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STATEMENT OF COMMITMENT  
Congratulations on joining the team at Green Star Movement! Green Star Movement 

recognizes that interns are an important component to our programs and thus, we are 

committed to providing a safe, encouraging work environment where interns can not only learn 

and grow, but also make significant contributions towards our mission. 

ORGANIZATION OVERVIEW  
Green Star Movement inspires students and community members through the creation of 

public art. This interactive process builds teamwork and self-esteem in the participants and 

revitalizes urban neighborhoods. Since our founding in 2005, Green Star Movement has 

provided more than 8,000 students with mural arts programming and successfully transformed 

the interiors and exteriors of over 90 public spaces, including schools, parks, community 

centers, and thoroughfares.  

 

PROGRAMS  

Green Star artists use a special technique called bricolage to transform the interior and/or 

exterior of public spaces, including shelters, community centers, and schools. Bricolage is an 

intricate combination of mosaic (tile and mirror), sculpture, painting, and photos.  The subject 

matter for each project is inspired by the historical background of the neighborhood where the 

mural will be installed and by the youth artists themselves. Green Star exclusively uses 

bricolage for two reasons: it as an artistic process that is accessible for people of all ages and 

abilities, it is incredibly durable, and it makes for beautiful, vibrant art.  

 

Whether a school, community center, or nonprofit approaches Green Star Movement, or GSM 

seeks out such an opportunity, the process of executing a project is much the same: 

❖ The intention to fund and carry out a project is confirmed with Green Star Movement  

❖ The site leader and GSM identify the themes that will be represented: multiculturalism, 

education, social justice, peace, environmentalism, etc.  

❖ Funding options are explored. Some organizations finance their projects through one or 

more of the following: grants, traditional fundraising, and/or partnering with 3rd party 

organizations such as After School Matters or corporate sponsors 

❖ Once funded, a timeline is set up to begin the program and the following is carried out 

over four to ten weeks, depending on factors such as the size of the mural and the 

number of artists who will be working on it: Design workshops with the students, 

preparation of the materials, installation of the mural, and a ribbon-cutting ceremony to 

celebrate the finished project. 
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WORKPLACE GUIDELINES  
Office/Program Hours  

GSM is ordinarily open for business at Bridgeport Art Center from 10:00 a.m. to 5:00 p.m. 

Monday through Friday, except for holidays. On-site program hours vary and will be 

determined by the Project Managers and must be approved by the CEO. 

 

Meal Periods  

All GSM staff members and interns are granted a 30-minute lunch break (only for shifts longer 

than 5 hours), which may be taken at any time during the workday. Staff members and interns 

are not to leave project sites for purchasing of food, refreshments, or snacks during their 

scheduled shift. 

 

Social Visits  

Relatives and friends of staff members and interns are welcome to visit GSM sites as long as 

they do not disrupt the work atmosphere.  This is subject to the rules and regulations of each 

site. 

  

Dress Code  

GSM staff members and interns dress should be neat in appearance, consistent with a 

professional atmosphere. The impression made on constituents, visitors, and other staff 

members, as well as the need to promote company and staff safety should be kept in mind. 

Good individual judgment is the best guideline. The Project Manager is responsible for 

evaluating the dress and appearance of staff members and interns. When working on site with 

students, GSM staff members and interns may not wear clothing which would be considered 

revealing or provocative (short shorts or skirts, low-cut tops, bare midriffs) or which contains 

inappropriate images or profanity. 

 

Photography Policy 

Any and all pictures taken on site by Green Star staff or interns should be uploaded to the GSM 

photo-sharing device Cluster.  Staff or interns may share photos of Green Star projects on their 

personal websites or social media platforms only under the following conditions: 

1) Credit is given to Green Star Movement either by naming the organization directly; 

tagging the organization, if applicable; and/or including the #GreenStarMovement 

hashtag. 

2) No pictures of minors are authorized, ever, regardless of a signed media release from 

the student for participation in the program. 
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Referencing Green Star Movement in Resumes and Portfolios 

When including your involvement with Green Star Movement on resumes and portfolios, both 

analog and digital, Green Star Movement should be properly represented as the principal 

organization through which you worked on those projects as a Project Manager, Teaching 

Artist, or Program Intern, as well as that through which the students and/or community 

members participated.  

 

Both the nature of your participation in the project, as an agent of Green Star Movement, and 

our role with the participants, as the program-providing organization, should be clear, with 

appropriate citation of Green Star Movement and the proper mention of the program name, 

Bricolage Mural Arts, in both titles and descriptions.  

 

Attendance, Absenteeism and Tardiness Policy 

Staff members and interns are expected to be on site and ready to work, at the appropriate 

starting time each day of the project. Teaching Artists and Interns are responsible for notifying 

Project Managers of absences, late arrivals, or early departures each day of the absence, 

tardiness, or early departure. If you are unable to speak to the Project Manager directly, speak 

to the CEO.  

 

Unscheduled absences, tardiness, and unscheduled early departures (whether excused or 

unexcused), as well as failures to provide appropriate notification may result in corrective 

action up to and including termination. Should attendance issues become chronic, an individual 

may be removed from a project.  

 

Technology and Social Media Policy 

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 blog, personal website, social 

networking site, or a chat room, whether or not associated or affiliated with GSM, as well as 

any other form of electronic communication. Before posting online, consider the potential risks 

of sharing the content you intend to post. Ultimately, you are solely responsible for what you 

post, so keep in mind that any conduct which adversely affects your job performance, the 

performance of fellow staff members and interns or otherwise adversely affects students, 

customers, suppliers, people who work on behalf of GSM or GSM's legitimate business interests 

may result in disciplinary action up to and including termination.  

 

To ensure that you are not jeopardizing your employment or the reputation or business 

interests of GSM, please adhere to the following guidelines: 
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Be honest and accurate 

Make sure you are always honest and accurate when posting information or news, and 

if you make a mistake, correct it quickly. Be open about any previous posts you have 

altered.  Remember that the Internet archives almost everything; therefore, even 

deleted postings can be searched. Never post any information or rumors that you know 

to be false about Green Star, fellow associates, students, customers, suppliers, people 

working on behalf of Green Star or competitors. 

 

Post only appropriate and respectful content 

Maintain the confidentiality of GSMs trade secrets and private or confidential 

information. Trades secrets may include information regarding the development of 

programs, processes, products, know-how and technology. Do not post internal reports, 

policies, procedures or other internal business-related confidential communications.  

 

Using social media at work 

Refrain from using social media while working or on equipment we provide, unless it is 

work-related and authorized by your Project Manager.  

 

Personnel Files  

Evaluations and other data remain confidential in the GSM office. Staff members and interns 

are welcomed to submit materials to update their files at any time.  

 

Staff Safety  

GSM takes measures to ensure that the company is a safe and healthy place for staff members 

and interns to work. If you feel that an existing situation is a safety or health hazard, please 

notify your Supervisor.  Safety hazards include equipment left unattended, defective or broken 

equipment, mixing powders inside in an unventilated area, etc. If you are injured on the job, 

notify your Supervisor immediately. You must complete an Accident Claim Form.  If you require 

medical attention, contact your Supervisor prior to going to a medical care provider (if time 

allows).  

 

Confidentiality 

Our clients and other parties with whom we do business entrust the company with important 

information relating to their businesses. It is our policy that all information considered 

confidential will not be disclosed to external parties or to staff members without a “need to 

know.” If an intern questions whether certain information is considered confidential, he/she 

should first check with his/her Supervisor. This policy is intended to alert staff members and 

interns to the need for discretion at all times and is not intended to inhibit normal business 
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communications. All inquiries from the media must be referred to the Marketing and 

Operations Director of Green Star Movement. 

 

Background Checks  

GSM desires to provide its staff, interns, and constituents with a safe and secure environment 

and to provide reasonable protection for the financial and material assets of the company.   As 

a condition of employment and/or internship, representatives of Green Star Movement 

working with youth may be required to sign release of information forms, which may authorize 

GSM to conduct a thorough background check of the individual. This information may be used 

to determine that the applicant, staff member, or intern has the required skills or 

competencies, has a history of safe driving, and/or has no relevant criminal history or offenses 

that may jeopardize the safety or welfare of the company's operations, staff members, or 

constituents.  

 

EVALUATION 

Performance Review  

It is the Intern’s Supervisor’s responsibility to complete a formal evaluation and schedule a 

meeting with the Intern to discuss said evaluation.  The discussion should be conducted in a 

positive manner, in complete privacy, and with no interruptions. At the conclusion of the 

performance review meeting, copies of the performance evaluation should be signed and 

placed in the intern’s file.  

 

Discipline 

Every staff member and intern has the duty and the responsibility to be aware of and abide by 

existing rules and policies. Staff members and interns also have the responsibility to perform 

his/her duties to the best of his/her ability and to the standards as set forth in his/her job 

description or as otherwise established.  

 

Green Star Movement reserves the right to determine the appropriate level of discipline for any 

inappropriate conduct, including oral and written warnings, suspension, and discharge.  
 
DIVERSITY 

Equal Employment Opportunity Statement 

Green Star Movement provides equal employment opportunities (EEO) to all staff members, 

interns,  and applicants for employment without regard to race, color, religion, gender, sexual 

orientation, gender identity, national origin, age, disability, genetic information, marital status, 

amnesty or status as a covered veteran in accordance with applicable federal, state and local 
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laws. Green Star Movement complies with applicable state and local laws governing 

nondiscrimination in employment in every location in which the company has facilities. This 

policy applies to all terms and conditions of employment, including hiring, placement, 

promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training. 

 

Green Star Movement expressly prohibits any form of unlawful staff member/intern 

harassment based on race, color, religion, gender, sexual orientation, national origin, age, 

genetic information, disability or veteran status. Improper interference with the ability of Green 

Star Movement staff members/interns to perform their expected job duties is absolutely not 

tolerated. 

 

Green Star Movement’s Anti-harassment Policy and Complaint Procedure 

Green Star Movement is committed to a work environment in which all individuals are treated 

with respect and dignity. Each individual has the right to work in a professional atmosphere 

that promotes equal employment opportunities and prohibits unlawful discriminatory 

practices, including harassment. Therefore, Green Star Movement expects that all relationships 

among persons in the office will be business-like and free of bias, prejudice and harassment.  

 

It is the policy of Green Star Movement to ensure equal employment opportunity without 

discrimination or harassment on the basis of race, color, religion, gender, sexual orientation, 

gender identity, national origin, age, disability, genetic information, marital status, amnesty or 

status as a covered veteran. [Green Star Movement prohibits any such discrimination or 

harassment.  

 

Green Star Movement encourages reporting of all perceived incidents of discrimination or 

harassment. It is the policy of Green Star Movement to promptly and thoroughly investigate 

such reports. Green Star Movement prohibits retaliation against any individual who reports 

discrimination or harassment or who participates in an investigation of such reports. 

 

Definitions of Harassment  

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. 

For the purposes of this policy, sexual harassment is defined, as in the Equal Employment 

Opportunity Commission Guidelines, as unwelcome sexual advances, requests for sexual favors 

and other verbal or physical conduct of a sexual nature when, for example a) submission to 

such conduct is made either explicitly or implicitly a term or condition of an individual's 

employment; b) submission to or rejection of such conduct by an individual is used as the basis 

for employment decisions affecting such individual; or c) such conduct has the purpose or 
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effect of unreasonably interfering with an individual's work performance or creating an 

intimidating, hostile or offensive working environment.  

 

Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve 

individuals of the same or different gender. Depending on the circumstances, these behaviors 

may include unwanted sexual advances or requests for sexual favors; sexual jokes and 

innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual 

prowess or sexual deficiencies; leering, whistling or touching; insulting or obscene comments or 

gestures; display in the workplace of sexually suggestive objects or pictures; and other physical, 

verbal or visual conduct of a sexual nature.  

 

Harassment on the basis of any other protected characteristic is also strictly prohibited. Under 

this policy, harassment is verbal, written or physical conduct that denigrates or shows hostility 

or aversion toward an individual because of his/her race, color, religion, gender, sexual 

orientation, national origin, age, disability, marital status, citizenship, genetic information or 

any other characteristic protected by law or that of his/her relatives, friends or associates, and 

that a) has the purpose or effect of creating an intimidating, hostile or offensive work 

environment; b) has the purpose or effect of unreasonably interfering with an individual's work 

performance; or c) otherwise adversely affects an individual's employment opportunities.  

 

Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or 

hostile acts; denigrating jokes; and written or graphic material that denigrates or shows 

hostility or aversion toward an individual or group and that is placed on walls or elsewhere on 

the employer's premises or circulated in the workplace, on company time or using company 

equipment via e-mail, phone (including voice messages), text messages, tweets, blogs, social 

networking sites or other means.  

 

Individuals and Conduct Covered  

These policies apply to all applicants, staff members and interns, whether related to conduct 

engaged in by fellow staff members or someone not directly connected to Green Star 

Movement (e.g., an outside vendor, consultant or customer). Conduct prohibited by these 

policies is unacceptable in the workplace and in any work-related setting outside the 

workplace, such as during business trips, business meetings and business-related social events.  

 

Complaint Process 

Individuals who believe they have been the victims of conduct prohibited by this policy 

statement or who believe they have witnessed such conduct should discuss their concerns with 

their immediate supervisor, CEO or any member of management.  
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When possible, Green Star Movement encourages individuals who believe they are being 

subjected to such conduct to promptly advise the offender that his or her behavior is 

unwelcome and request that it be discontinued. Often this action alone will resolve the 

problem. Green Star Movement recognizes, however, that an individual may prefer to pursue 

the matter through complaint procedures.  

 

Green Star Movement encourages the prompt reporting of complaints or concerns so that rapid 

and constructive action can be taken before relationships become irreparably strained. 

Therefore, although no fixed reporting period has been established, early reporting and 

intervention have proven to be the most effective method of resolving actual or perceived 

incidents of harassment.  

 

Any reported allegations of harassment, discrimination or retaliation will be investigated 

promptly. The investigation may include individual interviews with the parties involved and, 

where necessary, with individuals who may have observed the alleged conduct or may have 

other relevant knowledge.  

 

Confidentiality will be maintained throughout the investigatory process to the extent consistent 

with adequate investigation and appropriate corrective action.  

 

Retaliation against an individual for reporting harassment or discrimination or for participating 

in an investigation of a claim of harassment or discrimination is a serious violation of this policy 

and, like harassment or discrimination itself, will be subject to disciplinary action. Acts of 

retaliation should be reported immediately and will be promptly investigated and addressed.  

Misconduct constituting harassment, discrimination or retaliation will be dealt with 

appropriately.  

 

If a party to a complaint does not agree with its resolution, that party may appeal to Green Star 

Movement's CEO. False and malicious complaints of harassment, discrimination or retaliation 

may be the subject of appropriate disciplinary action.  
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