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WELCOME  

Note from East River Pilates’ Studio Director and Manager 

 

Congratulations!  

 

On behalf of everyone here at East River Pilates, we are thrilled to welcome you to 

our team. 

 

East River Pilates prides itself on providing five star quality Pilates instruction and 

workshops at both of our Brooklyn locations. We are excited to invite you join our 

team of East River Pilates rockstars, and trust that with your valued talent and 

fresh perspective, we will continue to build a strong studio community and 

reputation that goes beyond New York City. 

 

East River Pilates is dedicated to creating and maintaining a collaborative, 

supportive, and open-minded working environment. It is our priority to ensure that 

your working experience with our company is positive in every way, so please be 

encouraged to reach out with any suggestions, ideas, and feedback.  

 

In order to maintain an excellent level of professionalism and communication, we 

have designed this handbook with the intention of clearly outlining our company’s 

mission statement, values, and culture. Thank you in advance for taking the time to 

read everything in detail prior to commencement of employment at East River 

Pilates. 

 

Congratulations again - we are so excited to begin working with you! 

 

Kind regards, 

 

 

 

Kimmy Kellum, Studio Director and Maddy Jones, Studio Manager 
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Purpose of this Handbook  

This handbook has been prepared to inform new employees of the policies and 

procedures of East River Pilates and to establish our expectations. For the purpose 

of this document, East River Pilates Studio, LLC will be referred to as ‘ERP’. It is not 

all-inclusive or intended to provide strict interpretations of our policies; rather, it 
offers an overview of the work environment. This handbook is not a contract, 

expressed or implied, guaranteeing employment for any length of time, and is not 

intended to induce an employee to accept employment with the company.  

 

ERP reserves the right to unilaterally revise, suspend, revoke, terminate or change 

any of its policies, in whole or in part, whether described within this handbook or 

elsewhere, in its sole discretion. If any discrepancy between this handbook and 

current company policy arises, conform to current company policy.  

 

Every effort will be made to keep you informed of the company’s policies, however 

we cannot guarantee that notice of revisions will be provided. Feel free to ask 

questions about any of the information within this handbook. This handbook 

supersedes and replaces any and all personnel policies and manuals previously 

distributed, made available or applicable to employees.  

At-Will Employment  

Employment at ERP is at-will. An at-will employment relationship can be terminated 

at any time, with or without reason or notice by either the employer or the 

employee. This at-will employment relationship exists regardless of any statements 

by office personnel to the contrary. Only ERP Management is authorized to modify 

the at-will nature of the employment relationship, and the modification must be in 

writing.  
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SECTION 1: EMPLOYMENT 

Mission Statement 

Our mission is to empower, educate, and inspire all people through the life 

changing benefits of Pilates. At ERP, we offer athletic, technical, and feel-good 

workouts for total body conditioning. With exceptional instruction, relevant 

programming, and a supportive community, we are dedicated to helping people 

successfully reach their fitness goals, in Brooklyn and beyond. 

History of East River Pilates 

ERP was established in the Spring of 2014 by Australian transplant, dancer, and 

movement enthusiast, Kimmy Kellum. In ERP’s humble beginnings, friends would 

meet twice weekly on the rooftop of Kimmy’s apartment, overlooking the East 

River. As her famously ‘feel-good’ workouts grew in popularity, so did her desire to 

make Pilates more accessible, regardless of the weather forecast.  

 

In January of 2015, ERP officially opened its first basement studio at the foot of the 

Williamsburg Bridge. Since then, ERP has organically expanded to two beautiful 

boutique locations, offering over 160 specialty classes, workshops, and private 

sessions weekly. Today, ERP is proud to provide a welcoming space for New Yorkers 

to share a sense of community, connect with people, and to be inspired by each 

other’s lifestyle goals. 

Work Philosophy 

ERP recognizes that in order to fulfill its mission, it requires a diverse group of 

talented, dedicated, and motivated staff; including instructors, studio relations 

team members, and studio managers. In order to maintain a supportive work 

environment, and mutually beneficial relationship that fosters personal and 

professional growth for all employees, ERP is committed to: 

 

● Fostering a safe and healthy work environment  

● Treating all employees with consideration, dignity and respect 

● Providing competitive compensation, benefits, and incentives 

● Maintaining clear, direct, and open communication at all times 

● Providing opportunities for ongoing professional and development, and career 

progression 

● Responding professionally, fairly and with compassion, to all staff ideas, 

suggestions, needs, requests, and concerns 

● Being flexible with regards to scheduling and time off requests 

● Keeping employees informed of the objectives and progress of ERP 
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Equal Opportunity Employment 

ERP is an equal opportunity employer and does not unlawfully discriminate against 

employees or applicants for employment on the basis of an individual’s race, color, 

religion, creed, sex, national origin, age, disability, marital status, veteran status or 

any other status protected by federal, state, and local laws or ordinances. This 

policy applies to all terms, conditions and privileges of employment, including 

recruitment, hiring, placement, compensation, promotion, discipline and 

termination. Whenever possible, the company makes reasonable accommodations 

for qualified individuals with disabilities to the extent required by law. Employees 

may raise concerns and make reports about any type of discrimination in the 

workplace without fear of reprisal. Anyone found to be engaging in any type of 

unlawful discrimination will be subject to disciplinary action, up to, and including 

termination of employment.  

Reasonable Accommodation 

ERP recognizes and supports its obligation to reasonably accommodate disabled job 

applicants and employees who are able to perform the essential functions of the 

position with or without reasonable accommodation. ERP will provide reasonable 

accommodation to otherwise qualified job applicants and employees, unless doing 

so would impose an undue hardship on the company. An applicant or employee who 

believes he or she needs a reasonable accommodation to perform the essential 

duties of the position should discuss the need for a possible accommodation with 

ERP management.  

Open Door Policy 

ERP has an open door policy and takes employee concerns and problems seriously. 

The company values each employee and strives to provide a positive work 

experience. Employees are encouraged to bring any workplace concerns or 

problems they might have or know about to their supervisor or another member of 

management.  

Personnel Files 

All offers of employment are contingent on verification of an employee’s right to 

work in the United States as defined by the Immigration and Nationalization 

Service. ERP maintains a confidential personnel file on each employee, which 

employees may review upon request. Employees are expected to inform the 

company of any change in name, address, phone number, address, marital status, 

number of dependents, or emergency contact information. In instances of requests 

for information and date on personnel records from federal, state, and local 
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government agencies, and the courts, ERP will ordinarily advise the affected 

employee of the information request.  

Background Checks 

ERP may conduct background checks on all new job applicants and/or any group of 

existing employees as permitted in accordance with state and federal laws. These 

searches may include, but are not limited to social security number validation 

and/or criminal background check. If any applicant shows a prior felony conviction 

related to drug trafficking, violent crime, sexual offenses, or crimes involving 

dishonesty, false statement, fraud, and/or theft, or other serious felony, the 

applicant will be ineligible for hire.  

Request for Information 

In response to information requests from other outside parties, ERP will verify, 

upon written request, only the factual information of employment status, dates of 

employment, and salary rates. ERP will require the past or present employee to 

sign a written release before any other information is provided. ERP does not 

authorize any employee to provide information to outside contacts about past or 

present employees. Such requests should be directed to studio management. 

Employee Classifications 

ERP assigns positions, determines wages and compensates employees for overtime 

in accordance with state and local laws and the Fair Labor Standards Act. 

Introductory Employees: All ERP employees are required to complete an 

introductory period of ninety (90) days. The purpose of this introductory period is to 

allow time for evaluation of your performance, and also, for you to determine if ERP 

is suited to your needs. 

Non-Exempt Employees: All ERP employees are non-exempt, meaning they are 

eligible for overtime pay of 1.5 times the regular hourly rate of pay for all hours 

worked over 40 per work week. Overtime must be approved in advance.  

Work Schedules 

ERP Management will manage and administer all work schedules. It is a condition of 

employment that all staff follow the guidelines mentioned below: 

 

Studio Relations 

● All Studio Relations employees are expected to arrive ready to work and 

clocked in by the start of their scheduled shift. It is the responsibility of the 

employee to clock in and out properly, and to maintain their designated 

schedule. 
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Instructors  

● All instructors are expected to maintain their class schedules at all times 

through Mindbody.  

● Private bookings may be made for the following day, up until 8 pm the night 

before. Instructors are required to check their Mindbody schedules each night 

after 8 pm for any last minute changes to their schedules. For ‘day-of’ private 

booking requests, instructors will be contacted prior to confirming the 

appointment. 

● Instructors are permitted to mark any and all Private availability as 

‘unavailable’ at any time. If an instructor has already been scheduled for a 

private session, they can no longer mark their schedule as ‘unavailable.’ 

● In case of a late cancellation or early cancellation, it is not a guarantee that 

management will be able to notify the instructor in reasonable time. 

Therefore, instructors must check their Mindbody schedule daily for any 

updates to their Private bookings. 

● Instructors are fully responsible for managing their Private availability in all 

studio locations on Mindbody and blocking out unavailable times, when 

necessary. 

● All instructors are expected to arrive to work at least 15 minutes ahead of 

the start of their scheduled class or appointment.  

● Instructors are required to wait fifteen (15) minutes after the start of a class 

or private session in case of late arrivals.  

● Instructors are required to be in attendance and ready to teach a class 

regardless of the number of class registrations. 

Online Staff Portal 

ERP uses a password protected Staff Portal, located online on the company’s 

website, in order to maintain regular, clear and open communication with all staff. 

Upon receiving a formal offer of employment, staff members will be given the 

necessary passwords in order to access various documents on the portal. The Staff 

Portal is used for: 

● Submitting Time Off 

● Announcements Regarding the Studio 

● Human Resources 

● Listing Staff Benefits 

● Payroll Inquiries and Disputes 

● Storing Important Contacts and Documents 

● Providing Ongoing Education Resources  

 

The Staff Portal will be explained in detail at the employee’s induction. All questions 

regarding the Portal should be directed to the employee’s supervisor. 
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Requesting Time Off 

ERP has established the following procedures for requesting time off. If any ERP 

employee has questions regarding the following standards, they should be directed 

to management. 

 

Submission Deadline 

○ Every Monday at 12 noon 

○ All requests are to be submitted through the Staff Portal 

○ Submissions are accepted throughout the week at all times, however they 

will only be collated and sent in a group email on the following Monday 

Sub Request Minimum Notice 

○ Two weeks (take into account the submission deadline falls on a Monday, so 

allocate extra time where necessary) 

○ If the request is made within two weeks of the scheduled class, please refer 

to the ‘Emergency Sub Guidelines’ below 

Sub Opportunities Email 

○ Management will send out all available subbing opportunities to all staff every 

Monday by 5 pm 

Schedule Updated 

○ From Tuesday at 12 noon, Mindbody (MBO) will be updated 

○ Sub offers are to be submitted as soon as possible 

○ Instructors will receive automated emails from MBO confirming all schedule 

changes 

○ Once the schedule has been updated, it is final 

○ It is the responsibility of the instructor to check MBO at both locations 

Emergency Sub Guidelines 

○ Emergency subs are all subs that fall within two weeks of the scheduled shift 

○ If an emergency sub is required, it is employee’s responsibility to find a 

replacement 

○ Utilize Facebook to post all emergency sub requests. Once confirmation has 

been received from another staff member agreeing to cover the shift, the 

employee requesting coverage is required to email 

manager@eastriverpilates.com, kimmy@eastriverpilates.com and CC 

the sub in 

○ Until an email response has been received confirming MBO has been 

updated, employee is still fully responsible for the shift 
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Meal Periods 

Except in certain circumstances, employees working six or more hours in a shift are 

entitled to a thirty (30) minute meal period. Employees are not paid for meal 

breaks and must clock in and out at the beginning and end of each meal period. 

Employees are relieved of all active responsibilities and restrictions during meal 

periods and will not be compensated for that time. Meal breaks should be scheduled 

with consideration for operating requirements.  

Rest Periods 

All employees are entitled to a ten minute rest break for each four hours worked. 

Rest periods are paid as time worked. All rest periods will be scheduled with 

consideration for operating requirements.  

Overtime 

Occasionally, it may be necessary for employees to work overtime. A concerted 

effort will be made to schedule overtime in advance so that employees can plan 

accordingly. All non-exempt employees are eligible for overtime pay. The 

employees must receive advance written authorization from their supervisor to 

work overtime. ERP employees will be paid overtime in accordance with state and 

federal overtime requirements.  

Leave of Absence 

Regular full-time employees may request an unpaid leave of absence after the 

exhaustion of paid leave. A request for a leave of absence must be submitted in 

writing in advance to the employee's immediate supervisor. Leave of absences that 

are granted are unpaid, and will not be considered until an employee has exhausted 

all appropriate accrued leave balances. Continuation of employee benefits during a 

leave of absence will be addressed on an individual basis, as required by law. 

Leaving East River Pilates 

Termination  

Employment with ERP is on an at-will basis and may be terminated voluntarily or 

involuntarily at any time. Upon termination, an employee is required to:  

● continue to work until the last scheduled day of employment;  

● return all equipment, keys, books, software or other property belonging to 

the company that are in the employee’s possession or control, and turn in all 

passwords to his/her supervisor;  

● participate in an exit interview as requested by management. 
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Voluntary Termination  

ERP recognizes that personal situations may arise which require a voluntary 

termination of employment. Should this occur, the company requests that the 

employee provide two weeks advance notice in writing. This request does not alter 

an employee’s at-will relationship with the company. All rights and privileges of 

employment with the company terminate upon the date of separation. Terminating 

employees are required to return all company property assigned to them. Failure to 

do so may result in the withholding of their final paycheck.  

 

Final Paycheck  

Employees who terminate employment with the company will be given their final 

paycheck via direct deposit as per usual. 

 

Exit Interview  

ERP may request an exit interview upon notice of termination. The purpose of the 

exit interview is to complete necessary forms, collect company property and discuss 

employment experiences with the company.  
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SECTION 2: STANDARDS OF BEHAVIOR 

No Discrimination 

ERP prohibits discrimination or harassment based on race, color, religion, creed, 

sex, national origin, age, disability, marital status, veteran status or any other 

status protected by applicable law. Each individual has the right to work in a 

professional atmosphere that promotes equal employment opportunities and is free 

from discriminatory practices.  

 

Discrimination includes, but is not limited to: making any employment decision or 

employment related action on the basis of race, color, religion, creed, age, sex, 

disability, national origin, marital or veteran status, or any other status protected 

by applicable law.  

No Harassment 

Consistent with its workplace policy of equal employment opportunity, ERP prohibits 

and will not tolerate harassment on the basis of race, color, religion, creed, sex, 

national origin, age, disability, marital status, veteran status or any other status 

protected by applicable law. Violations of this policy will not be tolerated.  

 

Harassment is generally defined as unwelcome verbal or non-verbal conduct, based 

upon a person’s protected characteristic, that denigrates or shows hostility or 

aversion toward the person because of the characteristic, and which affects the 

person’s employment opportunities or benefits, has the purpose or effect of 

unreasonably interfering with the person’s work performance, or has the purpose or 

effect of creating an intimidating, hostile or offensive working environment. 

Harassing conduct includes, but is not limited to: epithets; slurs or negative 

stereotyping; threatening, intimidating or hostile acts; denigrating jokes and 

display or circulation in the workplace of written or graphic material that denigrates 

or shows hostility or aversion toward an individual or group based on their 

protected characteristic.  

 

Sexual harassment is defined as unwelcome sexual advances, requests for sexual 

favors and other verbal, visual or physical conduct of a sexual nature, when:  

● submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual’s employment;  

● submission to or rejection of such conduct by an individual is used as the 

basis for employment decisions affecting such individual; or  

● such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work performance or creating an intimidating, hostile or offensive 

working environment.  
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Examples of sexual harassment include: unwelcome or unsolicited sexual advances; 

displaying sexually suggestive material; unwelcome sexual flirtations, advances or 

propositions; suggestive comments; verbal abuse of a sexual nature; sexually 

oriented jokes; crude or vulgar language or gestures; graphic or verbal 

commentaries about an individual’s body; display or distribution of obscene 

materials; physical contact such as patting, pinching or brushing against someone’s 

body; or physical assault of a sexual nature.  

Harassment and Discrimination Complaint Procedure 

Any company employee who feels that he or she has been harassed or 

discriminated against, or has witnessed or become aware of discrimination or 

harassment in violation of these policies, should bring the matter to the immediate 

attention of management. The company will promptly investigate all allegations of 

discrimination and harassment, and take action as appropriate based on the 

outcome of the investigation. An investigation and its results will be treated as 

confidential to the extent feasible, and the company will take appropriate action 

based on the outcome of the investigation.  

 

No employee will be retaliated against for making a complaint in good faith 

regarding a violation of these policies, or for participating in good faith in an 

investigation pursuant to these policies. If an employee feels he/she has been 

retaliated against, the employee should file a complaint using the procedures set 

forth above. 

No Gossip Tolerance Policy 

ERP prohibits and will not tolerate gossipping in and around the studio. This 

includes, but is not limited to, gossiping about other ERP team members, 

management, pay scale, benefits, clients, studio vendors, other fitness or wellness 

studios, personal issues, and studio policies. All gossip or issues that arise should 

be reported directly to management for open discussion and resolution. 

Drug-Free Workplace 

Employees are prohibited from unlawfully consuming, distributing, possessing, 

selling, or using controlled substances while at work, on company premises or 

engaged in company business. Prescription drugs or over-the-counter medications, 

taken as prescribed, are an exception to this policy. Anyone violating this policy 

may be subject to disciplinary action, up to and including termination.  
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Property Removal 

ERP does not permit employees to borrow company property or equipment for 

personal or commercial use. This includes, but is not limited to; props, 

merchandise, equipment, technological devices, towels, and any other items that do 

not belong to the employee. Employees are also prohibited to lend any company 

property to clients. No studio property is permitted off grounds unless authorized by 

management. Upon termination, employees are required to surrender any company 

property they possess. Company computers, internet and emails are a privileged 

resource, and must be used only to complete essential job-related functions.  

Technology Use and Privacy Policy 

ERP reserves the right to access all company property including iPads, emails, or 

otherwise, at any time. All documents, files, and electronic information, including 

emails and other communications, created, received or maintained on or through 

company property are the property of the company, not the employee. Therefore 

employees should have no expectation of privacy over those files or documents. 

Employees are not permitted to download any ‘pirated’ software, files or programs 

using company wifi, and must receive permission from management before 

installing any new software on a company iPad or Samsung device. Files or 

programs stored on company devices may not be copied for personal use.  

Proprietary Information and Confidentiality  

ERP develops certain proprietary products, processes, and strategies that are 

unique to the company. The protection of such information and trade secrets is vital 

to the interests and success of ERP. Such confidential information includes, but is 
not limited to, the following examples: 

 

● Exercise/programming innovations 

● Client lists or information 

● Financial information 

● Marketing strategies and data 

● Pending projects and proposals 

● Technological data 

● Compensation data 

● Research and development strategies 

● Written and audiovisual material created by ERP, including workshop 

manuals, training manuals, books and videos. 

 

Employees of ERP should realize that any exercise or programming innovations that 

are created during or as a result of their employment with ERP are considered the 

property of ERP and should be treated as proprietary information. Employees agree 
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not to disclose to any other person or entity or use for personal or commercial gain, 

any such proprietary information at any time during or after the termination of 

employment, unless ERP grants express, written consent of such disclosure. 

Business Code of Conduct 

ERP has an excellent reputation for conducting its business activities with integrity, 

fairness, and in accordance with the highest ethical standards. Employees enjoy the 

benefits of that reputation and are obligated to uphold it in every business activity. 

If there is a doubt as to whether an activity meets our ethical standards or 

compromises the company’s reputation, employees are encouraged to speak to 

management. Although no list advocating ethical behavior and cautioning against 

misconduct could cover every circumstance, the following is our Business Code of 

Conduct that has been designed to protect both ERP and our employees. Under this 

code each employee shall: 

 

● Conduct all aspects of company business in an honest, ethical, and legal 

manner and obey laws of the United States and of every locality in which we 

conduct business.  

● Conduct work on behalf of ERP and its subsidiaries with members, suppliers, 

the public, and co-workers with the highest standards of honesty, integrity, 

and fairness.  

● Be fully responsible for his/her actions and their consequences. 

● Alert his/her supervisor or member of management whenever he/she 

observes, learns of or suspects any dishonest, destructive or illegal act.  

● Respect the rights of all employees to fair treatment and equal opportunity 

without illegal discrimination or harassment of any type. 

● Protect and maintain confidential information that belongs to ERP and their 

respective members, suppliers, and employees.  

● Ensure that all financial transactions are other documentation are handled 

honestly and recorded accurately. This commitment extends to the reporting 

and charging of time. 

● Avoid conflicts of interest, both real and perceived. Conflicts of interest are 

those outside activities or personal interests that could influence objective 

decisions made in the performance of job related responsibilities.  

● Recognize that even the appearance of misconduct or improper behavior can 

be very damaging to our reputation and act to prevent such appearances.  

● Cooperate fully in any investigation of misconduct. 

● Understand that there are consequences for violating this Code. 

Consequences for violations include reprimands, demotion, and dismissal. 
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Personal Hygiene and Dress Code 

An employee’s personal appearance and hygiene is a reflection on ERP’s character. 

Employees are expected to uphold excellent hygiene standards. This includes 

wearing clean clothes, showering regularly, and managing body odor. Perfume is 
not permitted when working at ERP. It is also expected that instructors wear 

clothing that is appropriate for teaching Pilates. ERP honors a no-shoes policy at all 

studio locations. Shoes that are worn exclusively in the studio are acceptable, but 

must be approved by the Studio Manager. Shoes must never be worn when working 

on equipment. 

Conflicts of Interest  

ERP expects its employees to devote their full work time, energies, abilities, and 

attention to the company. Employees are expected to avoid situations that create 

an actual or potential conflict between the employee’s personal interests and the 

interests of the company. Employees who, because of other work or activities, 

cannot make this commitment may be asked to end their employment. A conflict of 

interest exists when an employee’s loyalties or actions are divided between ERP and 

a competitor, supplier, or customer. Employees who are unsure whether a certain 

transaction, activity, or relationship constitutes a conflict of interest should discuss 

the situation with management. Some examples of the more common conflicts that 

should be avoided by all employees include, but are not limited to; 

 

● Accepting personal gifts or entertainment from competitors, customers, 

suppliers, or potential suppliers 

● Working for a competitor, supplier, or customer while employed by ERP 

● Engaging in self-employment in competition with ERP 

● Using proprietary or confidential ERP information for personal gain or to the 

detriment of ERP 

● Having a direct or indirect financial interest in or relationship with a 

competitor, customer, or supplier 

● Committing ERP to give its financial or other support to any outside activity 

or organization without appropriate written authorization. 

 

Failure to adhere to this policy, including failure to disclose any conflict or seek an 

exception to this policy, may result in disciplinary action, up to and including 

termination. 

Representing East River Pilates 

If an ERP employee is presented with an opportunity to represent ERP off-site, and 

the employee accepts the offer, he/she is expected to uphold ERP’s reputation, core 

values, and mission statement, and adhere to the company’s Code of Conduct at all 
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times. Off-site professional opportunities may include, but are not limited to, 

attending or teaching at conferences, workshops, master classes, and community 

programs.  

 

If an ERP employee is presented with an opportunity to represent or collaborate 

with another company, competitor, brand, campaign, charity, or community group; 

it is expected that the employee asks the person extending the opportunity to 

contact ERP management to discuss the opportunity in detail.  

Non-Solicitation of Clients and Employees 

ERP employees are not permitted to directly or indirectly solicit via personal 

conversation, telephone, email, or social media any of ERP’s employees to 

terminate their employment or enter into another employment agreement with 

another employee or third party. Additionally, ERP employees are not permitted to 

directly or indirectly solicit via personal conversation, telephone, email, or social 

media any on ERP’s clients or customers, with whom the employee had dealings 

with on behalf of ERP during his/her employment. 

Studio Rental 

Studio rentals are permitted at the will and direction of ERP management, and 

priced according to the rental request. Requests for studio rentals must be made on 

the Staff Portal at least 24 hours prior to the event. All commercial and 

non-commercial studio rental requests must be approved by ERP management. 

Payment is required at the time of booking. Denied rental requests are final. ERP 

honors a 24 hour cancellation policy for all studio rental bookings. All unauthorized 

studio rentals will be subject to discipline, up to and including termination of 

employment. 

 

Non-commercial rental uses that do not require written approval from ERP 

management: 

● Self practice 

● Amateur photographic documentation of self practice 

● Amateur video documentation of self practice 

Non-commercial rental uses that require written approval from ERP management: 

● Reformer Rental | $30 per hour - spouse only (no family, friends or clients)  

● Rehearsal Rental (Mat Studio) | $50 per hour - dance, theater, community 

Commercial rental uses that require written approval from ERP management: 

● General Media | $50 per hour - Professional photography, videography, 

interviews, or other commercial or promotional activities 

● Workshops, Lectures, Events | $TBD - ERP Management will provide a quote 

upon receipt of Rental Request submitted on Staff Portal 
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Employment of Relatives 

ERP neither discriminates against nor gives preferential treatment to employees 

because of their family relationships. For purposes of this policy, a family 

relationship is defined as; mother, father, husband, wife, son, daughter, sister, 

brother, mother-in-law, father-in-law, sister-in-law, brother-in-law, son-in-law, 

daughter-in-law and stepchild. Employee’s relatives may be eligible for employment 

with ERP when there is not actual or potential problem of supervision, safety, 

security, areas of sensitivity, morale or conflict of interest. If two employees marry 

or become related after being employed and actual or potential problems arise, ERP 

will try to collectively resolve the problem. If this occurs, attempts will be made to 

find suitable alternative positions within ERP. If no alternative position can be 

found, one of the employees will be asked to leave. Initially, the decision of who will 

leave will be left to the employees. If they cannot decide, ERP will decide which 

employee is subject to termination. Relatives should not be hired if doing so creates 

a supervisor/subordinate relationship creating a conflict of interest. This policy also 

should be considered when transferring and promoting an employee. If a problem 

should arise, ERP may take whatever action it deems appropriate to resolve the 

matter. 

Rules of Conduct 

Specific rules of conduct are observed by ERP in order to establish a safe, 

professional, efficient, and honest work environment. Violations of these rules may 

lead to disciplinary action up to and including termination. Examples of intolerable 

misconduct include, but are not limited to: 

 

● Violating any company policy, guideline or rule 

● Failure to meet performance standards 

● Absenteeism, excessive tardiness, or absence without proper notice 

● Engaging in acts of discrimination or harassment in the workplace 

● Unauthorized use of company property 

● Disclosing confidential information without permission 

● Falsifying injury reports or reasons for leave  

● Dishonesty, theft or inappropriate removal or possession of ERP 

● Sexual or other forms of unlawful harassment towards ERP members, 

suppliers, or staff 

● Insubordination, including refusal to perform assigned tasks or the 

performance of assigned tasks in an inappropriate manner 

● Leaving company premises or your job during work hours without notifying 

management or obtaining permission 

● Working unauthorized overtime 

● Sleeping, or the appearance of sleeping, while on duty 
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ERP will address violations of these rules of conduct and any other violations of 

company policy on an individual basis. Pursuant to the at-will employment policy, 

ERP reserves the right to  to determine the severity and extent of any disciplinary 

action based on the circumstances of each case.  Disciplinary action may include 

oral or written warnings, suspension, demotion, probation, or involuntary 

termination. Nothing in this Handbook should be construed as a promise or specific 

treatment in a given situation. 

Cell Phone Usage 

Employees are required to silence their cell phones during work hours, and to avoid 

using them in the presence of clients. Employees may use their cell phones during 

break periods. 

Non-Fraternization Policy 

In order to avoid conflicts, misunderstandings, complaints of favoritism, problems 

of supervision, security, morale and possible claims of sexual harassment, ERP 

maintains a strict policy against certain interpersonal kinds of fraternization. This 

policy forbins managers and supervisors to date, pursue, or maintain a romantic or 

sexual relationship with employees who they supervise, directly or indirectly. 

Problem Resolution - Grievance Procedures 

ERP is committed to providing the best possible working conditions for its 
employees. Part of this commitment is encouraging an honest and open 

atmosphere in which any problem, complaint, suggestion or question will receive a 

timely response from ERP management. It is the sincere intent of ERP to be fair and 

reasonable with all employees at all times; therefore, any employee who believes 

that he or she has been treated improperly or unfairly has resource for resolution of 

such a complaint. All complaints should be initially reported to management as soon 

as possible after the incident occurs. Within any dispute resolution situation, all 

employees and supervisors shall approach the facts and issues surrounding these 

matters in a discrete and confidential manner. Employees should not file a 

grievance with, discuss, or involve the members of ERP in internal company issues. 

Doing so will result in disciplinary action up to and including termination of 

employment. This policy does not apply to claims involving sexual or other forms of 

unlawful harassment or discrimination. 
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SECTION 3: WORK PERFORMANCE 

Employee Performance Evaluations 

ERP periodically evaluates employees’ performances, with the goal to identify areas 

where employees excel, and need improvement. ERP uses performance reviews to 

determine pay increases, promotions, scheduling changes, and/or terminations. All 

performance reviews are based on merit, achievement and other factors that may 

include but are not limited to:  

● Quality of work  

● Attitude  

● Knowledge of work  

● Attendance and punctuality  

● Teamwork and cooperation  

● Compliance with company policy 

● Performance reviews - including class observations, and online reviews 

sourced from Yelp, Mindbody, Google, ClassPass 

● Acceptance of responsibility and constructive feedback 

 

Employees should note that a performance review does not guarantee a pay 

increase or promotion. Written or verbal performance evaluations may be made at 

any time to advise employees of unacceptable performance. Evaluations or any 

subsequent change in employment status, position or pay does not alter the 

employee’s at will-relationship with the company. 

Insubordination  

ERP management and employees should interact with mutual respect and common 

courtesy. Employees are expected to take instruction from supervisors or other 

persons of authority. Failure to comply with instructions or unreasonably delaying 

compliance is considered insubordination. Acts of insubordination are subject to 

disciplinary action, up to and including termination. If an employee disagrees with 

management, the employee should first try to mediate the situation by explaining 

their position. If possible, a compromise might be met and accusations of 

insubordination avoided.  

Procedures  

Disciplinary action is any one of a number of options used to correct unacceptable 

behavior or actions. Discipline may take the form of verbal warnings, written 

warnings, probation, suspension, demotion, discharge, removal or some other 

disciplinary action, in no particular order. The course of action will be determined by 

ERP management at its sole discretion as it deems appropriate.  
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SECTION 4: SAFETY 

Safety 

ERP takes every reasonable precaution to ensure that employees have a safe 

working environment. It is the responsibility of each employee to help prevent 

accidents by: 

● Keeping work areas clean and clear 

● Reporting hazards or unsafe conditions to management 

● Reporting all injuries, however minor, to management immediately 

● Never performing a job that you feel is unsafe 

Scope of Practice 

ERP Instructors must work within the scope of practice as outlined below: 

● Design Pilates exercise programs according to individuals’ needs 

● Recognize conditions that would prevent a client from safely participating in a 

Pilates exercise program 

● Direct clients to seek medical attention as necessary 

● Receive exercise guidelines and clearance from medical practitioners, when 

appropriate, to ensure clients’ safety 

● Document client’s progress and cooperate with referring medical practitioners 

● Promote exercise to improve overall health 

● Request permission to touch to facilitate movement, position client, and 

prevent injury or damage. 

The following is beyond the scope of practice: 

● ‘Prescribing’ an exercise program 

● ‘Diagnosing’ a client with any medical, mental, or physical condition 

● Continuing to train a client with a condition that is beyond your knowledge 

without appropriate medical clearance 

● ‘Prescribing diets or recommending supplements 

● Claiming to ‘treat’ or ‘rehabilitate’ injury or disease 

● Monitoring (measuring with instrumentation) the progress of clients referred 

by therapists or medical practitioners 

● Offering counseling 

● Claiming to be competent to offer professional education beyond the limits of 

your credentials 

● Applying inappropriate touch 

● Continuing to train a client that exhibits any of the following unusual 

symptoms; chest pain, prolonged dizziness, rapid heart rate, shortness of 

breath, significant decrease in coordination, loss of consciousness, faintness, 

nausea, blurred vision, prolonged or increasing pain 
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Accidents on Company Premises 

Any accident that occurs on company premises should be reported immediately to 

management. An incident report must be filed immediately after the incident. Direct 

anyone with questions regarding liability to injured visitors to ERP management. If 
an employee is injured on the job, he or she will usually be entitled to worker’s 

compensation benefits. Refer to section on Workers Compensation. 

CPR Certification 

All ERP Pilates instructors are required to have current CPR and First Aid 

certification on file. If an new Employee is not CPR-certified at the time of hire, the 

employee must complete certification before the 90-day introductory period. 

Crime 

Employee safety is ERP’s primary concern during any crime that may take place at 

the workplace. To ensure the safety of everyone present, these guidelines should 

be followed: 

● Cooperate fully with the perpetrator of the crime 

● Keep co-workers as safe as possible 

● Immediately call 911 for any medical help. Inform local police and ERP 

management of the incident 

● Write down all the details of the crime, including the time, thorough 

description of the perpetrator(s), and what happened during the crime 

● If members are present, ask them to stay until the police arrive so that they 

may also give a statement to the police, or ask for their names and phone 

numbers so the police can contact them later 

Workplace Security 

ERP employees must be alert and aware of any potential dangers to themselves, 

their coworkers or clients. Employees are encouraged to take every precaution to 

ensure that surroundings are safe and secure at all times. This includes guarding 

personal belongings and company property. Visitors are to be escorted at all times. 

Any suspicious activity is to be reported to management immediately. Wherever 

possible, the studio is to be locked up with two ERP employees present. 

Emergency Procedures 

In the event of an emergency, dial 911 immediately. If you hear a fire alarm or 

other emergency alert system, proceed quickly and calmly to the nearest exit.   
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SECTION 5: COMPENSATION 

Pay Period 

ERP takes all reasonable steps to ensure that employees receive the correct amount 

of pay in each paycheck and that employees are paid promptly on the scheduled 

payday. Payroll is processed via Gusto software and paychecks are deposited via 

direct deposit 3-5 business days after the payday. Pay periods are: 

 

1st - 15th - Payroll is processed on the 16th of every month, or on the following 

business day, if payday falls on a Saturday or Sunday 

 

16th - 30th/31st - Payroll is processed on the 1st of every month, or on the 

following business day, if payday falls on a Saturday or Sunday 

Timekeeping Procedures 

Studio Relations 

All Studio Relations employees must record their time by clocking-in through 

Mindbody at the beginning and of each shift and meal break, and clocking-out 

through Mindbody at the end of each shift and break. Failure to do so will require 

manual processes. The Studio Manager will need to be contacted in order to 

arrange any manual time clock adjustments. Management reserves the right to 

alter any discrepancies in an employee’s time clock. 

 

Instructors 

All Instructors are responsible for ensuring that their Mindbody schedules are up to 

date and correctly recorded at all times. If an Instructor notices an error on 

Mindbody, ERP management must be notified immediately in order to have the 

schedule updated. 

Administrative Pay Correction 

If an error appears to have been made, or any information appears to be inaccurate 

at the time of payroll, employees must notify Mabel Luna of the supposed error 

immediately by logging in to the Staff Portal and submitting the appropriate form. 

Any change in name, address, telephone number, marital status or number of 

exemptions claimed by an employee must also be reported by logging in to the 

Staff Portal and submitting the appropriate form. 
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SECTION 6: ATTENDANCE AND LEAVE 

General Attendance  

Management will provide employees with their work schedule. Should an employee 

have any questions regarding his/her work schedule, the employee should contact 

management. Employees who need to leave early, for illness or otherwise, should 

inform management before departure. Unauthorized departures may result in 

disciplinary action.  

Absenteeism and Tardiness 

The success of ERP depends upon the cooperation and commitment of each 

employee. An employee’s attendance and punctuality are extremely important. 

Employees should be at the workplace and ready to work at their starting time.  

 

An employee who arrives after their scheduled arrival time is considered tardy. ERP 

recognizes there may be times where absence or tardiness cannot be avoided. In 

this event, employees should notify management at least two hours before their 

scheduled shift. Habitual, deliberate lateness or ‘no-shows’ for a shift or class are 

considered acts of misconduct and will be treated as such.  

 

If the absence is due to illness or illness of a family member for two or more work 

days, ERP will require a doctor’s certificate. Failure to notify ERP may result in 

disciplinary action. ERP does not tolerate absenteeism without reasonable excuse. 

Leave for Military and Reserve Duty 

Employees called to active duty in the U.S. military or National Guard are eligible 

for an unpaid military leave of absence in accordance with state and federal law. 

Employees should present management with a copy of service papers as soon as 

possible.  

 

During this absence, the employee’s length of service accumulates, and benefits will 

continue as required by applicable law. Upon application within the appropriate time 

period after the date of termination from military service, the employee will receive 

the then-current rate of pay and then-current benefits. Employees should give 

management as much advance notice as possible, so that the company may 

arrange for appropriate coverage during absence.  
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Weather-Related Absences/Emergency Closings 

All ERP studio locations are generally open regardless of weather conditions. In the 

event of inclement weather, employees should contact management, or in other 

cases of emergency, management will contact employees with instructions on how 

to proceed.  

 

Should the studio be open and operating, all employees are asked to make their 

best effort, using safe precautions and sound judgement, to report to work as 

scheduled. All employees not reporting to work must inform management via text 

and email as soon as possible. Employees not reporting to work will not be paid for 

missed work. 

Jury and Witness Leave 

ERP understands that occasionally employees are called to serve on a jury. 

Employees who are selected for jury duty must provide a copy of their jury 

summons to a supervisor. Time taken for jury duty is granted on an unpaid basis. 

Victim Leave 

If an employee or an immediate family member are a victim of violent crime, the 

employee will be granted unpaid leave in order to attend court proceedings.  

Voting Time 

Employees are encouraged to participate in elections. Voting time off is granted on 

an unpaid basis if unable to vote prior to or after the workday.  

Sick Leave 

Situations may arise where an employee needs to take time off to address medical 

or other health concerns. The company requests that employees provide notification 

to management as soon as practicable when taking time off.  
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SECTION 7: EMPLOYEE BENEFITS 

Employee Benefits  

This handbook contains descriptions of some of ERP’s employee benefits. A 

complete list of benefits may be found on the ERP Staff Portal. In the event of any 

inconsistencies between this handbook or any other verbal or written description of 

benefits and the Staff Portal, the Staff Portal will govern.  

Workers Compensation Coverage 

ERP provides workers’ compensation benefits for the protection of employees with 

work-related injuries or illnesses. Workers’ compensation insurance provides 

coverage to employees who receive job-related injuries or illnesses. If an employee 

is injured or becomes ill as a result of his/her job, it is the employee’s responsibility 

to immediately notify management in order to receive benefits.  

● Report every illness or injury to a supervisor, regardless of how minor it 
appears.  

● ERP will advise the employee of the procedure for submitting a workers’ 

compensation claim.  

● An employee’s report should contain as many details as possible, including 

the date, time, description of the illness or injury, and the names of any 

witnesses. 

If necessary, injured employees will be referred to a medical care facility. 

Employees should retain all paperwork provided to them by the medical facility. 

Failure to report a work-related illness or injury promptly could result in denial of 

benefits. A separate insurance company administers the workers compensation 

insurance. Representatives of this company may contact injured employees 

regarding their benefits under the plan. Additional information regarding workers’ 

compensation is available from management.  

Disability Coverage  

ERP employees are eligible for disability insurance coverage. Disability insurance 

provides partial paycheck reimbursement for times of serious illness or injury which 

leads to total disability. Total disability is defined as the inability to perform any job 

function as a result of the injury or illness. For information regarding ERP’s disability 

insurance policy and disability benefits, employees may contact ERP management. 

The employee is responsible for notifying a supervisor of their disability, expected 

date of return, and the name of their attending physician. The company may 

request that an independent medical provider perform an examination. In addition, 

the company may require a medical release form prior to returning to work. The 

company reserves the right to modify any or all of the benefits or to change benefit 

providers at any time, with or without notice.  

 
 © East River Pilates Studio, LLC Initials:  

26 



 

ACKNOWLEDGEMENTS 

Non Compete 

I understand that in accepting an employment opportunity at East River Pilates 

Studio, LLC, located at 235 S 1st Street, Unit 1E, Williamsburg, NY, 11211, and 41 

Broadway, Williamsburg, NY, 11249, and in signing this contract, I agree to uphold 

East River Pilates Studio, LLC’s condition of employment that I do not: 

● plan,  

● design,  

● establish,  

● or open a new Pilates studio, 

in the neighborhood of Williamsburg, for a term of twelve months after ceasing 

employment at East River Pilates Studio, LLC. I understand that this non-compete 

clause is valid regardless of whether my contract is terminated by the management 

of East River Pilates Studio, LLC, or if I voluntarily choose to leave my teaching 

position. 

 

x 

 

Name: Dated: 

 

Acknowledgement of Receipt for Employee Handbook  

I acknowledge that I have received a copy of the Employee Handbook. I understand 

that I am responsible for reading the information contained in the Handbook. I 
understand that the handbook is intended to provide me with a general overview of 

the company’s policies and procedures. I acknowledge that nothing in this 

handbook is to be interpreted as a contract, expressed or implied, or an inducement 

for employment, nor does it guarantee my employment for any period of time. I 
understand and accept that my employment with the company is at-will. I have the 

right to resign at any time with or without cause, just as the company may 

terminate my employment at any time with or without cause or notice, subject to 

applicable laws. I understand that nothing in the handbook or in any oral or written 

statement alters the at-will relationship, except by written agreement signed by the 

employee and ERP management. I acknowledge that the company may revise, 

suspend, revoke, terminate, change or remove, prospectively or retroactively, any 

of the policies or procedures outlined in this handbook or elsewhere, in whole or in 

part, with or without notice at any time, at the company’s sole discretion. 

 

x 

 

Name: Dated: 
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EMPLOYER COPY 

Non Compete 

I understand that in accepting an employment opportunity at East River Pilates 

Studio, LLC, located at 235 S 1st Street, Unit 1E, Williamsburg, NY, 11211, and 41 

Broadway, Williamsburg, NY, 11249, and in signing this contract, I agree to uphold 

East River Pilates Studio, LLC’s condition of employment that I do not: 

● plan,  

● design,  

● establish,  

● or open a new Pilates studio, 

in the neighborhood of Williamsburg, for a term of twelve months after ceasing 

employment at East River Pilates Studio, LLC. I understand that this non-compete 

clause is valid regardless of whether my contract is terminated by the management 

of East River Pilates Studio, LLC, or if I voluntarily choose to leave my teaching 

position. 

 

x 

 

Name: Dated: 

 

Acknowledgement of Receipt for Employee Handbook  

I acknowledge that I have received a copy of the Employee Handbook. I understand 

that I am responsible for reading the information contained in the Handbook. I 
understand that the handbook is intended to provide me with a general overview of 

the company’s policies and procedures. I acknowledge that nothing in this 

handbook is to be interpreted as a contract, expressed or implied, or an inducement 

for employment, nor does it guarantee my employment for any period of time. I 
understand and accept that my employment with the company is at-will. I have the 

right to resign at any time with or without cause, just as the company may 

terminate my employment at any time with or without cause or notice, subject to 

applicable laws. I understand that nothing in the handbook or in any oral or written 

statement alters the at-will relationship, except by written agreement signed by the 

employee and ERP management. I acknowledge that the company may revise, 

suspend, revoke, terminate, change or remove, prospectively or retroactively, any 

of the policies or procedures outlined in this handbook or elsewhere, in whole or in 

part, with or without notice at any time, at the company’s sole discretion. 

 

x 

 

Name: Dated: 
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