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Boys & Girls Club of Lake Tahoe

PERSONNEL POLICIES AND PRACTICES

I.
MISSION STATEMENT
To inspire and enable all young people,

especially those from disadvantaged

circumstances, to realize their full

potential as productive, responsible

and caring citizens.
The Boys and Girls Club of Lake Tahoe is an affiliate in good standing with the Boys and Girls Clubs of America.  The Boys and Girls Club of Lake Tahoe is a 501©3 not for profit corporation, incorporated in the states of California and Nevada.

II.  
ABOUT THIS HANDBOOK

Welcome to the Boys and Girls Club of Lake Tahoe.  The Policies and Practices Handbook is designed to familiarize you with the expectations of your new position.  If you have any questions after reading this Handbook, please seek clarification from the Club Director.

This handbook sets forth basic policies and guidelines for employee conduct and also contains important summary information regarding employee benefits.  If you have specific questions regarding the benefits plans described, please refer to the plan documents or summary plan descriptions, or contact the Club Director.

Unless otherwise specified, the benefits described in this handbook apply only to regular, eligible employees of the Club.  By contrast, the policies outlined in this handbook apply to all employees, as well as volunteers working with children. 

In all cases of interpretation of this handbook, Management decisions are final.  The Club reserves the right to change or delete any part of this Employee Handbook at its sole discretion, without prior notice.

III.
EMPLOYMENT POLICIES
EMPLOYMENT AT WILL 


Employment with the Boys and Girls Club of Lake Tahoe is not for a specific term and can be terminated by either the staff member or the Boys and Girls Club of Lake Tahoe, with or without cause and with or without notice, at any time.  Nothing in the Policies and Practices Handbook or in any document or statement should be construed to modify or alter the employment relationship, which is at the will of both the Boys and Girls Club of Lake Tahoe and its staff members.  No experience with the Boys and Girls Club of Lake Tahoe (including, but not limited to, oral statements, discipline, praise, performance reviews, or longevity of employment) can be construed to change the “at will” status of the employee.  The language used in the Policies and Practices Handbook is not intended nor should it be construed to create or constitute a contract, expressed or implied, between the Boys and Girls Club of Lake Tahoe and its staff members.  No person, other than the President of the Board of Directors, may enter into any contract regarding employment and/or benefits with any current or prospective staff member.  Any such agreement must be in writing and signed by the President of the Board of Directors and by the current or prospective staff member.

EQUAL OPPORTUNITY EMPLOYMENT

The Boys and Girls Club of Lake Tahoe is firmly committed to the policy of non-discrimination, equal opportunity and reasonable accommodation in employment as required by law.  This means there can be no discrimination in any conditions of employment including recruitment, hiring, discipline or termination, opportunities for advancement, participation in training programs, transfers, wages, salaries or benefits.  Simply stated, equal opportunity means that all suitable, qualified individuals have an equal chance to compete for job opportunities within the Boys and Girls Club of Lake Tahoe, regardless of race, color, religion, national origin, sex, age, veteran’s status or disability.

The Boys and Girls Club of Lake Tahoe will offer reasonable accommodation that does not cause undue hardship to all suitable, qualified applicants and employees with a known disability or for an employee’s religious beliefs.

There are no positions in the Boys and Girls Club of Lake Tahoe that are to be filled only by men or only by women, unless there is a bonafide occupational qualification.

Any employee who believes that this policy is in any way not being adhered to in accordance with the law should advise management at once, either orally (informally) or in writing.  Immediate action will be taken to correct any inconsistency with requirements of law.

HARASSMENT

The Boys and Girls Club of Lake Tahoe is committed to providing a work environment free of discrimination and unlawful harassment.  Company policy prohibits sexual harassment, whether it be verbal, physical or visual, and harassment because of race, religious creed, color, national origin or ancestry, physical or mental disability, medical condition, marital status, age, sexual orientation or any other basis protected by federal, state or local law, ordinance or regulation.

Prohibited unlawful harassment includes, but is not limited to, the following behavior:


a. 
verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations or comments:

b.
visual conduct such as derogatory and/or sexually oriented posters, photography, cartoons, drawings or gestures;

c.
physical conduct such as assault, unwanted touching, blocking normal movement or interfering with work because of sex, race or any other protected basis;

d.
threats and demands to submit to sexual requests as a condition of continued employment, or to avoid some other loss, and offers of employment benefits in return for sexual favors; and

e.
retaliation for having reported or threatened to report harassment.

Any behavior, as described above or otherwise, may be construed or misconstrued to be harassment.

Staff members participating in inappropriate behavior will be subject to disciplinary action up to and including termination.

Any individual who believes he or she has been harassed by co-worker, supervisor, third-party, parent or club member, must immediately report the facts of the incident(s) and the name(s) of the individual(s) involved to their Supervisor, the Executive Director or the President of the Board of Directors (if you concern is with your supervisor – report to the Executive Director or above).  The report can initially be verbal or written, but during the investigation a written report will be requested.  Allegations of harassment will be investigated appropriately and confidentially in a timely manner by a qualified member of staff or a third-party appointee.  Staff will not be retaliated against for reporting harassment or cooperating in an investigation.  However, failure by a supervisor to immediately report an incident of harassment will result in disciplinary action up to and including termination.

If misconduct is found to have occurred them the perpetrator will be subject to disciplinary action, including dismissal if a staff member, or exclusion from the Club if a third-party, parent or Club member.
DRUG AND ALCOHOL FREE WORKPLACE

The Club is committed to creating and maintaining a Drug Free Workplace.  This policy applies to all applicants for employment and to all employees in all job classifications.  Substance abuse which includes the possession, use, sale of illegal drugs or the unlawful use of lawful substances including alcohol and prescription drugs will not be tolerated during working hours, on club premises or at any non-personal, club-sponsored or club-related functions.  It is a condition of employment to refrain from using drugs and the unlawful use of lawful substances, including alcohol and prescription medicines, and to abide by the guidelines of the Drug Free Workplace Policy.  Employees determined to be under the influence of drugs or alcohol, including the unlawful use of lawful substances, or who violate this policy in other ways, may be subject to termination.

Boys and Girls Club of Lake Tahoe reserves the right to administer a scientifically valid testing procedure to employees at anytime to determine whether an employee is under the influence of alcohol or whether illegal drugs are present in the body.  Failure to submit to such a test may result in termination.

DIVERSITY PLEDGE

The Board of Directors for the Boys and Girls Club of Lake Tahoe has accepted the challenge of promoting diversity within the Club.  With this pledge, the board acknowledges its critical role and will provide leadership in making the Club an inclusive environment that values and embraces the highest ideals of diversity.

IV.  EMPLOYMENT STATUS

EMPLOYEE CLASSIFICATION    
The California Labor Code and the Fair Labor Standards Act defines two categories of employees:

Exempt employees are not covered by the Act and do not receive overtime pay.  This includes positions that are mostly managerial or supervisory in scope.

Non-exempt employees usually perform work other than executive, administrative or professional duties as defined by the Fair Labor Standards Act and are entitled to receive extra pay for overtime work.

For the purposes of this policy, the following are the categories of Boys & Girls Club of Lake Tahoe employees:

Non-exempt:  Regular staff hired as hourly workers, either full-time or part-time are provided a 30 minute meal break after five hours of work except if the total work period per day is no more than six hours, the meal period may be waived by mutual consent of both BGCLT and the employee. An employee is provided a second 30 minute meal period if the employee works more than 10 hours.  Eight hours of labor constitutes a days work.  Any work in excess of 8 hours in one workday and any work in excess of 40 hours in any one workweek. Any work in excess of 12 hours in one day shall be compensated at the rate of no less than twice the regular rate of pay of an employee.

Exempt:  Regular staff hired on a salaried basis are expected to work as long as necessary in order to complete required assignments and duties.  They may be asked to report early or remain after regularly scheduled hours and work on weekends, without additional compensation.  Exempt employees are entitled to a 15 minute break per 4 hours of work.
Alternative Work Schedule for full time employees: With authorization from the Executive Director, an employee may adopt an alternative work schedule within a 40-hour work week for no longer than 10 hours per day without payment to the affected employee of an overtime rate of compensation.

Temporary employees:  From time to time the Boys & Girls Club of Lake Tahoe may hire employees for specific periods of time or for the completion of a specific project.  An employee hired under these conditions will be considered a temporary employee.  The job assignment, work schedule and duration of the position will be determined on an individual basis.

Normally, a temporary position will not exceed six (6) months in duration, unless specifically extended by a written agreement.  Summer employees are considered temporary employees.  Temporary employees are not eligible for benefits described in the manual, except as granted on occasion, or to the extent required by provision of state and federal laws.

TIME CARDS 
All employees are required to sign-in and sign-out daily.  It is the responsibility of each employee to see that the time sheet is correct and signed before it is turned in to the Program Director. Falsification of any time keeping records will result in disciplinary action up to and including termination.

CPR CERTIFICATION AND SERVE SAFE REQUIREMENT

All employees working directly with members are expected to hold a current CPR and First Aid Certification.  It is the responsibility of the employee to secure and update this certificate.  Employees supervising kitchen activities must be Serve Safe Certified.  The Club will provide an all staff training in CPR and first aid on a bi-annual basis.  Employees are welcome to participate in this training and certification free of charge.
PAYROLL SCHEDULE 
Wages shall be paid bi-weekly (26 times annually).  Staff may opt for direct deposit payments into their bank account or to receive a manual check.
PAYROLL DEDUCTIONS 
Federal and state laws require the following deductions from every paycheck:  Federal withholding tax, Social Security taxes (FICA), and State Disability Insurance (SDI).

Employees with questions regarding any deductions made from their paychecks should contact the Executive Director.

Social Security:  The Federal Insurance Contribution Tax (Social Security) deduction is required by Federal law.  The Social Security deduction from the employee’s paycheck is matched by an equal amount paid by the Boys & Girls Club of Lake Tahoe.  Information on tax rates and maximum amount of earnings to be taxed is available from the Executive Director.  Employees requiring information on Social Security benefits should contact the nearest Social Security Administration office.

State Disability Insurance:  Employees who suffer a non work-related illness or injury may be entitled to Sate Disability Insurance (SDI).  The law requires all employees to participate in the SDI program.  This contribution is automatically deducted from the employee’s paycheck.  The amount of the contribution changes annually according to State law.  Information regarding contributions and annual maximum SDI amounts is available from the Executive Director.

In addition to mandatory payroll deductions, the Club is required by law to comply with certain court order, liens, or wage assignments and to make payroll deductions pursuant to those orders.

PERSONNEL RECORDS 

Good management practice and several State and Federal Agencies require the Boys & Girls Club of Lake Tahoe to maintain accurate personnel records, including, but not limited to:

· Employment application, resume and other pertinent material

· Proof of eligibility to work (I-9 Form) in the U.S.

· Employee’s correct name, address and copy of Social Security Card

· Work schedule, including explanation for any deviation from the normal work schedule

· Records of vacation, leave and sick time

· Notes regarding disciplinary action

· Performance evaluations

· Acknowledgement of Receipt of Handbook Form

· Finger Print Records/ Release to perform background check

· Number of dependents

· Emergency contact and telephone number

· Driver License status

· Verification of Car Insurance (when applicable)

· CPR/First Aid Certificate

· Copy of Class B License (when applicable)

· Verification of receipt of uniform items

· Child abuse reporting acknowledgement form
Employees are responsible for providing current information requested by the agency regarding changes in personal information.  Employees must also notify the Boys & Girls Club of changes in:

· Telephone Number

· Current Mailing Address

· Changes that affect health care coverage

· Changes to W-4 Forms

INSPECTION AND COPYING PERSONNEL RECORDS

You have the right to inspect documents in your Personnel file, as provided by law, in the presence of the Executive Director at a mutually convenient time.  

Employee files may not be removed from the Boys & Girls Club of Lake Tahoe’s office.  Upon written request, an employee may receive a copy of information contained in the file.
Personnel files are confidential. Information within these files will not be revealed except after prior authorization from the employee or after service of appropriate orders from a court of law, in which case the employee will be notified.

PERFORMANCE REVIEWS

Supervisors, in addition to routinely observing employee effectiveness, periodically conduct performance reviews to evaluate an employee’s work. Performance reviews provide employees with an opportunity to talk about their job, their performance on the job, and their job goals, as well as to discuss any suggestions, questions or complaints.

Employees will be reviewed after six months of employment, then after six more months and every year after that.

Performance reviews are an evaluation and planning tool for both supervisors and employees and do not necessarily result in pay increases
NEPOTISM
Favoritism to relatives is unfair to other employees.  Since the appearance of favoritism is easily perceived, each Boys & Girls Club staff member should:

· Understand that persons related to Boys & Girls Club employees by blood or marriage or of close personal relationship should not be employed except under special circumstances that are clearly in the best interest of Boys & Girls Club and approved by the Boys & Girls Club Board of Directors.

· Understand that Boys & Girls Club employees must never have supervisory or management authority over relatives or people of close personal relationships as defined by the Executive Director.

· Understand that Boys & Girls Club employees with decision-making authority should avoid selecting a consultant or service provider with a relative or personal friend employed by or affiliated with it.

TERMINATION OF EMPLOYMENT

The Boys & Girls Club of Lake Tahoe requests from all none-exempt employees a two-week written notice, including the reason for resigning.  Full time exempt employees should provide a one month written notice.  This allows the Club time to recruit for a replacement.

An employee who is absent without notifying his/her supervisor will be given a written warning.  Three such incidents is considered a “Voluntary Resignation” effective immediately, with no further notice.
SEARCH, THEFT AND AUDIT POLICY

In order to ensure its ability to conduct business efficiently and effectively and to protect itself against the unauthorized use and removal of Club property, the Club will from time to time conduct internal investigations including inspections, searches, and audits on company premises.

The Club reserves the right to conduct a routine inspection, search or audit at any time for company property or company-related information.  The Club reserves the right to inspect the following, including but not limited to: personal property brought onto or taken from the premises; any work, rest storage areas; all company vehicles and all desks, lockers, computers, etc., that are within the employee’s possession or control.

If an employee becomes aware of any theft, misuse or unauthorized removal of club property, he or she is directed to notify the supervisor immediately.  The theft, misuse or unauthorized removal of company property is cause for immediate discipline, up to and including termination for employment.

JUNIOR STAFF
The Club is proud to offer a Junior Staff program.  For some of our members this is their first opportunity for employment and we work hard to provide a safe, nurturing and professional experience for them.

Junior Staff must complete 50 hours as an unpaid Junior Volunteer before they become Junior Staff, this is to ensure that they are serious about the role and committed, particularly as we have a limited number of Junior Staff positions available and positions can often be competitive.

Junior staff are treated the same as adult staff, including application, interview, pay, leave etc with the exception that under 18s are NEVER in sole charge of minors.  Junior staff will be placed with an adult staff or a member of the Admin. Team while working with our under 18 members.

In addition, it is important for high school students employed at the Boys and Girls Club to succeed in school.  Therefore, students employed with the Club will be required to show proof of good grades on a quarterly basis.  If any student’s grades dip below a “C” average, they will be suspended from work until grades are improved.  A letter from the teacher, stating that grades are improving will suffice.

Students are also required to present a Work Permit from the school they attend. 

All Junior Staff will receive on-boarding and continuous staff development training in their role.  Staff who supervise Junior Staff will also be trained in supervising minors.

V.  OPERATIONAL POLICIES & PRACTICES
FINGER PRINTING:  CRYSTAL STEADMAN CLAUSE

It is a requirement of Boys & Girls Club of Lake Tahoe that all perspective employees and volunteers submit to Finger Printing for a FBI & DOJ background check.  Passing the Live Scan is a condition of employment.
VOLUNTEERS

All volunteers are required to fill out an application form and have fingerprints taken for background checks.  The Program Director is responsible for training and orientation of volunteers.
Junior Volunteer positions are open to Club members over the age of 14.  Junior Volunteers must NEVER supervise other members but they can fulfill roles such as hallway monitor, group support, kitchen aid etc  Junior Staff will be supervised by members of the Admin. Team and must still be treated as members by all staff.
RECRUITMENT AND HIRING

The Board of Directors will determine all personnel requirements and recruitment activities for the positions of Executive Director.  The Executive Director will determine all personnel requirements and recruitment for all other positions.

REPORTING SUSPECTED CHILD ABUSE INCIDENTS

The Boys & Girls Club of Lake Tahoe has a Child Abuse Policy.  Employees must familiarize themselves with its contents and reporting requirements.  In addition, employees must sign the Child Abuse Reporting Acknowledgement Form, which will be placed in the employee’s personnel file.

Any employee who suspects or is otherwise aware that a child has been or is being abused must strictly follow The Boys & Girls Club of Lake Tahoe’s Child Abuse Policy, located on page 29 in this handbook.

GRIEVANCE

In the event that an employee has a grievance about any aspect of his/her employment and wishes to appeal for review, the following procedure must be followed.

The employee should seek to discuss it with his/her supervisor or the Program Director as soon as possible. If the matter cannot be resolved, or if the employee is still dissatisfied, he/she may request a meeting with the Executive Director, who, in consultation with the Board of Directors, will issue a decision.

The agency cannot assure the employee that the outcome of a grievance conference will necessarily be what he/she wanted.  But, it does promise it will listen to employees with an open mind and try earnestly to resolve job grievances to mutual satisfaction. No employee will be subject to reprisal or discrimination for using this procedure.
CENTRAL PURCHASING 

All requests for program supplies, equipment, food, and other program related expenditures will be made by the staff to the Club Director, who will approve the request and forward it to the Executive Director for authorization.

DISPOSAL OF CLUB PROPERTY

Equipment or other property belonging or donated to the club may not be disposed of or sold without approval from the Executive Director.

FAVORITISM

Since children and adolescents are impressionable, any hint of partiality can be detrimental and/or counter-productive. Therefore, all staff must be on their guard to avoid any practices, which could be construed as preferential treatment toward any individual or group. Also, for this reason, staff must never lend or borrow monies or equipment from or to any member for any reason.

SOCIAL MEDIA AND MEMBER CONTACT

Staff should not be social media (Facebook, Instagram, Twitter, Tik-Tok) friends with members, should avoid friending the parents of members unless the relationship existed prior to employment at Club, and should never give out your personal cell or email to a member.  Staff are role models to members, even when off duty, therefore your private time should stay private.  Social media is also a commonly used tool for grooming or inappropriate contact with minors; therefore, to protect yourself, do not open a line of communication with members outside of Club.  

Staff may be asked by Club parents to babysit their children outside of Club hours.  In such instances, the Club supports a staff member making extra income in their free time, but will provide the parent with a written policy detailing that such arrangements are not supported by the Club and the Club will not be held responsible for any accidents/incidents, or the payment of the staff member.

We live and work in a small community and therefore it is likely that staff will be related to, friends with, Club families.  In such instances, we ask you to leave the relationship at the door to avoid accusations of favoritism or bias.  We also ask you not to discuss Club members or activities with those families and instead, if they have questions, encourage them to pursue the proper lines of communication by calling the Club directly.
RELATIONSHIPS

Relationships with members, even those 18 or older, are strictly forbidden.  Any relationship with a minor will result in immediate dismissal and will be reported to the Police and CPS.  Relationships with fellow adult staff members should be made know to your Supervisor so that they can ensure open, honest and appropriate co-working while at Club.  Entering into a relationship with a Club parent while employed at the Club is not forbidden but is discouraged, and must be made known to your Supervisor immediately to ensure that we are prepared for any ramifications associated with the members, or their other parent.

Staff must treat all members and parents with respect and curtsey, regardless of any past or present relationships, grievances, friendships, interactions etc
Given the size of our town, it is highly likely that staff will know members and their families on a personal level and in such instances, the staff member is expected to always conduct themselves in a manner that reflects well on the Club and provides a positive role model for the member.

All staff will undergo a Grooming Prevention Training as part of their on-boarding and continuous professional development.
FUND-RAISING

Any fund-raising activities proposed by program staff or group clubs or programs must have the approval of the Executive Director. If there is any doubt about the appropriateness of such activities, authorization should be obtained from the Executive Committee of the Board of Directors.
REPORTS
All full time program employees are required to submit program reports as outlined by the Site Coordinators on a monthly basis.

PETS OR ANIMALS

Employees must obtain permission from the Executive Director to bring pets or animals onto Club property at any time.  Permission will only be given to pets which are fully vaccinated and employees will be held responsible for the cost of any damages that may occur.  Seeing Eye Dogs or handicapped assistance animals are exempt from this rule.
VI.  STANDARDS OF CONDUCT
EXAMPLES OF PROHIBITED CONDUCT


In addition to adhering to its policies, procedures and code of ethics, the Boys & Girls Club of Lake Tahoe expects that all employees conduct themselves with regard for the children who are clients, for other employees and for the importance of public support for the Club.

The Club requires order and discipline to succeed in its mission and achieve cooperation among employees.  Therefore, outlined below are examples of types of conduct that are not permitted. Infractions of the following rules will, depending on the seriousness of the offense and all pertinent facts and circumstances, result in progressive disciplinary action, which may include a verbal or written warning, suspension and/or termination.

 Although it is not possible to provide a complete list of misconduct and poor performance, the following are some examples:

· Falsifying or making a material omission on forms, records, or reports, including application materials, timekeeping records, and agency records.

· Misusing, destroying or damaging property of the agency, a fellow employee, a child or a visitor.

· Theft or unauthorized removal or possession of property from the agency, fellow employees, children or visitors.

· Bringing dangerous or unauthorized materials on agency property.

· Absence without notice to a supervisor, unless a reasonable excuse is offered and accepted by Boys & Girls Club of Lake Tahoe.

· Possession, distribution, sale, use or being under the influence of alcohol or illegal drugs while on agency property, while on duty or while operating a vehicle leased or owned by the Boys & Girls Club of Lake Tahoe.

· Verbal, emotional, physical or sexual abuse of children or employees.
· Insubordination, improper conduct toward a supervisor, or refusal to perform tasks assigned by a supervisor in an appropriate manner.

· Gross negligence and misconduct which is detrimental to other employees, children and/or the Boys & Girls Club of Lake Tahoe.

· Demonstrated inability or unwillingness to perform the job for which they were employed.

· Excessive absenteeism and/or tardiness in reporting to work or returning from lunch or breaks.

· Abusive or inappropriate behavior towards other employees, children or persons dealing with the agency.

· Violating safety or health rule or practices or engaging in conduct that creates safety or health hazards.

· Release of confidential information about the Boys & Girls Club of Lake Tahoe, the Board of Directors, other employees or members.

· Unsatisfactory job performance.

All Boys & Girls Club of Lake Tahoe staff are expected to provide excellent and reliable performance.  Any failure to meet this high standard may result in termination.

PERCEIVED VIOLATIONS POLICY

It is the Club’s policy to comply fully with the spirit and letter of all federal, state and local laws and regulations, which apply to the Club and its business operations.  If an employee believes that any employee of the club may be acting in violation of any such law or regulation—or in violation of a Club policy—the employee has a duty to report the perceived violation, in writing, to the Executive Director within 24 hours of the observation of such conduct.  All inquiries pertaining to perceived violations will be handled in the strictest confidence possible.

Examples of perceived violations of law include violations of child labor laws, wage-hour regulations and unlawful discrimination or harassment.  Examples of violations of Club policy include employee theft, discrimination and harassing conduct or behavior.


Compliance with this policy is a term and condition of continued employment with the Club.  If employees have any questions with regard to this duty to report perceived violations, they may contact their Program Director or Executive Director.

CONFIDENTIAL INFORMATION
Confidentiality is a hallmark of professionalism.  Each Boys & Girls Club employee should commit to:

· Ensure that all information which is confidential or privileged or which is not publicly available not be disclosed inappropriately.

· Ensure that all non-public information acquired by Boys & Girls Club personnel in dealing with outside firms or individuals on behalf of Boys & Girls Club shall be treated as confidential and not disclosed.

PUNCTUALITY AND ATTENDANCE

Being on time for activities is not only a sign of professionalism, but is also essential. It is expected that employees will arrive slightly in advance of assigned hours so they will be fully prepared to start work on time.
Staff meetings and trainings may be called by the Executive Director or the Program Directors.  These meetings are considered to be a vital part of In-Service training.  Attendance is a mandatory requirement of employment.  Requests for time off during a scheduled training must be in writing two weeks prior to the training event.

SICK DAYS: CALLING IN

As an employee of The Boys & Girls Club of Lake Tahoe, you are expected to be punctual and regular in attendance.  If an employee is unable to report for work, it is the responsibility of that individual to notify his/her immediate supervisor or the Program Director at least two (2) hours prior to the start of the scheduled shift.

Excessive absenteeism or tardiness (whether excused or not) will not be tolerated.  Excessive absenteeism or tardiness will be determined according to the circumstances in each instance.  Excessive absenteeism or tardiness may result in disciplinary action up to and including termination.

Medical absences of three (3) or more consecutive working days will require a doctor’s certificate in order to return to work.

MINIMUM SCHOOL DAYS

Employees shall be expected to work additional hours in order to accommodate the minimum day schedule.

ELECTRONIC COMMUNICATIONS POLICY

The Boys & Girls Club of Lake Tahoe uses various forms of electronic communication including, but not limited to computers (desktop, laptop), e-mail, telephones (cellular, cordless), voicemail, all online services paid for by the Boys & Girls Club of Lake Tahoe, Internet, World Wide Web, and software and hardware systems. All electronic communications, media, including all software and hardware, remain the sole property of the Boys & Girls Club of Lake Tahoe and are to be used for Club business. 

In particular, staff understand that:

· The e-mail and Internet systems and all information transmitted by received from, or stored in those systems are the property of the Boys & Girls Club of Lake Tahoe.

· The employee has no expectation of privacy in connection with the use of those systems or with the transmission, receipt, or storage of information in those systems.

· The employee is aware that the Club reserves and will exercise the right to review, audit, intercept, access and disclose all matters on the Club’s computer, e-mail and Internet systems at any time, with or without notice to the employee.  Such access may occur during, before or after working hours.  The employee is aware that the Boys & Girls Club of Lake Tahoe may purge files at any time, without notice.

· The employee is not to use a password that has not been disclosed to the Club. The employee is aware that use of a Club provided password or code does not restrict the right of The Boys & Girls Club of Lake Tahoe to access any of the Electronics Communication Systems.

· The employee agrees not to use a code, access a file, or retrieve stored communications unless authorized.  These systems are to be used for business purposes.  While personal use is not prohibited, personal use is limited to break times or non-working hours by consent of the supervisor.

· The employee is aware that personal use of the Electronic Communication Systems, including e-mail and the Internet, is subject to the same review, audit, interception, access and disclosure provisions described above.

· The employee presumes when online that every statement made and every website or Internet location visited will be attributable to The Boys & Girls Club of Lake Tahoe.

· The employee is aware that there are potential copyright violations for downloading and printing from the Internet and will not violate the law by authorized use of such materials.

· The employee is aware that the use of the Electronics Communications Systems for the procurement or distribution of pornographic, threatening, harassing, obscene, defamatory, illegal or unethical materials and information will result in immediate termination.

· The employee acknowledges and consents to The Boys & Girls Club of Lake Tahoe monitoring use of these systems at its discretion, including printing and reading all messages entering, leaving or stored in these systems.  The employee is aware that violations of this policy may subject them to disciplinary action up to and including termination of employment.

· The employee understands that the use of The Boys & Girls Club of Lake Tahoe’s Electronic Communication Systems constitutes consent to all the terms and conditions of the Electronic Communication System Policy.

DRESS AND APPEARANCE REQUIREMENTS

The appearance, hygiene and attire of staff are a reflection of the image of The Boys & Girls Club of Lake Tahoe.  Therefore, grooming standards have been established to ensure a positive image of the Club.  Staff must be well groomed and dressed in good taste at all times.

Employees are expected to always wear the appropriate safety clothing or personal protection devices for the job(s) they perform.  Nothing should be worn which violates or compromises any of The Boys & Girls Club of Lake Tahoe’s safety rules/regulations. 
Staff vests, fleeces and/or Club T-shirts will be provided with a sufficient number of shirts based on work schedule.  Additional shirts are available for purchase.  When staff leave employment with The Boys & Girls Club, shirts must be returned.  They are the property of the Club.  

Nametags are to be worn at all times. If a nametag is lost, the staff member responsible will be asked to pay for the replacement cost. Broken nametags will be replaced without charge.  

Proper uniform and clothing are explained below.  Staff wearing their own clothing must meet the standards of The Boys and Girls Club of Lake Tahoe.  Following are guidelines:

· Staff are required to wear either pants or shorts that do not expose belly buttons or underwear.  Short shorts are not permitted

· Closed toe and closed heal shoes must be worn during activities.

· Hats worn by staff must be appropriate to activities/weather.

· Tattoos on arms and legs must be covered if they include words or pictures that could be deemed offensive to members or other employees.

· Hairstyles, cosmetics and jewelry should be in good taste.  Extreme styles must be avoided during working hours.

· Hands and nails should be clean and nail length may not interfere in job performance.  Nail polish must not be extreme in color and must not be chipped.  Staff involved in the making and serving of food should not wear nail polish.
· Dark glasses that prohibit eye contact are not permitted, unless prescribed for medical reasons by an ophthalmologist.

· Gum chewing is not allowed.

We appreciate your cooperation regarding these policies. Because staff serve as role models to impressionable children, it is important that a positive example is set for the members of the club, parents and the community. 

TELEPHONE CALLS

Personal telephone calls are discouraged during working hours.  Messages will be taken during program hours, unless the call can be forwarded without interruption of club activities or programs.  Emergency calls are an exception.
SMOKING

Smoking by employees or members is not permitted within the program areas, vehicles of the Club, in the immediate vicinity of agency property or during any club sponsored activity.

SOLICITATION AND DISTRIBUTION OF LITERATURE
The Boys & Girls Club of Lake Tahoe does not permit solicitation of any kind, including collection of funds, pledges, circulation of petitions, distribution of non-company literature and/or other similar types of activity during working time by either employees or outsiders. Accordingly, staff should be free from unwarranted interruptions in the form of solicitations.  No staff member should:

· Solicit or distribute literature for purposes inconsistent with the Boys & Girls Club mission on Boys & Girls Club premises.

· Use Boys & Girls Club working time for non-Boys & Girls Club purposes.

· Be required to contribute or respond to a solicitation or fear that his or her response will be a factor in the employee’s career standing.

Violation of any of the above rules will result in immediate disciplinary action up to and including termination.

VII.
CODE OF ETHICS

CODE OF ETHICS

This document is meant to enhance not replace the Personnel Policies of the Boys & Girls Club of Lake Tahoe. The Executive Committee will adjudicate all alleged breaches of ethics. A special committee of the board may be convened for this purpose.

PERSONAL INTEGRITY

A personal commitment to integrity in all circumstances benefits each individual as well as the organization. Each Boys & Girls Club staff should:

· Respect and seek out the truth and avoid misrepresentation.
· Ensure fairness and objectivity in all activities.
· Set an example, as a staff member of a leading nonprofit organization, for high standards of professionalism.
· Honor the right of privacy of all people, including co-workers, contributors, and beneficiaries.
· Promote public confidence in philanthropic institutions.

PROFESSIONAL EXCELLENCE

As an employer, Boys & Girls Club promotes professional excellence and encourages open and honest communication among all employees to create an atmosphere conducive to personal growth and career development.

It is management’s responsibility to:

· Encourage employee development. Communicate with personnel to help them achieve their goals and increase self-esteem through job enrichment.

· Evaluate on a fair and consistent basis. All staff should know what is expected of them and how they are progressing toward fulfilling expectations.

· Show empathy and respect for staff. Be considerate while being mindful of managerial responsibilities.

· Respect the opinions of subordinates on a regular basis.

All Boys & Girls staff, at every level, have the responsibility to:

· Strive to meet performance standards at the highest level.

· Refuse to engage in or tolerate any fraud, misuse, abuse or waste of Boys & Girls Club resources.

· Encourage growth and self-improvement in themselves and their co-workers.

· Exhibit respect to co-workers and all those with whom they come in contact.

· Have the courage to face situations squarely and offer a minority opinion when necessary.

· Examine all alternatives with the understanding that the easiest action is not always in the best interest of the organization.

· Comply with all legal requirements concerning substance abuse.

· Comply with all other laws and regulations affecting the organization and their personal obligations.

· Discuss any questions concerning interpretations or compliance with the code of ethics with their manager, The Boys & Girls Club Board of Directors or other designated person.

· Encourage reporting of violations and protect those who report them.

RESPONSIBILITIES TO VOLUNTEERS

Volunteers who serve Boys & Girls Club through its Board of Directors, on committees or individually are crucial to the success of the Boys & Girls Club. In order to assist volunteers to serve effectively and to obtain satisfaction from their service, it is the responsibility of Boys & Girls Club staff, where applicable, to:
· Support volunteers so they can perform to the highest level of their contribution and personal satisfaction.

· Treat all volunteers with fairness, equity and respect, providing appropriate mechanisms for their views and interests to be expressed.

· Involve volunteers at appropriate levels and phases of the decision-making process.

· Assist in the development and the understanding of the roles of volunteers and employees, respectively.  Set clear standards of performance for volunteers, and appropriately recognize their contributions.

· Provide benefits and prerequisites to volunteers, which are consistent with the spirit of voluntarism.

Volunteers also represent the Boys & Girls Club and should set examples

through their ethical conduct and professionalism.
· Volunteers will review the code of ethics of the Boys & Girls Club and ensure that they adhere to the spirit of the code when making policy or otherwise managing the affairs of the organization.

· No volunteer shall knowingly take any action to make any statement intended to influence the conduct of the Boys & Girls Club in such a way as to confer any financial benefit on such volunteer, a member of his or her immediate family, or any corporation in which he or she or such member has a significant interest as stockholder, director or officer.

· In the event that there comes before the Board of Directors or the Executive Committee a matter for consideration or decision that raises a potential conflict of interest for any member of the board or the committee, the member shall disclose the conflict of interest as soon as he or she becomes aware of it and abstain from voting in connection with the matter.  The disclosure and abstention shall be recorded in the minutes of the meeting.

DONOR RELATIONS

Boys & Girls Club has responsibilities to its donors. Donors have placed faith in the Boys & Girls Club.  It is the responsibility of staff not to violate this trust and, where applicable, they should:

· Make full and fair disclosure of all information relevant to donors who have a right to know how their dollars are spent.

· Spend the donors’ money wisely, efficiently and objectively.

· Always observe the wishes of the donors as to allocation of their specific donation.

· Be good stewards of donations that are utilized to pay the salaries of and provide benefits to Boys & Girls Club staff, and refrain from allowing expenditures of Boys & Girls Club funds that, by their nature or amount, do no directly advance the mission of the Boys & Girls Club.

VENDOR RELATIONS
Vendors must be treated fairly to avoid favoritism or the appearance of impropriety.  Therefore, staff should adhere to the following guidelines:
· Afford all vendors the opportunity to offer or qualify their products or services on a competitive basis.
· Conduct all competitive bidding in a fair and professional manner, giving no special preferences or advantages to any vendor.

CONFLICT OF INTEREST

No employee should accept any gratuity or favor for doing his or her job.  Accordingly, Boys & Girls Club staff should not:
· Solicit or accept gratuities, gifts or favors, other than promotional gifts of nominal value, for themselves or their families.
· Accept food, transportation or entertainment unless directly related to Boys & Girls Club business.
· Use Boys & Girls Club resources for personal gain.

OUTSIDE EMPLOYMENT AND OTHER ACTIVITIES

Outside employment and other activities should not interfere with a staff member’s responsibilities within the Boys & Girls Club and should not adversely affect Boys & Girls Club.  Staff must inform his or her supervisor of any significant outside activities or employment in writing.  Staff should not use Boys & Girls Club resources to facilitate any outside employment or other activity.

VIII.  BENEFITS & TIME OFF 

VACATION 

The Boys & Girls Club of Lake Tahoe recognizes the need and benefit of taking time off work for personal and family activities and to get away from the everyday routine. Therefore, vacation is offered to regular full-time employees in accordance with the following schedule:
 
            Completed Years of Service               Annual Vacation Benefit
                        1 through 5 years                                            20 days/160 hours
                          6 through 10 years                                        25 days/200 hours
                        Over 11 years                                                  30 days/240 hours
 
Vacation days may be taken after 3 months of service.  Exceptions require the approval of the Executive Director.
 
Vacation is accrued on a basis of 6.2 hours a paycheck (or 7.7 or 9.2 depending on length of service).  Vacation does not accrue while an employee is on an unpaid leave of absence.
 
Staff are encouraged to use vacation benefits within the calendar year (1st July – 30th June). Vacation time does not carry over to the following year.  If an employee leaves during the year, any vacation time owed to them will be calculated on a pro-rated basis (number of months worked = vacation accrued, minus any vacation already taken).
Staff may use vacation time in advance of accrual, on the understanding that should they quit before they have earned sufficient vacation to cover what they have taken, that they will owe the Club and their salary may subsequently be docked.
 
Staff may use vacation time for illness or family emergencies once all of their sick time has been used.
SICK TIME

Hourly/Non-exempt employees: 24 hours per 12-month period of paid sick leave will be granted to all regular hourly and non-exempt employees once they have completed 90 days of employment.  Sick pay must be taken within the year otherwise it is forfeited.  
Full time exempt employees: 40 hours per 12-month period of paid sick leave will be granted to all full time exempt employees once they have completed 90 days of employment.

Regular full-time employees are not eligible for pay out of accrued unused sick time at the time of termination. Sick time does not accrue while an employee is on an unpaid leave of absence.

A Doctor’s note is required for absences longer than 3 consecutive days.

HOLIDAYS

The Boys & Girls Club of Lake Tahoe recognizes the importance of leisure time in achieving greater productivity, and therefore provides all regular, full-time employees with the following specified paid holidays each year:

1. New Year’s Day

2. Martin Luther King Day

3. President’s Day

4. Memorial Day

5. Independence Day

6. Labor Day

7. Veteran’s Day

8. Thanksgiving Day

9. Friday After Thanksgiving

10. Christmas Day

11. Employee’s Birthday

If a holiday (Christmas, New Year, Independence) falls on a Sunday, the Club will be closed on Monday, If a holiday falls on a Saturday, the Club will be closed on the Friday before the holiday. Part-time employees are not paid for holidays and are not expected to work on holidays when club activities are halted. Employees on unpaid leave are not eligible for holiday pay during their leave.

HEALTH PLAN

Pursuant to the requirements of the National Boys & Girls Club Organization, regular, full-time exempt staff are eligible for health insurance after 3 months of employment.  Staff may choose to join the BGCLT health plan (health, vision and dental) and will be given a choice of policies.  The Club will pay 70% of the plan and the staff 30%.  The staff portion will be deducted from their paychecks.
PENSION PLAN

BGCLT has a simple IRA plan with Vanguard.  All employees who have worked for the Club for two or more years are eligible to join the plan.  BGCLT will match the employee’s monthly contribution up to a maximum of 3% of their monthly wage.
LEAVES OF ABSENCES

As explained in the following sections, leaves of absence may be granted to regular employees in instances where unusual or unavoidable circumstances require prolonged absence. 

Any employee requesting a leave of absence should have a “good faith” intent to return to work. The Boys & Girls Club of Lake Tahoe will consider any employee on leave to have resigned if the employee: 

· Does not accept a position offered by The Boys and Girls Club of Lake Tahoe upon expiration of the leave; 

· Fails to report for work on the first scheduled day after the authorized leave has expired, unless an extension has been requested and approved; or

· Accepts other employment while on leave, without notification to the Boys and Girls Club of Lake Tahoe management.  

If deemed appropriate by the Boys and Girls Club of Lake Tahoe, the Club may attempt to reinstate employees to their original or comparable position at the conclusion of a leave of absence.  There may be occasions where the Club may not be able to reinstate employees returning from such a leave at all, or the Club may have to reinstate employees under different employment conditions (e.g. different position, hours, pay).  Such decisions are made at the sole discretion of the Executive Director on a case-by-case basis.

Personal:  Employees who have completed their first year of employment may request an unpaid leave of absence.  Leaves must be requested in writing and submitted to the Executive Director for approval or denial.  Personal leaves of absence may not extend for more than six weeks and will be granted at the discretion of the Executive Director.
Medical:  Employees may become unavailable for work for temporary periods due to serious illness or injury (non-work related), or other medical causes involving themselves or a family member.  In these situations, eligible employees may request a formal medical leave of absence.  The Boys & Girls Club of Lake Tahoe reserves the right to deny medical leave requests.  
Medical leaves require a doctor’s certificate and may not extend beyond six months.  Every attempt will be made to hold the employee’s position while he/she is on leave.  However, business needs may dictate that the position be filled.  If the position must be filled, termination of the employee on leave may occur. 
Prior to returning to work, employees must provide the Executive Director with a physician’s statement that certifies one’s ability to perform your usual and customary duties.

California Paid Family Leave Act:  The California Paid Family Leave Act provides employees with up to 6 weeks of partially paid leave for:

· Pregnancy;

· Bonding with a newborn or newly adopted child; and/or

· Caring for a family member (parent, child, spouse or domestic partner) with a serious health condition

An employee is eligible for family leave if he/she has worked for The Boys & Girls Club of Lake Tahoe for at least 12 months and has worked at least 1,250 hours in the past 12 months.  Employees who take this leave are not guaranteed return to the same or comparable position, with limited exceptions for key employees who would have been laid off regardless of taking leave.  
The Boys & Girls Club of Lake Tahoe requires medical certification for an employee taking family leave for his or her own serious illness or to care for a family member.  Employees are eligible to substitute accrued paid vacation time for otherwise unpaid time.  Benefits will be continued during the leave.  However, should an employee not return from leave, the Boys & Girls Club of Lake Tahoe reserves the right—in its sole discretion—to recover the cost of premiums paid while the employee is on leave.

The Boys and Girls Club of Lake Tahoe may terminate the employment of any employee who falsifies any information in connection with requesting or obtaining a leave.
DISABILITY INSURANCE

Employees who suffer a non work-related illness or injury may be entitled to State Disability Insurance (SDI).  Employees are responsible for completing the claim and doctor’s certificate forms, and mailing them to the State Department.  Applications and information are available from their doctor’s office, hospital or the EDD.

UNEMPLOYMENT INSURANCE

Information on the weekly benefit amount to which a claimant may be entitled is available from the State of California Employment Development Department (EDD Office).  Failure to apply for benefits in a timely manner could result in a loss of benefits. 

JURY DUTY

The Boys & Girls Club of Lake Tahoe encourages staff to serve on jury selection or jury duty when called to do so.  The staff member must notify the Executive Director of the need for time off for jury duty as soon as a notice or summons from the court is received.  Time off for jury duty is not compensated by The Boys & Girls Club of Lake Tahoe.

VOTING
Full time employees may take a paid break during the work day to vote in elections.  Employees are discouraged from wearing pins or distributing materials that promote or deride any political parties or individuals standing for election.  However as role models to our Members wearing ‘I have voted’ stickers is acceptable.

VOLUNTEERING

Giving back to our community is an important belief of the Club.  Full time employees are eligible for 2 paid volunteering days per year.  Time off requests must be made to the Executive Director and the Club refuses the right to refuse permission if the dates conflict with important activities at the Club. 

IX.  SAFETY, HEALTH, ENVIRONMENT & SECURITY
EMERGENCY PROCEDURE

Staff will be made familiar with all emergency procedures, including fire and earthquake safety practices, and will be held responsible for their enforcement.

In case of emergency, take the necessary immediate action and make the necessary notifications. If you are personally attending to the situation, send someone to notify the Program Director.

In the case of personal injury to an employee or member, the first and foremost course of action is to render or summons medical care. If there is any doubt as to what to do for personal injury, call 911 and let emergency personnel respond to the situation.

The safety of all members and staff is of the utmost importance. Once they are taken care of, the building or areas must be secured.

CRISIS MANAGEMENT PLAN

The Club considers the safety of its members and staff to be of the utmost importance.  A crisis management plan is used during critical events.  The Club Director and/or the Program Coordinators will review this with all employees on a quarterly basis.  During and immediately after a crisis, it is very important that employees direct all questions from the media to the official spokesperson of the Club.  Defer all requests for comments in a polite manner to the spokesperson, usually the Executive Director or a Board member.

CRITICAL INCIDENTS

In the event of a critical incident (e.g. missing child, serious injury at Club, outbreak of contagious disease) the following steps will be taken:

· Reported to Executive Director (ED) who will then act as incident command

· The ED will report it to BGCA

· The ED will report it to the Board Safety Committee 

· The ED will implement the critical incident plan, including working with local healthcare and emergency services, informing and liaising with parents, handling media inquiries and all necessary follow up action in regarding to Club activities and communications.
ACCIDENTS
For each accident that occurs at the Club or at a Club activity, staff persons must fill out an Incident Report and file it with the Club Director who will forward it to the Executive Director.

INCIDENT REPORTS (ICRS)

For all accidents, injuries, behaviors staff are requested to fill in an incident report.  ICR forms are available from the Coordinators and staff will be trained on how to complete an ICR as part of their on-boarding and in continuous professional development.  ICRs are entered into the Club database and a copy is given to parents to sign.  ICRs are often referred back to in order to identify escalating behaviors or other concerning trends that enable us to get additional help and support for the member.  ICRs for good/improved behavior are also highly encouraged.
VIDEO SURVEILANCE

The Club has a camera surveillance system, this is for the protection of our staff and members.  The cameras record 24/7 and there is a camera in each classroom, the MPR and multiple in the hallways.  
The cameras are used in two ways:

1. For admin. to survey Club when working in their offices

2. Camera footage is reviewed when there has been an incident/accident to help determine what, when, how and why.

The cameras are extremely useful when staff have not observed an incident and member’s stories differ.  The Admin. team will share footage with staff when necessary as a teaching aid or when discussing an incident/accident with staff.

Implementing the camera surveillance has decreased frivolous claims against staff 100% and has greatly helped in solving petty crimes around Club.  It is a tool we are very glad to have.

WORKER’S COMPENSATION
The Boys & Girls Club of Lake Tahoe carries insurance to cover the cost of work-related injury or illness.  Workers’ compensation benefits help pay for employee’s treatment and part of any income an employee may lose while recovering.  The law prescribes specific amounts and each case is handled individually.  To be assured of maximum coverage, it is important that work-related accidents are reported immediately to his/her Supervisor, and claims filed promptly.
Employees who incur a work related injury requiring a medical examination or treatment will be referred to the Club’s medical provider; unless a personal physician is designated in writing prior to a work related injury.  

The law requires that the Club notify its workers’ compensation carrier of any concerns of false, exaggerated, or fraudulent claims. Any person, who makes or causes to be made any knowingly false, exaggerated, or fraudulent statement or misrepresentation for the purpose of obtaining or denying of workers’ compensation benefits is subject to prosecution under the law.

EQUIPMENT

All equipment must be checked at the end of each program period to be sure that it is not damaged, misplaced or missing. Any shortage of or broken equipment must be reported to the Program Director as soon as it is discovered.

Club equipment is not to be used as personal property by staff, nor is it to be provided or loaned to others.

Individual staff may be held responsible for the damage or loss of club property or equipment as a result of personal negligence or non-compliance with policy, and may be required to repair or replace such equipment or property at their expense.

KEYS

Staff will be issued the keys necessary to carry out their duties, and they are responsible for those keys. Care must be taken so that keys are not lost or stolen. At no time should keys be given to any member.

In the event that keys are lost or stolen through negligence or failure to comply with these policies, the staff responsible may be accountable for the cost of replacing keys and/or the cost of changing locks as required.

HEALTH AND SAFETY


Each staff person will be held responsible for the health and safety of members participating in his/her area. To protect the safety of members as well as equipment, all doors must be locked when staff leaves the room.

Exit doors must remain unlocked during program hours.

BUILDING SECURITY

Total building security is the responsibility of the Program Director or individual site directors, assisted by all staff. When leaving a program area, staff has the responsibility for securing the area(s) or building(s). The building should be left clean and locked. All lights must be turned off and no one is to be left in the building.

At no time are unauthorized individuals allowed on the premises, except as dictated by the Executive Director.

Close windows, lock doors, set alarms.

SUPERVISION OF CLUB MEMBERS

Program staff is expected to be in program areas at all times, unless their program necessitates otherwise. Staff should be involved with the members in a leadership and guidance capacity. Concern, initiative, and energy are elements of strong character that should be demonstrated by all staff.

Program areas must never be left without staff supervision. If there is no one available to cover an area, it must be closed and secured.

LIABILITY

Members are not allowed in the building or program areas unless supervised by an adult staff member. If the adult must leave, the area left without supervision must be closed and secured

In order to avoid even the appearance of inappropriateness, staff should not allow themselves to be in a secluded area alone with any individual member. In addition, staff should always try, whenever possible, to be in view of other staff or their supervisors.

Staff is not allowed to offer rides in their vehicles to any member or group of members. Rides are not offered to members outside of Club sponsored activities, and never alone. Employees are not permitted to transport members of the Club, with the exception of Club sponsored functions.  Transportation to these functions will be approved and scheduled by the Program Director.

Staff are not to fraternize with members outside the club setting nor are adult staff to fraternize with minor staff outside the club setting, except as dictated by Club programs or training opportunities.

In some instances Club members are relatives or close friends with members of staff.  In such instances the staff member should make their supervisor aware.
NON-CLUB ACTIVITIES WITH MEMBERS

Unforeseen problems or difficulties can arise from member involvement in non-club related activities.  Accordingly, such an association could reflect negatively on the Club and open the Club to potential liability.  Therefore, staff are not permitted to accept or offer invitations to members for activities not connected with their work, unless authorized by the Executive Director.  

DRIVING ON THE JOB

Employees required to drive their car while on the job must maintain their own automobile insurance in compliance with State laws.  Therefore, the agency will require documentation of automobile insurance coverage for employees required to drive for work purposes. 

The Boys & Girls Club of Lake Tahoe assumes no responsibility for fire, theft, collision or otherwise, parking or moving violations, at any time, for any employee vehicle.
Employees will need to provide proof of a full, clean driving license before they can operate Club vehicles.  Evidence of personal insurance is also required.
Employees who are required to drive for Club activities will undergo transportation training with the Club Director.  This will include training in all safety aspects of Club vehicle operation and a driving test.  Both must be completed before a staff is allowed to drive a Club vehicle and permission to drive can be revoked at any time.

Only staff with a Category B bus driving license will be permitted to drive the 15 passenger van.
TRAVEL RELATED TO THE JOB

Employees using their personal cars for travel related to work will be reimbursed at a rate of 54 cents per mile. 

Pursuant to California law, the Club is required to pay wages for all hours the employee is engaged in travel, that is getting to and from an event which includes travel by car, train, bus or airplane and time spent waiting for connections, checking in baggage, and purchasing tickets.  However, the law does not require the Club to pay for time spent by the employee taking a break from travel, like eating a meal, sleeping or engaging in personal pursuits.  When an employee arrives at a hotel and is then free to choose where to go or what to do, no further travel hours are incurred.  An employer may establish a different pay scale for travel time that is not less than minimum wage.  

Therefore, during travel time, non-exempt employees will be paid minimum wage for the first eight hours of travel, that is $9.00 per hour. After eight hours and up to 12 hours employees will be paid $10.125 per hour.  After 12 hours of travel per day, employees will be paid a rate of $13.50 per hour.  During the hours that an employee attends a particular event, the non-exempt employee will be paid at their normal rate. 

Please also note that during event sponsored meals that you attend, you will be paid your normal rate of pay.  During meals where you are on your own, you will not be paid.  If you are invited to a function, such as a welcoming event or a social hour sponsored by BGCA where alcohol is or is not served, you will not be compensated.  These are events that are not mandatory, but are considered beneficial to your understanding and acceptance into the BGCA family of employees and are usually before or after the scheduled conference day.

Employees will be reimbursed for all meals during a Club trip, when the employee is out of town for that meal, except those that are already paid for with registration.  Per-diem is $40 per day, or $8 for breakfast, $12 for lunch and $20 for dinner.  In order to be reimbursed employees must submit all receipts associated with meals eaten.  No alcohol costs will be reimbursed.  Also, employees will be reimbursed for parking expense (with receipt), and mileage to and from the airport. 

Hotel room expenses shall be no more than $159.00 per day and employee shall use best efforts to find the most reasonable priced accommodations of equal comfort, personal safety and proximity to meeting locations.

WORKPLACE VIOLENCE

The Boys and Girls Club of Lake Tahoe is committed to maintaining a workplace that is free from acts or threats of violence.  In keeping with this commitment, the Club has established a “zero tolerance” policy.  All employees, contractors, temporary workers and consultants, are subject to this policy, and compliance is a condition of employment for employees, volunteers, and temporary workers.

The threat of violence is any comment or behavior that can reasonably be interpreted as intimidating and places another person or the Club in reasonable apprehension of harm to their person or property.  The conduct need not be directed at any particular individual, but may apply to a group or category of individuals.  The apparent ability to immediately act upon the threat is not required, so long as the conduct itself suggests harm.  

Weapons are never permitted on Club premises, including in parked cars or parking lots and structures.  The Club has the right to change access policies as they impact any specific person(s).

Any threat or act of violence in the workplace, in surrounding parking facilities, at off-site business activities, or other locations if work-related, must be reported immediately to the Executive Director.  Every reasonable effort will be made to recognize and respect the privacy of the reporting parties and to protect such individuals from reprisal.

All reported threats will be thoroughly investigated.  Any person accused of violence or threats will be interviewed by a Club representative.  The scheduling of an investigative interview does not preclude other appropriate actions, including notification of immediate supervisor, the target(s) of threats and even the general workplace if the threat is generalized.

LIFESTYLE

All employees shall try to maintain a healthy lifestyle.  Attention to proper diet and adequate exercise, reduction in stress, appropriate leisure activities, healthy friendships and social interaction are all dimensions of a balanced lifestyle.  Staff should serve as appropriate role models for youth.

X. Prevention of Child Abuse and Reporting Requirements

DOORS OPEN POLICY

Staff should have their doors open at all times unless the program dictated otherwise (noise, use of sports equipment etc).

Staff should never be alone with a member behind a closed door.

If a staff needs to talk to a member in private, a colleague should accompany them and the discussion take place in a room with a security camera present.
RESTROOM POLICY
Staff are provided with an onsite staff-only restroom and must exclusively use that facility.  When off-site on fields trips etc  Staff should use the restroom only when there are no members present.  Please use fellow staff members to assist in temporary closure of the restroom to members while staff is using it.

Staff should NEVER use the member restrooms.

If a staff member needs to enter the restroom to check for damage/misuse, they must confirm that no members are inside the restrooms and temporarily close it while the problem is being dealt with.

If a child is sick or injured in the restroom, the attending staff MUST be accompanied by a colleague, ideally a member of the Admin. Team and the restroom must be cleared of all other members before entering.

FIRST AID TREATMENT

Minor treatment such as cuts and scrapes can be treated by program staff provided that they are able to continue supervision of all members in their group.  All other injuries should be treated by the on-call first aid staff (radio for admin support).
All injuries requiring more than a band aid must be reported using the ICR forms.

When diagnosis or treatment of an injury/illness required the displacement or removal of clothing, the first aid staff MUST be accompanied by a colleague, ideally a member of the admin. team.  The member should be checked out of view of a camera or other members/staff but with the door open.  Permission to move or remove clothing must be obtained from the child unless they are unconscious. 
ISOLATION TO BE AVOIDED

All Employees need to be acutely aware of the risks involved in activities with minors which may result in isolation from others, including without limitation, overnight stays with minors in the absence of other supervising adults.

Staff should avoid any situations which place them alone with any minor.

Disciplinary and other private discussions with youth should be handled out of hearing range of other youth, but within visual range of either other youth, adults or staff.

CONTACTS AND ACTIVITES TO BE AVOIDED

· Exclusive friendships with an individual child or group of youth should be avoided.

· Non-program vacations with any youth or their families are prohibited (unless you are a relative of the member)
· Over night trips with youth must have at least two staff present and on duty at all times.

· Any late night activities must have at least two staff on duty at all times.

· Driving alone with any one child must be avoided.

· Any physical contact with youth that could be misconstrued should be avoided.

· Staff should never be alone in a room with a child

· Staff should never enter the member’s bathrooms unless they are empty, or they are accompanied by a second staff member

· Time outs or individual isolations must never exceed 5 minutes, unless the youth determines that they need a longer time away from the group.

· Discipline must never involve restrictions from food, water or bathrooms.

Any employee engaged in baby-sitting or childcare for a Club member outside of Club employment and hours is expected to inform their supervisor and to obtain from their employer a letter stating that they are aware that the employment and payment of the staff is a private matter and that the Club is in no way responsible for the actions or behavior of the staff when not on duty at the Club.
Any comment or observation that leads a staff member to believe that a child may be abused, or if anything arises that may be awkward or embarrassing to a youth or staff member, must be reported to a supervisor immediately.

REPORTING REQUIREMENTS

3. Who must report- It is a crime under the Child Abuse and Negligence Act for certain persons who have special working relationships or contact with a child not to report suspected child abuse to the proper authorities.  Those legal mandated reporters include “child care custodians” and “health care practitioners”.  Childcare custodians include among others; teachers, school and camp administrators, teacher’s aides, and playground monitors.

4. Who May report- If two or more mandated reporters are present in a situation and together become aware of a known or suspected instance of child abuse, they may agree that one of them will make the required telephone and written reports.  If a mandated reporter learns that the designated individual did not report, he/she must then do so.

5. What, When and Whom to Report- If a child care custodian in his/her professional capacity or within the scope of his/her employment, becomes aware of, or observes a child whom he/she suspects has been a victim of a child abuse, they must report the known or suspected incident(s) by telephone immediately or as soon as possible, and by written report within 24 hours.

Physical injuries and neglect are more easily detectable than less visible injuries resulting from emotional maltreatment or sexual abuse.  All categories of child abuse endanger a child’s health and development, and require attention.

Only suspected cases of severe emotional abuse that constitute willful cruelty or unjustifiable punishment of a child are required to be reported by mandated reporters.

6. Failure to Report- a mandated reporter’s failure to report child abuse is a misdemeanor punishable with up to six months in jail and/or a $1000 fine.
7. Confidentiality Rights of Reporters- No one making a report will be required to disclose his/her identity to the Boys and Girls Club of Lake Tahoe.  The identity of a reporter may be disclosed only when he/she waives confidentiality, by court order to the agencies listed in CA Penal Code Section 11167(d).  Reports of suspected child abuse and the information contained in such reports may be disclosed only in the limited circumstances set forth in the CA Penal Code 1167.5 (b).
Boys & Girls Club of Lake Tahoe

ACKNOWLEDGEMENT OF RECEIPT

POLICIES AND PRACTICES HANDBOOK

This acknowledges that I have received a copy of the Employee Handbook and understand that it contains important information regarding The Boys and Girls Club of Lake Tahoe’s general personnel policies and my privileges and obligations.  I will familiarize myself with the material in the handbook and understand that I am governed by its contents. ______(initial)

I further understand that The Boys and Girls Club of Lake Tahoe reserves the right to change or terminate, any of its policies, programs, or procedures – except its employment at will policy – at any time.  The Club will attempt to notify me of these changes.  I understand that changes will be effective on dates determined by the Club and I may not rely on policies that have been superseded.______(initial)

I agree and understand that this Policies and Practices Handbook is not intended to create a contract of employment for a specified term.  Employment with The Boys & Girls Club of Lake Tahoe is not for any specified duration and constitutes at-will employment.  Accordingly, I agree that the employment relationship may be terminated by either the Club or me, at any time, with or without notice, and with or without cause. ______(initial)

I also understand that The Boys and Girls Club of Lake Tahoe reserves the right to handle all situations covered in this manual or relating to my employment even if not covered in the manual as it deems appropriate in its sole discretion based on the facts of any particular situation._____(initial)

I further acknowledge that I will uphold the Child Abuse reporting requirements as set forth by the CA Penal Code 11166, and the Club handbook.  I understand my responsibility as a “Mandated Reporter”.______(initial)

In understand that as an employee or volunteer, I may receive information about individuals that must be kept confidential, excluding information as outlined in the child abuse reporting section.  I agree to keep information about individuals and/or the Club in the strictest of confidence and will not share with outside parties._____(initial)
_____________________________________

Name
(Please print)

Signature





Date

For clarification or translation of any policy 

please contact the Executive Director.
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