report	to	You	Thrive	Florida	premises	to	receive	instructions,	
perform	work,	or	pick	up	tools	or	equipment	and	then	travel	to	a	job/work	site,	the	
travel	time	between	is	compensable	working	time.	

	
11. Call-back	or	Emergency	Calls	
	
When	an	employee	is	in	an	official	“on-call”	status,	travel	time	is	compensable	and	
considered	Hours	Worked	from	the	time	the	employee	leaves	their	home	for	an	
emergency	call.			
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In	general,	if	an	employee	is	called	from	their	home	to	an	emergency	job,	where	work	
is	outside	of	the	employee’s	normal/regular	workplace	and	involves	traveling	a	
substantial	distance	to	get	there,	all	time	spent	in	such	travel	is	compensable	working	
time.	However,	when	the	employee	is	called	back	to	their	normal/regular	job	site	for	
emergency	work,	the	travel	time	to	and	from	the	job	site	is	not	compensable	working	
time.	

	
12. Out-of-town	Travel	

	
Home-to-Work-on	Special	One	Day	Assignment	in	another	city/county.			When	a	
nonexempt	employee	who	regularly	works	at	a	specific	location	is	required	to	travel	
out	of	town	from	their	normally	assigned	work	location	on	a	special	one-day	
assignment,	i.e.,	training	class,	a	seminar,	performance	of	duties,	etc.,	travel	time	is	
considered	compensable.		All	of	the	hours	that	the	employee	spends	traveling	are	
considered	hours	worked.		This	is	because	under	normal	circumstances	the	employee	
would	travel	from	his/her	home	to	their	normal	worksite,	however,	because	of	the	
one-day	assignment	the	employee	must	travel	just	as	an	employee	would	travel	during	
the	workday	or	the	travel	for	an	emergency	call.		
	
Home	to	Work	travel,	when	an	employee	is	required	to	report	to	a	different	work	site	
of	You	Thrive	Florida,	is	not	considered	compensable	time.			The	travel	time	that	the	
employee	spends	commuting	from	their	home	to	the	work	site	and	from	the	work	site	
is	not	considered	as	Hours	Worked	and	will	not	be	compensable	time.	
	

13. Overnight	Travel		
	

Travel	away	from	home	is	travel	that	requires	the	employee	to	be	away	from	home	
overnight.	Travel	time,	in	this	provision,	is	compensable	when	the	employee	travels	
during	his/her	normal	regular	working	hours	(including	time	on	their	non-working	
days,	i.e.,	Saturday,	Sunday,	holidays).	When	travel	time	is	spent	during	non-working	
hours	the	travel	time	is	not	compensable,	unless	the	employee	is	required	to	perform	
work	while	engaged	in	such	travel.	If	the	employee	is	required	to	drive	a	vehicle,	the	
time	will	be	considered	compensable,	even	if	performed	during	non-working	hours.		
However,	travel	time	is	not	considered	compensable	if	the	employee	is	a	passenger	on	
an	airplane,	a	train,	a	boat,	a	bus,	and	an	automobile,	outside	regular	working	hours.	Of	
course,	the	usual	meal	period	would	not	be	compensable.		

	
14. Rights	to	Refuse	Reimbursement	

	
You	Thrive	Florida	reserves	the	right	to	refuse	to	pay	reimbursement	for	travel	until	all	
federal	and	state	reimbursement	documents	are	provided	by	the	employee.	Where	an	
employee	has	received	payment	or	an	advance	on	reimbursable	travel	expenses,	and	
the	employee	fails	to	provide	the	requisite	documentation	to	substantiate	the	travel	
expense,	the	Company	may	deduct	the	amount	that	remains	undocumented	from	the	
employee’s	next	paycheck.		
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Section	VII.	B.	
EDUCATIONAL	TUITION	REIMBURSEMENT	

	
I. POLICY	
	

1. Eligibility	
	
Only	Regular	Full-time	Employees	are	eligible	for	educational	tuition	reimbursement.	
	
When	found	in	the	best	interest	of	the	Company,	You	Thrive	Florida	may	authorize	
employee	reimbursement	for	educational	expenses,	including	tuition,	books,	fees,	etc.									
	
Reimbursement	can	be	paid	in	advance	of	the	employee	completing	coursework.		
However,	should	the	employee	fail	to	receive	a	grade	of	C	or	better	(alphabetic	scale)	
or	a	grade	of	passing	(pass/fail	rating	system)	for	undergraduate	studies	and	a	grade	of	
B	or	better	for	graduate	level	courses,	then	the	employee	will	repay	You	Thrive	Florida	
of	all	monies	previously	reimbursed	for	the	coursework.	No	further	classes	will	be	paid	
until	repayment	is	made	in	full.	
	
Only	coursework	taken	through	an	accredited	educational	institution	will	be	eligible	
for	reimbursement.	
	
To	be	eligible	for	reimbursement,	an	employee	must	have	proof	of	the	successful	
completion	of	the	course(s),	with	a	receipt	for	tuition	paid.	Successful	completion	is	
defined	as	the	completion	of	coursework	and	having	earned	a	grade	of	C	or	better	
(alphabetic	scale)	or	a	grade	of	passing	(pass/fail	rating	system)	for	undergraduate	
studies	and	a	grade	of	B	or	better	for	graduate	level	courses.	A	copy	of	the	transcript	or	
formally	issued	grades	will	be	considered	acceptable	documentation.	
	
At	no	time	will	reimbursement	by	You	Thrive	Florida	and	any	other	source(s)	exceed	
100%	of	tuition	or	other	educational	costs.	

	
2. Reimbursement	Authorization	

	
All	requests	for	educational	tuition	reimbursement	must	be	completed	on	the	
Application	for	Tuition	Reimbursement	Form	prior	to	class	enrollment.	
	
Application	for	Tuition	Reimbursement	requires	the	approval	of	the	employee’s	
Program	Director	and	the	Chief	Executive	Officer.	
	
Upon	approval	or	disapproval	of	the	request,	a	copy	will	be	returned	to	the	employee,	
and	the	original	placed	within	the	employee’s	personnel	file.	

	
3. Reimbursement	

	
Educational	tuition	expenses	due	to	the	school,	college,	or	university	will	be	paid	by	the	
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employee.	
	
Upon	successful	completion	of	previously	authorized	class(es)/coursework,	the	
employee	must	provide	documentation	(transcript	or	official	grades)	of	successful	
completion,	receipt	of	tuition	paid	by	the	employee,	and	a	copy	of	their	approved	
Application	for	Tuition	Reimbursement	Form,	as	soon	as	possible,	but	no	later	than	60	
days	following	completion	of	the	course.	
	
Reimbursement	for	tuition	and	acceptable	educational	costs	will	be	paid	at	a	rate	of	
100%	at	the	rate	per	credit	hour	customarily	charged	by	a	state	college	or	university	
for	a	Bachelor’s	Degree.		If	the	employee	wishes	to	attend	a	private	college,	they	will	be	
responsible	for	the	cost	difference,	if	any.	
	
Reimbursement	for	tuition	for	a	Master’s	Degree	will	be	paid	as	follows:	$200.00	a	
credit	hour	up	to	12	hours.	
	
Reimbursement	for	tuition	for	a	PHD	will	be	paid	as	follows:	$300.00	a	credit	hour	up	
to	12	hours.	

	
An	employee	who	has	received	an	advance	on	Reimbursement	but	fails	to	meet	the	
course	completion	requirements	the	employee	is	obligated	to	repay	the	Company	the	
full	amount	of	the	advance.	In	the	event	the	employee	does	not	repay	the	Company	as	
required,	the	Company	is	authorized	to	take	payroll	deductions	from	the	employee’s	
paycheck	to	facilitate	repayment.	
	
	

II. Service	Obligation	
	

An	employee	who	receives	educational	tuition	reimbursement	from	You	Thrive	Florida	
must	remain	employed	for	a	period	of	three	(3)	years.	Separation	from	employment	
(including	termination	or	non-voluntary	separation)	prior	to	the	completion	of	three	(3)	
years,	after	receiving	reimbursement,	will	require	that	the	employee	repay	You	Thrive	
Florida	all	tuition/educational	reimbursed	by	the	Company	during	the	employee’s	last	
three	years	of	service.	
	
Upon	separation,	the	employee	understands	that	the	Company	has	the	right	to	withhold	
all	monies	due	to	You	Thrive	Florida	in	conjunction	with	final	check	issuance.	
	
When	an	employee	is	obligated/required	to	repay	You	Thrive	Florida,	the	amount	owed	
by	the	employee	may	be	withheld	from	the	final	payment	to	the	employee	of	any	non-
wage	compensation.	Wages	due	under	the	Fair	Labor	Standards	Act	will	not	be	withheld	
under	this	policy.	
	
You	Thrive	Florida	reserves	the	right	to	amend	or	terminate	this	policy	at	any	time.		
Reimbursement	approval	will	always	be	subject	to	funding	availability.	
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III. Use	of	Company	Property

Employees	are	not	permitted	to	utilize	any	space,	personnel,	equipment,	or	supplies	of
You	Thrive	Florida	in	the	process	of	fulfilling	any	of	the	requirements	imposed	by
coursework	for	which	the	employee	is	being	reimbursed.	This	includes	the	utilization	of
Internet	access,	computer	equipment,	etc.	Employees	will	not	be	allowed	to	work	on
homework	at	their	desk	or	workspace,	including	breaks	and	meal	periods.
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Section	VII.	C.	
PROFESSIONAL	CREDENTIAL/CERTIFICATIONS	

 
 
 
I. GENERAL	POLICY	

	
1. Eligibility	

	
Only	Regular	Full-time	Employees	are	eligible	for	funding	for	professional	
credential/certification	training	courses. 

 
When	found	in	the	best	interest	of	the	Company,	You	Thrive	Florida,	may	authorize	
training	courses	for	professional	credential/certifications	to	aid	in	the	development	of	
an	employee’s	current	position	and	increase	the	employee’s	contribution	to	the	
organization.	
	
		

2. Authorization	
	
All	requests	for	funding	to	enroll	in	professional	credential/certification	courses	
must	be	submitted	and	approved	by	the	Program	Director	and	the	program’s	
Executive	Officer.	All	required	approvals	must	be	obtained	prior	to	enrollment,	
registration,	or	incurring	any	related	costs.	
	

3. One	Time	Funding	Limitation	
	
You	Thrive	Florida	will	provide	funding	for	approved	professional	
credential/certification	training,	coursework,	and	examination	costs	one	(1)	time	
only.	
	
Any	additional	costs	incurred	beyond	the	initial	approved	training,	including	but	not	
limited	to	retesting	fees,	exam	rescheduling	fees,	repeat	coursework,	renewal	fees,	or	
supplemental	study	materials	shall	be	the	sole	responsibility	of	the	employee.	
	
Approval	of	funding	does	not	guarantee	successful	completion	of	the	training	or	
certification,	and	the	Company	is	not	responsible	for	costs	associated	with	the	
unsuccessful	attempts	or	failure	to	complete	course	requirements.	
 
 

II. Service	Obligation	
	
An	employee	who	receives	funding	to	enroll	in	professional	credential/certification	
courses/training	from	You	Thrive	Florida	must	remain	employed	a	minimum	of	3	years	
after	completion	of	the	training	course.	
	
Separation	from	employment,	including	termination	or	non-voluntary	separation,	prior	
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to	the	completion	of	three	years	will	require	the	employee	to	repay	You	Thrive	Florida	
all	costs	incurred	by	You	Thrive	Florida	associated	with	the	training.	
	
Upon	separation,	the	employee	understands	You	Thrive	Florida	has	the	right	to	withhold	
all	monies	due	to	You	Thrive	Florida	in	conjunction	with	the	final	check	issuance.	
	
When	an	employee	is	obligated/required	to	repay	You	Thrive	Florida,	the	amount	owed	
by	the	employee	may	be	withheld	from	the	final	payment	to	the	employee	of	any	non-
wage	compensation.	Wages	due	under	the	Fair	Labor	Standards	Act	(FLSA)	will	not	be	
withheld	under	this	policy.	
	
Only	the	discretion	of	the	Chief	Executive	Officer	may	the	service	obligation	be	excused.	
	
You	Thrive	Florida	reserves	the	right	to	amend	or	terminate	this	policy	at	any	time.		
Funding	for	professional	credential	training	will	always	be	subject	to	funding	
availability.	
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Section	VII.	D.	
EMPLOYEE	PERFORMANCE	REVIEW/DEVELOPMENT	

PLAN	
	
	
III. GENERAL	POLICY	
	

The	New	Performance	Review/Development	Plan	is	utilized	to	evaluate	and	develop	You	
Thrive	Florida	employees.	Each	employee’s	performance	and	development	is	to	
reinforce	desired	behaviors,	address	obstacles	and	let	employees	build	on	their	talents.					
	
A	Performance	Review/Development	Plan	is	prepared	by	the	employee’s	immediate	
supervisor	(rater)	to	establish	a	record	of	performance	and	development	of	the	
employee	and	to	provide	the	employee	with	feedback	and	link	goals	to	the	specific	
department	and	organizational	strategy.	This	plan	is	archived	in	the	employee's	
personnel	file.		

	
IV. SCHEDULE	OF	PERFORMANCE	REVIEW/DEVELOPMENT	PLAN	
	

New	Employee	Review			A	New	Employee	may	receive	performance	reviews	during	the	
initial	orientation	period	up	to	and	including	a	six	(6)	month	review,	which	will	evaluate	
the	job	performance	during	the	first	six	(6)	months	of	employment.			
	
Regular	Annual	Review			Eligible	employees	will	receive	at	a	minimum	an	annual	
performance	review.	
	
	
Significant	Review			A	significant	performance	review	may	be	conducted	at	any	time	and	
at	the	discretion	of	the	supervisor	to	document	any	significant	increases	or	decreases	in	
the	job	level	performance.		
	
No	merit	increase	in	pay	is	guaranteed	with	the	Performance	Review/Development	Plan.	
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Section	VII.	E	

Succession	Planning	
I. PURPOSE	

	
Succession	planning	is	an	effort	designed	to	ensure	the	continued	effective	performance	
of	You	Thrive	Florida	by	making	plans	and	provisions	for	the	development	and	
replacement	of	critical	positions	within	the	organization.	You	Thrive	Florida’s	
established	succession	plan	aims	to	provide	continuity	in	leadership,	avoid	extended	and	
costly	vacancies	in	critical	leadership	positions,	and	provide	for	continuity	of	operations	
when	vacancies	occur.	You	Thrive	Florida’s	succession	plan	is	designed	to	identify	and	
prepare	candidates	for	critical	positions	that	become	vacant	either	on	a	planned	or	
unplanned	basis.	
	

II. POLICY	
	
It	is	the	policy	of	You	Thrive	Florida	to	identify	and	select	talent	to	succeed	incumbents	
in	the	company’s	critical	roles	and	to	assess	the	leadership	needs	of	the	company	to	
ensure	the	selection	of	qualified	leaders,	with	the	necessary	skills,	that	are	diverse	and	a	
good	fit	for	the	organization’s	mission,	values	and	goals.	Succession	plans	are	developed	
for	four	levels	of	the	organization:	Board	leadership,	CEO,	senior	management	team,	and	
critical	roles	within	the	company.	
	

III. PROCEDURES	
	
A.			Succession	Planning	for	the	Board	of	Directors.	The	Board	must	be	active	
stewards	of	succession	management	including	assessing	potential	talent,	mitigating	
risk	and	holding	one	another	accountable	for	board	leadership	development.	
	
B.			Succession	Planning	for	the	CEO.	

1.	It	is	the	responsibility	of	the	Board	of	Directors,	in	collaboration	with	the	
					current	CEO,	to	develop,	implement,	and	maintain	a	succession	plan	for	the	
					CEO	position.	
	
2.	In	the	event	that	the	CEO	is	no	longer	able	to	serve	in	this	position,	either	
				through	a	planned	or	unplanned	vacancy,	the	Executive	Committee	of	the	Board	

	 											undertakes	the	following:	
a.	Within	five	(5)	days,	the	Board	appoints	an	interim	CEO	
					according	to	the	following	line	of	succession:	

I.	Chief	Operating	Officer	
ii.	Chief	Financial	Officer	

b.	Within	thirty	(30)	calendar	days,	in	the	event	that	a	long-term	change	
					in	leadership	is	required,	the	Executive	Committee	of	the	Board	of	
					Directors	appoints	an	executive	transition	committee.	This	committee	
					is	comprised	of	one	member	of	the	executive	committee	and	two	
					members	of	the	board	of	directors.	The	Executive	Transition	
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					Committee	is	responsible	for	the	following:	
I.	Communicating	with	key	stakeholders	regarding	actions	taken	
				by	the	Board	in	naming	an	interim	successor,	appointing	a	
				transition	committee,	and	implementing	the	succession	policy.	
ii.	Considering	the	need	for	consulting	assistance	based	on	the	

								circumstances	of	the	transition.	
iii.	Reviewing	You	Thrive	Florida’s	strategic	plan	and	conducting	a	brief	
						analysis	of	the	organizations	capabilities	to	identify	priority	
						issues	that	may	need	to	be	addressed	and	to	identify	attributes	
						and	characteristics	that	are	important	in	selecting	a	new	CEO.	
iv.	Establish	a	time	frame	and	plan	for	the	recruitment	and	

									selection	process.	
	

C.			Succession	Planning	for	Senior	Management.	
1.	The	CEO	is	responsible	for	You	Thrive	Florida’s	succession	plan	as	it	relates	to				

	 the	senior	management	team.	The	Senior	Management	Team	includes	the	
	following	positions:	

a. Chief	Financial	Officer	
b. Chief	Operating	Officer	
c. Chief	Administrative	Officer	
d. Director	of	Transportation	Services	
e. Director	of	Early	Learning	Programs	
f. Director	of	Senior	Services	
g. Director	of	Weatherization	
h. Director	of	CSBG/LIHEAP	
i. Director	of	Children’s	Advocacy	Center	
j. Director	of	House	to	Home	
k. Director	of	IT	
l. Director	of	Facilities	

			
2.	Periodically,	the	CEO,	in	collaboration	with	members	of	the	Senior	
				Management	Team	and	Human	Resources,	will:	

a.	Identify	key	positions	and	incumbents	targeted	for	succession	
				planning	including	an	analysis	of	planned	retirements,	potential	
				turnover,	etc.	
b.	Identify	individuals,	targeted	candidates,	who	show	the	potential	
				needed	for	progression	into	the	targeted	positions	and	leadership	
				within	the	Company.	
c.	Outline	the	actions	taken	in	the	previous	year	to	prepare	identified	
				individuals	to	assume	a	greater	role	of	responsibility	in	the	future.	
d.	Outline	actions	that	will	be	taken	in	the	next	year	to	prepare	
				individuals	to	assume	a	greater	role	of	responsibility	in	the	future.	
e.	Periodically	request	updates	from	the	Senior	Management	Team	on	

							the	development	process	for	each	targeted	candidate.	
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D. Succession	Planning	for	Critical	Departmental	Roles.
1. It	is	the	responsibility	of	each	Department/Program	Director	to	ensure	that	each

department	within	his	or	her	span	of	control	develops,	implements,	and	
maintains	a	succession	plan	for	critical	leadership	and	program	roles	within	
each	department.	

2. Annually,	the	Department/Program	Director,	in	collaboration	with	Human
Resources,	will:

a. Review	the	department/programs	strategic	plans	and	goals.
b. Identify	key	positions	and	incumbents	targeted	for	succession
planning	including	an	analysis	of	planned	retirements,	potential
turnover,	etc.

c. Identify	individuals,	targeted	candidates,	who	show	the	potential
needed	for	progression	into	the	targeted	positions	and	leadership
within	the	department/program.

d. Outline	the	actions	taken	in	the	previous	year	to	prepare	the	identified
individuals	to	assume	a	greater	role	of	responsibility	in	the	future.

e. Outline	actions	that	will	be	taken	in	the	next	year	to	prepare
individuals	to	assume	a	greater	role	of	responsibility	in	the	future.

f. Periodically	provide	updates	to	the	CEO	and	Human	Resources	on
the	development	process	for	each	targeted	candidate.

E. Human	Resources	will	keep	documented	succession	plans	submitted	by	each	of	the
Departments	and	by	the	CEO;	and	Human	Resources	will	maintain	training	and
development	records	for	targeted	candidates	in	an	effort	to	track	achievement	of
succession	plans	goals.
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SECTION	VIII.	
	

EMPLOYEE	SEPARATION	
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Section	VIII.	A.	
EMPLOYEE	SEPARATION	

	
I. DEFINITIONS	
	
The	categories	of	separation	and	their	definitions	are:	
	
1. Resignation:			A	voluntary	separation,	including:	

	
a. Employees	are	required	to	give	at	least	two	weeks	written	notice.		For	those	

employees	with	supervisor	responsibilities	are	required	to	give	a	one	(1)	month	
written	notice.	

	
b. Failure	to	maintain	contact/notify	supervisor	of	absence	or	leave.	If	contact	is	not	

maintained	or	supervisor	is	not	notified,	the	Company	will	consider	that	the	
employee	has	voluntarily	resigned	from	their	position.		Resignation	will	be	
considered	effective	immediately	when	the	employee	does	not	maintain	
contact/notify	supervisor.	

	
c. Failure	to	return	to	work	from	leave	(including	Family	Medical	Leave)	as	

arranged	with	the	Company.	
	

d. Refusal	to	submit	to	a	drug	test.		
	

e. Any	other	provision	presented	in	this	manual	as	constituting	resignation.	
	

2. Deceased			The	death	of	an	employee.	
	

3. Termination			A	separation	in	which	the	employee	is	removed	from	the	payroll	for	
violation	of	employee	standards	of	conduct	or	safety	regulation,	unsatisfactory	job	
performance,	or	any	other	reason	deemed	by	the	Company	to	warrant	termination	of	
employment.	
	

4. Layoff	or	Reduction	in	Force			
	

5. Temporary	reduction		Work	is	no	longer	available,	but	a	recall	is	expected	within	12	
months.	
	

6. Permanent	reduction			Work	is	no	longer	available.		Recall	is	not	expected	(job	
eliminated,	contract	expired,	a	department	closed,	etc.).	
	

7. Justification			Whenever	it	becomes	necessary	because	of	lack	of	work,	lack	of	funds,	or	
changes	in	organization,	the	Chief	Executive	Officer	will	determine	the	organizational	
unit	and/or	classification	in	which	reduction	can	best	be	accomplished.	
	

8. Order	of	Layoff			The	order	of	layoff	of	all	employees	within	a	particular	status	of	
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employment	(Regular,	Temporary,	Pool/Reserve,	Full-time,	Part-time)	will	be	
determined	by	the	Chief	Executive	Officer	after	giving	due	consideration	to	all	relevant	
factors	including	but	not	limited	to	performance	and	seniority.	

	
9. PROCEDURES	FOR	EXITING	

	
a) Pay	in	Lieu	of	Notice			Where	a	future	date	is	established	for	separation,	immediate	

removal	from	duties	may	occasionally	be	desirable	to	minimize	the	adverse	effect	on	
other	employees	or	to	allow	the	separated	employee	to	seek	new	employment.		In	such	
cases,	up	to	two	weeks’	pay	may	be	provided	in	lieu	of	notice	with	approval	by	the	
Chief	Executive	Officer	or	designee.	

	
b) Return	of	Equipment	and	Keys			Employee	shall	return	all	Company	Equipment,		

	
c) Keys,	and	other	Company	Property	in	accordance	with	the	Company’s		

COMPANY	PROPERTY	policy.	(Section	V.L.)	
		
	

II. REHIRE	ELIGIBILITY	
	
Employees	who	voluntarily	resign	from	employment	are	generally	considered	eligible	for	
rehire	at	the	discretion	of	the	Company,	provided	they	left	in	good	standing	and	meet	current	
job	qualifications.	“Good	standing”	generally	means	the	employee:	
	

1. Provide	the	required	notice	in	accordance	with	Company	policy;	
2. Work	each	scheduled	workday	during	the	notice	period;	and	
3. Was	not	under	investigation	for,	or	subject	to,	serious	performance,	conduct,	or	policy	

violations	at	the	time	of	resignation.	
	

Failure	to	meet	these	requirements	may	result	in	the	employee	being	designated	as	not	
eligible	for	rehire.	
	
Eligibility	for	rehire	does	not	guarantee	reemployment.	All	former	employees	must	apply	
through	the	standard	recruitment	process,	meet	the	posted	qualifications	for	the	role,	and	
successfully	complete	all	pre-employment	checks	in	effect	at	the	time	of	application.	Hiring	
managers,	and	Human	Resources	will	review	the	individual’s	previous	performance,	conduct,	
and	exit	documentation	before	making	any	rehire	decision.	
	
Former	employees	who	resigned	in	lieu	of	termination,	resigned	while	under	investigation	for	
misconduct,	or	who	were	previously	terminated	for	cause	are	not	eligible	for	rehire.	In	
addition,	former	employees	who	resigned	after	previous	rehire,	are	not	eligible	for	rehire	
unless	an	exception	is	approved	in	writing	by	Human	Resources.	
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Section	IX.	A.	
SAFETY	AND	HEALTH	

	
I. HEALTH	AND	SAFETY	

	
1. Safety	Monitoring	

	
You	Thrive	Florida	provides	for	the	continuous	monitoring	of	the	working	conditions	
and	equipment	of	its	employees	for	observance	of	safety	requirements.	
	

2. Safety	Rules	and	Regulations	
	
Employees	will	observe	all	safety	rules	and	regulations	established	within	You	Thrive	
Florida’s	Safety	Manual,	within	each	program	area’s	policies	and	procedures,	and	
otherwise	provided	by	You	Thrive	Florida’s	Personnel	Manual.	
	
Employees	will	report	all	unsafe	conditions	or	practices	to	their	immediate	supervisor.	
	
Safety	is	everyone’s	responsibility.		Employees	should	report	any	unsafe	conditions	or	
circumstances	to	their	supervisor	or	safety	coordinator	in	order	to	prevent	accidents.	
	

3. Safety	Equipment	
	
You	Thrive	Florida	may	provide	certain	required	safety	equipment	items	(e.g.,	safety	
glasses,	hard	hats,	respirators,	support	belts,	etc.).		These	issued	items	must	be	worn	by	
employees	to	whom	the	safety	equipment	has	been	issued	at	all	times	during	working	
hours	unless	otherwise	directed	by	his/her	immediate	supervisor.			
	
The	Company	reserves	the	right	to	require	that	employees	equip/provide	safety	
equipment	items	as	a	condition	of	employment.	
	

4. Accident/Injury	Reporting	
	
Job-related	injuries	and	illnesses,	regardless	of	severity,	should	be	reported	immediately.		

	
II. SAFETY	COMMITTEES	
	

Safety	Committees	may	be	created	to	conduct	a	review	of	safety	infractions/incidents	
that	have	resulted	in	loss	of	productivity,	property,	efficiency,	or	other	liability	to	You	
Thrive	Florida	operations.	Committees	may	recommend	corrective	action	as	well	as	
disciplinary	action.	

	
III. OPERATION	OF	COMPANY	VEHICLES	

All	employees	operating	You	Thrive	Florida	vehicles	or	utilizing	personal	vehicles	for	
company	business,	must	possess	and	maintain	the	appropriate	Florida	driver’s	license,	
as	required	by	his	or	her	job	in	performing	the	essential	functions	and	be	insurable	
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through	the	Company’s	insurance	carrier.	Periodic	reviews	will	be	conducted	to	verify	
compliance	with	this	policy.	
	
You	Thrive	Florida	vehicles	or	personal	vehicles	utilized	for	company	business	will	be	
operated	in	strict	compliance	with	all	laws	which	apply	to	motor	vehicles	in	the	State	of	
Florida,	including	the	Florida	Seat	Belt	Law	and	applicable	insurance	requirements.	
Violators	will	be	responsible	for	any	and	all	fines	incurred	and	subject	to	disciplinary	
action	for	failing	to	comply	with	said	laws.	

	
IV. DRIVING	RECORDS	
	

Any	employee	who	is	required	as	a	condition	of	employment	to	possess	and	maintain	a	
valid	Florida	driver’s	license,	must	inform	his	or	her	immediate	supervisor	in	the	event	
the	driver’s	license	is	denied,	expired,	suspended	or	revoked.	
	
A	valid	license	is	defined	as	an	issued	license,	as	required,	which	has	not	expired,	nor	
been	denied,	restricted,	revoked	or	suspended.			
	
An	employee	may	be	denied	employment	or	terminated	if	an	employee	fails	to	maintain	
a	valid	license	or	otherwise	fails	to	meet	the	criteria	set	forth	by	the	law	or	the	
Company’s	insurance	carrier.	

	
V. REPORTING	REQUIREMENTS	
	

It	shall	be	the	duty	of	employees	operating	You	Thrive	Florida	vehicles	or	utilizing	
personal	vehicles	for	company	business	to	report	the	occurrence	of	any	of	the	following	
events	to	their	supervisor:	
	

1. Any	traffic	related	incident	and/or	accident	in	which	the	driver	was	involved	as	an	
operator	of	a	company	vehicle	or	personal	vehicle	on	authorized	company	business	

2. Any	traffic	citation	received	on	the	job	regardless	of	the	ownership	of	the	vehicle	or	
off	the	job	if	in	a	company	owned	vehicle.	

3. Any	traffic	citation	or	arrest	received	on	or	off	the	job	regardless	of	the	ownership	
of	the	vehicle	which	might	lead	to	the	disqualification	from	insurability	by	our	
insurance	carrier,	or	suspension	or	revocation	of	driver’s	license	

4. Expiration,	suspension,	or	revocation	of	driver’s	license	
5. Any	and	all	visible	damage	to	an	assigned	vehicle	
6. All	CDL	holders	must	report	ALL	traffic	citations,	on	or	off	the	job,	regardless	of	the	

ownership	of	the	vehicle	
	

VI. VIOLATION	OF	POLICY	
	
Any	employee	found	in	violation	of	this	policy	will	be	subject	to	disciplinary	action	up	to	
and	including	termination	of	employment
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SECTION	X.	

DEFINITIONS	
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Section X. A. 
DEFINITIONS 

	
Protected	Characteristics	shall	mean	those	classes	or	characteristics	defined	by	local,	state	or	
federal	 law,	 which	 include	 race,	 color,	 national	 origin,	 religion,	 sex,	 age,	 disability,	 genetic	
information,	marital	status,	military	service,	veteran	status,	or	disability.1	
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Attachment T
T. Evidence of demand for school and intended community partners

Out of 30 surveys completed, 29 respondents indicated interest in one or both schools, representing 
96.7 percent positive interest in the initial SurveyMonkey results. These surveys were completed by 
families of kindergarten-ready students currently enrolled in You Thrive Florida Head Start 
programs in Brooksville and Spring Hill. In addition, a request has been submitted to the Hernando 
C Busch Gardens, Tampa Education classes (science) 

Community Partners in Education 
CEMEX 
Florida RAMA Saint Pete art District (art) 
Henry Plant Museum (history) 
Salvador Dali Museum (art) 
Chinsegut nature preserve (science/technology) 
Young Chef’s Academy (science, art) 
Flamenco Ballet (Spanish, art) 
Clearwater aquarium, education courses (science, tech) 
MOSI museum (art) 
River ventures (science) 
Weeki Wachee Springs (science) 
Escapology (technology) 
Laser Ops (technology) 
JG ranch 
Local High School and Colleges 
Bowl 360 
Food Drive 
Florida Cracker Kitchen 
Mary’s Fish Camp 
Coney Island 
Orlando Film Academy 
Titanic Museum 
Kennedy Space Center 
Dade City Battlefield  
Hernando County School District  
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LEASE 

Kennedy Complex Cooperative, the Lessor, and Mid Florida Community Services, Inc 
DBA You Thrive Florida and You Thrive Elementary Academy for Creative Excellence, 
the Lessee, each in consideration of the agreements to be performed by the other hereby 
on this 1st day of August agree: 

1. PROPERTY AND TERM: The Lessor, Kennedy Complex Cooperative
hereby leases to the Lessee Mid Florida Community Services, Inc DBA You Thrive
Florida and You Thrive Elementary Academy for Creative Excellence the buildings
located at 835 School Street, Brooksville, FL 34601 , the real property in Hernando
County, Florida for the term beginning at 12:01 A.M. on the 1st day of August 2026
and ending at 11:59PM on the 1st day of July 2031.

2. RENT:  The Lessee, MID FLORIDA COMMUNITY SERVICES, INC DBA
You Thrive Florida and You Thrive Elementary Academy for Creative Excellence
will pay to the Lessor, Kennedy Complex Cooperative, as rent for the property
leased during the term as follows:

Payment amount will be $2,500.00 per month the first payment being due and 
payable on the 1st day of August 2026 and continuing on the 1st day of every 
month there after until the payment due on the 1st day of July 2031, at which 
time the monthly rental shall be re-negotiated between Lessor and Lessee. 

3. USE:  The lessee, Mid Florida Community Services, Inc, DBA You Thrive Florida
and You Thrive Elementary Academy for Creative Excellence will use the leased
property for charter school educational purposes only.  The Lessees will make no
unlawful or offensive use of leased property.

4. MAINTENCE:  The Lessee agree to maintain both the interior and exterior of the
facility located on the leased property during the term hereof and to make any and all
repairs for any damages to the facility located on the real property so that upon
termination of this lease the facility located on the leased property shall be in
substantially good condition as it is at the time of the execution of this lease.

5. INSURANCE:   The Lessee agree to insure the buildings at market value and
carry worker’s compensation and public liability insurance with a company approved
by the Lessor and further shall show the Lessor as coinsured on any such public
liability policy and aggress to furnish the Lessor with a true copy of said policy and
any renewals thereof.

6. DEFAULT:   In the event of a default of any of the terms and conditions set forth
herein, this lease shall terminate, in the event that such default is not corrected within
30 days after written notice is given to the Lessee from the Lessor.  In the event, any
such default is not corrected within the time allowed herein, this lease shall be
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terminated forthwith and the Lessee shall surrender possession of the property to the 
Lessor on demand. 

7. TAXES:    The Lessor shall pay all real taxes due on said property during the term
here of.

8. TERMINATION:    This lease shall be terminated immediately if the Lessee
becomes insolvent or bankrupt.  This lease may be terminated by 30 days written
notification by either party.

9. OPTION:  The Lessor shall give the Lessee the first option to renew this lease
upon expiration of the term hereunder.

IN WITNESS WHEREOF, the parties hereto have set their hands and seals this  

1st day of ______________. 

      KENNEDY COMPLEX COOPERATIVES, INC. 

__________________________  By: _____________________________________ 
Witness                         (LESSORS) 

     MID FLORIDA COMMUNITY SERVICES, INC DBA You Thrive Florida and You  
Thrive Elementary Academy for Creative Excellence 

__________________________  By: _____________________________________ 
Witness                                                                       (LESSEE) 
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Small District Factor 1.0000
 2025-26 

Weighted FTE  Base Funding 
(2) x (3)  (WFTE x BSA x CWF x SDF) 

(4) (5)
68.6960 369,076$  
11.0800 59,528$  
34.0000 182,668$  
10.0000 53,726$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  
0.0000 -$  

123.7760 664,998$  

 2025-26
Base Funding

(WFTE x BSA x CWF x SDF) 
-$  

0.0000 -$  
123.7760 664,998$  

(a) 664,998$        X 6.67% 44,355$  
(a) 664,998$        X 0.54% 3,591$  

47,946$  

Grade Level
Matrix 
Level

Guarantee Per 
Student

PK-3 251 961$  9,610$  
PK-3 252 3,102$  -$  
PK-3 253 6,330$  -$  
4-8 251 1,077$  10,770$  
4-8 252 3,218$  -$  
4-8 253 6,447$  -$  

9-12 251 767$  -$  
9-12 252 2,908$  -$  
9-12 253 6,136$                       -$  

20,380$  

116.00 ÷ District's Total UFTE:

=

123.78 ÷ District's Total WFTE:
=

Maintenance Portion (6.67% of Conference Base Funding)

Additional FTE

3A. Divide school's Unweighted FTE (UFTE) total computed in Section 1, cell C28 above by the district's total UFTE to obtain school's

0.4401%

Total FTE with ESE Services

26,356.34

20.00

Additional Funding from the ESE Guaranteed Allocation. 
Enter the FTE from 111,112 and 113 by grade and matrix 
level.  Students who do not have a matrix level should be 
considered 251.  This total should equal all FTE from 
programs 111, 112 and 113 above, less any 113 gifted 
FTE.

10.00

Program

3.609

1.165
1.081

113 Basic 9-12 with ESE Services

Number of FTE

1.108
1.108
1.000

         Total Salary Increase Allocation

Total Additional FTE

Growth Portion (0.54% of Conference Base Funding)

0.972
254 ESE Level 4 (Grade Level PK-3 )

10.00
102 Basic 4-8

Based on the 2025-26 FEFP Second Calculation

$5,372.60

Hernando

112 Basic 4-8 with ESE Services
103 Basic 9-12

Program Cost Factor
(3)(1)

62.00
(2)

1A.   2025-26 FEFP State and Local Funding
Comparable Wage Factor: 1.0000Base Student Allocation

School District: 

 Revenue Estimate Worksheet for Elementary Academy for Creative Excellence Charter School 

254 ESE Level 4 (Grade Level 4-8)

1.000
0.972

300 Career Education (Grades 9-12)

101 Basic K-3
111 Basic K-3 with ESE Services

Total Funded Weighted FTE 

6.064

254 ESE Level 4 (Grade Level 9-12)
255 ESE Level 5 (Grade Level PK-3 )

Small District ESE Supplement

130 ESOL (Grade Level 4-8)
130 ESOL (Grade Level 9-12)

Additional Base Funds

Number of FTE
Charter schools should contact their school district sponsor regarding eligible FTE. Please note that “Number of 

FTE” is NOT equivalent to number of students enrolled in these courses or programs. 

Totals

6.064

34.00
10.00

3.609
3.609

116.00

255 ESE Level 5 (Grade Level 4-8)

1.165
255 ESE Level 5 (Grade Level 9-12)
130 ESOL (Grade Level PK-3)

1.165

Letters in Parentheses Refer to Notes at Bottom of Worksheet:

6.064

2. ESE Guaranteed Allocation: FTE
10.00

 WFTE share.          Charter School WFTE: 
3B. Divide school's Weighted FTE (WFTE) total computed in Section 1, cell E33 above by the district's total WFTE to obtain school's

Total Base Funding

Total ESE Guarantee

28,298.70

 UFTE share.           Charter School UFTE: 

0.4374%

1B. Classroom Teacher and Other Instructional Personnel Salary Increase 
Maintenance and Growth Portions of the Salary Increase funds are part of the total Conference Base Funding and are not treated as a separate 
allocation. Amounts are split out here for informative purposes and for the purposes of providing a total that may be used for calculating the 
adminstrative fee.

3C. Divide school's Unweighted FTE (UFTE) total computed in Section 1, cell C28 above by the district's total non-scholarship UFTE to obtain school's

1
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116.00 ÷
=

116.00 ÷
=

116.00 ÷
=

 UFTE share.          Charter School UFTE: 

District's Total Non-
Virtual UFTE:

District's Total Non-
Scholarship Non-Virtual 

UFTE:

3E. Divide school's Unweighted FTE (UFTE) total computed in Section 1, cell C28 above by the district's total non-scholarship and non-virtual UFTE to obtain school's

22,741.37

0.4469%

3D. Divide school's Unweighted FTE (UFTE) total computed in Section 1, cell C28 above by the district's total non-virtual UFTE to obtain school's

23,141.84
District's Total Non-
Scholarship UFTE:

0.5013%

0.5101%

25,955.87 UFTE share.          Charter School UFTE: 

 UFTE share.          Charter School UFTE: 

2
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(e) 6,103,523 x 0.4469% 27,277$  

(b) 7,766,159 x 0.4401% 34,179$  
(f) 2,306,367 x 0.5101% 11,765$  

7. Mental Health Assistance Allocation (Non-Scholarship UFTE share) (d) 1,523,010 x 0.5013%
8. Academic Acceleration Options Supplement (Value share) (g)

Industry Certified Career Education

School total value - 
District total value 777.74 

4,203,858 x 0.0000% -$  
(c) 15,007,736 x 0.4374% 65,644$  
(c) 0 x 0.4374% -$  
(b) 0 x 0.4401% -$  

Weighted FTE (not including Add-On)

PK - 3 79.7760 958.42 = 76,459

4-8 44.0000 915.09 = 40,264
9-12 0.0000 917.30 = 0

Total * 123.7760 116,723$  

(h)
 x 649 -$  
 x 1,967 -$  

(i)

Impact Aid Student 
Allocation Total

$0.00 -$  
$0.00 -$  
$0.00 -$  

-$  

(j)

940,966$  

(k) 893,020$  
(l)

-$  

(j) Funding based on student eligibility and meals provided, if participating in the National School Lunch Program. 

Acceleration Value

Acceleration Value
Charter schools should contact their school district sponsor regarding eligible value. Please note that “Acceleration 
Value” is NOT equivalent to number of students enrolled in these courses or programs. Please refer to footnote (g) 

below.

School Academic Acceleration Option Supplement

(g) Acceleration values earned through Advanced Placement, International Baccalaureate, Advanced International Certificate of Education, Industry Certified Career Education (CAPE), Early High School Graduation 
and Dual Enrollment pursuant to s. 1011.62(17), F.S. 

Dual Enrollment
Early High School Graduation

Advanced International Certificate
International Baccalaureate

(*Total FTE should equal total in Section 1, column (4) and should not include any additional FTE from Section 1.)

.748 Mills (UFTE share)

5. Discretionary Millage Compression Allocation

6. Safe Schools Allocation (Non-Virtual and Non-Scholarship UFTE share)

12. Class Size Reduction Funds:
X          CWF         X Allocation factors

Advanced Placement

Civilians on Federal Lands

Enter All Adjusted Fundable Riders

14. Federally Connected Student Supplement

15. Food Service Allocation

Number of Students
Military and Indian Lands

1.0000

$0.00
$0.00

17. Funding for the purpose of calculating the administrative fee for ESE charter schools.

(a) This allocation will be frozen as of the 2025-26 FEFP Conference Calculation and will not be recalculated throughout the year. Charter school allocations are recommended not to be recalculated with fluctuations in 
student enrollment later in the year. 

Students with Disabilities

(d) District allocations multiplied by percentage from item 3C.

Total

(i) The Federally Connected Student Supplement provides additional funding for students on federal lands that receive Section 8003 impact aide pursuant to s. 1011.62(10), F.S. 

(k) Consistent with s. 1002.33(20)(a)3, F.S., a school's sponsor may not charge or withhold any administrative fee against a charter school for any funds specfically allocated by the Legislature for teacher compensation. 

16. Total Less Salary Increase Allocation (for administrative fee calculation)

(h) Numbers entered here will be multiplied by the district level transportation funding per rider. "All Adjusted Fundable Riders" should include both basic and ESE Riders. "All Adjusted ESE Riders" should include
only ESE Riders.

(c) District allocations multiplied by percentage from item 3B.

(e) District allocations multiplied by percentage from item 3D.
(f) District allocations multiplied by percentage from item 3E.

NOTES:

If you have more than a 75% ESE student population, please place a 1 in the following box:

(b) District allocations multiplied by percentage from item 3A.

Total

Impact Aid Student Type

9. Discretionary Local Effort (WFTE share)

4. Educational Enrichment Share (Non-Virtual UFTE share)

10. Proration to Funds Available (WFTE share)
11. Educational Enrollment Stabilization Program (UFTE share)

Exempt Property 
Allocation

1.0000

Total Class Size Reduction Funds

13. Student Transportation

1.0000

Enter All Adjusted ESE Riders

3
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(l) Consistent with s. 1002.33(20)(a), F.S., for charter schools with a population of 75% or more ESE students, the administrative fee shall be calculated based on unweighted full-time equivalent students. 

Revenues flow to districts from state sources and from county tax collectors on various distribution schedules.

Administrative fees charged by the school district pursuant to s. 1002.33(20)(a), F.S., shall be calculated based upon 5% of available funds from the FEFP and categorical funding for which charter students may be eligible. To 
calculate the administrative fee to be withheld for schools with more than 250 students, divide the school population into 250. Multiply that fraction times the funds available, then times 5%. For charter schools within a charter 
school system that meets the requirements in s. 1002.33(20)(a)2.a.(II), F.S., do the same calculation based for up to and including 500 students. 

FEFP and categorical funding are recalculated during the year to reflect the revised number of full-time equivalent students reported during the survey periods designated by the Commissioner of Education.

For high performing charter schools, administrative fees charged by the school district shall be calculated based upon 2% of available funds from the FEFP and  categorical funding for which charter students may be eligible. 
To calculate the administrative fee to be withheld for schools with more than 250 students, divide the school population into 250. Multiply that fraction times the funds available, then times 2%.  

Administrative fees:

Other:

4
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Revenues
2026-27 Budget 2027-28 Budget 2028-29 Budget 2029-30 Budget 2030-31 Budget

Student Funding $893,020 $919,811 $947,405 $975,827 $1,005,102
TSIA $47,946 $49,384 $50,866 $52,392 $53,964
Teacher Classrooom Supply Asst Pgm $2,100 $2,163 $2,228 $2,295 $2,364
Capital Outlay (PECO) $75,000 $77,250 $79,568 $81,955 $84,413
Additional Millage $107,000 $110,210 $113,516 $116,922 $120,429
Capital Millage $28,000 $28,840 $29,705 $30,596 $31,514
Student Enrichment Activity Fee $69,600 $71,688 $73,839 $76,054 $78,335

TOTAL REVENUE $1,222,666 $1,259,346 $1,297,126 $1,336,040 $1,376,121

Expenses

Academic Staff 340,000$        350,200$        360,706$        371,527$        382,673$        
Non-Academic Staff 230,000$        236,900$        244,007$        251,327$        258,867$        
Subtotal - Compensation 570,000$        587,100$        604,713$        622,854$        641,540$        
Group Insurance 57,240$          58,957$          60,726$          62,548$          64,424$          
FICA, Unemployment, WC 64,438$          66,371$          68,362$          70,413$          72,526$          
Retirement 22,800$          23,484$          24,189$          24,914$          25,662$          
Subtotal - Fringe & Benefits 144,478$        148,812$        153,277$        157,875$        162,611$        
Rent 80,000$          82,400$          84,872$          87,418$          90,041$          
Utilities 24,000$          24,720$          25,462$          26,225$          27,012$          
Building Maintenance 35,000$          36,050$          37,132$          38,245$          39,393$          
Subtotal - Facility 139,000$        143,170$        147,465$        151,889$        156,446$        
Professional Services 37,000$          38,110$          39,253$          40,431$          41,644$          
Supplies 20,000$          12,000$          12,360$          12,731$          13,113$          
P&C Insurance 8,000$        8,240$        8,487$        8,742$        9,004$        
Management Expenses 52,050$          53,612$          55,220$          56,876$          58,583$          
Equipment Lease 8,000$        8,240$        8,487$        8,742$        9,004$        
HCSD Admin Fee 44,651$          45,991$          47,370$          48,791$          50,255$          
Subtotal - Admin 169,701$        166,192$        171,178$        176,313$        181,603$        
Technology 60,000$          30,000$          30,900$          31,827$          32,782$          
Program Supplies 50,000$          35,000$          36,050$          37,132$          38,245$          
Education Engagement 20,000$          20,600$          21,218$          21,855$          22,510$          
Instructional Materials 64,000$          65,920$          67,898$          69,935$          72,033$          
Subtotal - Program 194,000$        151,520$        156,066$        160,748$        165,570$        

TOTAL EXPENSES 1,217,179$          1,196,794$          1,232,698$          1,269,679$          1,307,770$          

Net Income (Loss) $5,487 $62,552 $64,428 $66,361 $68,352

You Thrive Elementary Academy for Creative Excellence
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Students 116 87 58
100% 75% 50%

Revenues Amount Amount Amount
Student Funding 893,020.00$     669,765.00$    446,510.00$    
TSIA 47,946.00$     35,959.50$    23,973.00$    
Teacher Classroom Supply Asst Pgm 2,100.00$     2,100.00$    2,100.00$     
Capital Outlay (PECO) 75,000.00$     56,250.00$    28,125.00$    
Additional Millage 107,000.00$     80,250.00$    40,125.00$    
Capital Millage 28,000.00$     21,000.00$    10,500.00$    
Student Enrichment Activity Fee 69,600.00$     52,200.00$    34,800.00$    
TOTAL REVENUE 1,222,666.00$ 917,524.50$    586,133.00$    

Expenses Amount Amount Amount
Academic Staff 340,000.00$     255,000.00$    170,000.00$    
Non-Academic Staff 230,000.00$     172,500.00$    115,000.00$    
Subtotal - Compensation 570,000.00$     427,500.00$    285,000.00$    
Group Insurance 57,240.00$     42,930.00$    28,620.00$    
FICA, Unemployment, WC 64,438.00$     48,328.50$    32,219.00$    
Retirement 22,800.00$     17,100.00$    11,400.00$    
Subtotal - Fringe & Benefits 144,478.00$     108,358.50$    72,239.00$    
Rent 80,000.00$     80,000.00$    40,000.00$    
Utilities 24,000.00$     18,000.00$    12,000.00$    
Building Maintenance 35,000.00$     26,250.00$    17,500.00$    
Subtotal - Facility 139,000.00$     124,250.00$    69,500.00$    
Professional Services 37,000.00$     27,750.00$    18,500.00$    
Supplies 12,000.00$     9,000.00$    6,000.00$     
P&C Insurance 8,000.00$     8,000.00$    8,000.00$     
Management Expenses 52,050.00$     39,037.50$    26,025.00$    
Equipment Lease 8,000.00$     6,000.00$    4,000.00$     
HCSD Admin Fee 44,651.00$     33,488.25$    22,325.50$    
Subtotal - Admin 155,277.00$     123,275.75$    84,850.50$    
Technology 30,000.00$     22,500.00$    11,250.00$    
Program Supplies 40,000.00$     30,000.00$    20,000.00$    
Education Engagement 20,000.00$     15,000.00$    10,000.00$    
Instructional Materials 64,000.00$     48,000.00$    32,000.00$    
Subtotal - Program 154,000.00$     115,500.00$    73,250.00$    
TOTAL EXPENSES 1,162,755.00$ 898,884.25$    584,839.50$    

Spring Hill Start-Up Budget 

Attachment :

Net Income (Loss) $   59,911.00 $          18,640.25 $          1,293.50
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Applicant History Worksheet - Addendum B

Schools Currently or Previously Operated by Governing Board

Form IEPC-M1A

Rule 6A-6.0786

August 2015

Indicate final 

membership as 

reported in 

February survey 

(Survey 3) and 

percentage of 

students eligible 

for Free/Reduced 

Lunch

Indicate school grade 

issued pursuant to s. 

1008.34, F.S., or School 

Improvement Rating 

issued pursuant to s. 

1008.341, F.S.  

Authorizers may find 

more detailed academic 

performance data at 

http://schoolgrades.fldoe

.org/.

Unassigned fund balance 

from independent annual 

audit.  Deficit fund 

balances should be 

reported in parentheses.  

For example, an 

unassigned fund balance 

deficit should be 

reported as ($25,000).

Indicate the unassigned 

fund balance as a 

percentage of total 

revenue.  (Unassigned 

fund balance divided by 

total revenue)

Applicant should indicate whether 

the independent financial audit 

included any of the following 

findings: financial emergency 

condition pursuant to s. 218.503(1), 

deteriorating financial condition, or 

going concern.  If response is "Yes," 

please attach separate page 

explaining why.  If audit is not yet 

available, indicate with N/A.  

Authorizer may review complete 

audits at 

http://www.myflorida.com/audgen/ 

or request from authorizing district.

District School Name MSID

Status 

(Active/Closed)

Enrollment 

/FRL%

School Grade/School 

Improvement Rating

Year End Fund 

Balance

Unassigned Fund 

Balance as Percentage 

of Total Revenue Audit Finding (Yes/No)

Hernando BEST Academty 4461 Active 85.68 A 145,689 16% No

Mid Florida Community Services, Inc., 

dba You Thrive Florida Governing 

Board

Status as of the date 

application is 

submitted.  For any 

school that is closed, 

please attach 

separate page 

explaining reasons 

for closure, with 

supporting 

documentation if 

applicable. Year 0 (Most Recent Year)

A
ttachm

ent D
D
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Applicant History Worksheet - Addendum B

Schools Currently or Previously Operated by Governing Board

Form IEPC-M1A

Rule 6A-6.0786

August 2015

District School Name MSID

Hernando BEST Academty 4461

Mid Florida Community Services, Inc., 

dba You Thrive Florida Governing 

Board

Indicate final 

membership as 

reported in 

February 

survey (Survey 

3) and

percentage of 

students 

eligible for 

Free/Reduced 

Lunch

Indicate school grade 

issued pursuant to s. 

1008.34, F.S., or School 

Improvement Rating 

issued pursuant to s. 

1008.341, F.S.  

Authorizers may find 

more detailed academic 

performance data at 

http://schoolgrades.fldoe.

org/.

Unassigned fund balance 

from independent annual 

audit.  Deficit fund 

balances should be 

reported in parentheses.  

For example, an 

unassigned fund balance 

deficit should be reported 

as ($25,000).

Indicate the unassigned 

fund balance as a 

percentage of total 

revenue.  (Unassigned 

fund balance divided by 

total revenue)

Applicant should indicate whether 

the independent financial audit 

included any of the following 

findings: financial emergency 

condition pursuant to s. 218.503(1), 

deteriorating financial condition, or 

going concern.  If response is "Yes," 

please attach separate page 

explaining why. If audit is not yet 

available, indicate with N/A.  

Authorizer may review complete 

audits at 

http://www.myflorida.com/audgen/ 

or request from authorizing district.

Enrollment 

/FRL%

School Grade/School 

Improvement Rating Year End Fund Balance

Unassigned Fund 

Balance as Percentage 

of Total Revenue Audit Finding (Yes/No)

Year -1

N/A  Governing board has only operated BEST Academy since July 2025 
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Spring Hill Monthly Cash Flow Analysis
July 2026 - June 2027

Month Fixed Revenue Variable RevenueTotal Revenue Payroll Fringe Facility Admin Program Total Expense Monthly Net Cumulative Net
July 84,145$     5,800$     89,945$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (11,487)$     (11,487)$     
August 84,145$     5,800$     89,945$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (11,487)$     (22,973)$     
September 89,605$     5,800$     95,405$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (6,027)$     (29,000)$     
October 85,975$     5,800$     91,775$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (9,657)$     (38,656)$     
November 85,975$     5,800$     91,775$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (9,657)$     (48,313)$     
December 192,975$     5,800$     198,775$      47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     97,343$    49,030$    
January 85,975$     5,800$     91,775$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (9,657)$     39,374$    
February 113,975$     5,800$     119,775$      47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     18,343$    57,717$    
March 85,975$     5,800$     91,775$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (9,657)$     48,061$    
April 85,975$     5,800$     91,775$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (9,657)$     38,404$    
May 85,975$     5,800$     91,775$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (9,657)$     28,748$    
June 85,975$     5,800$     91,775$    47,500$    12,040$  11,583$  14,142$ 16,167$  101,432$     (9,657)$     19,091$    

ANNUAL TOTALS 1,236,270$  1,217,179$  19,091$    129,996$    

KEY METRICS
Average Monthly Revenue 103,023$     
Average Monthly Expense 101,432$     
Average Monthly Net Cash 10,833$     
Lowest Monthly Cash Flow July
Highest Monthly Cash Flow November

Attachm
ent  FF
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Page 1 

PERFORMANCE EVALUATION FORM 

Employee Name: _________________________________ Position Title: _________________________ 

Department/Service Area: _________________________________ Date of Evaluation: ___________ 

Supervisor: __________________________________  Supervisor Title: ____________________________ 

PERFORMANCE RATINGS: 

EXCEEDS EXPECTATIONS 
Work that is characterized by sustained exemplary accomplishments at the highest level throughout the rating period. Exhibiting 
performance that consistently exceeds and sometimes far exceeds the performance expectations and goals of the job. Typically 
demonstrates full mastery of the knowledge, skills, and abilities for the required work. 
Any rating of exceeds expectations must be accompanied by a description of achievements. 

MEETS EXPECTATIONS 
Work that is characterized by achieving results at a level that generally meets and sometimes exceeds the performance goals of the job. 
Typically demonstrates fully proficient knowledge, skills, and abilities for the required work. Requires an appropriate amount of 
supervision and follow-up. 

NEEDS IMPROVEMENT 
Work that requires improvement to fully meet the performance goals in or more areas; provides basic support to contributions of the 
organization. Typically demonstrates beginner knowledge, skills, and abilities for the required work. 

UNSATISFACTORY 
Work that fails to meet the goals of the job function; generally falls short of performance goals (even though sometimes approaching 
goals); provides minimal support to the contributions of the organization. Requires direction, support and follow-up more frequently 
than others. May exhibit knowledge and or skills deficit. 
Any rating of unsatisfactory must be accompanied by comments specifying deficiencies. 
An unsatisfactory rating requires the supervisor to counsel the employee and provide performance expectations and timelines for 
improvement and reassessment. 

October 2025

Attachment FF
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Page 2 

A. PERFORMANCE STANDARDS:
For each factor below, check the rating that most closely represents your overall evaluation of the individual’s performance. Comments 
are required and should be provided if rated Exceeds Expectations or Unsatisfactory. 

1. ADAPTABILITY & CHANGE MANAGEMENT: Ability to multi-task; adapts to changes; manages challenging situations
appropriately.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

2. ATTENDANCE & PUNCTUALITY: Arrives to work on time; schedules time off in advance; reliable &
dependable; unscheduled absences are minimal; demonstrates flexibility when needed.
(Leave time taken under Family Medical Leave Act (FMLA) and/or Workman’s Compensation cannot negatively
impact an evaluation. If absences were due to extenuating circumstances, the supervisor should take this into
consideration when evaluating attendance.)

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

3. COMMUNICATION: Asks for feedback to ensure understanding; has open, clear communication with their peers; has open,
clear communication with their supervisor; empathetic and focused listener.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

4. COOPERATION: Listens to supervisor when directives are given; openly receives constructive feedback; collaboratively works
with peers.

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 

5. GOALS AND OBJECTIVE SETTING: Assignment and task completion; shares progress or challenges of tasks with supervisor;
holds themselves accountable for performance.

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 

6. INITIATIVE: Pursues professional development; takes initiative for task beyond their basic duties; requires little to no direction
in performing day-to-day responsibilities.

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 
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7. JOB KNOWLEDGE: Demonstrates a thorough knowledge of their key responsibilities; shares their knowledge with their peers;
keeps abreast of trends and changes in their area of responsibility.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

8. JUDGEMENT AND DECISION MAKING: Displays sound judgement when making decisions; remains calm in stressful
situations; provides swift solutions to routine questions; uses business knowledge to make timely and effective decisions.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

9. LISTENING: Demonstrates active listening skills; allows others to complete their thoughts before replying; listens objectively
with an open mind.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

10. PROFESSIONALISM: Maintains a professional appearance; adheres to company dress code policy; treats others with respect at
all times.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

11. SAFETY: Adheres to company safety policies and regulations; remains aware of potential safety hazards.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory N/A 
Comments: 

12. TIME MANAGEMENT: Prioritizes tasks in an effective manner; completes tasks timely; implements measures to reduce
distractions.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

13. SUBJECT MATTER EXPERTISE: Exhibits a highly specialized knowledge and aptitude for providing advice and counsel in
the area of their expertise; Attention to detail and accuracy are maintained.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:
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14. LOYALTY/COMMITMENT: Consistently exhibits a commitment to the success of YTF. Demonstrates an
understanding of YTF’s Vision, Mission and Values in their performance of duties.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory N/A 
Comments: 

15. CORE VALUES:
Teamwork: Our team is willing to work together collaboratively and in a coordinated, collective effort with clients, partners, and
each other to achieve a common goal. This is achieved by clear and efficient communication; taking responsibility when things
don't go as planned; actively listening to other points of view; and being aware of how our actions can impact others.

Exceeds Expectations  Meets Expectations  Needs Improvement  Unsatisfactory  N/A
Comments:

Honesty: We, as individuals and as a team, commit to be fair and consistent and act in an ethical and professional manner. This is 
achieved by fulfilling commitments; providing regular feedback; taking a stand against unethical and illegal practices; transparent 
communication; not being afraid to respectfully speak up even when the truth hurts; and showing authenticity/sincerity. 

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 

Respect: Our team is characterized by responsible actions, honest relationships, mutual respect, and open communications. This 
is achieved by always treating others with courtesy, politeness, and kindness; being open to opinions and ideas; refraining from 
behaviors that criticize, disparage, and belittle others; being aware of our body language, tone of voice, and demeanor; treating 
others fairly and equally; and recognizing the strengths and talents of all people. 

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 

Inclusion: We recognize that all people deserve to feel valued and respected regardless of their background or circumstances. This 
is achieved by utilizing mindful communication; challenging stereotypes; and avoiding making assumptions. 

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 

Vision: We commit ourselves to leaving the past behind and embracing future possibilities. This is achieved by breathing life into 
mission, vision, and values of the organization; dreaming big and focusing on successes; creating an infusion of passion and 
inspiration; and ensuring our words and actions support the organization’s long-term goals and objectives. 

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 
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Empathy: Our team prioritizes empathy and values and cares about our relationships with clients, partners, stakeholders, and 
fellow team members. This is achieved by showing compassion and care; asking questions and listening with a goal to 
understand; acknowledging and validating the feelings of others; being present in the moment; approaching problems with a 
different perspective and accepting other interpretations; taking the initiative to help those who are struggling; and challenging 
our biases. 

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 

Synergy: Our team, and those we are serving, will succeed because of our commitment, dedication, resiliency, and collective 
effort. This is achieved by being clear in our communications and ensuring everyone knows and understands the goals, objectives, 
and strategies of the organization and programs administered; fostering trust and collaboration; embracing diverse people, 
practices, and ideas; cultivating an environment for conversations that lead to creative solutions; sharing resources and 
collaborative effort to break down barriers and overcome obstacles; and empowering others by utilizing individual talents and 
skills to the greatest extent possible. 

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory N/A 
Comments: 

B. PERFORMANCE IMPROVEMENT:
Describe job-related performance improvements (including accountability and responsibility), which would help this individual to be 
more effective. 
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OVERALL PERFORMANCE RATING: 
Please provide an overall performance rating based on the specific ratings given throughout the evaluation. 

Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory 
Supervisor Comments: 

Supervisor Signature: Date: 

Director or designee review signature: Date: 

Employee Comments: 

I acknowledge I have received and reviewed this Performance Evaluation and that it has been reviewed with me by my direct 
supervisor. My signature indicates neither agreement nor disagreement with the content of the evaluation. 

Employee Signature:  Date: 
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