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Mission Statement

Step’s Foundation Inc’s mission is to connect members of the local community to both valuable
resources, and most importantly, each other through the administration of community workshops,
support groups, career support services, and other social services. With a focus on youth
development, youth leadership, family engagement, and family empowerment, Step’s
Foundation, Inc. aims to lay a foundation of continued support for the whole community to grow
together.

Vision Statement

Our vision at Step’s Foundation, Inc. is to be a pillar of support for local communities that
promote growth, creativity, and education.

Core Values

● Serve and Support: Show compassion, respect, and integrity while creating
opportunities for community members to receive the necessary resources.

● Transformation: Action meets connection when we serve to transform lives!
● Empowerment: Provide opportunities and resources for families and the community to

rise to their highest potential.
● Passion: Be inspired to do for others throughout the organization and in the community.
● Selflessness and Community:Work selflessly for the greater good, collaborating with

the community to achieve mutual support and shared goals.
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Policies and Guidelines

Step’s Foundation, Inc. has established the following policies to ensure a safe, professional, and
productive environment for all interns, participants, and team members. These policies must be
adhered to at all times while engaged in internship activities. Violations of these policies may
result in disciplinary action, including dismissal from the program.

Drug-Free Policy

● The unlawful possession, use, manufacture, or distribution of controlled substances,
including recreational drugs, is strictly prohibited.

● Being under the influence of illegal substances or misuse of prescription drugs while
participating in internship activities is not allowed.

● Step’s Foundation, Inc. maintains a zero-tolerance stance. Any violation will lead to
immediate dismissal and, if necessary, notification to legal authorities.

Non-Smoking Policy

● Smoking is not permitted within 60 feet of any entryway, vent, or doorway to any
building occupied by Step’s Foundation, Inc. or its program partners.

● This includes cigarettes, cigars, electronic cigarettes (e-cigarettes), and vaping devices.
● Violations may result in warnings or disciplinary action depending on severity or

frequency.

Alcoholic Beverages

● Interns are strictly prohibited from possessing, consuming, or being under the influence
of alcohol while actively engaged in internship activities or immediately beforehand.

● Alcohol consumption is also prohibited at all program locations, events, and meetings.
● Exceptions may be made for official events where alcohol is served, but interns are

expected to remain professional and not consume alcohol during their internship shifts.

Weapons Policy

● The possession or use of firearms, explosives, knives (beyond utility tools), or any other
dangerous materials is prohibited during all internship activities and on any property
affiliated with Step’s Foundation, Inc.
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● Violations will result in immediate termination and potential legal consequences,
including notification to law enforcement.

Examples of Prohibited Items:

● Guns, ammunition, and replicas.
● Explosive devices such as fireworks, firecrackers, or bombs.
● Hazardous materials like toxic chemicals or flammable substances.

Property Policy

● Interns are expected to respect and care for the property of Step’s Foundation, Inc., its
affiliates, and team members.

● This includes organizational tools, equipment, materials, and spaces used during the
internship.

● Misuse, theft, or intentional damage to property will result in disciplinary action, up to
and including dismissal.

Examples of Responsibilities Under This Policy:

● Return any borrowed equipment, such as tablets or program materials, in good condition.
● Refrain from using organizational property for personal or unauthorized purposes.
● Report any accidental damage to property immediately to your supervisor.

Code of Conduct

Interns are expected to maintain a high level of maturity, professionalism, and commitment. As a
representative of Step’s Foundation, Inc., you must:

● Perform your duties to the best of your ability.
● Adhere to organizational rules and policies.
● Maintain respectful and professional relationships with staff, peers, and program

participants.

Misconduct Policy: Disciplinary action may range from verbal warnings to immediate
dismissal, depending on the severity of the issue.
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Confidentiality Policy

Step’s Foundation, Inc. prioritizes the confidentiality of its participants. Interns must protect
sensitive information about students, mentors, and families. Information may only be shared
under the following conditions:

● With supervisor approval.
● As required by law (e.g., mandatory reporting of harm or danger).

Interns will sign a confidentiality agreement during onboarding and are required to adhere to its
terms throughout the internship.

Transportation Policy

Step’s Foundation, Inc. is committed to ensuring the safety and well-being of interns, program
participants, and staff. The following guidelines outline transportation expectations and
restrictions for interns:

1. Personal Transportation Responsibility

● Interns are responsible for arranging their own transportation to and from program
locations, meetings, and events.

● Transportation expenses, including fuel, public transit fares, or rideshare services, are the
responsibility of the intern unless explicitly covered by Step’s Foundation, Inc. for
specific activities (e.g., special events).

● Interns are expected to plan ahead to arrive at designated locations on time.

2. Prohibition on Transporting Participants

● Interns are strictly prohibited from using personal vehicles to transport program
participants, including students, families, or volunteers.

● This policy applies to all activities, including program sessions, events, and emergencies.

Why This Policy Exists:

● Liability: Transporting participants may expose both the intern and the organization to
legal and financial risks.

● Safety: Ensures that all transportation arrangements are handled through approved and
insured channels, such as school district transportation or parents/guardians.
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3. Alternative Transportation Options for Participants

If a participant requires assistance with transportation, interns should:

1. Direct the participant to approved transportation options, such as school buses or carpool
arrangements facilitated by the participant's family or guardians.

2. Notify their supervisor if the participant’s transportation situation poses challenges or
barriers to participation.

4. Emergency Situations

In cases where transportation is required during emergencies:

● Interns should contact their supervisor immediately for guidance.
● If urgent transportation assistance is needed, program staff will coordinate appropriate

arrangements through approved channels.

Examples of Emergencies:

● A participant is stranded at a program location without a ride.
● Weather or unexpected conditions disrupt planned transportation options.

What Not to Do:

● Do not transport participants in your personal vehicle under any circumstances.
● Do not offer rides to participants, even with their parent/guardian’s verbal consent.

5. Transportation to Remote or Off-Site Locations

Some program events may occur at locations beyond your primary site (e.g., community centers,
schools, or partner locations).

● Detailed instructions for traveling to these locations will be provided in advance.
● If group travel is necessary, Step’s Foundation, Inc. will arrange for approved

transportation (e.g., carpooling with staff or pre-arranged shuttles).
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Ethics Points

Interns at Step’s Foundation, Inc. are expected to embody and uphold the organization’s core
values of honesty, integrity, and fairness in all professional interactions. Ethical behavior is
critical to maintaining the trust and respect of our participants, staff, and the community.

Key Expectations:

1. Honesty:
o Be truthful in all communications and actions.
o Accurately represent your role, responsibilities, and the organization’s goals to

participants, stakeholders, and team members.
2. Integrity:

o Act in alignment with the organization’s mission, vision, and core values.
o Avoid behavior that could damage the reputation or trustworthiness of the

organization.
3. Fairness:

o Treat all participants, team members, and stakeholders with equity and respect.
o Make decisions based on objective criteria, free from bias or favoritism.

Examples of Ethical Behavior:

● Reporting inaccuracies or issues in documentation immediately.
● Following all policies to ensure safety and fairness in program activities.
● Acknowledging and learning from mistakes transparently and professionally.

What to Avoid:

● Misrepresenting information to program participants.
● Failing to disclose potential ethical issues or mistakes to your supervisor.

Equal Opportunity Policy

Step’s Foundation, Inc. is committed to fostering an inclusive and equitable environment where
all individuals are treated with dignity and respect. Interns will work within a culture that
promotes diversity and ensures fair treatment across all levels of the organization.

Policy Highlights:

1. Non-Discrimination Commitment:
o Intern selection and treatment are based solely on qualifications and performance.
o The organization prohibits discrimination based on race, gender, age, disability,

religion, national origin, marital status, sexual orientation, or other protected
characteristics.
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2. Diversity and Inclusion:
o Interns are encouraged to celebrate diversity and build positive relationships with

individuals from varied backgrounds.
o Respect for cultural differences is essential in all communications and

interactions.
3. Reporting Violations:

o If an intern observes or experiences discriminatory behavior, they are encouraged
to report it promptly to their supervisor or the Executive Director.

Conflict of Interest Policy

Interns must prioritize the interests of Step’s Foundation, Inc. above personal, financial, or
external relationships that could compromise their responsibilities. Transparency and proactive
communication are critical to avoiding potential conflicts.

What is a Conflict of Interest?

A conflict of interest occurs when an intern’s personal interests, relationships, or external
affiliations interfere with their ability to act in the best interest of Step’s Foundation, Inc.

Examples of Potential Conflicts:

1. External Relationships:
o Recommending a service provider (e.g., caterer or vendor) with whom you have a

personal connection without disclosing it to your supervisor.
2. Personal Gain:

o Using organizational resources or information for personal benefit.
3. Undisclosed Affiliations:

o Being employed or volunteering with another organization whose mission or
goals may conflict with those of Step’s Foundation, Inc.

Steps to Address Conflicts:

1. Identify: If you believe a conflict of interest may exist, evaluate the situation honestly.
2. Disclose: Immediately inform your supervisor about the potential conflict.
3. Resolve:Work with your supervisor to determine the appropriate course of action to

eliminate or mitigate the conflict.
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Sexual Harassment Policy

Step’s Foundation, Inc. is committed to maintaining a safe, respectful, and inclusive environment
for all interns, staff, and program participants. Sexual harassment of any kind is strictly
prohibited and will not be tolerated.

Definition of Sexual Harassment:

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, or other
verbal, non-verbal, or physical conduct of a sexual nature that:

1. Creates an intimidating, hostile, or offensive work environment.
2. Interferes with an individual’s ability to perform their role.
3. Is made a condition of participation or employment, either explicitly or implicitly.

Examples of Sexual Harassment:

● Inappropriate or unwanted comments, jokes, or gestures of a sexual nature.
● Sending or displaying sexually explicit images or messages.
● Unwelcome physical contact, such as touching, hugging, or patting.
● Quid pro quo harassment, where favors are requested in exchange for opportunities or

benefits.

Reporting Process:

1. Interns who experience or witness sexual harassment should report the incident promptly
to their supervisor or the Executive Director.

2. All reports will be handled with sensitivity, confidentiality, and professionalism.
3. Retaliation against individuals who report harassment is strictly prohibited and will result

in disciplinary action.

Consequences for Violation:

Any intern found to have engaged in sexual harassment will face immediate disciplinary action,
up to and including dismissal from the internship program.

Step’s Foundation, Inc. promotes a culture of respect and dignity. By adhering to this policy, we
create a positive and supportive environment for all.
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Background Check Instructions

Oasis Background Check Requirements

Step’s Foundation, Inc. requires all interns to complete a background check through the Oasis
system to ensure the safety and well-being of our participants. Please follow the steps below to
complete the process.

Steps to Complete Your Oasis Background Check

1. Access the Oasis Background Check Portal:
o Click this link to begin: [Insert Oasis Background Check Link].

2. Select Your Application Type:
o If you’ve volunteered at a school in Osceola County before, click Renew to

update your information.
o If this is your first time, click New to create a new application.

3. Add School and Activity Information:
o School: Add Zenith School/Project Hope as the location.
o Activity: Select Tutoring/Mentoring from the dropdown menu.

4. Complete the Form:
o Fill out all required fields accurately.
o Review your information and submit the form.

Next Steps After Submission

1. Processing Time:
o Oasis will process your background check request within a few days.

2. Approval Notification:
o You will receive an email with your approval status from VOLUNTEERSC.

3. Forward Approval Email:
o Once you receive the approval email, forward it to info@stepsfoundation.org as

proof of completion.

Important Notes:

● Background checks must be completed and approved before starting your internship
activities.

● If you encounter any issues during the process, contact your supervisor or the
administrative team for assistance.
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Tools and Resources Guide

Account Information Sheet

Each intern will receive login credentials for the following:

● Email: Access through Gmail. (all interns)
● Google Drive: For file storage and collaboration. (all interns)
● Google Chat: For team communication. (all interns)
● Salesforce: For attendance and interaction tracking (program assistants and peer

educators)
● Canva and Canvas: For design and curriculum access. (all interns Canva) (program

assistants, peer educators, and advocacy and outreach for Canvas)
● GroupMe: For real-time team updates. (all interns)
● PointApp: For volunteer engagement (volunteer and marketing coordinators)

Tools Overview Guide

To support your success, we provide access to several tools and platforms. Below is an overview
of the tools you’ll use, their purposes, and how to access them.

Email

Purpose:
Used for professional communication with supervisors, team members, and program
participants.

How to Access:

1. Open Gmail at https://mail.google.com.
2. Your username is the first initial of your first name and your full last name, followed by

@stepsfoundation.org (e.g., Abigail Ellis = aellis@stepsfoundation.org).
3. The default password is Internship1.
4. Upon login, you will be prompted to change your password. Write it down somewhere

secure as we cannot retrieve it for you. If you encounter issues, your password can be
reset by the administrative team.

Once you have gained access to your email, send a message to info@stepsfoundation.org to
confirm you’re ready to start.
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Google Drive

Purpose:
Centralized storage for files, documents, and shared resources. Collaborate with team members
in real time.

How to Access:

1. Go to Google Drive.
2. Use your Steps Foundation email to access shared folders and files.
3. Create and organize files for your assigned tasks and projects.

Google Chat

Purpose:
Facilitates quick, real-time team communication. Use it for questions, updates, and team
collaboration.

How to Access:

1. Log into your Steps Foundation email account.
2. Open Google Chat via your email or go to Google Chat.
3. Join the designated chat groups for your team and program.

Salesforce

Purpose:
Tracks attendance, documents participant interactions, and manages timesheets.

How to Access:

1. Login credentials will be provided during your onboarding training.
2. Use the platform to log attendance and group or individual interactions.
3. Submit weekly timesheets by Monday at 10 AM.
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Canva

Purpose:
Create visually appealing flyers, social media posts, newsletters, and other design materials.

How to Access:

1. Go to Canva.
2. Login credentials will be provided during onboarding.
3. Use templates or design from scratch to meet program branding standards.

Canvas

Purpose:
Access program-specific curricula, materials, and training modules.

How to Access:

1. Visit Canvas.
2. Use login details provided by your supervisor.
3. Explore assigned modules to prepare for program delivery and facilitation.

GroupMe

Purpose:
Used for real-time updates and group messaging for interns and supervisors.

How to Access:

1. Download the GroupMe app from your app store or access it via GroupMe.
2. You will be added to your intern cohort group during orientation.
3. Use GroupMe for reminders, event updates, and quick communication.

POINT App

Purpose:
Volunteer management platform for scheduling, approving volunteer hours, and managing
events.

How to Access:
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1. Download the POINT app or access it online at PointApp.
2. Create an account with your Steps Foundation email.
3. Track volunteer engagement, approve hours, and coordinate event logistics.

To-Do

● Ensure you’ve successfully logged into all tools during the onboarding process.
● Contact your supervisor if you experience any issues accessing these tools.
● Regularly use these platforms to stay organized, communicate effectively, and complete

your tasks efficiently.

For further assistance, refer to the Resource Access Checklist below.

Resource Access Checklist

☐ Confirm email login.
☐ Log in to Google Drive.
☐ Access Salesforce (if applicable).
☐ Log in to Canva (if applicable)
☐ Log in to Canvas (if applicable)
☐ Join GroupMe
☐ Access to PointApp
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Orientation Schedule:
Details will be provided during your first week.

Weekly Meeting Schedule:
Mandatory virtual meetings every Monday at 10 AM.

Contact Information:

● Executive Director: Abigail Ellis, info@stepsfoundation.org, 407-572-2723.

Role-Specific Materials

Training Manual: Each role will receive detailed guides and processes during onboarding.

Shadowing Schedule: Interns will shadow during Week 2 to observe workflows.

Initial Projects Overview:

● Program Assistants: Document attendance, create reports, create life skills related blogs,
evaluate programs.

● Peer Educators: Facilitate mental health groups, create additional mental health
workshops, create mental health related blogs.

● Volunteer Coordinators: Manage volunteer recruitment, plan volunteer engagement
activities and event logistics.

● Marketing Interns: Create social media posts, website upkeeping, and newsletters.
● Advocacy & Outreach: Build stakeholder relationship, assist with leadership

opportunities for youth leadership team, and support community events.
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Dress Code

Even when working from home, remember to dress for success! Meetings may require you to be
on screen, so always maintain a presentable appearance.

● Casual Attire: Comfortable clothing is acceptable for day-to-day tasks. Avoid graphic
tees with inflammatory or offensive imagery.

● Business Casual:When attending events or professional meetings, choose khakis,
collared shirts, dress pants, skirts, or casual blazers. Sneakers are acceptable for outdoor
events; heels should be avoided on soft ground.

Each intern will receive a branded Step’s Foundation, Inc. t-shirt.

Communication

Effective communication is essential for your success and the success of our programs.
Remember the following principles:

● Active Listening: Listen to understand, not just to respond. Focus on conversations,
avoid interruptions, and ensure clarity in instructions and feedback.

● Be Clear and Concise: Articulate your thoughts, questions, and ideas directly. Use
straightforward language and avoid jargon or slang. Deliver any critical updates or
concerns promptly.

● Professional Written Communication: Proofread all written communication before
sending it. For urgent matters, type “IMPORTANT” in the subject line of your email to
ensure it gets immediate attention.
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