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ABOUT THIS HANDBOOK

This Employee Handbook (“Handbook”) is expressly intended for the use of the employees of the Boys & Girls Clubs of Albany (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 the 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 the Executive Director or refer the Club’s plan documents or summary plan descriptions.  Employees should contact the Executive Director with any questions pertaining to the contents of this Handbook.

You are required to sign the Acknowledgement of Receipt and Statement of Understanding on the last page of this Handbook and return it to the Executive Director.  If you have any questions at any time regarding the contents of this Handbook, please contact the Executive Director.
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EQUAL EMPLOYMENT OPPORTUNITY

The Boys & Girls Clubs of Albany is an equal opportunity employer.  The Club is committed to the spirit and letter of all federal, state and local laws and regulations pertaining to equal opportunity.  To this end, the Club does not discriminate against any individual with regard to race, color, religion, sex, national origin, age, disability, veteran status or other protected status.  This Policy extends to all terms, conditions and privileges of employment, as well as the use of all Club facilities.

No form of unlawful discrimination, including unlawful harassment, will be tolerated.




SECTION 1:  		PERSONNEL POLICIES					
1.01 Categories of Employment

Introductory:  An employee in their first 90 days of employment.

Regular Full Time:  An employee whose regular work schedule averages 30 hours or more and who is not on an introductory status.

Regular Part-Time:  An employee whose regular work schedule averages less than 30 hours per week and who is not on an 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.

Employees are categorized as either Non-Exempt or Exempt for purposes of the minimum wage and overtime provisions of the Fair Labor Standards Act (“FLSA”) and New York State Labor Law.

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 (i.e. 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.


1.02	Introductory Period

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

1.03	Orientation

Your supervisor will explain the Club’s general rules and procedures, will give you a copy of our Employee Handbook, and discuss your job responsibilities with you.


1.04	Immigration and Employment Eligibility

The Club complies with the Immigration Reform and Control Act, employing only those persons who are legally eligible to work in the United States.  All employees are asked on their first day of employment to provide original documents verifying the right to work in the United States and to sign a verification form required by federal law (INS Form I-9).  If an individual cannot verify his/her right to work within three days of hire, we must terminate his/her employment.

1.05	Background Checks

All Club applicants are subjected to background checks; all Club employees and volunteers are subject to background checks of an employee’s driver’s license, National Sexual Offender search, state and federal criminal records and credit checks; any offenses or convictions may prevent on-going employment.  

All Club employees and volunteers will comply with background checks as required by New York State Office of Children & Family Services and the Capital District Child Care Coordinating Council in pertaining to all School Age Child Care Regulations up to and including: Employment Eligibility Verification, NYSOCFS Statewide Central Register Database Check, NYSOCFS Criminal Conviction Statement, Caregiver Medical Statement and Tuberculin Test. NYS Justice Center for Protection of People with Special Needs Request for Staff Exclusion List Check, and NYSOCFS Fingerprinting. Employees are to only submit a medical and TB test at one time, unless there is reason to warrant otherwise.


1.06	Personnel Records

It is very important for employees to keep their personnel records up to date.  The Club directs employees to notify the bookkeeper 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 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 Executive Director within 5 days of the event.

All personnel records are the property of the Club.


1.07	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.

Job posting/vacancy notices are placed on the employee bulletin board.  An employee, who has completed their introductory period, meets the minimum job requirements and is interested in a particular opening, should submit the appropriate, timely application materials in accordance with the posted process.


1.08	Employment of Relatives

For purposes of this Policy, a relative is any person who is related by blood, marriage or adoption.  Under no circumstances will relatives be allowed to work in positions in which one relative directly or indirectly supervises another or has any decisional responsibility with respect to employment, performance reviews, work assignments, transfer, salary, promotion or discharge of another relative.  In most cases, relatives will not be permitted to work in the same Unit.  No relative shall be assigned to a position where a potential conflict of interest exists.

1.09 Staff Training Requirements

Each Site Director and staff person working an average of twenty (20) or more hours a week (in a child care/supervision setting) must complete a minimum of thirty (30) hours of training every two years. Such training requirements shall also apply to any volunteer in such program who has the potential for regular and substantial contact with children. Fifteen of the required thirty (30) hours must be obtained during the first six months of the program’s first year of registration or during the person’s first six months of employment per NYSOCFS and CDCCC regulations.

The hours of required training must address the following topics:
1. Principles of Child Development
2. Nutrition and Health Needs of Children
3. Child Day Care Program Development
4. Safety and Security Procedures
5. Business Record Maintenance and Management
6. Child Abuse and Maltreatment Identification and Prevention
7. Statutes and Regulations Pertaining to Child Day Care
8. Statutes and Regulations Pertaining to Child Abuse and Maltreatment.

Staff working an average of fewer than twenty (20) hours a week must complete a pro-rated portion of training pursuant to guidelines issued by NYSOCFS. Training must include a mandatory yearly training at least two hours in length that covers the following: emergency procedures, basic development issues for the ages of children served, responsibilities as mandated reporter of child abuse and maltreatment, agency policies, and day care regulations. 

SECTION 2:		TIME & ATTENDANCE						

2.01	Work Hours

Upon hire, employees will be given a schedule of work hours. Work hours are determined by your supervisor and may sometimes vary according to the needs of the company.


2.02	Attendance (Amendment as of February 3rd, 2014)

Attendance and punctuality are important factors for an employee’s success within the organization and also the success of the program.  Employees are expected to report to work on time each day.  This means being in the building ready to work, at your starting time.  Excessive absenteeism and tardiness will not be tolerated.

Notice of Absence:
All employees are required to provide notice of absence for illness, tardiness or other reasons, unless the absence is due to prescheduled leave, such as vacation or long term illness.  Calling in is the responsibility of the employee who is absent.  

If an employee will be absent, the employee is required to contact his/her supervisor by 10AM that day.  All communication should be made to your immediate supervisor who will then inform the Program Director and Bookkeeper.  Employees are responsible for ensuring that prior notice is provided.  

Employees are restricted to one (1) undocumented absence per calendar month.  

For any additional monthly absence you must provide documentation within one week of the call-out. i.e.; doctor note, receipt for car trouble, etc.

More than one undocumented absence per calendar month will result in disciplinary action (write-up) and possible termination. 

If you become ill at work or must leave the building for some other reason before the end of the workday, be sure to inform your supervisor of the situation.  If the absence is to continue beyond the first day, the employee must notify their supervisor on a daily basis unless otherwise arranged.  

If an employee fails to provide proper notice of absence for 2 consecutive work days, the Boys & Girls Club will presume that the employee has voluntarily abandoned their job.

In the event we close due to inclement weather, you will be notified.  Please keep your supervisor informed on how to reach you on such occasions. 


Undue tardiness or absenteeism can result in disciplinary action up to and including termination.


2.03	Time Sheets

Biweekly time records must be maintained by all employees.  Employees must report his or her actual time worked on a timesheet.  In addition to recording the time you start work and when you leave for the day, you must accurately record the time you took for lunch each day.  

The time sheet is your statement to us for the work you have performed.  To be paid, you must submit a time sheet accurately reporting your hours at the end of each pay period.  You are responsible for ensuring that the time shown on the time sheet is correct.  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.

Timesheets must be completed on a daily basis.  Each employee is responsible for correctly recording and properly submitting his hours of work on a timesheet.  The employee’s supervisor must approve the timesheet before submission to the Bookkeeper.  Time records are to be submitted to the Bookkeeper on the Monday following the end of the payroll period.  Employees are not permitted to record another employee’s time or let another employee record their time.  Any falsification of time sheets is grounds for immediate termination.

Employees should consult their supervisors for additional information on time sheet completion.


SECTION 3:		PAYROLL POLICIES & REIMBURSEMENT		

3.01	Pay Cycle, Payroll Deductions and Paychecks

Pay day occurs on a biweekly basis (every other Friday).  Any changes due to holidays or other events that may interfere with this pay schedule will be announced in advance.  Absolutely no paychecks will be issued 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 and New York State Labor Law.  Employees should refer any questions regarding deductions from their pay to the Bookkeeper.

Employees must verify that their paychecks are correct every pay day; any problems should be immediately directed to the Bookkeeper 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 the bookkeeper so that the proper information can be forwarded to payroll.


3.02	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.

Employees are not permitted to work overtime unless they receive advance authorization from the Executive Director.


3.03	Business Expenses and Travel Reimbursement

The organization will reimburse you for approved expenses required to perform your job, such as lodging and meal expenses when traveling on business.  To be reimbursed, you must submit a completed expense account voucher to the Bookkeeper and attach all receipts.  You will then receive an expense reimbursement check separate from your paycheck.


3.04	Performance and Salary Reviews 

Supervisors shall conduct regular performance reviews to evaluate an employee’s work.  In addition, supervisors 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.

New employees will be reviewed near the completion of their introductory period, at 3 months, 6 months and annually.  All other employees will be reviewed at 6 month and annual intervals.

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 availability of funds and the employee’s performance review.   The organization has full discretion on whether or not to give pay increases.


SECTION 4:		BENEFITS									

4.01	Medical Insurance

The Club offers medical coverage for all eligible employees.  The insurance becomes effective the first of the month following first day of employment.  At the present time, the Club pays 75% of the employee’s individual 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 the dependent care portion of the premium.


4.02	Dental & Vision Coverage

The Club offers dental and vision coverage for all eligible employees.  The insurance coverage becomes effective the first of the month following first day of employment.  At the present time, the employee pays 100% of the premium.

Dependent dental and vision insurance is also available and coverage information will be provided to each employee at the time of enrollment.  Employees pay 100% of premiums relating to dependent coverage.


4.03	Life Insurance

The Club offers life insurance for all eligible employees.  The insurance coverage become effective the first of the month following a 6 month waiting period

At the present time, the Club pays 100% of the employee’s premium.  Additional information will be provided to the employee at the time of enrollment.


4.04	Long-Term Disability Insurance

[bookmark: _GoBack]The Club offers long-term disability insurance for all eligible employees.  The insurance coverage becomes effective the first of the month following the completion of the first 60 days of 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.


4.05	Retirement

All employees are offered the opportunity to participate in a 401k Plan after the completion of 1,200 hours of employment in a one year period.  The Boys & Girls Clubs of Albany will provide a matching contribution into the plan up to 3% of the employee’s annual salary.
SECTION 5:		LEAVE & OTHER TIME OFF					

5.01	Holidays

The Boys & Girls Clubs of Albany observes the following holidays:
New Year’s Eve
New Year’s Day
Memorial Day
Independence Day
Labor Day
Veterans Day 
Thanksgiving
Day after Thanksgiving
Christmas Eve
Christmas Day 
Employee’s Birthday (must be requested in the same format as vacation time)
Floating Holiday (must be requested in the same format as vacation time)

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

Regular full-time employees are eligible for paid holidays immediately upon hire.  Eligible employees will receive a regular days pay for each holiday.  Employees must be at work or be on approved vacation leave the day before and the day after the holiday in order to be paid for the holiday.

School-Based Employees:

Teachers and Teaching Assistants working full time at school based locations will receive holiday pay for all holidays as identified in the school district calendar.


5.02	Vacation Time

Vacation time is available for regular and salary full time employees (with the exception of school-based teachers and teaching assistants) and is calculated according to the calendar year.  During the initial year of employment, eligible full time employees may take a prorated amount of vacation leave.  Thereafter employees will be granted vacation leave on a per pay period basis.  Employees are eligible to take vacation leave after successfully completing their 90 day introductory period.  Absences from work prior to the conclusion of the introductory period will be unpaid.  

Each full time employee begins earning time upon the first day of full time employment at the rate of 1 day per month for no more than 10 days during the first year.  Employees are able to carry over a total of 1 week of unused vacation time from one year to another.  The following details the maximum amount of vacation time to be earned by employees:
	Years of Full Time Service
	Vacation Time 

	0-2 years
	10 days

	3-4 years
	15 days

	5-7 years
	20 days

	8+ years
	25 days


The use of vacation must be approved by your supervisor and the Executive Director 2 weeks in advance.  Vacation will be approved as requested based on work demands.  Length of employment will be considered in scheduling vacation time where there are conflicting requests.

Vacation pay will not be granted in lieu of taking the actual time off.  Eligible employees who have provided at least 2 weeks advance written notice of resignation will be paid for unused vacation leave at separation.

School-Based Staff:

Teachers and Teaching Assistants are classified as full time employees who work over 30 hours per week.  These individuals will follow the calendar developed by the school district.  Teachers and TA’s will receive vacation time according to all vacation dates and holidays as identified on the district calendar.  School-based staff will also receive paid time off for all snow days causing cancellations of schools in your district.

Teachers and Teaching Assistants will not be eligible to carry over unused vacation time, nor will they be paid for unused vacation leave at separation.


5.03	Sick Leave

Sick leave is earned and provided to assure protection for short-term and extended personal illness.  Regular full-time employees are eligible to take paid sick leave each year.  Eligible employees may earn ½ day per month for a maximum of 6 days per year.  Sick leave may be used after successfully competing your 90 day introductory period.  A maximum of 10 unused sick days may be carried over into the following year with no more than 20 days accumulated in any given year.

The Executive Director reserves the right to request the employee provide a physician certification of absence to use sick time.   Unused sick time is not payable at termination nor may an employee request sick pay in lieu of taking time off.


5.04	Bereavement Leave Policy

Regular full-time employees may take up to 7 paid days off for the death of an immediate family member.  Members of the immediate family include spouses, parents, brothers, sisters, children.  Two days with pay will be awarded in the case of immediate relatives.  Immediate relatives include grandparents, grandchildren, brothers-in-law, sisters-in-law and parents-in-law.

Funeral leave pay will not be granted to employees attending a funeral during periods when the employee would normally not be working (i.e. holidays, weekends).


5.05	Leave of Absence

A leave of absence is an official authorization to be absent from work without pay for a specified period of time.  To be eligible for a leave of absence, you must have been employed by us for one (1) or more years and be a regular full-time employee, unless otherwise provided for and approved of by the Executive Director. We will give consideration to a leave of absence request for extenuating personal circumstances taking into account your work record, length of service and the nature of the request.  

Any leave of absence is unpaid.  Unless otherwise provided by law, you may continue your group insurance coverage while on leave, if you pay the full cost of the premium and the Club’s insurance plan permits continuation of your coverage.  

To be considered for a leave of absence, you must submit your request in writing to the Executive Director at least one month in advance of the leave, including beginning and ending dates of your intended leave.  You will be notified whether or not your request is approved.

If you wish to extend your leave of absence, you must submit your request in writing, including the new ending date of your intended leave, to your supervisor at least one (1) week before the end of your leave.  

You will be notified if your request is approved. If your request is denied and/or you do not return on the date agreed upon, we will assume you have resigned.  You will be terminated in the same manner as a voluntary resignation. 

When you return from a leave of absence, we cannot guarantee that your job or any job will be available to you, or that you will be reinstated at your previous salary and benefits.  Nothing contained herein should be construed as a promise, covenant, agreement or any obligation on the Company’s part to employee.

While on leave, an employee is not entitled to any benefits unless required to be provided by law.


5.06	Disability Leave

The New York State Disability Benefits Law protects you when you are unable to work for more than seven (7) calendar days due to an illness or injury not arising out of the course of your employment. Under the terms of that law, an employee may receive benefits for up to a maximum of twenty-six (26) weeks after the 7-day waiting period. Each employee is covered by this program after working a minimum of four consecutive weeks.

At the beginning of the absence and from time to time during the absence, you will be asked to furnish a physician’s statement certifying the disability.  The organization may, at its expense, require that you obtain the opinion of second health care provider.  If there is a conflict between the two opinions, the organization may, at its own expense, require a third opinion.

During any period of disability, you should communicate regularly with your immediate supervisor (at least once every two weeks) to keep him or her informed of any changes in your condition as well as your anticipated return to work date.


5.07	Family and Medical Leave
The Boys & Girls Clubs of Albany understands that situations occur in an employee’s life which may require extended periods of time away from work.  The following types of leaves of absence are available to assist employees in managing situations in their lives. Leaves of absence will be available for a period not to exceed 12 weeks. 

Newborn or Newly Adopted Children
Eligible employees may request a leave of absence to provide for a child following the child’s birth, adoption, or foster placement within the employee’s home. This leave must be taken within a month after the child is born, adopted or placed in the employee’s home.  Leave must be on a continuous basis.

Illness of a Family Member
Employees may request a leave of absence to provide care for a dependent child under age 18 who is the employee’s biological, adopted, foster, stepchild or an adult legally dependent child, spouse or parent.  Leave may be taken on an intermittent, part-time or continuous basis.

Illness of the Employee
Employees may also request a leave of absence if they are unable to work due to their own serious health condition (work related or not).  Leave may be taken on an intermittent, part time basis or continuous.

Leaves of absences must be requested in writing, and whenever possible, 30 days in advance.  Employees will be required to provide certification from a health care provider in order to qualify for leave.  When the leave is to care for a sick child, parent, spouse or an employee’s own medical treatment,  medical certification must be submitted within 15 days of the request for the leave of absence.  Failure to submit the required certification to your supervisor within the 15 days will be reason for the employee not to have their leave considered.  When the leave is for planned treatment, the employee should attempt to schedule the leave so as to not disrupt program operations.

Employees must complete an authorization for release of information prior to completing the medical certification.  Failure to complete the authorization or return the medical certification within the required timeframes may delay or impact the granting of leave.

If employees have available vacation and/or sick time, they will be required to use it.  Otherwise the leave of absence is unpaid.  Vacation and sick time will not accrue during leave.

Benefits will be continued during the leave at the full time payroll deduction rate.  If the employee has exhausted all vacation and sick time and will not be receiving a paycheck, payments for insurance are due on payday.  Failure to make payments by payday will result in cancellation of benefits.  

At the expiration of the 12 weeks of leave, if the employee is unable to return to work, health and dental insurance benefits will be continued until the end of the month in which the leave expires.  The employee will then be eligible to continue the insurances through COBRA.

Employees on leave must notify their supervisor at least one week prior to the end of the leave regarding their availability to return to work.  An employee who fails to return from leave, or fails to contact his or her immediate supervisor on the scheduled date of return, will be considered to have voluntarily resigned.

5.08	Military Leave

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


5.09	Jury Duty

Full salary will be paid when you are called for Jury Duty, less the amount you are paid for Jury Duty.  Employees are expected to work when not required in court, during working hours.  As soon as you receive notification of your selection for Jury Duty, please inform your supervisor.


5.10	Worker’s Compensation

Worker’s compensation is provided in accordance with New York State law.  Work-related accidents and injuries, no matter how small, must be immediately reported to your supervisor who will arrange for appropriate reporting and documents to be provided to the Executive Director who will then report the injury to Worker’s Compensation.


5.11	Voting Leave

The Boys & Girls Clubs of Albany believes that each employee should exercise their right to vote in federal or state primary, general or special elections.  Each employee shall be granted time off at the beginning or end of the workday to participate in such elections.  It is expected that these arrangements not interfere with work-related commitments.


SECTION 6:		POLICIES PROHIBITING HARRASSMENT		

6.01	Statement of Philosophy

The Club is proud of its tradition of a collegial work environment in which all individuals are treated with respect and dignity.  Each individual has the right to work in a professional atmosphere that promotes equal opportunities and prohibits discriminatory practices, including harassment. At the Club, harassment, whether verbal, physical, or environmental, is unacceptable and will not be tolerated. 

This policy is designed to protect all employees from harassment in any way associated with the workplace or work environment, regardless of the identity or status of the harasser. All reported incidents of harassment will be promptly and thoroughly investigated, and appropriate corrective action will be taken by management.  



6.02	Sexual Harassment

Conduct that constitutes prohibited sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

1.	Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment;

2.	Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or

3.	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. 

Examples of sexual harassment include, but are not limited to:

1.	Unwelcome sexual advances;

2.	Demands for sexual favors in exchange for favorable treatment or continued employment;

3.	Threats and/or demands to submit to sexual requests in order to obtain employment benefits;

4.	Verbal conduct such as epithets; derogatory or obscene comments; slurs or sexual invitations; sexual jokes; propositions; suggestive, insulting or obscene comments or gestures; or other verbal abuse of a sexual nature;

5.	Unwanted flirtations, advances, leering, whistling, touching, pinching, or assault; or

6.  	Coerced sexual acts.


6.03	Other Types of Harassment

Harassment based on any other protected characteristic is also strictly prohibited.  Under this policy, harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of his/her race, color, religion, national origin, age, disability, alienage or citizenship status, marital status, genetic predisposition or carrier status, sexual orientation, or any other characteristic protected by law, and that: 

1. Has the purpose or effect of creating an intimidating, hostile or offensive work environment;
2. Has the purpose or effect of unreasonably interfering with an individual’s work performance; or
3. Otherwise adversely affects an individual’s employment opportunities.

Harassing conduct includes, but is not limited to: 
1. Epithets, slurs or negative stereotyping; threatening, intimidating, or hostile acts; 
2. Denigrating jokes and display or circulation in the workplace of written or graphic material that denigrates or shows hostility or aversion toward an individual or group (including through e-mail)

6.04	Individuals Covered Under the Policy

This policy covers all individuals in the workplace. The Club will not tolerate, condone, or allow harassment, whether by fellow employees, supervisors, managers, clients or other non-employees who conduct business with this Company.  Conduct prohibited by this policy applies in any workplace, during business trips, business meetings, and business-related social events.   The Company encourages the reporting of all incidents of harassment, regardless of who the offender may be or the nature of the offender’s relationship to the Club. 


6.05	Reporting the Complaint

While the Club encourages individuals who believe they are being harassed to promptly notify the offender that his or her behavior is unwelcome, the company also recognizes that power and status disparities between an alleged harasser and a target may make such a confrontation impossible.  In the event that such informal, direct communication between individuals is either ineffective or impossible, the following steps should be taken in reporting a harassment complaint. 

A.	Notification to the Employer

Individuals who believe they have been harassed should report the incident to their immediate supervisor.  If you are uncomfortable reporting the behavior to your supervisor, report the conduct to the Executive Director, or, in a complaint against the Executive Director, to the Chair of the Personnel Committee.  

An accurate record of objectionable behavior or misconduct is needed to resolve a complaint of harassment. Reports of harassment may be verbal or written, but the reporting must be acknowledged, in writing, by the complainant. 

B.	Promptly Report the Complaint

The Club encourages a prompt reporting of complaints so that responsive and appropriate action may be taken. A prompt report not only aides the complainant, but also helps to maintain an environment free from discrimination and harassment for all employees.

The availability of this complaint procedure does not preclude individuals who believe they are being subjected to harassing conduct from promptly advising the offender that his or her behavior is unwelcome and requesting that it stop.


6.06	Investigating the Complaint

A.	Confidentiality

All reports of harassment will be promptly and thoroughly investigated. Confidentiality will be maintained throughout the investigatory process, to the extent possible and appropriate under the circumstances.  During the investigation, information will be disclosed on a need to know basis only.


B.	Resolving the Complaint

The Club will complete the investigation of a complaint as expeditiously as possible.  If the Club finds that harassment has occurred, the offender will be subject to appropriate disciplinary action.  

If the Club determines that no harassment has occurred, this finding will be communicated to the complainant and to the alleged offender. 

If the Club cannot determine whether or not harassment occurred, this finding will be communicated to the complainant and to the alleged offender, and the matter will be recorded as unresolved. 


6.07	Remedial Action

Individuals found to have engaged in misconduct constituting harassment will be subject to appropriate discipline, up to and including discharge. In addressing incidents of harassment, the Club’s response will include, at a minimum, reprimanding the offender and preparing a written record. Additional action may include: training, referral to counseling, withholding of a promotion, reassignment, temporary suspension without pay, financial penalties, or termination. 

Although the Club’s ability to discipline a non-employee harasser (e.g. a client or vendor) may be limited by the degree of control, if any, that it has over the alleged harasser, any employee who has been subjected to harassment should file a complaint and if the individual is found to have engaged in behavior constituting harassment appropriate action will be taken. Such action may include closing business with a client, reporting the harasser to his or her employer, reporting a public official to the appropriate agency, or any other appropriate action to protect the employees of the Company. 

An individual who makes an intentional or reckless false complaint of harassment will also be subject to the same disciplinary action described above. 


6.08	Protecting Against Retaliation

The Club will not in any way retaliate against an individual who makes an objectively reasonable complaint of harassment, or against any participant in the investigation, nor will it permit any supervisor/manager or employee to do so. Retaliation is a serious violation of this policy and should be reported immediately. Any person found to have retaliated against another individual for reporting harassment will be subject to the same disciplinary action described above. 

The Club has developed this policy to ensure that all its employees work in an environment free from discrimination and harassment. The Club will make every effort to ensure that all its personnel are familiar with the policy and know that any complaint will be thoroughly investigated and appropriately resolved. 



SECTION 7:  	RESOLVING PROBLEMS & DISCIPLINARY ACTION	

7.01	Open Door Policy

The Club wants to ensure its employees that their 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, he can write the idea, suggestion or complaint down on paper and drop it or give to the Executive Director.  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 his 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, he is directed to present the matter in writing to the Personnel Committee Chairperson of the Board of Directors within 3 working days of speaking to or meeting with all other levels of supervisory staff listed in steps 1-2.  

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

7.02	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.  Serious 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 the Executive Director.

It is impossible to devise a set of rules that would meet every possible situation that could arise, and thus, the list below is not all encompassing but examples of the type of misconduct that will not be tolerated.
· Falsifying information to obtain employment.
· Falsifying personnel or any other employee records, including time sheets.
· Filling out the time sheet of another employee or having another employee fill out your time sheet.  Changing your time sheet or another employee’s (this rule does not apply to management personnel who may change an employee’s time sheet as part of their duties).
· Falsifying expense records.
· Removing Club property from the premises without authorization.
· Engaging in theft or dishonesty.
· Misusing, destroying, or damaging Club property or the property of any employee.
· Engaging in disobedience or insubordination.
· Refusing or coercing another employee to refuse a work assignment or instruction of a supervisor.
· Engaging in fighting or disorderly conduct.
· Possessing or handling firearms, weapons, or explosives of any type on Club premises.
· Use of profane, abusive, or threatening language or distribution of obscene materials.
· Threatening, coercing, intimidating, or interfering with another employee’s work.
· Creating or contributing to unsanitary conditions or poor housekeeping.
· Distributing, posting, defacing, or removing literature of any kind on any part of Club property.
· Sleeping during work time.
· Transporting, possessing, using or being under the influence of alcohol or illegal drugs (including time en route to the Club workplace or jobsite).
· Violating any Club safety policies or working in an unsafe manner.
· Leaving your assigned workstation (i.e. walking off the job) during work time without permission.
· Harassing or discriminating against coworkers.
· Testing positive for the presence of alcohol or drugs.
· Failure to comply with the Club’s drug and alcohol policies.
· Violating any policy or procedure contained in this Handbook.
· Violating the attendance policy.


7.03	Disciplinary Action

The Club reserves the right to terminate an employee at any time for any lawful reason with or without prior disciplinary counseling or notice.  Nothing in this Handbook or any other organization document is intended to:

· Modify this “at-will” employment,
· Promise progressive discipline or disciplinary counseling,
· Promise notice in circumstances where the Club considers immediate termination or discipline to be appropriate.

The Club reserves the right to exercise discretion in discipline.  Prior warning is not a requirement for termination.  If you are disciplined in writing, copies of your warnings are placed in your personnel file.



7.04	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 the Executive Director within 24 hours of the observation of such conduct.  All inquiries pertaining to perceived violations will be handled in the strictest confidence possible.

Examples of perceived violations of law include violations of child labor laws, wage-hour regulations and unlawful discrimination or harassment.

Examples of 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 21 Delaware Ave; Attention: Executive Director.  When necessary, appropriate, or when financial irregularities are involved, employee concerns will be forwarded to the Club’s Finance Committee.

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.


SECTION 8:		DRUG, ALCOHOL & WEAPONS POLICY		

The Club is committed to protecting the safety, health, and well-being of tis employees and all individuals who come into contact with its workplace and property, and/or use its products and services.  As part of this mission the Club is committed to maintaining and Drug-Free Workplace.  INTOXICATION, USE OF ILLEGAL DRUGS, POSSESSION OR SELLING OF ILLEGAL DRUGS OR ALCHOLIC BEVERAGES ON COMPANY PROPERTY, OR DURING WORK TIME IS FORBIDDEN.
	
8.01	General Prohibition

We recognize alcohol and drug abuse as potential health, safety and security problems.  In order to provide a safe and healthy work environment, it is expected that all employees will assist in maintaining a work environment free from the effects of alcohol, drugs or other intoxicating substances.  

Compliance with this substance abuse policy is made a condition of employment.  Employees are prohibited from the following when reporting for work, while on the job, on Club premises or surrounding areas, or in any vehicle used for company business:

· The unlawful use, possession, transportation, manufacture, sale, dispensation or other distribution of an illegal or controlled substance or drug paraphernalia; 
· The unauthorized use, possession, transportation, manufacture, sale, dispensation or other distribution of alcohol; and
· Being under the influence of alcohol or having a detectable amount of an illegal or controlled substance in the blood or urine (“controlled substance” means a drug or other substance as defined in applicable federal laws on drug abuse prevention).

Any employee violating these prohibitions will be subject to disciplinary action up to and including termination of employment.

Any employee convicted under any criminal drug statute for a violation occurring while on the job, on Club premises, or in any vehicle used for company business, must notify the Executive Director no later than 5 days after such a conviction.  A conviction includes any finding of guilt or plea of no contest and/or imposition of a fine, jail sentence, or other penalty.

We recognize that employees suffering from alcohol or drug dependence can be treated.  We encourage any employee to seek professional care and counseling prior to any violation of this policy.


8.02	Prohibited Items

The following items are prohibited from all Club premises, vehicles and all personal possessions of the employee, including desks lunch boxes, purses, clothing, etc:

· Illegal and unauthorized alcohol and drugs, including look-a-likes and synthetic drugs including any trace amount and presence in the employee while working.
· Alcoholic beverages.
· All weapons, ammunition, explosives, and incinerary devices.
· Unauthorized or other illegal items including rug paraphernalia and stolen property.

Any employee who violates this policy may be terminated.


8.03	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, he is directed to notify the Executive Director immediately.


8.04	Smoke Free Environment

Smoking is prohibited throughout the Club’s facilities, meaning all enclosed and open structures (rest rooms, hallways, the outdoor areas outside the corner offices, and any areas containing office equipment used in common, etc.) and is also prohibited within 100 feet of the perimeter of the facility.  Employees found smoking within the Club’s facilities will be considered in violation of this policy and may be subject to discipline, up to and including termination of employment.


SECTION 9:		ORGANIZATIONAL POLICIES					

9.01	Confidentiality Policy

During their employment Club employees have access to confidential information related to the Club and, particularly, its members.  Except with the express permission of the Executive Director, 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 he is or is not served by the Club, to anyone outside of the Club unless authorized by the Executive Director or other authorized personnel.  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 information about individuals or records may be released to state, federal or other agencies that enable the identification of any person by name, address, Social Security number or other coding procedures.  If records are inspected by an outside agency the individual(s) who inspects the records must be specifically authorized to do so by the Executive Director.  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 a person 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.


9.02	Use of Electronic Devises

The Club may provide computers, printers and other electronic devises 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, email, 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 or receive 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 and telephone voice mail passwords must be disclosed to the Club or they will be considered invalid and cannot be used.  Computer-related and voice mail passwords and security codes assigned to employees may not be communicated to any other employee or third party unless specifically authorized by the Executive Director.  

All passwords should be communicated to the Executive Director to be stored in a secure location.  Access to passwords will only be permitted to that employee and the Executive Director.

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 copies to the Club at the conclusion of their employment.  Any exception to this Policy must receive prior approval from the Executive Director.


9.03	Telephone Usage

The Club recognizes that there may occasionally be times when personal calls must be made or received during business hours.  Such calls must be held to a minimum, however, and should not interfere with an employee’s work.  Employees are encouraged to make such calls during their break, or at lunchtime.  

Only calls related to Club business may be charged to the organization.  Personal calls may not be billed to the company.  

The use of personal cell phones is prohibited during hours while supervising children.  This includes phone calls, text messaging and checking emails.  Use of cell phones is also prohibited while driving any Club-owned vehicle.

Personal calls including cell phone calls and text messaging, incoming or outgoing, are limited to breaks, unless there is an emergency.  Staff members are not be interrupted during program hours for personal calls.  A message will be taken and the call may be returned when the staff member is not conducting a program.

Under no circumstances should a staff member ever provide their personal cell phone to a child for use.


9.04	Social Media

Social media, personal websites, website postings, and blogs have become prevalent methods of self-expression in our culture. The Boys & Girls Clubs of Albany respects the rights of employees to use these mediums during their personal time.

Authorized social networking and blogging is used to convey information about Club programs, services, promote and raise awareness, reach new customers, issue or respond to breaking news or publicity, and discuss activities and events. Do not convey information about the Club on the internet or through social networking sites unless the information has been authorized by the Executive Director.
.
The following guidelines are related to Club-authorized social networking and personal social networking and apply to all staff: 

· Employees are cautioned that they should have no expectation of privacy while using company equipment or facilities for any purpose.
· Make it clear to the readers that the views expressed are the employee’s alone and do not reflect the views of the Boys & Girls Clubs of Albany.
· Do not disclose any information that is confidential or proprietary to our organization or to any third party that has disclosed information to the company. 
· Uphold the Boys & Girls Clubs of Albany’s value of respect for the individual and avoid making defamatory statements about Club employees, clients, partners, affiliates and others including competitors.
· Employees cannot use blogs or social networking sites to harass, threaten, discriminate or disparage against employees or anyone associated with or doing business with Boys & Girls Clubs of Albany.
· Only authorized employees can prepare and modify content for the Club’s website and social networking sites.
· Employees are prohibited from using fictitious names to communicate with members.
· Employees are not to be on Facebook, Twitter or any other social media during normal work hours unless they have been designated as the administrator of the Club’s social media and they are updating our official pages.
· No pictures of members are allowed on employee’s personal sites.
· Bloggers and commenters are personally responsible for their commentary on blogs and social networking sites. Bloggers and commenters can be held personally liable for commentary that is considered defamatory, obscene, proprietary or libelous by any offended party, not just Boys & Girls Clubs of Albany.
· Any copyrighted information where reprint information has not been obtained in advance cannot be posted on our official website or social networking sites.
· Photo releases must be obtained prior to posting any member photographs on organization and/or Club pages.
· All Club pages must be approved by the Executive Director prior to creation. 

If employee social networking activities are seen as compromising, the Boys & Girls Clubs of Albany may request a cessation of such and the employee may be subject to counseling and potential disciplinary action.



9.05	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.


9.06	Good Work Habits

To perform your job as efficiently and effectively as possible, practice the following good work habits:

· Keep your work area clean.
· Do the job right the first time.  Make sure you have adequate instructions and all of the necessary tools and/or supplies to perform your job.
· Be accurate and careful in performing your duties.  High quality work product is a must.
· Follow your supervisor’s instructions and Club procedures.
· Keep your supervisor informed of your progress.  Let him/her know if the job is taking more or less time than expected, if there has been a change in instructions, or if there is any other situation that will affect the job.


9.07	Non-Fraternization 

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 form socializing with members while off duty or dating or pursuing romantic or sexual relationships with any Club members, parents or guardians.


9.08	Dress Code

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 business attire, using good judgment in selecting apparel appropriate to their functional position.  We ask that at all times employees make certain that their appearance is well groomed and clean, and that clothing is appropriate, neat, and clean.  We are confident that employees will use their best judgment in following our dress code.  If an employee has any questions, he/she should consult their supervisor and/or the Executive Director regarding what is considered appropriate attire.  



9.09	Company Vehicles and Transportation of Children

Company vehicles are to be used only for authorized Club business.  Personal use of any Boys & Girls Club-owned vehicle is strictly prohibited.

Employees may drive these vehicles only if they have in effect a valid driver’s license, proof of insurance and they have been approved through a Department of Motor Vehicle background check.  All drivers must also complete an approved defensive driving course.  Proof of course completion must be kept on file with the bookkeeper.

Employees using Club vehicles must comply with all Vehicle & Traffic Laws.  The Club is not responsible for parking or moving violations or fines – this will be the responsibility of the driver.

Any accident in a Club vehicle must be reported immediately to your supervisor and the Executive Director.

Transportation of children should never be offered in a one-on-one situation.  Children should not be permitted to sit in the front seat of a Club vehicle if at all possible.  When transporting more than 6 children, two staff members must be present, with one sitting in the middle to back seats to effectively supervise.  This allows the driver to focus only on driving.
  
At no time should any staff member transport a Club member in their personal vehicles.


9.10	Outside Employment

All Club employees, including regular part-time, must receive permission from the employee’s appropriate supervisor and the Executive Director before accepting regular full-time, part-time or temporary/seasonal employment outside of the Club.  Outside employment is considered performance of any service for an employer other than the Club, before, during or after and employee’s regular working hours or while the employee is out on approved leave.


9.11	Verification of Employment

All inquiries about employees or requests for verification of employment should be referred to the Executive Director.  This Club will only verify the date of employment and job title in response to any such request, unless otherwise required by law or regulation.


9.12	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.


9.13	Conflict 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 duties;
· Make use of any of the Club’s proprietary or confidential information; or,
· Require use of the Club time, resources, facilities or equipment.

Whenever there is a possible conflict of interest, it should be discussed with the employee’s supervisor.


9.14	Employee and Volunteer Protection (Whistleblower) 
If any employee or volunteer reasonably believes that some policy, practice, or activity of the Boys & Girls Club of Albany is in violation of law, a written complaint must be filed by that employee or volunteer with the Executive Director or the Board President.

It is the intent of the Club to adhere to all laws and regulations that apply to the organization and the underlying purpose of this policy is to support the organization’s goal of legal compliance.  The support of all employees and volunteers is necessary to achieving compliance with various laws and regulations.  An employee or volunteer is protected from retaliation only if the alleged unlawful activity, policy, or practice is brought to the attention of the Executive Director or the Board President and the Club has a reasonable opportunity to investigate and correct the alleged unlawful activity. 

The protection described below is only available to employees and volunteers that comply with this requirement. 
· The Club will not retaliate against an employee or volunteer who in good faith, has made a protest or raised a complaint against some practice of the Club, or of another individual or entity with whom the Club has a business relationship, on the basis of a reasonable belief that the practice is in violation of law, or a clear mandate of public policy. 
· The Club will not retaliate against employees who disclose or threaten to disclose to a supervisor or a public body, any activity, policy, or practice of the Club that the employee reasonably believes is in violation of a law, or a rule, or regulation mandated pursuant to law or is in violation of a clear mandate or public policy concerning health, safety, welfare, or protection of the environment.

9.15	Licensed Child Care
The Boys & Girls Clubs of Albany has program segments which may be licensed through New York State.  The organization and employees are required to abide by all standards set forth in state regulations pertaining to each age group served.




SECTION 10:		SAFETY									

10.01	Safety Practices

The Club does its utmost to encourage safe working conditions. Safety, however, is also a matter of individual responsibility.  We are all responsible for practicing safety on a day-to-day basis.  To ensure the safety of all employees, follow these safety practices:

· Know where fire extinguishers and first aid kits are located and how to use them in emergencies.
· Keep your work area clean and aisles clear at all times.
· Do not attempt to lift objects that are too heavy for you to lift alone, ask for help.
· Keep file doors closed when not in use.
· Report unsafe working conditions immediately to your supervisor.

 
10.02	Reporting Accidents

In the event of an on-the-job accident not involving bodily injury, an employee must report the incident to their supervisor and Executive Director as soon as practicable, but no more than 24 hours after the accident.  

An employee injured at work should immediately report the injury to his/her supervisor and the Executive Director and obtain first aid as directed.  Accidents must be reported to the Club’s insurance carrier within twenty-four (24) hours (this reporting will be done by the Executive Director or assigned designee).  There are no exceptions to this reporting procedure.

Our employees are fully protected by Workers’ Compensation Insurance.  Immediate notice of the injury connected with the work is mandatory if this insurance is to provide maximum benefits.  The Club also carries liability insurance for protection against accidents to clients or to anyone not an employee who might be injured on the Club’s premises.  Should an employee observe any accident occurring on the property, no matter how slight, it should be reported to their supervisor and the Executive Director immediately.



SECTION 11:		WHEN YOU LEAVE THE ORGANIZATION			

11.01	Voluntary Resignation

If you decide to resign your employment, you should provide a minimum of two (2) weeks written notice to your supervisor so an orderly transition can be made.  Eligible employees who have provided at least 2 weeks advance written notice of resignation will be paid for unused vacation leave at separation.  If you do not provide the required notice, you forfeit receiving compensation for any accrued but unused vacation time.




11.02	Exit Interview

Employees whose employment with the Club is ending will be asked to complete an exit interview prior to their last day of work.


11.03	Insurance

If you resign, are laid off, or are terminated, your regular health, dental and life insurance coverage will cease on the last day of the month in which the resignation/termination occurs. However, you have the option to continue your health and dental insurance coverage pursuant to federal law (Consolidated Omnibus Budget Reconciliation Act, “COBRA”) and state law, mini-COBRA. 

The Club will notify terminated employees of their rights to continue their health and dental insurance for themselves and their eligible dependents. You will be informed when your coverage is set to be terminated, how much it will cost you to continue your coverage, and sent the applicable forms.


11.04	Unused Vacation and Sick Time

If you resign and provide us with the required two weeks written notice, or if you are terminated without cause, you will be paid for all accrued, but unused vacation time.  The unused vacation time will be paid to you in your final paycheck.

Unused sick time is not payable at termination.

11.05	Final Paycheck

Final paychecks will be issued on the next regular payday for the pay period during which termination occurred.  If requested by the employee, the paycheck will be mailed to your home address.


11.06	Company Property

You must return all Club property in your possession by your last day of employment. For instance, property such as: credit cards, keys, computers, equipment, and this Handbook, will need to be returned.  






RECEIPT AND ACCEPTANCE OF EMPLOYEE HANDBOOK

I have received a copy of the Boys & Girls Clubs of Albany Employee Handbook and I acknowledge that I have read the policies and procedures described within.

I understand 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 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 or employment-at-will in any case.

I understand that nothing in 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 any questions regarding the content or interpretation of this Handbook, I will bring them to the immediate attention of the Executive Director.


Name:			______________________________________________

Date:			______________________________________________

Employee Signature:	______________________________________________

Witness:			______________________________________________
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Code of Ethics for Staff Members
 
 
The Boys & Girls Club of Albany (BGC) expects all staff members to conduct themselves in a manner that exemplifies the highest standards 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 BGC.  

Recognizing that it is not possible to address all ways in which ethical issues may arise, the following principles are intended as a guide in making sound judgments and decisions on behalf of BGC and its mission, not as a comprehensive list of potential concerns. 
 
Pledge of Personal and Professional Conduct
 
Integrity -- I will demonstrate the highest standards of individual conduct, personal accountability, integrity, trustworthiness, fair dealings, considerations of the rights of others, and the highest principles of good business relationships.

Excellence -- I will strive to meet the highest standards of performance, quality, service and achievement.

Honesty -- I will communicate directly, respectfully, honestly and openly, and avoid misrepresentation. 

Diversity -- I will support diversity -- promoting a working environment that embraces the similarities and differences all people bring to the organization.

Respect -- I will respect and act fairly toward all those with whom I come into contact and refuse to engage in or tolerate any form of discrimination or harassment.

Responsibility -- I will take responsibility for my actions and decisions and remain a careful steward of the funds and resources entrusted to me.

Compliance -- I will comply with BGC’s Code of Ethics, Employee Handbook, policies, procedures and all laws and regulations affecting BGC.
 




Professional Practices
 
While the “Pledge” outlines general principles guiding ethical conduct, the following points illustrate important applications that are relevant to every day work.  The points below are not intended to be all-inclusive.  Staff are expected to utilize good judgment in maintaining the highest standards of ethics.  
I.          Conflicts of Interest:
· I will not place my personal interest in conflict with the mission, purpose, vision, or interests of BGC, and will avoid any conduct that may impair my judgment with respect to BGC.
· I will not exploit or personally benefit from any donor or funding relationship, volunteer relationship, vendor relationship or organizational committee relationship.  
· I will not use my position with BGC to obtain special advantage or gain to myself, any person related to me or any other related party. 
· I will not make any payment or provide anything of value to any public official in exchange for or because of any official act performed or to be performed (that is, provide any bribe or unlawful gratuity to anyone).
· I will not ask for, accept from or give to any past, current or potential supplier, advisor, vendors, speaker, customer, competitor, or donor any payment, service, gift, or favor other than gifts of a value less than $100 or that amount allowed by law unless explicitly approved by the Board.
· I will reveal any perceived, potential or actual conflicts of interest.
 
II.         Assets, Financial Reporting and Transactions:
 
· I will do my part to ensure that BGC complies with prescribed accounting policies and procedures at all times.
· I will do my part to ensure that organizational assets and transactions are handled with the strictest integrity, and that each transaction is executed in accordance with applicable procedures, authorization and documentation. 
· I will not make false or misleading entries in any books, records or reports, invoices, timesheets, expense reports or aid others in doing so.
· I will not use, directly or indirectly, the organizational name or logo, organizational funds, property, computer connectivity, equipment, assets, copyrighted material or other organizational resources for any unlawful, unethical, or inappropriate purpose.

III.        Fundraising:
· I will be truthful in communicating with others, including donors and other contributors and will seek to provide factually correct, current and accurate information. 
· I will be accurate and truthful in fundraising activities.
· I will respect the informed choices of our donors by fairly and truthfully reporting our fundraising costs and overhead.
· I will be clear about how donated resources will be utilized.
· I will honor our promises by using donated resources in the manner in which they were intended or transparently informing donors of any important alterations in the planned use of the funds. 
 
IV.     Professional Conduct:
· I will not exceed my limits of authority. 
· I will treat fellow staff, volunteers, donors, vendors, the public we serve, and other stakeholders with fairness, honesty and respect.  This includes refraining from gender, racial or other bias, or sexual or other harassment.
· I will adhere to all BGC policies related to behavior, conduct and contact with the youth served by BGC. 
· I will conduct myself in a professional manner at any BGC related function in which I might be considered a representative of BGC.  
· I will always uphold the law while working at BGC.  This includes, for example, obeying all state and local laws governing nonprofits.  I understand that drug use, fraud, theft, embezzlement, price-fixing, bid-rigging, or any other illicit activities are grounds for immediate termination and possible prosecution by public authorities. 
· I will be alert for and report any conduct described above or any other conduct unbecoming to BGC by other staff members.  
 V.        Confidential  and Proprietary Information:
· I will abide by the organization’s Records Retention policy. 
· I will not release business information that has not been made public to private individuals, organizations, or government bodies unless demanded by legal process.
· I will not use confidential information obtained in the course of my employment or affiliation with BGC for the purpose of advancing any private interest or otherwise for personal gain.  
· I will not unlawfully or improperly copy any material that has copyright or trademark protection. 
 
VI.       Political Activities:
 
· I will not use any organizational financial resources to improperly influence any political figure or candidate.
· I will not make - or create the appearance of making - any contributions to any candidate for public office or political committee on behalf of BGC.
· I will not use – or create the appearance of using - any organizational financial resources to endorse or oppose a candidate for public office.
· I will clearly communicate that I am not acting on behalf of the organization, if identified as an official of BGC, while engaging in political activities in an individual capacity.
· I will engage in personal political activities on my own time and at my own expense.
 

Reporting and Investigation
 
Conditions of Employment:
 
· Upon receipt of the Code of Ethics, each staff member will agree in writing to comply with the Code of Ethics.
· Compliance with the Code of Ethics is a condition of employment for each employee.
 



Questions and Reporting:
 
· If a staff member knows of a violation of the Code of Ethics, he/she will immediately report it to one of the Executive Director and Personnel Committee Chair and should not engage in any fact-finding related to the violation. 
· If a staff member is concerned that he/she may not be in compliance with the Code of Ethics, he/she will complete the appropriate Disclosure Statement,
and a written response will be provided. 
· Any supervisor receiving such a report must immediately advise one of the organization’s Executive Director.
· There will be no retaliation or intimidation for reporting of actual or possible violations of the Code of Ethics.  Such reporting may be anonymous.  If not anonymous, the identity of the reporting staff member will be kept confidential unless it must be revealed in order to fully enforce this Code of Ethics or comply with legal obligations.
· BGC will promptly investigate all alleged Code of Ethics violations in a professional manner, report as necessary on the results of the investigation and will take whatever corrective action is required.  Staff members are expected to cooperate in the investigation.
 
Disciplinary Action for Violations:
 
Disciplinary action may be taken for the following violations, and may include dismissal, when appropriate.
 
· Authorizing or directly participating in actions that violate the Code of Ethics.
· Concealing a violation of the Code of Ethics.
· Failing to detect or report a violation of the Code of Ethics, if such failure reflects inadequate supervision or lack of oversight.
· Refusing to cooperate in the investigation of a violation of the Code of Ethics;
· Retaliating, directly or indirectly, against an individual for reporting a violation of the Code of Ethics.
· Other violations of law not outlined in this Code of Ethics but that may impact a staff member’s job performance. 
 
















A Matter of Trust: 
The BGC Code of Ethics
Certificate
 
I acknowledge that I have received and read my personal copy of Boys & Girls Club of Albany Code of Ethics for Staff Members. I understand that I am responsible for adhering to the principles of the Code of Ethics, and I confirm that I will conduct myself in accordance with the principles of the Code of Ethics.  The certificate process is mandatory for all BGC staff members.  I am in compliance with policy.
 
 Printed Name		 ______________________________________________

Signature			______________________________________________

Date				______________________________________________




  
A Matter of Trust: The BGC Code of Ethics
Disclosure Statement
 
I acknowledge that I have received and read my personal copy of Boys & Girls Club of Albany’s Code of Ethics. I understand that each staff member is responsible for adhering to the principles of the Code of Ethics, and I confirm that I will conduct myself in accordance with the principles of the Code of Ethics.
 
I may not be in compliance with such policy, due to:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Print Name
 
_____________________________________________________   ______________
Signature                                                                                                           Date

______________________________________________________________________
 
Please sign and date this certificate and return it to the Executive Director:
Thank You!

**All signed statements will be kept in each employee’s personnel file**




Appendix B

BOYS AND GIRLS CLUBS OF ALBANY, INC.
CONFLICT OF INTEREST
PURPOSE
Based on guidance issued by the Internal Revenue Service, the following conflict of interest policy has been adopted.  The purpose of this conflict of interest policy is to protect the Corporation's interest when it is contemplating entering into a transaction that might benefit the private interest of an “interested person” (as defined herein), including transactions that might affect safety, quality of care, treatment or services provided by the Corporation. Based upon the provisions of this policy, the Board will decide, at its discretion, whether such a person has a private interest that constitutes a conflict of interest.  If a conflict of interest is found to exist, certain procedures must be followed in connection with the review, deliberation upon, and approval of the transaction, and possible alternatives must be investigated.
POLICY STATEMENTS
From time to time, a person who is in a position to manage or to influence the management of the Corporation may have a private interest that conflicts with, or appears to conflict with, the interests of the Corporation, including but not limited to the Corporation’s interest in safety and provision of services.  Conflicts of interest can occur in many circumstances and may involve professional or business relationships.  This policy addresses actual and potential conflicts of interest that could interfere with the Corporation’s responsibility to the community it serves.

DEFINITIONS:
1.	Compensation		
Compensation includes all remuneration in any form, whether direct or indirect, overt or covert, in cash or in kind.  For example, “compensation” includes salary payments, bonuses, severance payments, deferred payments, retirement benefits, fringe benefits, stipends, loan and lease payments, the forgiveness of a debt, a decision by the Board not to sue an individual or entity, and gifts, favors, and other intangible benefits that are substantial in nature.
2.	Compensation Arrangement
Compensation arrangement means any contract, agreement or understanding involving compensation, regardless of form of the contract, agreement or understanding.  For example, “compensation arrangement” includes loans, contracts for the purchase or lease of goods or real property, and agreements to provide services as an employee or on an independent contractor basis.



3.	Family
	Family means a person’s spouse, partner or significant other, ancestors, children (whether natural or adopted), grandchildren, great-grandchildren, siblings (whether whole or half-blood), and the spouses, partners or significant others of children, grandchildren, great-grandchildren, and siblings.
4.	Financial Interest
A person has a financial interest if the person (or a member of his or her family) has: 
		a.	an ownership or investment interest in (i) any entity with which the Corporation has a transaction, (ii) any entity with which the Corporation is competing for a transaction, or (iii) any entity that will benefit or be adversely affected as a result of a transaction contemplated by the Corporation; or
		b.	a compensation arrangement with (i) the Corporation, (ii) any entity or individual with which the Corporation has a transaction, (iii) any entity or individual with which the Corporation is competing for a transaction, or (iv) any entity or individual that will benefit or be adversely affected as a result of a transaction contemplated by the Corporation; or
c. a potential ownership or investment interest in, or compensation arrangement with, any entity or individual (i) with which the Corporation is negotiating a transaction, (ii) with which the Corporation is competing for a transaction, or (iii) that will benefit or be adversely affected as a result of a transaction contemplated by the Corporation.  A person has a “potential” ownership or investment interest or compensation arrangement if the person is actively investigating or negotiating, or is legally obligated, to acquire such interest or to enter into such compensation arrangement.

A financial interest is not necessarily a conflict of interest.  A person who has a financial interest may have a conflict of interest only if the Board determines that a conflict of interest exists.
5.	In Competition
Another entity or individual that is competing with the Corporation for a particular transaction or would benefit or be adversely affected, financially or otherwise, as a result of a transaction contemplated by the Corporation.
6.	Interested Person
	An interested person means any  
		a.	Board member;
		b.	Officer or employee of the Corporation who receives an annual salary from the Corporation in excess of forty thousand dollars ($40,000); or
c.	member of a standing or Board-designated committee of the Board, who has a non-financial interest or a direct or indirect financial interest (as defined below).

7.	Non-Financial Interest
A person has a non-financial interest in any entity of which the person (or a family member) either is or has actual knowledge that he or she is being considered for election or appointment as (a) an officer or director of the board of the entity, or (b) a member of a standing or board-designated committee of the board of an entity.
8.	Ownership or Investment Interest
	Any beneficial interest in an entity, whether through debt, equity, or otherwise, is an ownership or investment interest.  Such interest includes, but is not limited to, stock ownership (either voting power or value) of a corporation, profits or capital interests in a partnership or limited liability company, membership interest in a nonprofit organization, or beneficial interest in a trust, as well as loans, bonds or other financial instruments that are secured by an entity’s property or revenue. Ownership includes indirect ownership (e.g., ownership in an entity that has ownership in the entity in question); there may be multiple tiers of entities.
9.	Transaction
Any action by the Corporation which may produce a commercial or personal benefit to an individual or to a limited number of individuals (as opposed to the public at large) is a transaction.  For example, “transaction” includes contracts for sale, lease, license, loans, and agreements to provide services as an employee or on an independent contractor basis, whether initiated during the Corporation’s tax year or ongoing from a prior year.
PROCEDURE
	1.	Duty to Disclose
	In connection with any actual or potential conflict of interest, an interested person must disclose the existence and nature of any financial or non-financial interest to the members of committees of the Board considering the proposed transaction, and must be given an opportunity to disclose all material facts.  If the interested person is not present or does not inform the Board of the pertinent facts, such disclosure must be made by any other Bard member or member of management having knowledge of the facts.
	2.	Determining Whether a Conflict of Interest Exists
	After disclosure of the interest, the interested person shall leave the Board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining Board or committee members shall decide if a conflict exists.  However, a committee’s initial determination as to whether a conflict of interest exists shall be subject to further review by the Board.  The Board shall ultimately determine, in its sole and unfettered discretion, whether a conflict of interest exits.  The Board’s determination as to whether a conflict of interest exists shall be binding upon the Board and upon all committees of the Board, and shall not be subject to further review.  (See Statement of Disclosure for factors that define potential conflicts of interest.)

	3.	Procedures for Addressing the Conflict of Interest
	It is not unlawful for the Corporation to enter into a transaction in which a conflict of interest exists. However, such transactions are subject to the following rules:

a. An interested person may share with the Board or committee information about, or their view of, the transaction, but he or she shall leave the meeting during the discussion of, and the vote on, the transaction that results in the conflict of interest.
b. The chairperson of the Board or committee shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction.
c. After exercising due diligence, the Board or committee shall determine whether the Corporation can obtain a more advantageous transaction with reasonable efforts from a person or entity that would not give rise to a conflict of interest.
d. If a more advantageous transaction is not reasonably attainable under circumstances that would not give rise to a conflict of interest, the Board or committee shall determine by a majority vote of the disinterested trustees whether the transaction is in the Corporation's best interest and for its own benefit and whether the transaction is fair and reasonable to the Corporation. The Board or committee shall make its decision as to whether to enter into the transaction in conformity with such determination.
e. The scope of the interested person's participation in the decision-making process where an actual or potential conflict of interest exists is as follows:

(i)	Deliberations. The interested person may not participate in or be present for the deliberations or use personal influence in the matter.
		     (ii)	Quorum. The interested person may not be counted in determining the presence of a quorum at a meeting of the Board or of a committee which authorizes the transaction.
		     (iii)	Voting.  The interested person’s vote may not be counted in determining whether to enter into the transaction. 
	4.	Violations of the Conflicts of Interest Policy
		a.	If the Board or committee has reasonable cause to believe that a person subject to this conflict of interest policy has failed to disclose an actual or potential conflict of interest, it shall inform the person of the basis for such belief and afford the person an opportunity to explain the alleged failure to disclose.
		b.	If, after hearing the response of the person and making such further investigation as may be warranted in the circumstances, the Board or committee determines that the person has in fact failed to disclose an actual or potential conflict of interest, it shall take appropriate disciplinary and corrective action, which may include the decision by the Board to terminate the person’s relationship with the Corporation.

		c.	If an interested person has not made a full disclosure to the Board, or if the vote of the interested person was needed to authorize the transaction or the presence of the interested person was necessary to achieve a quorum, the transaction shall be voidable at the option of the Corporation. This means that the Corporation has the right, in its sole discretion, to set aside and rescind the transaction if it wishes, but may also insist upon the enforcement of the transaction.
RECORDS OF PROCEEDINGS:
The minutes of the Board and all committees of the Board shall contain:
1.	The names of the persons who disclosed or otherwise were found to have a financial or non-financial interest in connection with an actual or potential conflict of interest, the nature of the interest, any action taken to determine whether an actual or potential conflict of interest was present, and the Board's or committee's decision as to whether a conflict of interest in fact existed.
2.	The names of the persons who were present for discussions and votes relating to the transaction, the content of the discussion, including any alternatives to the proposed transaction, and a record of any votes taken in connection therewith.
3.	A notation that the persons who disclosed or otherwise were found to have a financial or non-financial interest in connection with an actual or potential conflict of interest were not present for such discussions and votes.
COMPENSATION MATTERS:
1.	A voting member of the Board or any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the Corporation for services is precluded from voting on matters pertaining to that member's compensation.
ANNUAL STATEMENTS:
1.	On an annual basis, the following individuals shall sign the Annual Statement of Disclosure:
	a.	Each member of the Board;
	b.	Each officer or employee of the Corporation who receives an annual salary from the Corporation in excess of forty thousand dollars ($40,000).
2.	The Annual Statement of Disclosure shall include an affirmation by the signatory that he or she:
	a.	has received a copy of the conflict of interest policy;
	b.	has read and understands the policy;
	c.	agrees to comply with the policy;
d. understands that the policy applies to all committees and subcommittees having Board-delegated powers; 


e. understands that the Corporation is a charitable organization and that in order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax-exempt purposes; 
	f.	discloses any and all financial or non-financial interest(s) which has the appearance of a 	conflict of interest; and
	g.	understands that the failure to submit the Annual Statement of Disclosure in a timely 	manner may result in the termination of the person’s relationship with the Corporation, as 	determined by the Board.

PERIODIC REVIEWS:
To insure that the Corporation operates in a manner consistent with its charitable purposes and that it does not engage in activities that could jeopardize its status as an organization exempt from federal income tax, periodic reviews shall be conducted.  The periodic reviews shall, at a minimum, include the following subjects:
	a.	Whether compensation arrangements and benefits are reasonable and are the result of arm's-length bargaining.
USE OF OUTSIDE EXPERTS:
In conducting the periodic reviews provided for above, the Corporation may, but need not, use outside advisors.  If outside experts are used their use shall not relieve the Board of its responsibility for ensuring that periodic reviews are conducted. 
A Matter of Trust: 
Boys & Girls Clubs of Albany Conflict of Interest Policy
Certificate

I acknowledge that I have received and read my personal copy of the Boys & Girls Club of Albany Conflict of Interest Policy. I understand that I am responsible for adhering to the principles of the policy, and I confirm that I will conduct myself in accordance with the principles of the Conflict of Interest Policy.  
Printed Name


Signature

Date

Please sign and date this certificate and return it to the Executive Director:
Thank you!
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