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ABOUT THIS HANDBOOK
This Employee Handbook (“Handbook”) is expressly intended for the use of the employees of the Boys & Girls Club of North Central Florida (hereinafter referred to as the “Club”). This Handbook sets forth basic policies and expectations for employee conduct and also contains important summary information regarding employee benefits. 

Unless otherwise specified, the benefits described in this Handbook apply only to regular, full-time employees of the Club. By contrast, the policies outlined in this Handbook apply to all employees – introductory, regular full-time, regular part-time and temporary/seasonal. 

In all cases of interpretation of this Handbook, management decisions are final. The Club may modify any part of this Handbook at its sole discretion, without prior notice. This Handbook supersedes and replaces all previously existing Club employee handbooks or personnel policy manuals.

ALL CLUB EMPLOYEES ARE EXPECTED TO FOLLOW THE POLICIES AND PROCEDURES OUTLINED IN THIS HANDBOOK. ANY VIOLATION OF THESE OR ANY OTHER CLUB POLICY, PRACTICE OR PROCEDURE WILL SUBJECT AN EMPLOYEE TO DISCIPLINE, UP TO AND INCLUDING SEPARATION. 
EMPLOYMENT WITH THE CLUB IS AT-WILL. THE CLUB MAY DISCHARGE AN EMPLOYEE AT ANY TIME, FOR ANY REASON WHATSOEVER, WITH OR WITHOUT CAUSE, AND WITH OR WITHOUT NOTICE. NOTHING WITHIN THIS HANDBOOK OR WITHIN THE CLUB’S POLICIES, PRACTICES, OR PROCEDURES IS INTENDED TO CREATE A CONTRACT FOR EMPLOYMENT, EXPRESS OR IMPLIED, OR A GUARANTEE OF CONTINUED EMPLOYMENT FOR A SPECIFIC DURATION.

Employees should refer questions regarding the Club’s benefit plans to Club Administration Office or refer to the Club’s plan documents or summary plan descriptions. Employees should contact Club Administration Office with questions concerning the contents of this Handbook.
EMPLOYMENT POLICIES
Equal Employment Opportunity 

We are committed to providing equal opportunity in all of our employment practices, including selection, hiring, promotion, transfer, and compensation, to all qualified applicants and employees without regard to age, race, color, sex, religion, national origin, marital status, gender identity or expression, or sexual orientation, disability or any other protected status in accordance with the requirements of all federal, state and local laws.

Sexual And Other Illegal Harassment Policy
And Complaint Procedure
Harassment is a form of predatory sexual behavior in which a person targets another employee(s) relating to an individual’s age, race, color, sex (including same-sex sexual harassment), religion, national origin, gender identity or expression, or sexual orientation, or disability. It 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 effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.

Title VII of the Civil Rights Act of 1964 recognizes two types of sexual harassment: a) quid pro quo and b) hostile work 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.

This policy applies to all employees of our organization working at all locations. All employees have an obligation to report sexual harassment—even if he or she is not the victim.
All workers, including supervisors and managers, will be subject to discipline, up to and including discharge, for any act of sexual harassment they commit.
Examples of Prohibited Conduct
Though sexual harassment encompasses a wide range of conduct, some examples of specifically prohibited conduct include the following:
· Physical assaults of a sexual nature, such as rape, sexual battery, molestation or attempts to commit these assaults, and intentional physical conduct that is sexual in nature, such as touching, pinching, patting, grabbing, brushing against another employee's body, or poking another employee's body.

· Unwelcome sexual advances, propositions, or other sexual comments, such as sexually oriented gestures, noises, remarks, jokes or comments about a person's sexuality or sexual experience.

· Preferential treatment or promises of preferential treatment to an employee for submitting to sexual conduct, including soliciting or attempting to solicit any employee to engage in sexual activity for compensation or reward.

· Subjecting, or threats of subjecting, an employee to unwelcome sexual attention or conduct or intentionally making performance of the employee's job more difficult because of that employee's sex.

· Sexual or discriminatory displays or publications anywhere in our workplace by our employees.

· Retaliation for sexual harassment complaints. 
Responding to Violations of this Policy
If an employee believes that he or she has been subject to sexual harassment or any unwelcome sexual attention, he or she may address the situation directly and immediately to the harasser, if possible. If the inappropriate conduct does not cease, or if the employee is unable to or uncomfortable with addressing the alleged harasser directly, he or she should report the incident to his or her own supervisor or manager. If the inappropriate conduct does not cease, or if the employee is unable to or uncomfortable with addressing the situation with the supervisor or manager, he or she should report the incident to the Human Resource director. If the Human Resource Director is not available or the employee is uncomfortable addressing the situation with the Human Resources Director, the employee may report the incident to the Executive Director/President/CEO.
It is important to report any and all concerns of sexual harassment or inappropriate sexual conduct to the HR director or a supervisor/manager as soon as possible. Management must be made aware of the situation so that it can conduct an immediate and impartial investigation and take appropriate action to remediate or prevent the prohibited conduct from continuing.

Employees who violate this policy are subject to appropriate discipline. If an investigation results in a finding that this policy has been violated, the mandatory minimum discipline is a written reprimand. The discipline for very serious or repeat violations is termination of employment. Persons who violate this policy may also be subject to civil damages or criminal penalties.
All inquiries, complaints and investigations are treated discreetly. Information is revealed strictly on a need-to-know basis. Information contained in a formal complaint is closely contained. All information pertaining to a sexual harassment complaint or investigation is maintained by the HR director in secure files. The HR director can answer any questions relating to the procedures for handling information related to sexual harassment complaints and investigations to complainants and respondents.
Accommodations Policy
It is the policy of this Organization to afford equal opportunity to all employees, regardless of physical or mental disability. However, all employees with such disabilities are expected to perform the essential functions of their positions as both defined in their respective job descriptions or as performed on a regular basis as part of their normal responsibilities. All employees with disabilities are eligible for accommodations per the Americans with Disabilities Act. Such requests must be made to either the employee’s direct supervisor or made to the human resource officer of the Organization. While the Organization cannot make all requested accommodations, it will work with the employees to define reasonable terms and supply such terms to the employee. If the employee cannot perform the essential functions with the requested accommodation, the employee may be separated from the Organization.
Breastfeeding Accommodation
We recognize the needs of new mothers and provide a reasonable unpaid break time for employees needed to express breast milk for their nursing child for up to one year from the child’s date of birth. We provide private office space that will shield the employee from view and will be wholly free from coworker or public intrusion. If such need arises, simply contact human resources and necessary breaks and corresponding office space will be provided.
Religious Expression and Accommodation
The Organization is dedicated to treating the religious diversity of all our employees equally and with respect. 
Religious Communication & Behaviors
It is not a violation of this Policy for employees to discuss religion, or to read or view religious materials, at work during non-working time. However, employees who do so should be sensitive to and respectful of the different beliefs (or lack of belief) of others. When another employee objects to religious advances, such behaviors and efforts must immediately cease. Moreover, religious practices that interfere with job performance, excessive “preaching” that is unwelcome to others, or adverse treatment of others because of their beliefs, different beliefs, or lack of belief, may be considered “harassment” within the meaning of this and other existing policies.

Religious Accommodations
Employees may request an accommodation when their religious beliefs cause a deviation from the Organization’s dress code, schedule, basic job duties, leave or other aspects of employment. As such, the Organization welcomes any requests for accommodations because of recognized beliefs that do not create an undue hardship on the Organization’s ability to properly fulfill its mission. 

The Organization will consider the request but reserves the right to offer its own accommodation to the extent permitted by law. Some, but not all, of the factors that the Organization will consider are cost, the effect that an accommodation will have on current established policies and the burden on operations, including other employees, when determining a reasonable accommodation. 

The procedure for reasonable accommodation requests includes: 

· Employee advises his or her supervisor and Human Resources of the need for accommodation. 

· The accommodation request will be discussed with the employee and the employee’s supervisor. 

· If a reasonable appropriate accommodation is readily available, the request will be approved, and the accommodation implemented. 

· If an accommodation is not readily ascertainable, the matter will be pursued further with assistance from appropriate external resources. 

At no time will the Organization question the validity of a person’s belief.
Personalization Of Work Areas and Holiday Decorations 
Employees are generally permitted to engage in private expression, including displays of religious ornamentation, in personal work areas that are not regularly open to the public. However, the Organization reserves the right to restrict workplace décor for legitimate reasons relating to safety, hygiene, or environmental conditions. 
In a public workspace, that is, a space to which the public has physical or visual access, only secular decorations, including secular holiday decorations, may be displayed. Religious symbols or decorations with religious content may not be displayed in public workspaces.
Drug and Alcohol-Free Workplace

The Boys & Girls Club of North Central Florida is committed to providing a safe environment for members, staff, and volunteers. To further ensure their safety, the Organization maintains a drug and alcohol-free workplace. The unlawful or improper use of drugs, including marijuana, controlled substances or alcohol in the workplace presents a danger to everyone.

As a Federal grantee, The Boys & Girls Club of North Central Florida has a duty to comply with the requirement of the Drug-Free Workplace Act of 1988.
· Employees are prohibited from reporting to work or working while under the influence of alcohol and/or using illegal or unauthorized drugs.

· Employees are prohibited from reporting to work or working when the employee uses any drugs, except when the use is pursuant to a doctor's orders and the doctor has advised the employee that the substance does not adversely affect the employee's ability to safely perform their job duties.

· Employees are prohibited from engaging in the unlawful or unauthorized manufacturing, distribution, dispensing, sale or possession of illegal drugs and alcohol in the workplace including on organization paid time, on organization premises, in organization vehicles or while engaged in organization activities.

· Employees taking a legal drug which affects job safety or performance is responsible for notifying their supervisor and/or Club leadership. If the organization and the employee's physician have determined that the substance does not adversely affect the employee's ability to perform the employee’s job duties safely and efficiently or determined that a reasonable accommodation can be made, the employee may commence work. An employee may not be permitted to perform their job duties unless such a determination or reasonable accommodation is made.

· Employees must immediately notify their supervisor and/or Club leadership of any criminal drug statute violation.

· Employment with the organization is conditioned upon full compliance with the foregoing drug and alcohol-free workplace policy. Any violation of this policy may result in disciplinary action, up to and including discharge.

The Boys & Girls Club of North Central Florida further reserves the right to take any and all appropriate and lawful actions necessary to enforce this drug and alcohol-free workplace policy including, but not limited to, the inspection of organization issued lockers, desks or other suspected areas of concealment, as well as an employee's personal property when the organization has reasonable suspicion to believe that the employee has violated this drug and alcohol free workplace policy.
We will not tolerate alcohol abuse or the use of other intoxicants and mind-altering substances, including illegal drugs. By virtue of their employment with the Organization, our employees may be required to submit to drug screens, blood alcohol tests, breathalyzer tests and medical examinations under the following circumstances:  a) when an employee is hired; b) when an employee is suspected of working or reporting to work with intoxicants or mind-altering substances in his or her system; c) when an employee suffers an on-the-job injury or is involved in an accident while at work; d) when an employee returns to work after a leave of absence of two weeks or more; or e) on a periodic or random basis. The presence of 0.04% alcohol or the presence of any other intoxicants or mind-altering substances in the body is a violation of this policy. Refusal of an employee to undergo testing or to cooperate fully with any of these tests is also a violation of our policy.
Medical Marijuana
If an applicant or employee with a legal referral for marijuana (for the treatment of a medical condition) tests positive based on the substance limits for the drug test, it will be reported by the lab as a “positive drug test” and will be treated in accordance with all other positive drug tests. 

Employees and applicants shall be given an opportunity to provide any information relevant to the test, including identification of currently or recently used prescription or non-prescription medications as well as any legal referral for marijuana use for the treatment of a medical condition.
There are no additional exceptions for applicants or employees with legal referrals for marijuana.
Immigration and Employment Eligibility

In compliance with the Immigration Reform and Control Act of 1986, the Club will hire only those individuals who are authorized to work in the United States.
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, preferably in writing, to Assistant 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 perceived violations of Club Policy include employee theft and breach of the Club’s Confidentiality or No Solicitation Policy. 

Moreover, the Club also expects and encourages its employees to report any questionable accounting or auditing concerns to the Club’s Executive Director. Employees may confidentially and anonymously submit their concerns, in writing, to 918 North Washington Street Perry, FL 32347. When necessary, appropriate or when financial irregularities are involved, employee concerns will be forwarded to the Club’s Board of Directors.

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 the Club’s Executive Director. Under no circumstances will the Club retaliate against an employee who reports conduct that the employee perceives to be a violation of law or policy.

Introductory Period
The first 90 days of employment for new employees of the Club is considered an introductory period. The introductory period provides a new employee the opportunity to become familiar with the Club. This introductory period may be extended at the Club’s discretion. During this time, a new employee’s work hours, skills, and general work performance will be evaluated. 

If, as a result of an illness or injury, you are absent from work for more than five days during your introductory period, we may choose to extend your introductory period as necessary to give you a fair opportunity to demonstrate your ability to do the job. If your introductory period is extended, you will be notified.

Should an employee’s performance become unsatisfactory at any time during this introductory period, the employee will be subject to discharge at that time. If the Organization terminates an employee for unsatisfactory work performance during their introductory period, the Organization’s account will not be charged for unemployment benefits. Completion of the introductory period does not confer any expectation of continuation in employment; continuation depends on the needs of the Organization and the performance and conduct of the employee.
Background and Checks
All direct service employees must have a level II background screening and be deemed fully eligible before beginning work at the Boys & Girls Club of North Central Florida. The National Sex Offender Public Website Check must be checked and printed. The level II background screening encompasses the Statewide Criminal Background History Check, the FBI Criminal History Check, and the state child abuse and neglect registry (Florida Safe Families Network system). An ineligible result at any point of employment will result in separation.
Educational, Driving, Criminal, And
Employment Background Screening During Employment
The Organization must be able to employ individuals that are trustworthy and able to properly interact with key organizational partners. Employees agree, by signing the acknowledgment provision verifying agreement to this handbook, that the Organization may conduct occasional criminal, employment, driving and educational backgrounds on employees as it deems necessary to conduct its operation in a profitable and legal manner. The Organization reserves the right to take any and all action it deems necessary to act upon the results of such ongoing screening.

Employees who work in the Human Resources Department, Payroll Department, Accounting Department, or serve in any other role where compensation information is obtained in the course of performing their assigned job functions are not protected by this regulation and are prohibited from disclosing any compensation information.
Employment Reference Prohibition
The Organization prohibits leaders and employees alike from providing employment reference information to third parties, including prospective employers. Any and all solicitations for reference information should be immediately directed to the human resource office for appropriate management. The human resource office shall only provide a former employee’s position title, dates of employment, and whether such employee is eligible to be rehired absent court mandate or a contractual agreement to the contrary.  The human resource department shall share information allowable in this policy to other Boys & Girls Clubs. Such policy has been designed to protect both employees and the Organization from liability.  
AmeriCorps Policy on Background Checks

National Sex Offender Public Website Check (NSOPW)

The NSOPW is a free Internet-based system operated by the U.S. Department of Justice. The system gathers data (name-based) from all participating State-level sex offender registries. The required nationwide NSOPW check must be performed on a national level. Therefore, the “advanced" search feature must not be used because it requires the user to limit the search to less than nationwide. Please note: the NSOPW is also known as the National Sex Offender Public Registry, NSOPR (http://www.nsopr.gov)

The NSOPW check must be completed prior to the individual starting service or a grant-funded employee beginning work. For the purposes of this rule, an individual ‘‘starts service’’ when the individual’s time begins to be credited toward their service commitment; an individual ‘‘begins work’’ when the individual engages in activities chargeable to the grant. Programs must retain a record of the NSOPW search and associated results either by printing the screen(s) or by some other method that retains paper or digital images of the NSOPW check, inclusive of the date and time record for when the search was performed and include in the member/staff file.

Any hours the individual serves before they are documented as clearing an NSOPW nationwide check cannot be counted towards service. The Corporation will disallow any program costs associated with those hours such as living allowances and education awards.

If there are individuals on the NSOPW with the same name as the candidate, programs must conduct a more in- depth inquiry to determine whether the individual who appears on the NSOPW is the candidate or is someone with the same name. Such as a comparison of the registered offender’s photograph from the NSOPW to the candidate’s photo identification or in-person check. If the NSOPW results do not include a photograph, program should compare the date of birth from the NSOPW to the candidate’s date of birth on the candidate’s photo identification. If it is determined that the candidate is not the individual who appears on the NSOPW, programs must document in writing (on the printed NSOPW results) who confirmed and how they confirmed that the candidate is not the one of those listed.
Programs must maintain written documentation in the member’s file that an authorized program representative reviewed and considered the results of the NSOPW check in selecting the individual.

Statewide Criminal Background History Check

The statewide criminal background history checks must be “initiated” no later than the start of service/work for covered individuals. Programs must be able to document how and when the check was initiated. This documentation must be in the member/staff file. Any service hours accrued prior to initiation are ineligible.
“Initiation” is defined as one step more than getting permission to conduct the check. One more step could include documentation such as fingerprinting, requests to obtain checks, having forms for checks filled out by candidates, dated fingerprint cards, payment invoices, etc.

Members/staff may begin service/work pending the results of the state check. If the member/staff has recurring access to vulnerable populations, the member/staff must be accompanied by a staff member that has a cleared background check. The accompaniment must be documented with the member/staff name being accompanied, date, time, and signature of cleared staff member that was responsible for accompanied member/staff.
Results of the check: Programs must maintain the results of the check AND maintain written documentation in the member’s file that an authorized program representative reviewed and considered the results of the state check in selecting the individual.

The FBI Criminal History Check.

An FBI criminal background check is required for covered individuals that have “recurring access” to vulnerable populations. The FBI criminal background history check must be initiated no later than the start of service/work for covered individuals. Programs must be able to document how and when the check was initiated. This documentation must be in the member/staff file.
Policy on I-9 & E-verify

To comply with federal regulations of the Immigration Reform and Control Act (IRCA), all employees are required to complete an Employment Eligibility Verification form (I-9 form). This law applies to all individuals hired, including part-time/temporary employees and students. Additionally, Northeastern University is an E-Verify employer. E-Verify is a web-based program administered by the U.S. Department of Homeland Security, USCIS Verification Division, and the Social Security Administration that supplements the current I-9 employment eligibility verification process. The program determines whether the information provided by the new hire matches government records and whether the new hire is authorized to work in the United States.
Categories of Employment

Introductory: An employee in their first 60 days of employment (or longer if extended).
Regular Full-Time: An employee whose regular work schedule averages 40 hours or more and who is not on introductory status.

Regular Part-Time: An employee whose regular work schedule averages less than 40 hours per week and who is not on introductory status. A regular part-time employee may be eligible for certain benefits, but only as specifically provided for in this Handbook.

Temporary/Seasonal: An employee hired to work on a specific basis, including during peak or seasonal periods, for specific projects or for a limited period of time. A temporary/seasonal employee may work either full-time or part-time but is not considered a “regular” employee. A temporary/seasonal employee is not eligible for benefits, unless specifically provided for in this Handbook.

AmeriCorps Members: Members are paid a biweekly stipend determined by the AmeriCorps program and the AmeriCorps Program Director. AmeriCorps members are required to commit and complete a work schedule and term of service. Members are also required to complete a minimum number of work hours determined by the AmeriCorps grant and Program Director.
Minor Employee or Minor AmeriCorps Member: An employee or AmeriCorps Member under the age of 18. Minor employees/AmeriCorps members are part-time and must adhere to the minor employee scope of work policy that distinguishes their specific role.
Employees are also categorized as either Non-Exempt or Exempt for purposes of the minimum wage and overtime provisions of the Fair Labor Standards Act (“FLSA”). 

Non-Exempt Employees are compensated based on the number of hours worked each workweek and are subject to the minimum wage and overtime provisions of the FLSA. 

Exempt Employees (e.g., certain administrative, professional, and executive personnel) are exempt from the minimum wage and overtime provisions of the FLSA and are paid on a salary basis.

Overtime

Occasionally, employees may be asked or required to work overtime. Overtime pay depends on an employee’s status as non-exempt or exempt, as follows: 
Non-Exempt Employees are compensated based upon the number of hours worked each workweek. If a non-exempt employee works more than 40 hours in one work week, the employee will receive overtime compensation at the rate of one and one-half times the employee’s regular rate of pay. All overtime must be accurately reported as worked, whether or not it was required or approved, and it will be paid accordingly. 
Exempt Employees do not receive overtime compensation.
AmeriCorps Members: AmeriCorps members do not receive overtime compensation. Although employees are required to complete a minimum number of hours during their AmeriCorps term it is expected that AmeriCorps employees will keep time and schedule commitments regardless of hours completed. The failure to work scheduled hours may lead to discipline, up to and including termination of employment.
Employees are not permitted to work overtime unless they receive advance authorization from Assistant Director.
Employees that work unauthorized hours will be compensated and receive disciplinary action.
Timekeeping
All employees are required to accurately record all time worked, whether completed on the premises or elsewhere (with supervisory pre-approval). Club time does not include any time worked during meal periods or rest breaks. Employees may not perform non-Club work on Club time.

The following time recording procedures are required to be followed by all employees. Employees must: 
1.
Clock “in” immediately before starting any of your duties for a shift, and clock “out” immediately after finishing all of your duties for that shift. 

2.
Clock out before beginning any meal period, and clock in before returning to work after any meal period. 
3.
NOT perform any work while clocked out. Should you inadvertently fail to clock “in” or “out” for any shift or should circumstances arise which require you to perform work while clocked out, you must keep track of this extra time worked and notify your supervisor immediately so that they can adjust your time records to reflect all time worked. 

4.
Not work more than eight hours in a single day or more than 40 hours in a single week without prior authorization from your supervisor. 

5.
Sign and date your timesheet at the end of each pay period to acknowledge that your time records are correct. 

6.
Be responsible for reviewing and confirming the accuracy of your time and payroll records. You must promptly report any suspected errors to your direct supervisor and Payroll Administrator for review and, where appropriate, correction. 

7.
Not punch, alter, or record another employee’s time. Similarly, you may not allow another employee (except for your immediate supervisor) to punch, alter, or record your time. 

Violations of this provision may be subject to disciplinary action, up to and including termination. Employees must sign off on their timesheets and verify that the hours are accurate; employees must also initial all changes or corrections to their timesheets. 
Timekeeping Procedures 
Unless otherwise notified, each employee is required by federal law and by this Organization to keep an accurate record of his or her hours worked each day. You will generally use the timekeeping system to record your beginning work time, the time you break for lunch, the time you return from lunch and the time you end the workday. Any other break from work for more than twenty minutes must also be accounted for by using the timekeeping system to record the beginning and ending times of the break. We expect you to accurately record all of the time that you work for the Organization.

You are expected to begin work immediately following “clocking in.” Additionally, if you perform any work when you are not “clocked in,” you must immediately report that time to your supervisor.
If you forget to record your “in” or “out,” notify your supervisor immediately so that the time can be accurately recorded in our system for payroll purposes. Any changes or corrections to your time record must be acknowledged, in writing, by you and your supervisor.
Under no circumstances may any employee clock in/out or otherwise record time for another employee.
It is the policy of our organization that non-exempt employees will work only their assigned schedule unless they are provided with specific, prior approval for a schedule change or overtime. Reading, sending, or otherwise working on emails off work hours constitutes work and is strictly prohibited without such prior approval. Employees are responsible for monitoring the number of hours they are working each day/week. There will be disciplinary action taken if an employee works unapproved overtime.

No employee may “volunteer” their time or otherwise work “off-the-clock” and no supervisor or manager has the authority to require, permit or ask any staff to work hours without reporting them.
Employees violating any provision of this policy are subject to discipline, up to and including termination.
Biometric Information
Our organization may use biometric information (retina or iris scan, fingerprint, voiceprint, or scan of hand) for building access, office access, work time data collection or attendance data collection.

The Organization does not store your biometric information and collects it solely for legitimate work-related purposes. Once the need for the biometric data has been satisfied, such as when employment ends, the data is permanently destroyed.
Employees are free to decline to use the provided biometric scanners without any adverse employment action and the Organization will use alternative means of access and information collection. Additionally, at any time during employment, employees may revoke their consent to use biometric scanners by providing written notice to the human resources department.
By executing the handbook acknowledgement and using the biometric scanners in place at our organization, you are providing your consent and authorization for the Organization to use your biometric data for the specific purposes stated above.
Personnel Records

It is very important for employees to keep their personnel records up to date. The Club directs employees to notify the Club Administration Office immediately if there is a change in status, including but not limited to the following:
· Name and social security number

· Home address and telephone number

· Cellular or Mobile number

· Marital Status

· Number of dependents 

· Beneficiary(ies) 

· Emergency contact information

· Driver’s license status 

· Additional education and training

Employees are required to report any situation or incident that may affect their employment with the Club or may have an impact on the image of the Club, including but not limited to any criminal charges, whether occurring on or off duty, to the Unit Director within 24 hours of the incident.
All personnel records are the property of the Club.
Employee personnel records are the property of the Organization and access is highly restricted. Only management personnel who have a legitimate reason to review the information will be allowed to do so.

Employees may review the information in their own file at the convenience of management and on Organization property. Employees are not permitted to remove, change, delete or otherwise alter any of the information in the file. Additionally, documents or information contained within the personnel files may not be copied.

Copies of documents or information contained within a personnel file are not provided to former employees.
Requesting Payroll Records
Any employee, past or present, that will need copies of any payroll records will be required to fill out a request form. The Club has 10 days to reply to the employee’s request. The Club will require the employee to pay a minimum of one dollar for up to eight pages and fifteen cents per page thereafter. Former employees are limited to one request per year. Previous year(s) pay stubs will not be copied; however, the employee will be provided copies of previous year(s) W-2.

Pay Cycle, Payroll Deductions and Paychecks

The Club’s workweek begins on Tuesday and ends on Monday. Any changes due to holidays or other events that may interfere with this pay schedule will be announced in advance. 
The Club is required by law to make mandatory deductions from earnings. Amounts withheld may vary according to how much the employee earns, marital status, government employment regulations, and other factors. Mandatory withholdings include federal income tax and social security, and any other taxes or deductions required to be withheld by state and/or federal law.

In addition to mandatory payroll deductions, the Club is required by law to comply with certain court orders, liens, or wage assignments and to make payroll deductions pursuant to those orders. All deductions from an employee’s pay shall be in keeping with the requirements of the FLSA. Employees should refer any questions regarding deductions from their pay to Administration Office.
Employees must verify that their paychecks are correct every payday; any problems should be immediately directed to Unit Director for resolution. Periodically, employees should also verify that the information on their payroll checks is correct. Any changes that need to be made must be immediately communicated to Assistant Director so that the proper information can be forwarded to payroll.
Any questions or concerns about your pay amount or deductions should be brought to the attention of your supervisor immediately.
Safe Harbor Compliance
It is our policy to comply with the salary basis requirements of all existing wage laws. Therefore, we prohibit all organizational leadership from making any improper deductions from employees who are not eligible for overtime. If you believe that an improper deduction has been made to your salary, you should immediately report this information to your direct supervisor, or to human resources. Reports of improper deductions will be promptly investigated. If it is determined that an improper deduction has occurred, you will be promptly reimbursed for any improper deduction made.
Loans or Advances

The Club shall not give employees an advance or loan.
Open Lines of Communication

Employees are encouraged to bring their comments, questions, or complaints to their supervisor's attention as soon as possible. Open communication in encouraged. Employees should feel free to voice ideas, suggestions, or complaints without fear of reprisal or retribution. If issues are not resolved by the employee’s supervisor, the employee may request a meeting with the Assistant Director. 

Open Door Policy
The Club wants to assure its employees that ideas, suggestions, and complaints will be heard. It is also the policy of management to attempt to resolve disputes that may arise between or among fellow employees or between employees and their supervisors. 

Open communication between employees and their immediate supervisors is encouraged. Employees should feel free to voice ideas, suggestions, or complaints without fear of reprisal or retribution. If an employee wishes to remain completely anonymous, they can write the idea, suggestion, or complaint down on paper and drop it off at the Club Administration office mailing address: 918 North Washington Street Perry, FL 32347. Otherwise, if employees have ideas, suggestions, or complaints to share, the Club directs them to follow these simple steps: 

STEP 1: 
An employee is directed to discuss complaints with their immediate supervisor within 3 working days of the matter causing the complaint. The employee should provide detail and offer possible solutions. Most matters can be resolved at Step 1. 

STEP 2:
If the employee is not satisfied with the results of a discussion with their immediate supervisor, the employee is directed to take the matter to the next higher supervisor (in other words, their immediate supervisor’s supervisor) within 3 working days after meeting with the immediate supervisor.

STEP 3:
If the employee believes that the matter remains unresolved, they are directed to present the matter in writing to the Executive Director within 3 working days. The Executive Director shall consider all matters brought to their attention pursuant to this procedure and all decisions made by the Executive Director shall be final.

In the event of a complaint involving the Executive Director, another Club official will fulfill the investigatory and decision-making role in this process.

Boys & Girls Club of North Central Florida Policy for AmeriCorps Grievance Procedure

In the event that informal efforts and conflict resolution to resolve disputes are unsuccessful, AmeriCorps members and other interested individuals may seek resolution through the following grievance procedures. These procedures are intended to apply to service-related issues, such as job assignments, performance evaluations, disciplinary actions, suspension, or release for cause. In addition, individuals who are not selected as AmeriCorps members alleging displacement of employees or duplication of activities by AmeriCorps may utilize these procedures.

1. Alternative Dispute Resolution: Alternative Dispute Resolution (ADR) is available but must be selected within 45 days of the underlying dispute. If a member chooses ADR as a first option, a neutral party designated by the Club will attempt to facilitate a mutually agreeable resolution. The neutral party must not have participated in any previous decisions concerning the issue in dispute. ADR is confidential, non-binding, and informal. No communications or proceedings of ADR may be referred to at the grievance hearing or arbitration stages. The neutral party may not participate in subsequent proceedings.
If ADR is chosen by the member, the deadlines for convening a hearing and for a hearing decision, 30 and 60 days respectively, are held in abeyance until the conclusion of ADR. At the initial session of ADR, the neutral party must provide written notice to the aggrieved party of their right to request a hearing. If ADR does not resolve the matter within 30 calendar days, the neutral party must again notify the aggrieved party of their right to request a hearing. At any time, the aggrieved party may decline ADR and proceed directly to the hearing process.

2. Grievance Hearing: A member may request a grievance hearing without participating in ADR, or if ADR is selected and it fails to facilitate a mutually agreeable resolution. The member should make a written request for a hearing to the Supervisor or the Executive Director. A request for a hearing must be made within one year after the date of the alleged occurrence. At the time a request for a hearing is made, The Club shall make available to the member information that it relied upon in its disciplinary decision.
The Club will arrange for one or more pre-hearing conferences at a time mutually convenient to the parties. Pre-hearing conferences are not a substitute for a hearing. They are intended to facilitate a mutually agreeable resolution of the matter to make a hearing unnecessary or to narrow the issues to be decided at the hearing. The format of the pre-hearing conference may be flexible, involving meetings with one party at a time and/or with both parties together. Pre-hearing conferences may be conducted by the Program Director, Assistant Director, or the Executive Director.
The hearing will be conducted by the Program Director, Assistant Director, or the Executive Director. The person conducting the hearing may not have participated in any previous decisions concerning the issue in dispute. A hearing must be held no later than 30 calendar days after the filing of the grievance, and a written decision must be made no later than 60 calendar days after filing.

3. Binding Arbitration: An aggrieved party may request binding arbitration if a grievance hearing decision is adverse or if no decision is made within 60 days of the filing of the grievance. The arbitrator must be independent and selected by an agreement of the parties. 

An arbitration proceeding will be held no later than 45 calendar days after the request for arbitration. An arbitration decision will be made no later than 30 calendar days after the commencement of the arbitration proceeding.
The cost of arbitration will be divided evenly between the parties, unless the aggrieved party prevails, in which case the Club will pay the total cost of the proceeding as well as the prevailing party’s attorneys’ fees.

4. Remedies: Remedies for grievances include, but are not limited to, reinstatement in good standing of a member wrongfully suspended or dismissed, and prohibition of a placement of a member. If reinstatement of the member results in the member not being able to fully complete their hours within the term of service, arrangements may be made to allow the member to complete the hours. 

Use of Electronic Devices
The Club may provide computers, printers, and other electronic devices to its employees to perform their job functions. These devices and all related materials, including software, are Club property and may be used for Club business only. Only software that is authorized by the Club may be used, copied, or installed on the Club equipment. All data contained on the Club’s electronic devices belong to the Club and cannot be altered without specific written authorization. No data stored on the Club’s electronic devices is to be released to any person or outside organization. Employees who use computers at home for Club business must virus check any CD’s, external drives, or other media storage devices before using them on Club computers.

Outside computer services such as the Internet, e-mail, instant messaging etc., may be accessed and used for Club business only and only with proper authorization. The Club’s electronic devices and/or services may not be used to solicit or create any offensive or disruptive messages. The Club devices and/or services shall not be used to send (upload) or receive (download) copyrighted materials, trade secrets, proprietary financial information, or similar materials. All messages composed, sent, or received on the Club’s electronic devices are and remain the property of the Club; they are not the private property of any employee. The Club may review, audit, intercept, access and disclose all messages created, received, or sent over the Club’s systems for any purpose without the permission of the employee; the confidentiality of any electronic message should not be assumed.
All computer-related passwords must be disclosed to the Club, or they are invalid and cannot be used. Computer-related passwords and security codes assigned to employees may not be communicated to any other employee or third party. Employees may not retrieve or read any electronic messages that are not sent to them. Employees who access electronic files from remote locations are governed by the terms of this Policy and must return all files and file copies to the Club at the conclusion of their employment. Any exception to this Policy must receive prior approval from your direct supervisor.
Communication And Computer Systems Security and Usage 
I.
Policy Overview

This policy contains guidelines for the use, access, and disclosure of communications (including, among other things, telephone, mail, e‑mail, voice mail, desk and laptop computers, pagers, mobile phones, faxes or facsimiles, Internet, and intranet) sent or received by employees using any Organization provided Communication or Computer Systems (“Systems”).

II.
Confidentiality and Acceptable Systems Usage

The Organization’s Systems are intended for Organization business only. All information transmitted or stored in Organization Systems (e.g., client lists, documents relating to policies and procedures) is the sole and exclusive property of the Organization and should be treated as confidential. Such information may not be disclosed to any person outside of the Organization nor may any such information be removed from our premises without the express permission of the Director of Human Resources. Employees are strictly prohibited from accessing, reading and copying data or information stored in the Systems and from accessing, reading and copying communications not directed to them without prior authorization.

ALL SYSTEMS MESSAGES ARE ORGANIZATION RECORDS. THE CONTENTS OF OUR SYSTEMS MAY BE DISCLOSED TO THE ORGANIZATION WITHOUT YOUR PERMISSION. THEREFORE, YOU SHOULD NOT ASSUME THAT MESSAGES AND COMMUNICATIONS ARE CONFIDENTIAL.
III.
Management’s Right to Access Information

Our Computer, Telephone, and Communication hardware and software systems have been installed and are used to facilitate business communications. Although each employee has an individual password to access these Systems, they belong to the Organization and the contents of all communications are accessible by management for any business purpose. The Organization reserves the right to monitor, and will periodically monitor, its Systems in order to ensure compliance with this Policy. Employees are strictly prohibited from placing personal passwords on any Organization System for the purpose of preventing such monitoring.

EMPLOYEES SHOULD NOT CONSIDER ANY MATERIALS TRANSMITTED OR STORED IN ORGANIZATION SYSTEMS TO BE PRIVATE.
The Organization reserves the right to limit or prohibit employee use of electronic communications when necessary to ensure organizational production or to discipline employees for performance related reasons.
IV.
Personal Use of the Organization’s Communication and Computer Systems

a.
General Usage

Because personal communications can be accessed without prior notice, employees should not use Organization Systems to transmit any messages, or to access any information, which you would not want a third party to see. Although incidental and occasional personal use of our Systems is permitted, any such personal use will be treated the same as all other communications under this Policy. However, employees are at all times strictly prohibited from accessing or downloading information from the Internet for personal use. 

b.
Telephone Usage

The Telephone Systems (including voice mail) at the Organization are the property of the Organization and are provided for business purposes. The Organization may periodically monitor the usage of the telephone systems to ensure compliance with this policy. THEREFORE, EMPLOYEES SHOULD NOT CONSIDER THEIR CONVERSATIONS ON THE ORGANIZATION’S TELEPHONE SYSTEMS TO BE PRIVATE.

c.
Personal Mail

All mail which is delivered to the Organization is presumed to be related to Organization business. Mail sent to you at the Organization will be opened by the office and routed to your department. If you do not wish to have your correspondence handled in this manner, please have it delivered to your home.

V.
Forbidden Use and Content of Communications

You may not use our Systems in any way that may be seen as insulting, disruptive, offensive, or harmful to morale. Examples of prohibited, non-business purposes include, but are not limited to, use of the Organization’s Systems:

· to convey insensitive, improper, derogatory, insulting, threatening, or harassing language or remarks, or sexually explicit messages, cartoons, jokes, or other potentially offensive material. 

· to send propositions, love letters, or any other message that could be construed to be harassment or disparagement of others in violation of our policy against harassment.
· to write personal letters, resumes, or other documents unrelated to Organization business.
· to run computer games or other personal software or copy such software. 

· as a forum for gossip or personal communications.

The Organization may monitor employee use of computers and email for any and all legitimate management purposes. Such purposes include the assurance of employee production, the prevention of illegal harassment and other unethical behaviors, and all other reasons necessary to best ensure that the mission of the Organization is met. Employees should not expect any privacy when using Organization computers or email.
VI.
Password and Encryption Key Security and Integrity
All Systems passwords and encryption keys must be available to the Organization at all times. Additionally, you may not use passwords that are unknown to your supervisor, nor may you install encryption programs without first turning over encryption keys to your supervisor. Further, employees are prohibited from the unauthorized use of passwords and encryption keys belonging to other employees in order to gain access to other employees’ messages.

VII.
Software, Personal Disks, and Networking

Computer software, whether purchased, developed, or modified by the Organization, may not be downloaded, copied, reproduced, altered, or appropriated by employees without prior Organization authorization. Any such computer software is the property of the Organization and may not be copied or appropriated by employees for personal use during employment with the Organization or upon separation. Employees should be aware that the illegal duplication of computer software may result in the filing of criminal copyright charges by the owners of the copyrights; copyright infringement is punishable by fines and/or imprisonment.

The Organization does not condone the use of “bootleg” or “pirate” software on its computer system. The use of such software is grounds for discipline, up to and including immediate termination. Any employee who becomes aware of the presence of any “bootleg” or “pirate” software on the Organization’s computer system should notify management immediately.

The use of personal disks or software in the Organization’s computer system without prior authorization is strictly prohibited. Employees are further prohibited from accessing the Organization’s Systems from remote locations and from connecting Organization Systems to outside systems without prior authorization. 
VIII.
Penalties for Violation of the Organization’s Communication and Computer Systems Security and Usage Policy

VIOLATIONS OF ANY ASPECT OF THE ORGANIZATION’S COMMUNICATION AND COMPUTER SYSTEMS SECURITY AND USAGE POLICY MAY RESULT IN DISCIPLINE, UP TO AND INCLUDING IMMEDIATE DISCHARGE. The Organization will also seek civil damages against any employee who appropriates or copies the Organization’s property as described in this Policy.

Computer Password
This policy governs the creation, maintenance and security of Organization computer systems and network passwords and passphrases. Passwords are an important aspect of computer security. They are the front line of protection for user accounts. A poorly chosen password may result in the compromise of our organization’s corporate network. As such, all employees are responsible for taking the appropriate steps to select and secure their passwords:

· All passwords (e.g., e-mail, Web, desktop computer) must be changed at least every six months. 

· Passwords must not be inserted in e-mails or other forms of electronic communication.

· All passwords must conform to the guidelines described below.

· Passwords should never be written down or stored online or anywhere within their office or workspace. Similarly, passwords should not be stored in a file on any computer system, including digital assistants, smartphones, or similar devices without encryption. 
· Employees should not use the “remember password” feature found on many computer and website applications.

Guidelines for Password Construction
Passwords are used for various purposes at our organization. Some of the more common uses include user-level accounts, Web accounts, e-mail accounts, screen saver protection, voice mail and local router logins. All employees should be aware of how to select strong passwords:

· Contains both upper- and lower-case characters. 

· Has digits and punctuation characters as well as letters. 

· Is at least 8 alphanumeric characters long and is a passphrase (e.g., “1LoveT!!”)?

· Is not a word in any language, slang, dialect, or jargon?

· Is not based on personal information, names of family members, etc.?

Employees should try to create passwords that can be easily remembered. One way to do this is to create a password based on a song title, affirmation, or other phrase. For example, the phrase might be: “Star Spangled Banner,” and the password could be: “*Sg1dBnR”.

Employees should not use the same password for Organization accounts as for other non-Organization access (e.g., personal ISP account, bank accounts, etc.)

Employees should not share passwords with anyone, including coworkers, administrative assistants, or supervisors—even when on vacation or otherwise out of the office. If someone demands a password, refer him or her to the Human Resources Department. 
If an account or password is suspected to have been compromised, report the incident to the Technology Department and immediately change all passwords.

Any employee found to have violated, this policy will be subject to disciplinary action, up to and including termination of employment.
E-Mail Curfew
You have an obligation under the Fair Labor Standards Act to capture and pay for all hours worked by non-exempt employees. If those non-exempt employees are receiving, reading, and sending work-related emails using their smart devices or laptops after hours or “off-the-clock” they must be compensated for that time. A policy prohibiting non-exempt employees from emailing off duty will assist in shielding against wage-and-hour issues for such behavior. We recommend the following policy be added to either your Employee Handbook:

It is the policy of our organization that non-exempt employees will work only their assigned schedule unless they are provided with specific, prior approval for a schedule change or overtime. Reading, sending, or otherwise working on emails off work hours constitutes work and is strictly prohibited without such prior approval. Employees violating this policy are subject to discipline, up to an including termination. 
Personal Cell Phone or Similar Device Used for Business
The Organization supplies employees with cell phones or other personal data devices, such as Smart Phones or Tablets for business purposes. Research indicates that phone calling, texting, or emailing using a cell phone or a personal data device while driving is dangerous and may even approach the equivalent danger of driving while drunk. We recognize that other distractions occur while driving, however, curbing the use of cell phones, and personal data devices during driving, is one way to minimize the risk of accidents. 

Therefore, the Organization prohibits employees from using Organization-provided cell phones or personal data devices to text or email while driving either an organization rented or personal vehicle. Cell phone usage while driving either an organization rented, or personal vehicle is restricted to usage only when operated in a hands-free mode. Further, personal cell phones or personal data devices are restricted in the same manner when driving an organization rented vehicle or when using a personal vehicle for Organization business. 

This prohibition of cell phone or similar device use while driving includes receiving or placing calls, text messaging, surfing the Internet, receiving or responding to email, checking for phone messages, or any other purpose related to your employment, the Organization, our customers, our vendors, volunteer activities, meetings, or civic responsibilities performed for or attended in the name of the Organization or any other Organization related activities not named here while driving. 

All employees are required to stop their vehicle in a safe location to use a cell phone or personal data device. 
Employees who violate this policy will be subject to disciplinary actions, up to and including employment termination.

Bring Your Own Device – Policy and Rules of Behavior
This document provides policies, standards, and rules of behavior for the use of personally owned smart phones and/or tablets by employees to access our network resources. Access to and continued use of network services is granted on condition that each user reads, signs, respects, and follows the policies concerning the use of these devices and services.

Some employees may be authorized to use their own personal device for business purposes. These employees should work with the IT department to configure their personal device for business use. Communications sent via a personal device also may subject to monitoring if sent through the Organization's networks and the personal device must be provided for inspection and review upon request.

The Organization will respect the privacy of your personal device and will only request access to the device by technicians to implement security controls, or to respond to legitimate discovery requests arising out of administrative, civil, or criminal proceedings (applicable only if user downloads Organization email/attachments/documents to their personal device). This differs from policy for Organization-provided equipment/services, where employees do not have the right, nor should they have the expectation, of privacy while using Organization equipment or services. While access to the personal device itself is restricted, Organization policy and rules of behavior regarding the use/access of Organization e-mail and other Organization system/service remains in effect. If there are questions related to compliance with the security requirements, the user may opt to drop out of the BYOD program versus providing the device to technicians for compliance verification.

All conversations, text messages and e-mails must be professional. When sending a text message or using a personal device for business purposes, whether it is an organization-provided or personal device, employees must comply with applicable Organization guidelines, including policies on sexual harassment, discrimination, conduct, confidentiality, equipment use and operation of vehicles.

Document Transfer involves connecting the personal device to the user’s work PC via USB connections for file-sharing (document transfer) or backup purposes. It also includes backing up data/documents to external sources, such as cloud storage services.
Overall Requirements for all BYODs Accessing Organization Network Services:
· User will not download or transfer sensitive business data to their personal devices. Sensitive business data is defined as documents or data whose loss, misuse, or unauthorized access can adversely affect the privacy or welfare of an individual (personally identifiable information), the outcome of a charge/complaint/case/project, proprietary information, or Organization’s financial operations. This excludes Organization e-mail that is protected through the various security controls. 
· User will password protect the device.

· User agrees to maintain the original device operating system and keep the device current with security patches and updates, as released by the manufacturer.

· User agrees that the device will not be shared with other individuals or family members, due to the business use of the device (potential access to Organization e-mail, etc.).

· User agrees to delete any sensitive business files that may be inadvertently downloaded and stored on the device through the process of viewing e-mail attachments. 

· If the device is lost or stolen, the user will notify the Organization Help Desk within one hour, or as soon as practical after you notice the device is missing. The Help Desk will lock the device, e-mail on the device will be deleted, and notify-link services will be deactivated.

· Users must comply with all Organization password policies, including use of strong passwords, password expiration, and password history.

· User will maintain anti-virus protection on the device.

· User will not download/transfer business data that is considered sensitive or confidential to the personal device, including any documents that contain personally identifiable information.

· User will not download/transfer sensitive business data/documents to any non-Organization approved device.

If an employee who uses a personal device for business resigns or is discharged, the employee will be required to submit the device to the IT department for resetting on or before his or her last day of work. At that time, the IT department will reset and remove all information from the device, including but not limited to, Organization information and personal data (such as contacts, e-mails, and photographs). The IT department will make efforts to provide employees with the personal data in another form (e.g., on a disk) to the extent practicable. However, the employee may lose some or all personal data saved on the device.

Employees may not use their personal device for business unless they agree to submit the device to the IT department on or before their last day of work for resetting and removal of Organization information. This is the only way currently possible to ensure that all Organization information is removed from the device at the time of termination. The removal of Organization information is crucial to ensure compliance with the Organization's confidentiality and proprietary information policies and objectives.
Remote Work
OVERVIEW

It is the policy of the Boys & Girls Club of North Central Florida to allow designated employees to telecommute where it is reasonable and practical to do so and where the operational needs of Boys & Girls Club of North Central Florida will not be adversely affected.

DEFINITIONS
Remote Work - Working at an alternate work location that is linked electronically to a central office or official work location. Telecommuting is a cooperative arrangement between Boys & Girls Club of North Central Florida and an employee, based upon the needs of the job, work group and Boys & Girls Club of North Central Florida. Telecommuting is not a formal, universal employee benefit. Rather, it is a voluntary alternative method of meeting the needs of Boys & Girls Club of North Central Florida. This policy does not apply to situations where a supervisor occasionally allows an employee to work at home on a temporary, irregular basis. 
The Program - Boys & Girls Club of North Central Florida’s remote work program

Official Work Location - The location of the office to which the employee is assigned. By default, the official work location of employees who work from alternate work locations is the official work location of the employee’s supervisor. In all cases of such designations, the location must be in the best interest of Boys & Girls Club of North Central Florida. An employee may have only one official work location.
Alternate Work Location - The primary location from which a telecommuting employee works using a technology-based platform, such as a networked computing device connected to the employee’s official work location via Boys & Girls Club of North Central Florida ’s computer network. 
Authorized Persons - Those persons who have been granted access rights to Boys & Girls Club of North Central Florida’s information technology resources by the Executive Director
REQUIREMENTS AND PROVISIONS
Compensation and Work Hours - The employee’s compensation, benefits, work status and work responsibilities will not change due to participation in the program. The amount of time the employee is expected to work per day or pay period will not change as a result of participation in the program.
Eligibility - A request by an employee to participate in the program must be evaluated by management to ensure the request meets eligibility criteria and that the work to be performed is suitable for telecommuting. The request will also be evaluated based on the availability of necessary equipment and resources as well as whether the arrangement would benefit the organization.

To become and remain eligible to participate in the program, an employee must meet the following minimum criteria:

1. The employee must maintain an overall satisfactory performance evaluation rating.

2. The employee must not be under any form of disciplinary action(s) or have documented performance deficiencies.

3. The employee must agree to the requirements stipulated in the Boys & Girls Club of North Central Florida Telecommuting Agreement.

4. The employee must agree to attend all required meetings and training programs at locations designated by Boys & Girls Club of North Central Florida. 
5. The employee’s participation in the program must be approved by the employee’s supervisor, and the Executive Director.
6. The employee must have a high-speed internet connection (DSL, Cable, etc.)

7. The employee must continue to comply with federal, state, and local laws and regulations while at the alternate work location

8. The employee must utilize company approved remote access methods to connect to Boys & Girls Club of North Central Florida’s network.
Job Responsibilities - An employee participating in the program is subject to the same rules, policies, and procedures regarding attendance, leave, job performance, performance evaluations, discipline and separation as an employee not participating in the program. 
The employee is expected to meet with their supervisor to receive work assignments and to review completed work as necessary on a schedule to be determined by the supervisor. The employee will continue to complete all assigned work according to work procedures, guidelines, and performance standards. The employee will be available for staff meetings and other meetings deemed necessary by management. The employee must be available by phone and email during work hours.

Business meetings must not take place at the alternate work location. All face-to-face interactions with clients, vendors, providers, and other stakeholders must not be conducted at the alternate work location.

Workspace - The employee shall designate a workspace at the alternate work location for placement and installation of equipment to be used while telecommuting. The employee shall maintain this workspace in a safe condition, free from hazards and other dangers to the employee and equipment. Boys & Girls Club of North Central Florida must approve the site chosen as the employee’s remote workspace. Any company materials taken home should be kept in the designated work area at home and not be made accessible to others. Boys & Girls Club of North Central Florida has the right to make on-site visits (with 24 hours advance notice) to the alternate work location for purposes of determining that the site is safe and free from hazards, and to maintain, repair, inspect or retrieve company-owned equipment, software, data, or supplies.
Equipment - Boys & Girls Club of North Central Florida may provide equipment for the employee to perform his/her job duties at the alternate work location. This may include computer hardware and software as well as other applicable equipment as deemed necessary. The use of equipment when provided by Boys & Girls Club of North Central Florida for use at the alternate work location is strictly limited to authorized persons and for purposes relating to company business.

Company owned equipment will continue to be maintained by Boys & Girls Club of North Central Florida, but the user is responsible for protecting the equipment from damage and misuse. If maintenance is required on the equipment, it is the responsibility of the telecommuter to return the equipment to Boys & Girls Club of North Central Florida for service. The employee is expected to establish safeguards to ensure the alternate work location is free from hazards to the employee and company owned equipment. With 24-hour advance notice, Boys & Girls Club of North Central Florida may inspect the alternate work location to ensure proper maintenance of company owned equipment. Company equipment must be returned upon request.

When the employee uses her/his own equipment, the employee is responsible for maintenance and repair of that equipment. Boys & Girls Club of North Central Florida will not be liable for costs related to the purchase or maintenance of employee-owned equipment and will not be liable for utility expenses associated with telecommuting.

Employee-owned computer equipment utilized in the program must have appropriate firewall protection, up-to-date anti-virus protection and updated operating systems with all appropriate update patches applied. Employees using a home wireless network must:

a. 
Change Default Administrator Passwords and Usernames

b. 
Turn on WEP or WPA Encryption

c. 
Change the Default SSID

d. 
Enable MAC Address Filtering

e. 
Disable SSID Broadcast

f. 
Assign Static IP Addresses to Devices

g. 
Position the Router or Access Point Safely

The Boys & Girls Club of North Central Florida telecommuting program should be consulted if assistance is needed with any of the above requirements.

Security and Confidentiality – The employee must comply with all company policies regarding information resources, security, and confidentiality.

1. All information should be treated as confidential and should not be disclosed to unauthorized entities or individuals.

2. The employee shall protect company data from unauthorized use and disclosure, or damage as set forth in agency policies and shall comply with the public records requirements set forth in Chapter 119, Florida Statutes.

3. All records, papers, documents, and correspondence must be safeguarded in a locked storage container when the work area is unoccupied.

4. Release or destruction of any records may be done only at the user’s official work location in accordance with governing agency policies and procedures.

5. All files and data created by any user while utilizing agency IT resources are official agency records governed by this and other relevant agency operating procedures.

6. A periodic review of the alternate work location by agency staff may occur with at least 24-hour advance notice to ensure compliance with the appropriate security and confidentiality protocols. Any noncompliance could result in revocation of telecommuting computer related privileges and/or disciplinary action.

7. All laptop computer hard drives accessing confidential information must be encrypted.

8. Employees are forbidden from saving company data on any removable media device (USB drive, CD, floppy drive, etc.)

Office Supplies - Office supplies will be provided by Boys & Girls Club of North Central Florida as needed. Out-of-pocket expenses for other supplies will not be reimbursed unless by prior approval of the employee’s Supervisor.
Workers Compensation - Employees in the program are covered under the Workers’ Compensation Act if injured in the course of performing official duties at the telecommuting site. An employee’s claim for benefits or services will be governed by Chapter 440, Florida Statutes. If an injury is determined to have been caused by employee negligence or employee failure in maintaining safe working conditions over which the employee has or had control, the employee may be subject to disciplinary action. If an employee is injured in a work-related accident at the alternate work site, (s)he must notify the supervisor immediately and complete all necessary and/or management requested forms and documents related to the injury.
Liability - Boys & Girls Club of North Central Florida assumes no liability for injuries occurring at the alternate work site to individuals not employed by Boys & Girls Club of North Central Florida. This includes family members, visitors, or others that may be injured within or around the employee’s home. Boys & Girls Club of North Central Florida is not liable for loss, destruction, or injury that may occur in or to the employee’s home. 

Travel - Boys & Girls Club of North Central Florida will not, unless it is deemed in its best interest, pay for travel costs if the employee needs to return to the official work location or if the employee needs to attend meetings and/or trainings at locations designated by Boys & Girls Club of North Central Florida.

Boys & Girls Club of North Central Florida will pay for travel costs for travel that would have been normally incurred if the employee had been working from their official work location. In that case, Boys & Girls Club of North Central Florida will pay via travel reimbursement, according to agency travel policy. The amount reimbursed will be either the cost of travel from the official work location or the alternate work location to the destination, whichever is less.
Dependent Care - Telecommuting is not to be utilized for providing care for others at home. An employee participating in the program is required to have adequate arrangements for care giving while participating in the program. Boys & Girls Club of North Central Florida may require documentation of the care giving arrangements upon request.
Income Tax - Employees are responsible for any tax benefits or burdens related to use of the alternate work location for work purposes. Boys & Girls Club of North Central Florida will not be responsible for tax advice or tax consequences resulting from the employee’s participation in the program
Termination - Participation in the program may be terminated at any time by the employee or the supervisor. The employee must be given notice of not less than ten (10) business days that the employee’s participation in the program will be terminated, after which the employee is expected to return to work full time at their official work location. Terminations of participation in the program that are related to employee discipline or work performance deficiencies are not subject to the ten (10) business days’ notice provision. 
Training And Educational Assistance
The Organization provides periodic training courses for qualified employees. In addition, full-time employees may be given the opportunity to attend training programs that will enable them to improve their skills and qualify for advancement. Educational assistance is provided at the discretion of the Organization and may include tuition, books, and supplies.

Advance approval by the Executive Director is required before any course is taken. Reimbursement is paid upon successful completion of an approved course.
Use Of Employee Photo, Likeness and Voice
The Organization may take pictures or make recordings of its activities, including specific work tasks or organization events to be used in educational, recruiting, or promotional materials. Such materials may be in different media, including the internet. The Organization has provided a Photo and Publicity Release Form to all employees at hiring and will comply with the preference indicated on that form in the use of any employee’s Photo, Likeness, or Voice. It is incumbent on the employee to ensure that the form is appropriately completed and, if the employee wishes to change his or her preference, that he or she complete an updated form. The Photo and Publicity Release Form is available from human resources. 

Promissory Note Policy
By executing the acknowledgment form attached to this Handbook, the employee accepts and understands that it may be utilized as an enforceable promissory note. If the employee fails to return any equipment, money, credit cards, or other property assigned to the employee during employment, the Organization may first withhold the value of such amount from any final compensation due to the employee including paychecks, paid time off accrual, or any other such earned benefit. If such compensation does not exist or is insufficient to offset the value of the property due, the employee understands and agrees that the Organization has legal entitlement to such property and will be responsible for such value and the cost of all attorney fees and costs expended in pursuing such property.

Performance and Salary Reviews

Supervisors shall conduct regular performance reviews to evaluate an employee’s work. In addition, supervisor shall routinely observe employee effectiveness. Performance reviews provide employees with an opportunity to talk about their jobs, their performance on the job, and their job goals, as well as to discuss any suggestions, questions, or complaints. 
Employees will be reviewed near the completion of the introductory period and annually thereafter.

Performance reviews are an evaluation and planning tool for both supervisors and employees and do not necessarily result in pay increases. Raises will be granted solely on the basis of merit. The amount of any raise is discretionary and depends on several factors, including but not limited to, the employee’s performance review.
Raises or cost of living increases will not be paid to employees after leaving their employment with the Boys & Girls Club of North Central Florida even if the cost-of-living increase is retroactive to the time of their employment.

Job Postings 

Qualified employees are encouraged to apply for promotions or transfers to new or vacant positions. Whenever possible, the Club will promote from within the organization; however, the Club also recruits externally when job openings occur. 

Absences

Attendance and punctuality are important factors for an employee’s success within the organization. Employees are expected to report to work as scheduled, on time, and be prepared to start work at the beginning of their shift and are expected to remain at work for the entire schedule, except during authorized break time or when previously authorized by management. Late arrivals, early departures, or other absences without proper authorization from the scheduled hours will result in counseling and/or disciplinary action up to and including termination.
Except as set forth below, if an employee is going to be late for any reason, it is the employee’s responsibility to personally notify his/her supervisor at least one (1) hour before the time he/she is scheduled to begin work that day. In order for an unplanned absence to be considered as an excused absence, the employee must provide his/her supervisor with notice at least forty-eight (48) hours ahead of time, except in an emergency. Employees must also inform their supervisor of the expected duration of any absence. Failure to give notice may result in disciplinary action up to and including termination of employment. However, a failure to call may not result in disciplinary action in the event the absence is caused by a death in the family or an emergency for the employee or a family member. Some situations may arise in which prior notice cannot be given, in those circumstances, employees are expected to notify their supervisor as soon as possible. Leaving a message does not qualify as notifying a supervisor; employees must personally contact their supervisor. Notification does not qualify as an approval or authorization for the late or absence. In other words, although an employee may have correctly notified the supervisor of an absence, the absence may still be considered an unexcused absence.
Except in extreme situations, being absent for 3 or more consecutive working days without notifying the employee’s supervisor in advance is a work rule violation and may be considered as job abandonment which may be considered a voluntary separation from the company. 

Authorization for Absences may include:

a. Medical leave of absence

b. Approved personal leave of absence.
c. Approved vacation time off.
d. Use of available and accrued sick time.
e. Worker’s Compensation leave.
f. Court subpoena or jury duty.
g. Approved unpaid time off, requested in advance.
h. Management suspension, investigative or administrative leave; and 

i. The reason for the employee’s absence is otherwise protected by applicable law.
Disciplinary Procedure for Missed Punches, Absenteeism, Tardiness, and Early Departures

An employee’s attendance is viewed over a rolling 12-month period that begins each fiscal year on August 1st. A new 365-day period begins each fiscal year.
Employees will be subject to disciplinary action based on total points accumulated during any rolling 12-month period (365-days) from unauthorized absences, tardiness, early departures, and missed punches. Point values for each type of event are shown below.

An employee who has not accrued any attendance violations will be referred to as having “perfect attendance.” An employee who has perfect attendance for a month will be granted a negative point value at the end of the month to reduce their total points accrued. Negative points earned at the end of any month will only be applied to the employee’s point balance as of the end of that month. It will not be possible to accumulate a negative point balance to mitigate the accrual of future violation points.
	Attendance Event
	Point(s) Assigned per Event

	Unexcused Tardy
	0.5

	Unexcused Early Departure
	0.5

	Unexcused Absence
	1

	No Call / No Show Absence (Absent Extenuating Circumstances)
	2

	3 Consecutive No Call / No Show Absences
	Voluntary Termination

	Perfect Attendance
	- 1


Attendance Discipline Matrix

	Total Accumulated Points
	Action

	2
	Documented Verbal Coaching

	4
	First Written Warning

	6
	Second Written Warning

	8
	Final Written Warning

	10
	Termination of Employment


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 Club premises. 

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

A routine search or inspection may result in the discovery of personal possessions or those of others. Employees are discouraged from bringing into the workplace items of personal property they do not want revealed to Club management. Generally, the Club will attempt to obtain employee consent before conducting a search or inspection but may not always be able to do so. 

If an employee becomes aware of any theft, misuse, or unauthorized removal of Club property, they are directed to notify the Unit Director immediately. 
No Solicitation

The Club does not permit solicitation of any kind, including the collection of funds, pledges, circulation of petitions, distribution of non-Club literature and other similar types of activity during working time by either employees or outsiders. 

Non-Fraternization Policy

In order to promote efficiency and to avoid misunderstandings, perceptions of favoritism, morale problems, and possible complaints of harassment, all Club employees at the supervisory level and higher are strictly prohibited from dating or pursuing romantic or sexual relationships with any other Club employee. In addition, all Club employees are strictly prohibited from socializing with members while off duty (excepting familial relations) or dating or pursuing romantic or sexual relationships with any Club members. 
Dress Code Policy

Personal appearance plays an important role in the public’s perception of an employee as an individual as well as in the Club as an organization. Employees are expected to dress in a manner that reflects using good judgment in selecting apparel appropriate to their functional position, and avoiding extremes in make-up, hairstyles, and clothing. Employees who come to work dressed in a manner that is inconsistent with this Policy will be sent home to change and any time missed will be considered an unexcused absence. Employees should consult their supervisors for counseling on proper business attire. 
Workplace Posting/Apparel
The Organization appreciates that employees may wish to express support for different political or social causes. This could take the form of posting messages or slogans in the workplace or through an employee’s clothing, including face masks. As an organization formed for the purpose of positive youth development, we wish to be as inclusive and supportive as possible with regard to such efforts. However, because our primary purpose is positive youth development, and not only the advancement of different social causes, but there are also limitations on such messaging, particularly when such messaging creates disruption in the workplace. We will not permit any employee to post or wear messages that are discriminatory or derogatory or that elevate or minimize any person or group based on protected class in any fashion. Further, messages that become a disruption in the workplace will not be permitted. This will be addressed on a case-by-case basis, with the goal of the Organization to be as consistent as possible while preventing workplace disruption.

Tattoo Policy
Employees may not have any lewd or offensive indelible marks or figures (tattoos) visible on any exposed part of the body while wearing the prescribed employee attired. Tattoos or brands that are extremist, indecent, sexist, or racist are prohibited, regardless of location on the body. Extremist tattoos or brands are those affiliated with, depicting or symbolizing extremist philosophies, organizations, or activities; those which advocate racial, gender or ethnic hatred or intolerance; advocate, create or engage in illegal discrimination based on race, color, gender, ethnicity, sexual orientation, religion or national origin; or advocate violence or other unlawful means of depriving individual rights under the U.S. Constitution or federal and state law. Indecent tattoos or brands are those that are grossly offensive to modesty, decency, or propriety; shock the moral sense because of their vulgar, filthy, or disgusting nature, or tendency to insight lustful thought; or tend reasonably to corrupt morals or incite libidinous thoughts. Sexist tattoos or brands are those that advocate a philosophy that degrades or demeans a person based on gender, but that may not meet the same definition of “indecent.” Racist tattoos or brands are those that advocate a philosophy that degrades or demeans a person based on race, ethnicity, or national origin.

Disciplinary Policy and Standards of Employee Conduct

The Club expects all of its employees to conduct themselves in a manner which is in the best interests of the organization and its employees. Employees should know that any conduct which violates a Club policy, or which is not in the best interests of the Club, will subject an employee to discipline, up to and including separation. Disciplinary actions are noted in the employee’s personnel file. Misconduct may result in immediate suspension and/or immediate separation, without notice.
The Club has established policies and procedures for the convenience and protection of all its employees. A violation of any of these policies and procedures is considered misconduct and appropriate disciplinary procedures will be initiated. Disciplinary action may include, but is not limited to, the following: verbal warning, written warning, suspension without pay and separation. There is no guarantee that one form of disciplinary action will necessarily precede another. The appropriate disciplinary action will be determined by human resources. The decision to terminate employment must be approved by the Administration office(s).
The following is a list of some of the more common examples of policy violations and misconduct:

· Disclosure of confidential Club, Club member, or employee information to unauthorized parties. 

· Behavior resulting in Club member, vendor, or employee complaints. 

· Supplying false or misleading information or falsifying any Club record. 

· Possession of weapons on or off premises while performing duties for the Club. 

· Immoral or indecent conduct; soliciting persons for immoral purposes. 

· Insubordination, including but not limited to, refusing to comply with an order or directive of a supervisor or Club official. 

· Disruptive conduct, including but not limited to gambling; fighting; horseplay; coercion; intimidation or threats against Club employees; vulgarity; or abusive treatment to the public, fellow employees, or Club members.
· Theft or unauthorized possession or removal of property or money belonging to the Club, employees, members, or third parties.
· Making or publishing false, vicious, or malicious statements concerning an employee, member, supervisor, or other Club official, or Club services.
· Excessive tardiness or absenteeism (tardiness or absenteeism resulting in a disruption of workflow and/or undue hardship on other employees); or,

· Destruction or misuse of property.

Sameness Vs. Consistency Policy
The Organization strives to ensure fair treatment of all employees. It is in the best interest of our organization to ensure that disciplinary and corrective actions are prompt, consistent and impartial and most importantly, correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future. 

It is important that employees realize that the same infraction committed by different employees holding different positions may, at times, result in different corrective action procedures. It is the responsibility of our supervisor and human resource team to review the totality of events, including the tenure, performance record, and previous unrelated infractions of the individual(s) involved to ensure that the corrective action or termination decision is reasonable and appropriate for the offense. 
Here is an example of why the same corrective action for the same infraction is not appropriate. Consider three employees that each fall asleep while they are on duty. One is a Fiscal Assistant, the second is the Receptionist and the third is an employee that is responsible for regularly operating a motor vehicle. When the Fiscal Assistant is caught sleeping on the job, a verbal warning may be appropriate. When the Receptionist falls asleep at the front desk, a final written warning may be issued instead because of the role’s public nature. But falling asleep while operating the Organization vehicle would result in immediate termination, without warning, for the third employee because of the obvious safety concerns. The circumstances surrounding the infraction determine the appropriate level of discipline more than the infraction itself. 

The goal is to administer corrective actions in a manner that best serves our organization and results in satisfactory performance.

Code of Ethics
The Club expects all staff members and volunteers to conduct themselves in a manner that exemplifies the highest standard of ethics and propriety in any endeavor or activity that could impact or reflect upon the mission, purpose, integrity, reputation, and professional and business relationships of the organization. All employees must sign and adhere to the club’s code of ethics.
Conflicts of Interest
Employees must avoid any activity, investment or interest that might reflect unfavorably upon the integrity or good name of the Club or in any way damage the business of the Club. 
Any employee who wishes to engage in outside professional, business or volunteer activities must be certain that the proposed activity does not:
· interfere with the employee’s effective performance of their duties.
· make use of any of the Club’s proprietary or confidential information; or,

· require use of Club time, resources, facilities, or equipment.
Whenever there is a possible conflict of interest, it should be discussed with the employee’s supervisor. 
Confidentiality Policy 

During their employment, Club employees have access to confidential information related to the Club and, particularly, its members and employees. Confidentiality must be maintained in all aspects of confidential information; however, particular care must be maintained for Personally Identifiable Information (PII). Public and Protected PII is defined below. 
Personally Identifiable Information (PII) –is any information pertaining to an individual that can be used to distinguish or trace a person’s identity. Some information that is considered PII is available in public sources such as telephone books, public websites, etc. This type of information is considered to be Public PII and includes:

1. First and Last name

2. Address

3. Work telephone number

4. Work e-mail address

5. Home telephone number

6. General educational credentials

7. Photos and video

In contrast, Protected PII is defined as any one or more of types of information including, but not limited to:

1. Social security number

2. Username and password

3. Passport number

4. Credit card number

5. Clearances

6. Banking information

7. Biometrics

8. Data and place of birth

9. Mother’s maiden name

10. Criminal, medical, and financial records

11. Educational transcripts

12. Photos and video including any of the above
Employees may not at any time during or after their employment, use, duplicate, or disclose by any means, any such information to any unauthorized person or Club entity. Moreover, the very fact that an individual is served by the Club must be kept private and confidential; disclosure can be made only under specific conditions described below for reasons relating to law enforcement and fulfilling the Club’s mission. As such, employees shall not disclose any information about a person, including the fact that they are or are not served by the Club, to anyone outside of the Club unless authorized. The principle of confidentiality must be maintained in all programs, departments, functions, and activities.

· No information requested by someone outside the Club may be given over the telephone.

· No protected Personally Identifiable Information about individuals or records may be released to state, federal or other agencies. If records are inspected by an outside agency, the individual(s) who inspects the records must be specifically authorized to do so and must do so in the presence of Club staff. The taking of notes or removal of records is specifically prohibited in such cases.

Staff may not discuss any individual’s record with unauthorized individuals, whether on or off duty. Disclosing confidential information to persons not entitled to such information and/or assisting others in gaining unauthorized access to Club records or information regarding the Club or its members are clear violations of this Policy. The communication of false or derogatory information about the Club, its members or its employees is also a violation of this Policy.
Workplace Conflict Policy
The Organization recognizes that employees may disagree on occasion about how to accomplish assignments, job tasks, or the services provided to our customers. We may also disagree about personal philosophies and values. Such disagreements are to be expected, particularly with a diverse workforce. However, it is absolutely necessary that, regardless of what we disagree about, that we treat each other and our customers with respect and courtesy at all times. This is expected of each and every employee at all times and failure to meet this requirement will result in discipline. Where possible, it is important for employees to work together to resolve such disagreements. 

The Organization also understands that some disagreements may require assistance for the employees to reach an appropriate resolution. If a dispute cannot be cooperative resolved between employees, management requests that the employees bring the matter to the attention of the employees’ immediate supervisor. The supervisor will receive information from the employees involved and is provided with the authority to attempt to resolve the matter, if possible. If not, the supervisor will notify the human resources department to determine what other actions should be taken. 

Please understanding that the Organization cannot help to resolve disputes that are not reported. Please also be aware that any dispute resolution process does not allow a subordinate employee to ignore the appropriate direction of his or her supervisor.

Confidential Information and Privacy
Employees may, by virtue of their employment with the Organization, obtain access to sensitive, confidential, restricted, and proprietary information about the Organization, its customers and clients, and its employees. Such information is not generally known or made available to the public or others and which the Organization has made reasonable efforts to keep confidential. This includes but is not limited to financial records, employee and customer records, telephone numbers, email addresses, files, referral or mailing lists, credit card numbers and similar information, whether in paper form, in computers or otherwise. 

Such confidential information shall be used solely by employees in the performance of their job duties for the Organization and shall not be used in any other manner during their employment. Employees shall not without the prior written consent of the Organization use, disclose, divulge, or publish to others any such confidential information acquired in the course of their employment. Such confidential information is the exclusive property of the Organization and under no circumstances whatsoever shall employees have any rights to use, disclose or publish to others such confidential information subsequent to the termination of their employment. 

Unauthorized use or disclosure of confidential information may result in discipline, up to and including immediate discharge, prosecution, or other available action. 
Upon termination of employment, employees must deliver to the Organization any and all confidential information whether stored electronically or as a document, including but not limited to all copies of such documents prepared or produced in connection with their employment with the Organization that pertain to the Organization’s business or the employee’s services for the Organization, whether made or compiled by the employee or furnished to the employee in connection with such services to the Organization. In addition, at termination, employees must return to the Organization all of the Organization’s non-confidential property, documents, or electronic information. 

This policy does not limit the common law and statutory rights of the Organization.

Responsibility For Accurate and Truthful Information
Employees of the Organization are responsible for providing accurate and truthful information to the Organization in all aspects of the employment relationship. This obligation begins with an employee’s application and all information submitted to the Organization prior to hire and is a continuing obligation through an employee’s tenure with the Organization. This includes, but is not limited to, all information an employee submits regarding his or her internal administrative and benefit-related documentation, all records of time worked, all input regarding any form of performance evaluation or corrective action plan, and as related to an employee’s performance of his or her job duties. Any violation of this obligation on the part of the employee will result in discipline upon discovery of the false information, with the likelihood such actions will lead to termination of employment.
Policy on Personally Identifiable Information and the Response to Breaches of Personally Identifiable Information

General PII Procedures

This section provides guidelines on how to maintain and discard PII. If current procedures fall outside this policy or questions arise, please contact the Administration office(s) to suggest more efficient procedures for protecting PII.
All electronic files that contain Protected PII will reside within a protected information system location. All physical files that contain Protected PII will reside within a locked file cabinet or room when not being actively viewed or modified. Protected PII is not to be downloaded to personal property or mobile devices (such as laptops, personal digital assistants, mobile phones, tablets or removable media) or to systems outside the protection of the work computers. PII will also not be sent through any form of insecure electronic communication E.g., E-mail or instant messaging systems. Significant security risks emerge when PII is transferred from a secure location to a less secure location or is disposed of improperly. When disposing of PII the physical or electronic file should be shredded or securely deleted. 
Incident Reporting
The Executive Director must be informed of a real or suspected disclosure of Protected PII data within 12 hours after discovery. E.g., Misplacing a paper report, loss of a laptop, mobile device, or removable media containing PII, accidental email of PII, possible virus, or malware infection or a computer containing PII.

An employee found to be in violation of this policy may be subject to disciplinary action as deemed appropriate based on the facts and circumstances giving rise to the violation.

No Cell Phone Use 
All Club employees, including regular part-time and introductory employees, shall not use their cell phone for personal use during work hours. An employee that is on social media that is not related to Club operations during Club hours is in violation of this policy may be subject to disciplinary action as deemed appropriate based on the facts and circumstances giving rise to the violation.
Verification of Employment

All inquiries about employees or requests for verification of employment should be referred to the Administration office(s). The Club will only verify the employee’s date of employment and job title in response to any such request, unless otherwise required by law or regulation. 
Separation

An employee ending their employment with the Club should advise their supervisor at least 2 weeks prior to the date of departure so that an orderly transition can be made. The failure to provide this notice will result in ineligibility for rehire. The separation process includes turning in all Club property and materials, completing required forms, and obtaining appropriate clearances.
EMPLOYEE BENEFITS

Retirements Benefits

The Club will offer a Qualified Retirement Plan which is recognized in the IRS tax code. The Club will pay the administrative fee for the Club’s retirement plan. All eligible employees may participate in the Club’s retirement plan. The Club will match up to 2.5% of the employee’s prior year’s salary for all eligible employees who qualify according to the retirement plan document.
GROUP BENEFITS

Policy Effective Date: 1/1/19
Club employees prior to effective date are grandfathered in with their current rate.

The Club offers certain benefits for all regular full-time employees after 60 days:
· Medical 

· Life Insurance 

· Dental and Vision Insurance

· Long and Short-Term Disability Insurance

The following summary descriptions of the Club’s employee benefits are included for illustration purposes only and are not meant to give the specific details of the benefit plans. In each case, specific provisions are set forth in the official policy or plan description. If there is any conflict between the descriptions contained in this or any other Club publication and the official policy or plan documents, the language of the official policy or plan documents controls in every case. 

The Club may modify or terminate any of its current insurance policies and/or contribution requirements at any time.

Medical Insurance

The Club offers medical coverage for all eligible employees. The insurance becomes effective after 60 days of the eligible employee’s employment. At the present time, the Club pays 85% of the employee’s premium. 
Dependent medical insurance is also available and coverage information will be provided to each eligible employee at the time of enrollment. Eligible employees pay 100% of premiums relating to dependent coverage.

Medical Insurance for Full Time AmeriCorps Members

Full-time (1,700 hours) AmeriCorps members are eligible for health insurance on their first day of service. The Club pays 100% of AmeriCorps health insurance.

Consolidated Omnibus Budget Reconciliation Act 
On April 7, 1986, a federal law was enacted (Public Law 99-272, Title X) requiring that most employers sponsoring group health plans offer employees and their families the opportunity for a temporary extension of health coverage (called “continuation coverage”) at group rates in certain instances where coverage under the plan would otherwise end. This notice is intended to inform you, in a summary fashion, of your rights and obligations under the continuation coverage provisions of the law.

If you are an employee of the Organization, covered by the Organization’s medical insurance plan, you have the right to choose continuation coverage if you lose your group health coverage because of a reduction in your hours of employment or the termination of your employment (for reasons other than gross misconduct on your part). Your eligible dependents may also have the right to elect and pay for continuation coverage for a temporary period in certain circumstances where their coverage under the Plan would otherwise end. If you have any questions concerning your rights under COBRA, please contact the Plan Administrator for details.

Life Insurance

The Club offers basic life insurance for all eligible employees. At the present time, the Club pays 100% of the employee’s premium. Supplemental life insurance is available at the cost of the employee. Additional information will be provided to the employee at the time of enrollment.

Dental Insurance

The Club offers dental insurance for all eligible employees after 60 days of employment. Eligible employees pay 100% of dental insurance premiums.

Vision Insurance

The Club offers vision insurance for all eligible employees after 60 days of employment. Eligible Employees pay 100% of vision insurance premiums.

Short-Term Disability Insurance
The Club offers Short-term disability insurance for all eligible employees. The insurance coverage becomes effective following 60 days of the eligible employee’s employment. 
At the present time, the Club pays 100% of the eligible employee’s premium. Additional information will be provided to the employee at the time of enrollment.

Long-Term Disability Insurance

The Club offers long-term disability insurance for all eligible employees. The insurance coverage becomes effective following 60 days of the eligible employee’s employment. 
At the present time, the Club pays 100% of the eligible employee’s premium. Additional information will be provided to the employee at the time of enrollment.

PAID TIME OFF

Policy Effective Date: 

Club employees prior to effective date are grandfathered in with their current vacation accrual.
Holidays
The Club observes the following holidays:
New Year's Day

Memorial Day

Martin Luther King Jr. Day

Good Friday
Independence Day (4th of July)

Labor Day

Thanksgiving Day, and

Friday after Thanksgiving

Christmas Eve

Christmas Day

New Year’s Eve

Juneteenth

If one of the above holidays falls on Saturday, it will be observed on the preceding Friday; if one falls on Sunday, it will be observed on the following Monday.

Employees are eligible for paid holidays immediately upon hire.

Employees will receive a regular day’s pay for each holiday. 
Paid Time Off
New full-time employees that are eligible for Paid Time Off (PTO) are provided this benefit after their 60-day introductory period. This PTO will be prorated from the point of completion of the introductory period through the end of the calendar year. 

Full time employees may carry over 40 hours per year. Full-time employees are provided half of their annual PTO allotment on August 1 of each year according to the following schedule:
Full-time employees are provided PTO according to the following schedule:

· 48 hours of paid leave will be granted for employees of full-time service. 
Full-time employees are provided half of their annual PTO allotment on December 1 of each year according to the following schedule:

· 48 hours of paid leave will be granted for employees with full-time service. 
This leave can be used for vacation, sickness, personal days, alternative holidays, military duty, education, jury duty, etc. 

Any qualifying sick leave will be charged against an employee’s Family and Medical Leave entitlement.
All PTO requests should be made two weeks in advance for scheduled leave, using the Leave Request Form, to your supervisor, for their review and approval. Employees who are unable to report to work due to illness or injury should notify their direct supervisor one hour before the scheduled start of their workday, if possible. The direct supervisor must also be contacted on each additional day of absence.

Non-exempt employees may use paid leave in minimum increments of one-quarter hour. Exempt employees are not required to use leave benefits for absences of less than four consecutive hours in duration. 
A physician’s statement verifying the disability and its beginning and expected ending dates may be required as a condition to receiving paid leave benefits. Before returning to work after an absence because of illness or injury, an employee may be required to provide a physician's verification that he or she may safely return to work.

Paid time off will not be counted as hours worked for the purposes of determining overtime.

Approved, available paid time off may be used to cover an absence of a length sufficient to reach, but not exceed, the normal work schedule. For example, if an employee is scheduled to work 40 hours per week and requests and is approved to take 20 hours off, but then that employee actually works 25 hours that week, that employee will receive 15 hours PTO to cover their absence up to their normal work schedule. 

Our organization provides PTO as a salary protection benefit for its employees while employed with us. There is no provision for payment of unused PTO at the conclusion of employment. In addition, once notice is served of intent to resign employment, no PTO benefits may be used.
Weather Related Closings
It is our policy to consider the safety of our employees and those we serve when making decisions regarding remaining open during periods of inclement weather. Where extraordinary circumstances warrant, we will close the facility. During periods of adverse weather, employees are encouraged to [listen to radio broadcasts, contact their supervisor, consult Organization portal, etc.] to find out if their work location is closed on a given day. Our decision to close will be made by 7:00 a.m. on the day of the closing or as soon as information is provided. If the facility remains open, but you are unable to report to work, you should follow our standard procedures for notification of an unscheduled absence. 

If the facility is closed, a non-exempt employee may use any available paid time off to cover the absence. If the facility remains open, employees who report to work will receive their normal pay for the day. Those not reporting to work on a facility open day, will be required to use any available paid time off for the missed day. If a non-exempt employee does not have sufficient available paid time off to cover the absence, the absence will be without pay. In accordance with federal regulations, exempt employees will receive their regular pay for the day of closure.

Even if a facility is closed, there may be key positions that will need to report to work. Individuals in those positions will be notified by management with the details of the assignment. Employees who are required to work when a facility is closed will receive their normal pay for the hours worked.
Bereavement Leave Policy

Regular full-time employees may take up to 3 paid days off (each day being worth 8 hours for a total of 24 hours) for the death of an immediate family member, to be used within 30 days of the death. Members of the immediate family include spouses, parents, brothers, sisters, children, grandparents, grandchildren, brothers-in-law, sisters-in-law, and parents-in-law. 
Domestic Violence Leave Policy
Any employee who has worked for the Organization for a minimum of three months is entitled to take three days of unpaid leave if they or a member of their immediate household have been the victim of domestic violence and need to engage in any of the following activities: (1) to seek an injunction for protection against domestic violence or repeat of sexual violence, (2) to obtain medical care or mental health counseling for the employee or the household member to address issues resulting from domestic violence, (3) to obtain services from a victim services organization, (4) to make the employee’s home secure from the perpetrator of domestic violence or to relocate to a new location to escape the perpetrator, or (5) to seek legal assistance to address issues that arose from the domestic violence or to attend or prepare for a court related proceeding relating to an act of domestic violence. Employees must provide appropriate advance notice to their supervisor of the need for leave unless they are prevented from doing so because of imminent danger. All employees must first exhaust any available annual paid time off leave before being eligible to use domestic violence leave.

Jury Duty Policy
Non-exempt regular full-time employees who are summoned for jury duty will be paid their normal rate of pay for a period of up to 2 days, each day being worth 8 hours each for a total of 16 hours. If an employee is required to serve more than 2 days on jury duty, they may use accrued leave or take unpaid time off.

Employees should make arrangements with their supervisors as soon as a summons is received. A copy of the summons and proof of jury service, including dates and times, should be provided to the employee’s supervisor as soon as possible. 
Employees are expected to return to work if excused from jury duty during regular working hours. 
OTHER TIME OFF

Family And Medical Leave Policy 
Eligible employees may take up to 12 weeks of unpaid, job-protected leave each year for specified family and medical reasons.

Employee Eligibility
To be eligible for family or medical leave, you must:

1.
have worked at least 12 months for the Organization.
2.
have worked at least 1,250 hours for the Organization over the previous 12 months; and,

3.
work at a location where there are at least 50 employees within 75 miles.

Conditions Triggering Leave
Family and medical leave must involve one or more of the following reasons:

1.
For the birth of a child, to care for a newly born child, or placement of a child with the employee for adoption or foster care.

2.
To care for an immediate family member (spouse, child, employee’s parent, or domestic partner) with a serious health condition.

3.
Because of the employee’s serious health condition which makes the employee unable to perform the functions of the employee’s job.

Duration Of Leave
Eligible employees may receive up to 12 workweeks of unpaid leave during any “rolling” 12-month period, measured backward from the date of any family or medical leave. Family and medical leave involving the birth or placement of a child for adoption or foster care must be concluded within 12 months of the birth or placement.

You may take family and medical leave intermittently -- which means taking leave in blocks of time, or by reducing your normal weekly or daily work schedule -- whenever it is medically necessary to care for a seriously ill family member, or because you are seriously ill and unable to work. Intermittent leave is not permitted for birth of a child, to care for a newly born child, or placement of a child for adoption or foster care.

Depending on the purpose of your leave request, you may choose (or the Organization may require you) to use accrued paid leave, if available, as a substitute for some or all the family and medical leave.
Military Caregiver Leave
Effective immediately, up to 26 weeks of military caregiver leave may be taken to care for a spouse, child, parent or next of kin who is a “covered servicemen” with a serious injury or illness. A covered service member may be either a current service member or a veteran of the Armed Forces, provided the discharge was anything other than dishonorable and occurred within the past five years. 
For a current service member, a serious injury or illness is one that was incurred by a service member in the line of duty on active duty that may render the service member medically unfit to perform the duties of his or her office, grade, rank, or rating. A serious injury or illness also includes injuries or illnesses that existed before the service member’s active duty and that were aggravated by service in the line of duty on active duty. 

For a veteran, a serious injury or illness is one that was incurred by the veteran in the line of duty on active duty in the Armed Forces or that existed before the veteran’s active duty and was aggravated by service in the line of duty on active duty, and that is either:

· a continuation of a serious injury or illness that was incurred or aggravated when the veteran was a member of the Armed Forces and rendered the service member unable to perform the duties of the service member’s office, grade, rank, or rating; or

· a physical or mental condition for which the veteran has received a Department of Veterans Affairs Service-Related Disability Rating (VASRD) of 50 percent or greater. (The rating may be based on multiple conditions).

· A physical or mental condition that substantially impairs the veteran’s ability to work because of a disability or disabilities related to military service, or would do so absent treatment; or

· an injury that is the basis for the veteran’s enrollment in the Department of Veterans Affairs Program of Comprehensive Assistance for Family Caregivers

Qualifying Exigency Leave

Additionally, close family members of military personnel (defined as spouse, child, or parent) may take up to twelve (12) weeks of job protection leave, if eligible, if the member of the military’s is on covered active duty or called to covered active duty. 
For members of the regular Armed Forces, “Covered Active Duty” means duty during deployment of the member with the Armed Forces to a foreign country.

For members of the reserve components of the Armed Forces (members of the National Guard and Reserves), “Covered Active Duty” means duty during deployment of the member with the Armed Forces to a foreign country under a call or order to active duty in support of a contingency operation. 
Maintenance Of Health Benefits
If you and/or your family participate in a group health plan, the Organization will maintain coverage under the plan during your family and medical leave. This coverage will be provided if you or your family were covered under the plan before the leave was taken and on the same terms as if you had continued to work. Where appropriate, you must make arrangements to pay your share of health plan premiums while on leave.

In some instances, the Organization may recover premiums it paid to maintain health coverage for an employee and family.

Job Restoration
Upon returning from a family and medical leave, you will normally be restored to your original job, or to an equivalent job with equivalent pay, benefits, and other employment terms and conditions. In addition, your use of family and medical leave will not result in the loss of any employment benefit that you earned or were entitled to before using family and medical leave.

Notice And Medical Certification
When seeking family and medical leave, you must provide:

1.
30 days advance notice of the need to take family and medical leave if the need is foreseeable.

2.
Medical certifications supporting the need for leave due to a serious health condition affecting you or an immediate family member. Second or third medical opinions and periodic recertifications at the Organization’s expense may also be required.

3.
Such periodic reports as deemed appropriate during the leave regarding your status and intent to return to work.

4.
Medical certification of fitness for duty before returning to work if the leave was due to your serious health condition.

When leave is needed for a planned medical treatment for your own serious health condition or that of an immediate family member, you must try to schedule treatment so that it will not unduly disrupt the Organization’s operation. Failure to comply with these requirements may result in delay or denial of leave.

Other Employment
We prohibit any outside or supplemental employment at all times. Accordingly, outside employment during your leave period is prohibited, and may result in disciplinary action, up to and including immediate termination of employment.

Exceeding FMLA Leave
Any employee who exceeds their FMLA entitlement may be subject to termination of employment.

Non-Contractual Nature of This Policy
The duration of leave, availability of benefits, opportunity for job restoration, and other rights and privileges associated with FMLA Leave are limited by the requirements of applicable state and federal law. No express or implied contractual rights should be inferred from this policy. The Organization reserves the right to modify this or any other policy as necessary, in its sole discretion.

Military Leave

Club employees who serve in any branch of the Armed Forces of the United States or the State of Florida or are engaged in military reserve service shall receive those benefits and rights as provided by applicable federal and state laws.

Workers’ Compensation
Workers’ compensation is provided in accordance with Florida law. Work-related accidents and injuries, no matter how small, must be immediately reported to the Assistant Director. Following a work-related injury, an employee is required to return to work as soon as possible. 
Voting Leave Policy

The Club believes that each employee should exercise their right to vote in federal or state primary, general or special elections, and each employee shall be granted time off at the beginning or the end of the workday to participate in such elections.

Standards of Conduct

Each club employee has an obligation to observe and follow the Club’s policies and to maintain proper standards of conduct at all times. If an individual’s behavior interferes with the Club’s orderly and efficient operations, the employee may be subjected to discipline, up to and including termination of employment.

The reputation of the Boys & Girls Club of North Central Florida has been built on excellent youth development service, quality work, and a dedication to high standards of conduct. To maintain this reputation requires the vigilance and active participation of every employee. The opinions and attitudes that people have toward the Club may be influenced for a long period of time by the behavior and actions of one employee.

At all times, each Club employee must be sensitive to the importance of providing fair and courteous treatment in all working relationships, projecting a professional image, and maintaining the standard of conduct expected of all Club employees.
All staff, consultants, contractors, and volunteers must abide by the standards of conduct that: 

I. All staff, consultants, contractors, and volunteers must implement positive strategies to support children's well-being and prevent and address challenging behavior:
II. All staff, consultants, contractors, and volunteers must not maltreat or endanger the health or safety of children. At a minimum, staff, consultants, contractors, and volunteers must not:

a.
Use corporal punishment.
b.
Use isolation to discipline a child.
c.
Bind or tie a child to restrict movement or tape a child's mouth.
d.
Use or withhold food as punishment or reward.
e.
Use toilet learning/training methods that punish, demean, or humiliate a child.
f.
Use any form of emotional abuse, including public or private humiliation, rejecting, terrorizing, extended ignoring, or corrupting a child.
g.
Physically abuse a child.
h.
Use any form of verbal abuse, including profane, sarcastic language, threats, or derogatory remarks about the child or child's family; or,

i.
Use physical activity or outdoor time as a punishment or reward.
III. All staff, consultants, contractors, and volunteers must respect and promote the unique identity of each child and family and do not stereotype on any basis, including gender, race, ethnicity, culture, religion, disability, sexual orientation, or family composition.
IV. All staff, consultants, contractors, and volunteers must comply with program confidentiality policies concerning personally identifiable information about children, families, and other staff members in accordance with federal, state, or local laws and,

V. All staff, consultants, contractors, and volunteers must practice active supervision, ensuring that no child is left alone or unsupervised.
Staff, program consultants, contractors, and volunteers of the Boys & Girls Club of North Central Florida who violate the above stated Standards of Conduct will face Corrective Action up to and including termination of employment or termination contractual agreements. 
By signing this handbook, I acknowledge that I have received and understand the Standards of Conduct of the Boys & Girls Club of North Central Florida.
Sleeping And Inattention
We expect every employee to be fully alert while on the job to ensure the safety of all employees and to properly serve our customers. Therefore, we cannot tolerate sleeping or inattention on the job.
Theft
We do not tolerate theft in any form. In order to protect you, your co-workers, our customers and the Organization, we reserve the right to inspect all lockers, desks, toolboxes, purses, briefcases, packages, vehicles and any other personal property which is brought onto Organization property. If you wish to remove any Organization property - including scrap - from the premises, you must obtain written permission in advance from your supervisor.
Insubordination
We expect every employee to follow the instructions of supervisors and other management officials. Failure to do so constitutes insubordination. Insubordination is detrimental to departmental and organizational goals. Employees who are insubordinate to their superiors are subject to disciplinary action.
Our Logo, Trademark and Brand
This policy governs the use of all Organization’s trademarks for any purpose and applies to all employees. Consistency in the use of our brand strengthens our value and our ability to be instantly recognized by our clients and other stakeholders. Our logo may only be used in strict accordance with this policy and the graphics requirements of the approved brand. Our logo may not be altered or combined with any other mark or element. Our logo must appear prominently on all official communication and marketing materials such as brochures, letterhead, and business cards. 
Any use of our logo, trademark or brand in print and electronic materials including email and social media must conform to our brand requirements. Our logo may not be used on commercial merchandise except as expressly approved by the Executive Director. 
Our logo may not be used in any way that states or implies endorsement of a commercial product or service, gives a false impression, is misleading, or could cause confusion regarding our organization’s relationship with any person or entity.

Neither our name nor our logo may be used in any manner that could adversely affect our image or standing in the community. Such proscribed uses include, but are not limited to, the use of our logo in connection with alcoholic beverages, cigarettes or other tobacco products, sexually oriented products or services, religious products, political parties or organizations, gaming or games of chance, and firearms.

We expect our employees to respect all copyright and other intellectual property laws—for the protection of our organization as well as the employees. Proper respect for the laws governing copyright, fair use of copyrighted material owned by others, trademarks, and other intellectual property, including our own logo, copyrights, trademarks, and brands is critical to continued employment. 
On-Line Trainings/Meetings
Our organization will periodically use resources available on-line to provide training for employees. When required, these trainings will be conducted as part of your assigned work duties. You will be expected to participate and will be appropriately compensated for all time spent on the trainings, whether conducted during or outside of your normal work schedule. 
Additionally, we may use on-line resources to conduct meetings among management and staff as well as with our clients/customers. It is expected that you will participate in these meetings as part of your assigned work duties the same as you would an in-person meeting. 
Some of these on-line trainings/meetings may be recorded for the Organization’s subsequent use. By signing the acknowledgement of this Employee Handbook, you affirm that you are aware of, and provide your consent for, the recording of these sessions. 

Social Media Policy
We recognize that employees will use social media and other online communication tools as a growing way to connect with others. As an initial point, the same principles and guidelines that apply to your activities as an employee in general, as found throughout the Handbook and your job description, apply to your activities online. This includes any form of electronic communication, such as online publishing and discussion, including blogs, wikis, file-sharing, user-generated video and audio, virtual worlds, and social networks whether or not associated or affiliated with our organization. Organization trusts and expects employees to exercise personal responsibility whenever they participate in social media. This includes not violating the trust of those with whom they are engaging. We expect that employees utilizing social media will recognize and follow the guidelines included within this policy. You are solely responsible for what you post online. Any of your conduct that adversely affects members, customers, clients, suppliers, employees, or our business interests will result in disciplinary action, up to and including termination.
Please abide by the following expectations:

(1) You may not comment for or speak on behalf of the Organization without prior written approval.

(2) You may not make negative or disparaging remarks about other employees.

(3) Always consider the power of your comments and contemplate the impact of your post on your reputation and that of Organization before you publish it.

(4) Respect all confidential and proprietary information that you possess as a result of your relationship with Organization. Secure written permission to publish or report on conversations that are meant to be private or internal to Organization. Examples of confidential information include, but are not limited to, client/customer information, confidential academic information, proprietary data, development of systems, products, processes and/or technology, internal policies, and memorandums, and all proposed and executed organizational strategies. Do not post internal reports, policies, procedures, or other internal business-related communications. 

(5) You may not use the Organization’s logo, trademark, or graphics on personal sites without prior written approval.

(6) When disagreeing with other opinions, be appropriate and professional in doing so when posting such disagreement on social media sites.

(7) When posting about your work at Organization use your real name, identify that you work for Organization and the position that you hold. Be aware of your association with Organization in online social networks. If you identify yourself as an employee of Organization, ensure your profile and related content is consistent with how you wish to present yourself with colleagues and clients.

(8) Anytime you publish content on an external website regarding anything to do with work you do, or any subjects associated with Organization, use the following disclaimer: "The postings on this site are my own and don't necessarily represent Organization's positions, strategies or opinions." 

(9) Respect financial disclosure laws. It is illegal to communicate or give a "tip" on inside information to others so that they may buy or sell stocks or securities. 

(10) Respect your audience. Do not use slurs, personal insults, obscenity, or engage in any conduct that would not be acceptable in our workplace. You should also show proper consideration for others' privacy and for topics that may be considered objectionable or inflammatory.

(11) Employees are prohibited from posting any type of photograph of any Organization employee, client/customer, parent, family member, or volunteer on any and all social networking sites without express written approval.

(12) Do not create a link from your personal blog, website, or other social posting to an organization website. 

(13) Organization respects its employees' interest and willingness to convey group complaints regarding existing working conditions. While it wholly respects employees' right to discuss such concerns utilizing social media, it encourages any such concerns to be brought to Organization's administration.

(14) Refrain from using social media while on work time or on equipment we provide unless it is work related and authorized by your supervisor and consistent with our equipment policy.

(15) Do not use your organizational email address to register on social networks, blogs or other online tools utilized for personal use. 

(16) Vulgar, obscene, threatening, intimidating, harassing, discriminatory, or unlawful behaviors on social media sites may result in an employee's immediate termination.

Violation Of Local, State And/Or Federal Laws And
Self-Reporting of Arrests and Convictions Policy
Anyone known to be violating a local, state, and/or federal law on Organization property or at an organization-supported function will be subject to referral for prosecution to the appropriate law enforcement agency.

All employees are required to self-report the following information to their immediate supervisor or the Human Resources office within forty-eight (48) hours:

a)
any arrests/charges that are considered a felony

b)
any conviction, finding of guilt, withholding of adjudication, commitment to a pretrial diversion program, or entering of a plea of guilty or Nolo Contendere for any criminal offense other than a minor traffic violation.

For purposes of this policy a minor traffic violation is defined as a non-criminal violation that may require community service hours but is not punishable by incarceration and for which there is no right to trial by jury. Criminal traffic violations, including driving under the influence of alcohol and/or drugs, are not minor and must be reported.

Any employee in violation of the reporting requirements of this policy may be subject to disciplinary action up to or including dismissal.

Gift Reporting
Organization employees are prohibited from soliciting or accepting cash or gratuities of any amount from any person or entity doing business with the Organization. Additionally, unless specifically permitted by this policy, Organization employees are also prohibited from accepting any and all non-cash gifts, including materials, meals, services, travel, entertainment, attendance at a charitable or similar event as a guest at no cost or at unreasonably discounted prices from person or entities proposing to do or actually doing business with the Organization. The only exceptions to this policy are as follows:

· holiday business gifts of value totaling less than twenty-five dollars ($25) in any single year that are for the shared departmental use or consumption

· occasional meals in connection with actual business 

· awards or gifts provided by the Organization in express and open recognition of an employee’s contributions

All unpermitted gifts must be immediately declined, returned, or discarded. Employees must report to their supervisors and the human resources professional before the end of each month regarding all gifts received during the month. Employees found in violation of this policy will be subjected to immediate disciplinary action, up to and including termination of employment. 
Open Office Environment
Common courtesy and respect will go a long way in ensuring a productive environment in our workspace. To assist toward the goal of helping each of you be as productive as possible, we are providing the following guidelines: 
Minimize hallway conversations
While it can be convenient and productive to have a quick work conversation in the hallway with a coworker, these conversations can be very distracting to other employees working in close proximity. Be mindful of the potential for disruption and step to a convenient conference room or to a general corridor away from other workers to have the conversation. 
Limit noises
Keep the sounds coming from your workspace to a minimum. This means using earbuds when listening to music, picking up the phone after one or two rings, tuning the ring volume on your phone to a low setting, and avoiding screensaver sound effects. When away from your workspace, set your office phone to take voice messages and if you leave your cellphone behind when you leave your workspace, set it to vibrate. Be aware of your personal voice volume level. Speak only loud enough to be heard by the intended audience when talking on the telephone or to your coworkers. Those around you may be able to hear you, even when you are not thinking about it.
No confidential meetings
Avoid discussing personal and/or confidential matters at your workspace. Whether you are on the telephone or having a discussion with a coworker, your conversation may easily be overheard by others. Move to a conference room or step outside to discuss personal or confidential matters.
Be considerate of sensitivities to aromas
The sense of smell is one of the most powerful senses we possess. What smells good to one person, may not be enjoyed by another. Be careful of the smells you bring to the office. Be judicious in the use of cologne/perfume. Do not bring strong scented oils or room deodorizers to the workplace. Avoid eating strong-smelling food in your workspace as well. 
Decorate with taste
You need to use good judgment when decorating your workspace. Avoid things that are controversial. This includes things that are political, spiritual, sensual, or cultural. Your office décor should be in good taste without offending others. 
Respect other's privacy
Be respectful of your coworkers. Avoid peeking into another workspace or listening in on other's conversations. Resist the temptation to chime in on other's conversations or join them uninvited. Give others the same respect that you want.
Scents And Fragrances in The Workplace
Exposure to fragranced products can make it difficult for some employees to function effectively at work. Fragrance sensitivity is either an irritation or an allergic reaction to some chemical or combination of chemicals in a product. Although perfumes and colognes are generally what come to mind, fragrance is commonly added to a variety of daily use items like toiletries, cosmetics, air fresheners, laundry soaps and softeners, and cleaning products. People with fragrance sensitivity often experience symptoms such as breathing difficulties: wheezing, a tight feeling in the chest, or worsening of asthma symptoms; headaches; nausea; hives and other skin irritations; and limitations in memory and concentration.

We request that all employees be aware of how their use of fragrances may impact their co-workers and refrain from wearing colognes, perfumes, etc. to the workplace and refrain from using scented products in the workplace.

If you experience an allergic reaction or have a sensitivity to a workplace scent or fragrance, please notify your supervisor so that the issue may be addressed. Collaboration between all parties should remedy the situation. Accommodation requests will be considered the same as any other disability accommodation.

Consensual Romantic Relationships
The Organization prohibits romantic or sexual relationships between a management or other supervisory employee and his or her staff (an employee who reports directly or indirectly to that person) because such relationships tend to create compromising conflicts of interest or the appearance of such conflicts. In addition, such a relationship may give rise to the perception by others that there is favoritism or bias in employment decisions affecting the staff employee. Moreover, given the uneven balance of power within such relationships, consent by the staff member is suspect and may be viewed by others or, at a later date, by the staff member him/herself as having been given as the result of coercion or intimidation. The atmosphere created by such appearances of bias, favoritism, intimidation or coercion or exploitation undermines the spirit of trust and mutual respect that is essential to a healthy work environment. 

Additionally, the Organization discourages romantic or sexual relationships between all employees. Such relationships can complicate working associations with other employees, limit an employee’s eligibility for transfer or promotion and personal conflicts from outside the work environment can be carried over into day-to-day working relationships. Employees in a close personal relationship should refrain from public workplace displays of affection or excessive personal conversation. 

If any supervisory or management employee enters into a consensual relationship that is romantic or sexual in nature with a member of his or her staff (an employee who reports directly or indirectly to him or her), or if one of the parties is in a supervisory capacity in the same department in which the other party works, the parties must notify the Supervisor. Although the parties may feel that what they do during non-working hours is their business and not the business of the office, because of potential issues regarding "quid pro quo" harassment, this is a mandatory requirement. This requirement does not apply to employees who do not work in the same department or parties who do not supervise or otherwise have management responsibilities over others.

Once the relationship is made known to the Organization, the Organization will review the situation in light of all the facts (reporting relationship between the parties, effect on co-workers, job titles of the parties, etc.) and will determine whether one or both parties need to be moved to another job or department. That decision will be based on which move will be least disruptive to the Organization as a whole. 

If it is determined that one or both parties must be moved, but no other jobs are available for either party, one or both parties may be terminated. 
This policy applies to all employees without regard to the gender of the individuals involved.

Nepotism
The Organization prohibits working relationships between members of the same family in which one such employee has supervisory or managerial authority over the other family member. Supervisory or managerial authority includes hiring, promotion, salary, performance evaluation and other staffing decisions. Any filial relationships must be disclosed to ensure proper division of authority. For the purpose of this policy, family member is defined as a spouse, domestic partner, romantic partner, children, parents, siblings, nieces, nephews, grandparents, grandchildren, aunts, uncles, first cousins, and corresponding in-law or step relationships. If such a relationship is discovered, the Organization will take all necessary measures, including separation of employment, to rectify the violation of this policy.

Weapons In the Workplace Policy
It is our policy to strictly prohibit any employee, vendor, or customer from carrying any sort of weapon into our offices. Employees are permitted to bring weapons in their vehicles into our parking lots if they remain locked within such vehicle and the employee maintains a current and legal permit to carry the weapon. Such weapons may not be used for any inappropriate or illegal use. Any violation of this policy will result in immediate termination of such employee. 
Workplace Violence
Our organization maintains a zero-tolerance standard of violence in the workplace. The purpose of this policy is to provide all employees with guidelines that will maintain a workplace culture that is free of violence. Threats, either implied or direct, of any kind by an employee, client, vendor, or any other person are prohibited at the Organization. Such conduct will not be tolerated and will result in prompt and remedial action. An employee who exhibits violent behavior may be subject to criminal prosecution and shall be subject to disciplinary action up to and including dismissal. Violent threats or actions by a non-employee may result in criminal prosecution. The Organization urges all employees to come forward to the human resource office in the event that they become aware of any type of potential or actual threat or in any situation in which they observe or learn of a conflict within the workplace. An immediate investigation will occur when any such report is made. Retaliation against a person who makes a complaint regarding violent behavior or threats of violence made to such person is also prohibited.

Workplace Violence: Behavior in which an employee, former employee or visitor to a workplace inflicts or threatens to inflict damage to property, serious harm, injury, or death to others at the workplace.

Threat: The implication or expression of intent to inflict physical harm or actions that a reasonable person would interpret as a threat to physical safety or property.

Intimidation: Making others afraid or fearful through threatening behavior.

Zero-tolerance: A standard that establishes that any behavior, implied or actual, that violates the policy will not be tolerated.

Court Order: An order by a Court that specifies and/or restricts the behavior of an individual. Court Orders may be issued in matters involving domestic violence, stalking or harassment, among other types of protective orders, including Temporary Restraining Orders.

a. PROHIBITED BEHAVIOR: Violence in the workplace may include, but is not limited to the following list of prohibited behaviors directed at or by a co-worker, supervisor, or member of the public:

· Direct threats or physical intimidation

· Implications or suggestions of violence

· Stalking

· Assault of any form

· Physical restraint, confinement

· Dangerous or threatening horseplay

· Loud, disruptive, or angry behavior or language that is clearly not part of the typical work environment

· Blatant or intentional disregard for the safety or well-being of others

· Commission of a violent felony or misdemeanor on the Organization property

· Any other act that a reasonable person would perceive as constituting a threat of violence

Domestic Violence, while often originating in the home, can significantly impact workplace safety and the productivity of victims as well as co-workers. For the purposes of this document, “domestic violence” is defined as abuse committed against an adult or fully emancipated minor. Abuse is the intentional reckless attempt to cause bodily injury, sexual assault, threatening behavior, harassment, or stalking, or making annoying phone calls to a person who is in any of the following relationships:

· Spouse or former spouse

· Domestic partner or former domestic partner

· Cohabitant or former cohabitant and or other household members

· A person with whom the victim is having, or has had, a dating or engagement relationship

· A person with whom the victim has a child

The Organization recognizes that domestic violence may occur in relationships regardless of the marital status, age, race, or sexual orientation of the parties.
b. REPORTING ACTS OR THREATS OF VIOLENCE: An employee who

· Is the victim of violence, or

· Believes they have been threatened with violence, or

· Witnesses an act or threat of violence towards anyone else shall take the following steps:

· If an emergency exists and the situation is one of immediate danger, the employee shall contact the local police officials by dialing 9-1-1, and may take whatever emergency steps are available and appropriate to protect himself/herself from immediate harm, such as leaving the area

· If the situation is not one of immediate danger, the employee shall report the incident to the appropriate supervisor or manager as soon as possible and complete the Organization Workplace Violence Incident Report Form

c. PROCEDURES – FUTURE VIOLENCE: Employees who have reason to believe they, or others, may be victimized by a violent act sometime in the future, at the workplace or as a direct result of their employment with the Organization, shall inform their supervisor by immediately completing a Workplace Violence Incident Report Form so appropriate action may be taken. The supervisor shall inform his/her Department Director or designee, the Director of Human Resources, and the local law enforcement officials.

Employees who have signed and filed a restraining order, temporary or permanent, against an individual due to a potential act of violence, who would be in violation of the order by coming near them at work, shall immediately supply a copy of the signed order to their supervisor. The supervisor shall provide copies to the Department Director, the Director of Human Resources, and local police.

d. INCIDENT INVESTIGATION: Acts of violence or threats will be investigated immediately in order to protect employees from danger, unnecessary anxiety concerning their welfare, and the loss of productivity. The employee’s Department Director will cause to be initiated an investigation into potential violation of work rules/policies. Simultaneously, the Department Director will refer the matter to local police for their review of potential violation of civil and/or criminal law. Procedures for investigating incidents of workplace violence include:

· Visiting the scene of an incident as soon as possible

· Interviewing injured and threatened employees and witnesses

· Examining the workplace for security risk factors associated with the incident, including any reports of inappropriate behavior by the perpetrator

· Determining the cause of the incident

· Taking mitigating action to prevent the incident from recurring. – Recording the findings and mitigating actions taken

In appropriate circumstances, the Organization will inform the reporting individual of the results of the investigation. To the extent possible, the Organization will maintain the confidentiality of the reporting employee and the investigation but may need to disclose results in appropriate circumstances; for example, in order to protect individual safety. The Organization will not tolerate retaliation against any employee who reports workplace violence.
e. MITIGATING MEASURES: Incidents which threaten the security of employees shall be mitigated as soon as possible following their discovery. Mitigating actions include:

· Notification of law enforcement authorities when a potential criminal act has occurred

· Provision of emergency medical care in the event of any violent act upon an employee

· Post-event trauma counseling for those employees desiring such assistance

· Assurance that incidents are handled in accordance with the Workplace Violence Prevention policy

· Requesting the Organization’s attorney file a restraining order as appropriate

Social Events Within the Workplace Policy
Our culture seeks to be inclusive and permit all employees to participate in any and all social gatherings that occur within the workplace. Events such as birthday parties, retirement celebrations, and other like events represent opportunities to fellowship and further develop the culture of the Organization. As such, no employee is allowed to initiate or organize a social gathering or function without inviting all employees to attend. Simultaneously, no employee should ever feel pressured to participate in such an activity and simply needs to express his or her lack of interest in such participation to those organizing such an event. 
Organization Property and Vehicles 
Only authorized employees may use Organization vehicles. If an organization vehicle incurs any damage while under the charge of a particular employee, that employee will be responsible for reporting the damage immediately and may be responsible for paying the deductible amount toward repair.

Any employee whose duties include the operation of Organization vehicles who is cited for D.U.I. or D.W.I. or for any other serious moving violation will be considered to have an unacceptable driving record and his or her continued employment will be subject to review.

If an employee receives a traffic citation while operating an organization vehicle, the employee will be responsible for paying any fine or penalty.

Equipment And Property Assigned to You
We have made a tremendous investment in our facilities and equipment in order to better serve our clients and to make your job easier. Equipment such as laptop, cell phone, PowerPoint projectors, MIFI, etc., may be assigned to you to facilitate our service to our clients. 
Except for the property/equipment specifically assigned to you for such purposes, no other property or equipment may be removed from the premises without the express permission Executive Director. 
Your computer may be the most valuable item assigned to you. As well as being expensive to replace physically, your computer may contain valuable and sensitive data. 

You may not use the equipment assigned to you to conduct work for yourself or another entity.

Equipment assigned to you is subject to monitoring. You should have no expectation of privacy with respect to the use of such equipment. Additionally, you may be asked to surrender the equipment with no notice for a variety of reasons including routine maintenance.

Requirements for safeguarding the equipment assigned to you include protecting it from theft. Always remove equipment from a vehicle when the vehicle is parked in a public location such as a restaurant or hotel. Never leave equipment in a vehicle overnight. 
Do not remove any inventory or property marking tags. Do not remove or disable any protective software. 
Additional safeguards include:

· Use strong passwords to protect the information stored on your computer. 
· Use an uninterruptible power supply, when possible, so that blackouts, brown-outs, and electricity spikes do not harm your equipment. 

· Do not place liquids, magnets, or hot items near your equipment.

If equipment assigned to you is in need of repair, report it to your supervisor immediately. You are responsible for the safekeeping of any Organization-owned equipment or property that is in your possession. Careless disregard for proper care and safekeeping could subject you to disciplinary action.

Safety 
It is our policy to promote safety on the job. The health and wellbeing of our employees is foremost among our concerns. For this reason, you are urged to follow common sense safety practices and correct or report any unsafe condition, defective tool, or equipment to your supervisor. Each employee is expected to assist the Organization in maintaining safe working conditions. Safety is a state of mind and requires constant vigilance and common sense. Safety is everyone’s responsibility. Remember: SAFETY FIRST.

All accidents -- including those which do not involve serious injury and those involving customers -- must be reported immediately to your supervisor. 
Hazardous And Toxic Materials 
If your job requires that you use hazardous or toxic materials, you are expected to comply with all federal, state, and local laws and regulations concerning their safe handling and disposal. Please be sure to familiarize yourself with proper handling and safety procedures. If you have any questions, please discuss them with your supervisor.
Workplace Injuries
Our organization strives to provide a workplace that is free from any known health or injury hazards. Employees can assist us by bringing forward any health or safety concerns. Employees may speak with their supervisor or our Human Resources Department about any issues related to safety without fear of reprisal or retaliation. Employees may also receive periodic training on workplace safety and responsible handling of hazardous substances. 
If an employee sustains a job-related injury or illness, it must immediately be reported to the supervisor, our Human Resources Department, or another member of management. This reporting requirement applies to all injuries, no matter how small or insignificant it may appear initially. The Organization wants to ensure that any injured employee receives prompt and appropriate medical attention. Additionally, our organization complies with all federal and state regulatory standards regarding workplace injuries and illnesses. As such, we must make a timely record of any workplace injuries or illnesses. We also are responsible for workers’ compensation insurance for employees which provides for medical coverage, disability coverage and loss of work time compensation due to a work-related injury.

Employees may report work-related injuries and illnesses without any concerns of adverse employment action or retaliation by our organization.

Contagious Illness
The Organization owes an obligation to the entire workforce to prohibit employees who have an infectious condition, illness, or injury from working until such time that an infected employee is able to produce written verification from a licensed physician that the condition is no longer contagious. The Organization shall work with immense diligence to protect the private health information of the infected employee; however, all employees must also recognize the need to alert other employees of infectious conditions that may have impacted others, particularly those with sensitive medical conditions including pregnancy, immune deficiency conditions, etc. Records of employee medical examinations shall be kept in a separate and confidential file.

Employees with contagious conditions that may pose health risks to others agree that they will report such conditions to the human resource department for appropriate guidance and management immediately upon learning of the condition. An employee who reports for duty with a suspected infectious condition shall be sent home and referred to their personal physician for further evaluation. Following the medical evaluation, the employee may return to work with a physician’s statement that indicates the employee is free of an infectious condition. 
When reporting for duty after recovering from an infectious condition, the employee shall present the physician's statement to human resources that states the employee is free of the infectious condition before being allowed to return to work. No employee shall return to work who has a temperature elevation, draining skin lesions, a communicable rash, or a communicable disease. Such employees may pose a direct threat to the health and safety of the other employees and our customers. 
Workplace Cleanliness 
It is the expectation of the Organization that all employees will work cooperatively to ensure our workspaces consistently remain clean and sanitary. This does not mean that, unless specifically designated, any employee will be solely responsible for the cleanliness of work areas. However, each employee will be individually responsible for making sure that his or her specific work area is maintained appropriately. At a minimum, this requires every employee to do the following:

· Properly dispose of all garbage, including food-related items when an employee’s meal is complete. Do not leave garbage or uneaten food out.

· Clean or remove all dirty dishes from your work area shortly after completing your meal. Do not leave dirty dishes in any breakroom area or sink.

· Practice good hygiene on a consistent basis, including regular handwashing and coughing or sneezing in a manner that avoids transmission of germs to 
others.

· Do not come to work ill. Period.

· If you become ill while at work, disinfect all surfaces with which you come 
into contact. 

· If designated, disinfect common areas, including frequent touch surfaces, such as doorknobs and/or keypads on a weekly basis.

· Cooperatively maintain the cleanliness of all common areas. 

Failure to comply with the above requirements may result in the transmission of illness to your coworkers or to people outside our organization. Violations of this policy will result in disciplinary measures. 
Travel Policy
Due to the possibility of exposure to illness during travel, the Organization reserves the right to request specific information from its employees related to personal travel. Further, depending on an employee’s destination and/or travel method, the Organization also may require employees to quarantine for a period of time following their travel before the employee can return to work. In the event that an employee travels to any area designated by the Centers for Disease Control to represent an illness risk, the employee will be required to quarantine for a minimum of seven calendar days and may not return to work if exhibiting any symptoms of illness. Employees may use any available PTO or leave time during a period of quarantine. Employees without PTO or leave will be required to take leave without pay. In the event there is any government obligation to quarantine after travel, if there is the availability and eligibility for specific leave related to the regulations, it will be used prior to any of the employee’s available leave. 
Parking 
So that we have sufficient parking for our customers, we require all of our employees to park their vehicles in the area designated for employee parking. If you have any questions as to where you should park your vehicle, please ask your supervisor.
Tobacco, Smoking and Smoking-Alternative Products
Our policy is to provide smoke-free environments for our employees, members, and the general public. The use of tobacco, smoking and smoking-alternative products (such as e-cigarettes and vapor inhaling products) are not permitted anywhere within the buildings occupied by our organization, i.e., in the offices, walkways leading to or from the building, break room, restrooms, hallways, etc. Tobacco, smoking, and smoking-alternative products are also prohibited in any Organization owned or leased vehicles.

Smokers and users of tobacco products must dispose of the remains in the proper containers; however, no tobacco remains may be discarded within the building. 
Employees may use tobacco products, smoke, or use smoking-alternative products on scheduled breaks or during mealtimes, as long as they do so away from the worksite or office. 
Employees who take excessive smoke breaks may be disciplined.

Bulletin Boards 

We maintain bulletin boards at various locations throughout the Organization as an important information source. These bulletin boards are to be used solely to post information approved by the Organization regarding Organization policies, governmental regulations, and other matters of concern to all employees which are related to the employees’ employment by the Organization. Please develop a habit of checking the bulletin boards daily so that you will be familiar with the information posted there. No information may be placed on these bulletin boards without the approval of the Human Resource Manager.

Visitors 
Visits by friends or relatives can be disturbing to our operations. Therefore, we strongly discourage such visits during work hours.

Notice Of Resignation 

In the event you choose to resign from your position, we ask that you give us at least two weeks’ notice. We expect you to take care of all your outstanding accounts with the Organization and return all Organization property prior to picking up your final paycheck.

Exit Interview 
Any employee leaving the Organization is required to attend an exit interview conducted by the employee’s Human Resource Manager. The purpose of the interview is to determine the reasons for leaving and to resolve any questions of compensation, insurance continuation, return of Organization property, or other related matters.

Benefits Continuation During Unpaid Leave of Absence
There are specific requirements for continuation of benefits under FMLA and COBRA. Please see those policies for details about benefit continuation under those programs.

During any other unpaid leave of absence, it is the expectation that you will pay the full cost of your benefits (organization and employee share.) Coverage can only be continued if you arrange in advance to pay for your benefits. 
To maintain any of your benefits (health, life, disability, etc.), you are responsible for paying the entire premium amount by the first of every month for the month of coverage. If you fail to make the payments as prescribed, coverage will be cancelled. If coverage is cancelled, your benefits will end on the last day of the month for which a premium has been paid. As a courtesy, you will be provided a notice of intent to cancel with a 15-day grace period in which to get premiums current prior to cancellation.
To Sum It All Up 
This Handbook highlights your opportunities and responsibilities at The Boys & Girls Club of North Central Florida. It is a guide to your bright future here. By always keeping the contents of the Handbook in mind, you should be successful and happy in your work at The Boys & Girls Club of North Central Florida. Once again, welcome to our organization, and we look forward to working with you.
RECEIPT AND ACCEPTANCE OF EMPLOYEE HANDBOOK

I have this day received a copy of The Boys & Girls Club of North Central Florida (“Club”) Employee Handbook, and I understand that I am responsible for reading the policies and procedures described within it.

I understand that the policies, procedures, and benefits contained in this Handbook may be modified by the Club at any time. 
I understand that I am expected to follow the policies and procedures outlined in this Handbook. I also understand that any violation of a Club policy, practice or procedure will subject me to disciplinary action up to and including separation. 

I understand that my employment with the Club is at-will, which means that the Club may discharge me at any time, for any reason whatsoever, with or without cause and with or without notice. I understand that the Club will not modify its policy of employment-at-will in any case.

I understand that nothing within this Handbook or within the Club’s policies, practices, or procedures is intended to create a contract for employment, express or implied, or a guarantee of continued employment for a specific duration.

If I have questions regarding the content or interpretation of this Handbook, I will bring them to the immediate attention of the Assistant Director.
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