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Dear New Employee:

On behalf of the Boys & Girls Club of Dundee Township, I want to welcome you to this
organization. Our Board of Directors and community strives to serve our mission
through the work our staff and volunteers accomplish. I encourage you to carefully read
the information in the Employee Handbook so that you understand its contents,
requirements and expectations as a team member.

If you have any questions regarding the contents of the Employee Handbook, do not
hesitate to contact the Director of Leadership Development or my office.

My best wishes for a positive and rewarding experience during your employment at the
Boys & Girls Club of Dundee Township.

Sincerely,

Drew Glassford, CEO



Welcome to the Boys & Girls Clubs of Dundee Township!

You are joining one of the largest youth serving agencies in the nation, an
organization that has served children for more than 100 years. It is largely
because of you, our employees, that we have achieved such an outstanding
reputation in our own local community since 1997.

Now, more than ever, we look to you to continue to provide exceptional
service and support to our members as we strive to ensure that all Club
members realize great futures

Our employees are the number one reason our kids come to BGCDT and gain
skills and knowledge to be successful in life. By investing your time and
energy in our members, you are laying the foundation for their future. We
are pleased to express our appreciation for your decision to work toward that
goal which we all consider to be the most important in the world – the life of
a child. You bring to your job many admirable qualities – a genuine interest
in boys and girls, an understanding of the interests and problems of young
people, the skills to develop and lead meaningful program, and the abilities
to work together as a team toward our common goal.

As an employee of the Boys & Girls Clubs of Dundee Township, you are a
vital member of our team. This manual has been prepared with you in mind.
It details information about our policies and benefits programs, as well as
general daily operations.

On behalf of the Boys & Girls Clubs of Dundee Township, we welcome you to
our team, hope that you will find working here a very rewarding and
satisfying experience, and thank you for your commitment to the future of
our youth



About This Handbook

In general, this handbook uses standards that follow the recommendations proposed by the
Boys & Girls Clubs of America Personnel Service and the National Committee on Personnel
and Professional Standards, as well as membership policy standards for organizations that are
passed from time to time. Adaptations have been made to fit our particular local situation. Every
effort has been made to establish policies which are fair and generally acceptable in our type of
organization. This booklet cannot possibly cover all the situations and conditions, which might
occur, but an attempt has been made to include most of the important aspects of employment in
our organization. If you have any questions or don’t understand any part of this Employee
Handbook, feel free to discuss it with your supervisor or our Director of Leadership
Development.

This Employee Handbook is expressly intended for the use of the employees of the Boys & Girls
Clubs of Dundee Township. (hereinafter referred to as the "Club" or BGCDT). Employees of all
after school sites, and the main office are covered in this document. This Employee Handbook
sets forth basic policies and guidelines for employee conduct and also contains important
summary information regarding employee benefits. If you have specific questions regarding the
benefits plans described, please refer to the plan documents or summary plan descriptions, or
contact our Director of Leadership Development.

Unless otherwise specified, the benefits described in this handbook apply only to regular
employees of BGCDT. In some cases, this means just full-time staff. By contrast, the policies
outlined in this handbook apply to all employees - regular full-time, regular part-time, and
temporary.

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

The employee agrees that the employee is employed at will and that the Boys & Girls Club of
Dundee Township expressly reserves the right to discharge the employee at any time, for any
reason, whatsoever, with or without cause, and with or without notice. Nothing in this Employee
Handbook or BGCDT’s policies, practices, or procedures is intended to create a contract for
employment, express or implied, a guarantee of continued employment for a specific duration or
interfere with, restrain, or prevent employee communications regarding wages, hours or other
terms and conditions of employment. BGCDT recognizes that laws, rules and regulations
underpinning this Handbook are dynamic and change more often than these materials are
updated and revised. In every case, this Handbook shall be interpreted and enforced with such
applicable laws, rules and regulations as may from time to time apply.
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Boys & Girls Clubs of America
Mission of the Boys & Girls Club

Movement

To enable all young people, especially those who need us most, to reach their full potential as
productive, caring, responsible citizens.

BGCDT Program Goals, Objectives and Employee Role
Each young person receives the opportunity to participate in activities which foster self-
development and growth in five core service areas: Character & Leadership Development;
Education & Career Development; Health & Life Skills; The Arts; Sports, Fitness, & Recreation;
and Outdoor & Environmental Education.

BGCDT strives to nourish young people’s character to inspire them to realize their full potential
by:

● Nurturing their talents
● Helping them develop friendships
● Building their self-esteem
● Connecting them with caring adult role models

Our Youth Development Team and volunteers are expected to carry out our mission and values
at all times while fulfilling their responsibilities in a professional manner.

Our team members work is characterized by commonly accepted standards of behavior, whose
actions flow from a strongly held set of values, and whose methods are rooted in experience
and knowledge.

In practical terms, employees and volunteer staff for the Boys & Girls Clubs of Dundee
Township are expected:

● To provide opportunities for participation, for the broadening of experiences and for the
development of key life skills and positive character traits on behalf of members;

● To council members in developing and clarifying their own values, and to be a role
model for the values that our Club represents;

● To appreciate, recognize and support members in the development of their own positive
self-esteem;

● To develop relationships with members that are characterized by dignity, respect and
equitable treatment;

● To recognize that all members are entitled to the services BGCDT provides, not just a
select few; and

● To seek and receive the training necessary to understand and perform the role of staff
as well as the specific responsibilities of your individual position assigned.



Boys & Girls Clubs of Dundee Township
Code of Ethics for Employees

The purpose of Our Code of Ethics is to help ensure that all employees of the Boys & Girls
Clubs of Dundee Township adhere to proper ethical standards, abide by the law, and preserve
the mission, purpose, integrity, reputation, and professional and business relationships of the
Boys & Girls Clubs of Dundee Township

The Boys & Girls Clubs of Dundee Township expects all employees 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 the Boys & Girls Clubs of Dundee Township

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 the Boys & Girls Clubs of Dundee Township and its mission.

Pledge of Personal and Professional Conduct

Our team will Lead with Integrity, Value Honesty, Respect one Another, Embrace
Challenges, Pursue Excellence, and Be an Agent of Change.

Integrity -- I will demonstrate the highest standards of individual conduct, personal
accountability, integrity, trustworthiness, fair dealings, considerations of the rights 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 and value 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 the Boys & Girls Clubs of Dundee Township Code of Ethics,
Employee Handbook, policies, procedures and all laws and regulations affecting the
organization.



Section 1 – Organizational Structure and Expectations

1.1 Chain of Command

The Board of Directors of the BGCDT is responsible for managing the organization, including
setting policies for its staff members. The Board employs the CEO, to whom it delegates
responsibility for setting policies and the day-to-day administration of the BGCDT. The CEO
manages the staff members, using policies developed.

Boys & Girls Club of Dundee Township staff members are accountable only to the CEO,
through whom all communication to the Board is channeled. The balance of organizational
authority/supervisory roles are established and updated by the BGCDT Organizational Chart
which is available on our website.

1.2 Categories of Employment

Regular Full-Time: An employee whose regular work schedule averages 30 hours or more per
workweek.

Regular Part-Time: An employee whose regular work schedule averages less than 30 hours per
workweek and who is not on introductory status. A regular part-time employee may be eligible
for certain benefits, but only as specifically provided for in this Handbook or in keeping with
applicable law.

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 or in keeping with applicable law.

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

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

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

1.3 Open Door

All staff members are encouraged to provide input and suggestions concerning the overall
operation and programs of the BGCDT following the proper channels of communication. Staff
members should initially bring their comments to their immediate supervisor. In those cases
where that may be inappropriate, staff members are welcome to approach the CEO.



BGCDT operates in an “open-door” manner. All staff members’ input is considered and can be



presented without fear of personal recrimination of his/her position.

1.4 Conflict of Interest

This Club expects the primary interest of staff members to be the people we serve. A conflict of
interest occurs when the interest of a staff member or another outside party actually or
potentially affects the BGCDT in a negative way.

● OUTSIDE BUSINESS INTERESTS: Staff members may have outside business
interests and outside employment so long as these do not interfere with job
performance. Staff members may not earn profit from outside employment or business
interests that directly result from affiliation with this Club.

● GIFTS, GRATUITIES: The BGCDT has a policy that prohibits staff members from giving
and accepting gifts unless of nominal value from a member and/or their families. The
BGCDT recognizes that past successes are related to the good relationships developed
between the staff members and the youth with which he/she works. The BGCDT
believes that meaningful associations are built on mutual respect and understanding.

At the BGCDT, we must ensure that our business relationships with our existing and
potential suppliers are always based on sound business decisions and in the best
interests of BGCDT. Therefore, employees should not accept meals, entertainment or
gifts from existing or potential suppliers except those, which are customary under the
circumstances and reasonable in cost or amount. Business gifts should not be
excessive in value and should be infrequent.

● PERSONAL BELIEFS: The BGCDT recognizes that its staff members may hold a wide
range of personal beliefs, values and commitments. These beliefs, values and
commitments are a conflict of interest only when they prevent staff members from
fulfilling their job responsibilities, if staff members attempt to use the BGCDT time and
facilities for furthering them, or if staff members continue attempting to convince others
of their personal beliefs after they have been asked to stop.

1.5 Speaking to the Media

A staff member may not speak to the news media as an official or unofficial spokesperson of
the BGCDT without prior clearance from the CEO. All inquiries from the media should be
referred to the CEO. Should a staff member receive a media inquiry, he/she should respond: “I
have no authority to respond to your request. You should refer your question to the CEO.” Then
make arrangements for them to talk to the CEO.

1.6 Client Confidentiality

Staff members will, to the best of their ability, ensure confidentiality and privacy in regard to
history, records and discussions about the people we serve. The very fact that an individual is
served by the BGCDT must be kept private or confidential; disclosure can be made only under
specified conditions, which are described below, for reasons relating to law enforcement and
fulfillment of our mission. This means that staff members shall not disclose any information
about a person, including the fact that he/she is or is not served by our organization, to anyone
outside of this organization unless authorized by the Director of Operations (DOO). The
principle of confidentiality must be maintained in all programs, departments, functions, and
activities.



● No information requested by someone outside the BGCDT will be given over the
telephone. Staff members are instructed to respond with the statement: “BGCDT policy
does not permit me to give out this information.” That includes whether or not a person
is or has been served by this Club.

● Release-of-information forms will be explained and completed in the presence of
the person about whom any information may be released, before it is released.

● No information about individuals or records will 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 inspect the records
must be specifically authorized to do so by the DOO. The taking of notes, copying of
records or removal of records is specifically prohibited in such cases.

● Staff members will not discuss any individual's record with unauthorized individuals,
whether on or off duty. All staff members are required to sign a confidentiality
acknowledgment stating their responsibility and commitment in regard to client
information.

1.7 Dress Code

As representatives of BGCDT, staff members are expected to exhibit a neat, well-groomed
appearance in an effort to positively influence good choices for our members. Radical
departure from conventional dress or personal grooming, as determined by management
including, but not limited to, excessively long hair, untrimmed facial hair, excessive makeup,
short dresses or short skirts, tank tops, inappropriate shorts, yoga or tight fitting sweats, sweat
pants unless currently involved in physical activity, sandals, and shower thong-type footwear is
not permitted.

BGCDT will not be held liable for damage to clothing or accessories while they are on duty.
Imprinted items should also be appropriate in representing the values of BGCDT. If the DOO
decides that a staff member is in violation of the dress code, the staff member will be asked to
go home and change. The time required to do this is unpaid.

Non-offensive tattoos and graphics can be uncovered and appropriate piercing jewelry is
allowed, however, the organization reserves the right to make the final determination on what is
deemed appropriate, safe and in alignment with the values of BGCDT.

Program staff shall wear staff T-shirts at work, which the staff member is responsible to maintain
in the condition in which they are received. Club issued name badges must be worn at all times
while working at any program site or program activity, including field trips.

1.8 Telephone Calls

Staff members are discouraged from making local personal calls during business hours.
Personal calls by staff members at the BGCDT is not allowed, except in the case of emergency.
Employees assigned a Club cell phone are personally responsible for any charges over the set
standard plan charge.

Personal cell phone use is only allowed during personal lunch and breaks. When staff are on
duty, while supervising members, staff should refrain from cell phone use.

Specific jobs require communication with donors, board members, direct reports, volunteers,
checking email, social media apps, etc. In this case based on the job responsibilities,



employees will be either given a club phone or reimbursed for personal cell phone usage for



work up to $100/month.

These jobs may include, but are not limited to: CEO, DOO, Development Director, Area Director
and Site Director.

Staff may request cell phone stipend to their supervisor based on job requirements and tasks
completed on personal cell phones.

1.9 Inclement Weather and Emergency Closings

The CEO or his/her designee may close BGCDT due to inclement weather or emergency on days
other than regularly scheduled holidays. Should this occur, salaried staff members should attempt
to report to work if they can do so safely. The CEO should be contacted for clarification.

The absence will be considered an excused paid absence for all full-time staff members and will not
be charged to earned leave time. Should an emergency closing occur while a staff member is
already on earned leave time (i.e., personal time off), he or she is not entitled to additional wages
and the employee will still be charged for use of earned leave time.

Staff members who do not report for work because of the weather, in the absence of an official
closing that day, will be charged one day of personal leave time if available, or no pay for the day if
no PTO is available.

1.10 Travel

From time to time, staff members of BGCDT will be required to travel on official business. Travel by
staff members to and from work shall not be a reimbursable expense. In order to contain the cost of
travel and lodging, all staff members will meet the following requirements:

1. Staff members required to use their personal automobile to conduct BGCDT business,
or as part of their regular work assignments, are required to carry, at their own
expense, a basic liability insurance policy conforming to state law.

2. Staff members using their own cars, upon authorization, may obtain reimbursement at
the IRS mileage rate when travel is beyond the city limits and normal operation of
business.

3. Staff members given authorization by their supervisor to travel out of the local city area
shall be reimbursed by BGCDT for the cost of lodging and meals related to the
purpose of the travel. Upon submittal of an itemized trip allowance request,
transportation, conference fees and registration also will be paid.

4. Staff will stay in reasonably priced motels and eat at reasonably priced restaurants. Staff,
when on appropriate club business, may turn in reimbursable receipts for moderate
consumption of alcohol (one or two drinks), while attending a group dinner, a business
cocktail reception, a meal with a donor, hosting board members at a training function, etc.
BGCDT does not make a practice of covering group bar tabs, expensive wine, or any
excessive consumption. For safety reasons, staff members may stay in a more expensive
motel, or the motel where a meeting or conference is held.

5. Staff will not use personal vehicles to transport members, unless having prior DOO
approval.

1.11 Networked Information Resources Usage

It should be noted that the use of the telephone, voice mail system, email and copy machines are
subject to the same standards of professional conduct as other forms of communication.



BGCDT may provide equipment, computers, printers and other electronic and mobile devices
(hereinafter collectively referred to as “devices”) to its employees to perform their job functions.
These devices and all related materials, including BGCDT’s Network and software, are Club
property and are intended for Club business.

Only software that is authorized by BGCDT may be used, copied or installed on BGCDT’s devices.
Employees may also not insert and/or attach personal electronic storage media, e.g., external hard
drives, flash drives and memory cards, to any drive on a Club device. All data contained on
BGCDT’s electronic devices belong to BGCDT and may not be altered without specific written
authorization from CEO. No data stored on BGCDT’s devices may be released to any person or
outside BGCDT.

Employees who access BGCDT’s Network or electronic files from remote locations are governed
by the terms of this Policy and may not download BGCDT’s electronic files to their own personal
devices or other remote locations. Employees who are authorized to work on Club business either
from home or remote locations must virus check any CD’s, external drives or other media storage
devices before using them on BGCDT’s devices and/or Network. During working hours, outside
computer services such as the Internet, e-mail, instant messaging, blogging, or use of social media
or social networking, may be accessed and used for Club business only. BGCDT’s devices and/or
services may not be used to solicit or create any threats of violence or messages that are obscene,
false and malicious, or bullying. BGCDT devices and/or services shall not be used to send (upload)
or receive (download) copyrighted materials, trade secrets, proprietary information, financial data or
similar materials or information. All messages composed, sent or received on BGCDT’s devices are
and remain the property of BGCDT; they are not the private property of any employee. BGCDT may
review, audit, intercept, access and disclose all messages created, received or sent using the
Company’s e-mail domain or Network for any purpose without the permission of the employee; the
confidentiality of any electronic message should not be assumed.

E-mail and voice-mail messages reflect BGCDT’s image. They should be composed in a
professional manner that is similar to messages sent on Club letterhead. Employees should keep in
mind that electronic file share is subject to discovery and may subsequently be used in litigation
involving BGCDT or the employee. Therefore, it is expected that employee statements in electronic
messages and files will reflect favorably on BGCDT and on the employee. In order to keep the
electronic communication systems and computer systems running efficiently, employees should
delete unnecessary electronic messages stored in the system, as well as computer files that are no
longer needed.

All computer-related passwords must be disclosed to a supervisor/CEO/DOO or they may not be
used. Computer-related passwords and security codes assigned to employees may not be
communicated to any other employee or third party unless specifically authorized by Supervisor or
DOO. Employees may not retrieve or read any electronic messages that are not sent to them. Any
exception to this Policy must receive prior approval from CEO.

1.12 Social Media Policies and Procedures

Please note: For purposes of these policies and procedures, “social media” will be defined as
including, but not limited to: Facebook, LinkedIn, Instagram, Twitter, SnapChat, TikTok,  and
YouTube.

The Organization respects the rights of staff, Board and volunteer members to use personal
social media and does not wish to discourage self-publishing and self-expression. Staff, Board
and volunteers are expected to follow the policies and procedures set forth to provide clear lines
between personal use, Club use, and protection of Club members.



Written messages are or can become public. Social media users are personally responsible for
their commentary. Social media users can be held personally liable for commentary that is



considered defamatory, obscene, proprietary or libelous by any offended party viewing their
commentary, including comments about BGCDT.

If you choose to identify yourself as an Organization staff, Board or volunteer member, please
understand that your communications may be viewed as coming from BGCDT. Because of this
possibility, please state that your views expressed in any social media application are your own
and not the views of BGCDT or of any person or organization affiliated with or doing business
with BGCDT.

In addition, staff, Board, or volunteer members of Club cannot use a personal device to take
pictures of the members. Club devices should be used to take photos of Club members and
given to the Marketing Department to be placed in Club marketing materials or on social media
sites.

Staff should not contact Club members outside of BGCDT. In addition, any contact with Club
members should be done using the BGCDT messaging program. Direct Messaging a member
using a Social Media Platform is not permitted. Only BGCDT approved chat or message
platforms are allowed to communicate with members.

Inappropriate Personal Social Media Use for Staff, Board and Volunteers
● Staff nor volunteer members of Club cannot use Club-owned equipment, including

computers, Club-licensed software or other electronic equipment, nor facilities or
Club time, to participate in any form of personal social media activities unless it is an
authorized BGCDT social media account.

● Staff or volunteer members of Club may not use any form of social media to harass,
threaten, discriminate or disparage each other, against Club members, or anyone
associated with or doing business with the Organization.

● Staff or volunteer members of Club may not have any personal interaction with
any BGCDT members using social media.

o In case of emergency (immediate threat to life/harm to themselves or others)
see emergency section

o In case of non-emergency contact

▪ ignore all requests and messages

▪ notify supervisor within 24 hours of contact
● Staff or volunteer members of Club may not post on any personal social media

applications, logos of BGCDTs, or any business affiliated with doing business with
BGCDT.

● Staff or volunteer members of Club may not post privileged Club information,
including, but not limited to, copyrighted, proprietary, trade secret information, or Club
issued documents on any personal social media applications.

● The Organization will investigate and respond to all reports of violations to the social
media appropriate use policy. Violation of the policy will result in corrective action, up to
and including immediate termination. Corrective action or termination will be determined
based on the nature and factors of the violation.  We reserve the right to take legal
action where necessary against any staff or volunteer member who engages in
prohibited or unlawful conduct.

Appropriate Personal Social Media Use for Staff and Volunteers

● Staff or volunteer members of either Club may post on their own personal social media
accounts non-private Club information under the condition that posts are linked back to



BGCDT’s own social media channel. Examples of posts include but not limited to:
o Identifying as a Club staff, board or volunteer
o Promoting Club events, programs and services, volunteer and

employment opportunities
o Internal Social Media Procedures for Staff, Board and Volunteers

Any and all social media communications that carry the name, trademark, or logo of the
Organization must follow these procedures:

● The BGCDT Director of Digital Experiences (DDE), in collaboration with the BGCDT
Marketing Committee, will be responsible for posting and responding to all social
media applications regarding marketing and events for the BGCDT.

● Copies of all logins and passwords for all social media applications will be confidentially
stored with the BGCDT DDE.

● Any information, connected in any way to BGCDT, which is published in any social
media application, must comply with BGCDT’s confidentiality and disclosure of
proprietary data policies, as well as any non-disclosure agreements entered into at
BGCDT, i.e.: any photos posted of Club member activities must only include photos of
members who have signed the disclosure agreement.

● Staff members responsible for posting and responding to all social media applications,
as listed above, will do so on a timely basis suitable to the nature of the posting, i.e.:
daily, weekly, etc.

● Staff members responsible for posting and responding will also be charged with
monitoring the “fans” of the Facebook page and bringing forth to their supervisor
any “fans” with disruptive or offensive behavior to decide if they should be removed.

● Staff members responsible for posting and responding will also be charged with
monitoring “fan” questions and remarks and passing forth to other appropriate staff
members questions and remarks that need to be addressed.

Appropriate In-Club Use Policy of Social Media for All Boys & Girls Club of BGCDT

● Teen members will be allowed to access the BGCDT Impact Center Page on Club
computers at times as specified by the Program Directors.

● Parents/Caregivers of Teens will be notified that this access is part of the Impact Center
computer privileges.

● Club members who violate the privileges by using any form of social media to harass,
threaten, discriminate or disparage against each other, against Club members, or
anyone associated with or doing business with the Organization will lose their
privileges, as well as their “fan” status.

● The BGCDT Impact Center Director, with BGCDT SEL Director supervision, will be
responsible for gathering, posting and responding to all social media applications
regarding Club programs and member activities on the Impact Center Facebook
Page.

Emergency Situations Policy of Social Media for Staff and Volunteers of Boys & Girls
Club of BGCDT

● In case of personal harm and immediate suicide action
1. Contact police crisis department and have them do a wellness check.
2. File a report with Child Protective Services with supervisor help.

● In case of harming others
1. Contact police non-emergency and tell them about the threat.

Contact with members



The Boys & Girls Club of Dundee Township Inc., is committed to providing a safe environment
for members, staff, and volunteers. To further ensure their safety, the Organization prohibits all
one-to-one interactions between youth and staff and volunteers, including board members.



Staff shall not
● Initiate or participate in one-on-one contact with a member.
● Have a private meeting or communication with a member. This includes in-person

meetings and virtual communications such as texting, video chat, and social
media.

● Transport one member at a time without another staff or member present.

Staff shall
● Ensure meeting and communications (in-person and virtual) between members and staff

and volunteers include at least three individuals.
● Ensure in-person meetings take place in areas where other staff and/or members are

present.
● Communicate to another staff if an emergency situation arises.
● Attain consent from parents/guardians to have virtual contact with members via Zoom.
● Record all Zoom meeting with minors.
● Use a Club device and Club account for interactions with minors such as Zoom, email,

google classroom, Facebook, twitter, etc.

Staff shall immediately inform the DOO if a staff member, volunteer, or board member violates
this policy. Should any adult staff, volunteer, or board member violate this policy, the
Organization will take appropriate disciplinary action, up to and including termination.

1.12 Smoking/Tobacco

BGCDT offers a smoke-free/tobacco free work environment to all staff members. No smoking
or other use of tobacco is allowed inside the building or on the grounds. Violation of this policy
shall result in disciplinary procedures.

1.13 Drug and Alcohol Free Workplace

BGCDT is committed to creating and maintaining a drug and alcohol free workplace. This policy
applies to all employees in all job classifications as well as to all applicants for employment and
volunteers. It is a condition of employment to refrain from using illegal drugs or to use lawful
substances (including alcohol and prescription medicines) in an unlawful manner, and to abide
by the terms and conditions of this Drug and Alcohol Free Workplace Policy.

BGCDT will conduct a pre-employment drug screen before orientation. BGCDT has the right to
conduct random or for reasonable suspicion drug testing (test for cause) at any time. Refusal to
cooperate in this testing will result in immediate discharge.

Employees must report to work free of illegal drugs, alcohol, narcotics, or any other controlled
substance. Employees reporting to work who are determined to have consumed any illegal
drugs or alcohol, or who have unlawfully used lawful substances will be discharged.

Employees may also be discharged, for sale, purchase, distribution, possession, consumption,
not being free of, or use of any illegal drugs, drug paraphernalia, intoxicants, alcohol, narcotics,
or any other controlled substance, while on or about BGCDT’s Established Sites whether
before, during, or after normal hours of operation of BGCDT. If an employee is arrested or cited
for drug or alcohol violations, they must notify the CEO of BGCDT immediately.

Off-the-job use of illegal drugs or underage use of alcohol or the unlawful use of prescription



medicines that adversely affects an employee’s job performance, jeopardizes employee or
public safety, or risks damage to, also is a violation of this Policy.



This Policy will treat the illegal use, sale or purchase of prescription medicines in the same
manner as the use, sale, or purchase of illegal drugs. Operating a motor vehicle while under
the influence of alcohol or illegal drugs or after the unlawful use of prescription drugs while on
Club related business or as part of a Club sponsored activity will result in immediate discharge.

Definitions

On or about BGCDT’s In or on BGCDT's established sites, which include the Grove
Established Sites: Street Main Office, The Impact Center, all after-school sites, and

vehicles owned by BGCDT, or within 500 feet of any of BGCDT’s
established sites.

Drug Paraphernalia: Equipment, a product or material that is used or intended for use
in concealing an illegal drug or for use in injecting, ingesting,
inhaling or otherwise introducing into the human body an illegal
drug.

Illegal Drugs: Any drug that individuals are prohibited by law from using,
possessing, distributing, purchasing or selling, including but not
limited to marijuana and cocaine.

1.14 No Right to Privacy

BGCDT wants to have an environment free of illegal drugs, alcohol, firearms, explosives or
other improper materials. The BGCDT prohibits the possession, delivery, sale or use of these
materials on our premises.

The BGCDT may provide you with desks, lockers, other storage and other property for your
convenience, but these remain the sole property of the BGCDT. Because they remain the
property of the BGCDT, we retain the right to have a representative or authorized agent inspect
them at any time, either with or without advance notice. The BGCDT also reserves the right to
inspect any property inside such desks, locker or other storage.

The BGCDT also may require inspection of employees and other persons who enter or exit the
BGCDT premises as well as the inspection of any packages or other belongings used to carry
items (e.g., handbags, backpacks, etc.).

Computers, including internet and email systems, as well as cellular telephones (issued by the
BGCDT) and the information transmitted by, received from or stored in these systems, are the
property of the BGCDT and are for its business use only. Unauthorized access, disclosure,
duplication, modification, diversion, destruction, loss, misuse or theft is prohibited. This policy
applies to all users who use these systems/devices. Users should have no expectation of
privacy in connection with the use of these systems or with the transmission, receipt or storage
of information in these systems/devices. The BGCDT reserves the right to inspect these
systems/devices at any time, with or without prior notice. Users must disclose any passwords
upon request.

1.15 Code of Ethics

By signing a copy of the Employee Handbook Receipt acknowledgment form, I as a staff
member at Club affirm that:

● I will not discriminate against or refuse professional services to anyone based on race,
color, creed, age, sex, religion or nationality.

● I will not use my professional relationship to further my own financial interests.



● I will demonstrate a genuine interest in all persons served, and do hereby
dedicate myself to their best interests and to helping them help themselves.I will
respect the privacy of persons served and hold in confidence all information
obtained in the course of professional service.

● I will maintain confidentiality when storing or disposing of client records.
● I will maintain a professional attitude that upholds confidentiality toward

individuals served, colleagues, applicants and the Boys & Girls Club.
● I, upon termination, will maintain client and co-worker confidentiality, and I will hold as

confidential any information I obtained concerning the Boys & Girls Club.
● I will respect the rights of my colleagues to have a different view, and treat them with

fairness, courtesy and good faith.
● I will not exploit the trust of the public or my co-workers. I will make every effort to avoid

relationships that could impair my professional judgment.
● I will not engage in or condone any form of harassment or discrimination.
● I will not permit fellow staff members to present themselves as competent or perform

services beyond their training and/or level of experience.
● I will respect the confidences of my co-workers.
● When I replace a colleague or am replaced, I will act with consideration for the interest,

character and reputation of the other professional.
● I will extend respect and cooperation to colleagues of all professions.
● If I have the responsibility for employing and evaluating staff member’s performance, I

will do so in a responsible, fair, considerate and equitable manner.
● If I know that a colleague has violated ethical standards, I will report the activity to my

supervisor and the DOO. If unethical behavior is observed by the CEO, I will then go to
the Board President.

● I will accurately represent my education, training, experience and competencies as they
relate to my profession.

● I will abide by Boys & Girls Club policies related to public statements.
● I have total commitment to provide the highest quality of service to those who seek

my professional assistance.
● I will act in accordance with standards of professional integrity
● I will seek assistance for any problem that impairs my performance.

I understand that violation of this code will be grounds for discipline up to and including
termination.

Section 2 – Child Abuse/Neglect Policy

2.1 Abuse Definition

BGCDT strongly advocates the prevention of child abuse and neglect and strives to ensure a
safe Club environment and programs.

Definition of Abuse: Any behavior, attitude, or action that hinders, suppresses, or in any way is
injurious to a child's intellectual, emotional, or physical development.

BGCDT Reporting Procedures: All situations in which abuse is suspected will be referred to the
DOO. BGCDT DOO will coordinate all activity relating to the abuse and maintain documentation
regarding the incident and follow-up action and relay all the information to the CEO.

All program staff should assume responsibility for identifying maltreatment of children. Staff or
volunteers who note possible maltreatment are instructed to advise the DOO. The Director of
Operations has ultimate responsibility for taking appropriate action. The Director of Operations



will have the responsibility of filing an abuse/neglect report with the Illinois Department of
Children and Family Services (DCFS).



By definition, child abuse is an injury or pattern of injuries to a child that is not accidental. Child
abuse includes non-accidental physical injury, physical neglect, sexual abuse and emotional
abuse. Sexual abuse, a form of child abuse, is the exploitation of a child for the sexual
gratification of an adult or older youth.

Taking a child out of a BGCDT facility, except in connection with an official function or program,
is prohibited and is a serious violation of BGCDT policy. Any staff person taking a child out of
BGCDT facility without authorization and/or consent of a parent or guardian will be immediately
disciplined up to and including termination.

As an organization entrusted with the care and well-being of youth, the BGCDT condemns child
abuse/sexual abuse. BGCDT will report all allegations and suspicions of child abuse to the
appropriate authorities and will cooperate fully in the prosecution of any staff or volunteer
abusing children. All employees are required by law to report all cases of abuse and neglect.

Because of the serious nature and implications, all allegations of child abuse/sexual abuse by
BGCDT staff or volunteers are to be dealt with immediately in the following manner:

1. All allegations, no matter how trivial they seem, are to be viewed as real incidents and
immediately reported to the Director of Operations and CEO. Once reported, the incident must
be documented immediately in writing. It is the responsibility of the Director of Operations to
compile a report with written statements from the child(ren)/adult(s) making the allegation
and/or a statement from the youth affected as well as the alleged perpetrator. Every precaution
must be taken not to further traumatize the affected youth. Written statements outlining the
allegation(s) must be forwarded to the CEO, or as soon as possible after the incident. In
addition, BGCDT’s DOO will inform BGCA, Director of Organization Development of all
allegations, and submit the appropriate report to DCFS,

2. If an allegation is made against a staff member or volunteer, that person is to be
immediately suspended from all duties, asked to prepare a written statement regarding the
incident, and placed on suspension without pay pending an investigation. If found innocent
employee would be made whole for time lost. For the person's own protection, as well as those
affected, this individual is to be denied any contact whatsoever with the youth affected or any
other youth in our care. They are not allowed in the facility or on facility grounds until the DOO
contacts them.. In keeping with the law, we are obligated to report all allegations of abuse to the
appropriate authorities and to the parent(s)/guardian(s), which will be the responsibility of the
DOO.

3. Within 24 hours of the incident, or as soon as possible after a written account of the
incident has been submitted, a meeting between the alleged perpetrator, DOO and CEO must
be convened. A determination must be made by the DOO and CEO, as to the status of the
employee/volunteer at the conclusion of the meeting.

4. After a meeting with the alleged perpetrator has taken place, the DOO will
schedule a meeting with the parent(s)/guardian(s) of the child(ren) affected.

5. A full report on the incident is to be placed in the individual's personnel file. A copy will
also be forwarded to the appropriate authorities by the DOO, including forwarding a report to
the DCFS and copy the COO and CEO.

6. Reports determined to be unfounded are to be expunged from all Club records
holding activities.



If the abuse/neglect allegation is made to police or other agencies legally empowered:
1. The CEO will determine if an independent Club investigation should be conducted. If so,



paragraphs 1 through 6 above will be complied with under the direction of the CEO. Full
cooperation will be given to the investigation being conducted by police or other
authorities.

2. If an independent Club investigation is not to be conducted, the following actions will
take place:

● The accused person will be immediately suspended from all duties and placed on
suspension without pay, on a discretionary basis for up to 90 days. If found innocent
employee would be made whole for time lost. For his/her protection, as well as those
affected, this individual will be denied any contact whatsoever with the youth affected or
any youth in our care. He/she should also be cautioned not to return to the facility until
contacted by his/her supervisor.

● If a criminal complaint is filed, the employee's status will change to suspension without
pay or benefits.

● If the criminal complaint is dismissed, or the case is tried and the employee is found
"not guilty", the CEO and DOO will evaluate the situation and determine the status of
the employee. The Boys & Girls Club of BGCDT reserves the right to terminate any
employee at will.

2.2 Statement of Child Abuse/Neglect

What our role of Club professionals is:

● A staff member must report any suspected case of abuse. Only the suspicion of abuse
is needed to make a report.

● The staff member reporting the incident will immediately make a report to their
supervisor in writing. The supervisor will forward the report to the DOO and CEO
immediately.

● The Director of Operations will report any suspected case of abuse immediately to
the DCFS and/or the Police Department. This is our legal responsibility.

● All cases of suspected abuse are confidential and should not be discussed openly.
● It is not the role of a BGCDT staff member to counsel a Club member, only to refer the

case to the DCFS.
● Our responsibility as BGCDT professionals is to accept the child's statement as true until

evidence proves contrary. We should act only as advocates for the child and report the
information.

2.3 Child Safety and Abuse Prevention Guidelines

Please refer the BGCDT’s Youth Protection Guide for full details of staff’s roles and
responsibilities for child safety. The following procedures are used at BGCDT to prevent abuse:

1. Each area of BGCDT is supervised by a staff member or qualified volunteer. A staff
member or volunteer must be present in any area that is used by children. When an area of
BGCDT is not in use, children are prohibited from that area and doors to that area are locked if
possible. Doors to Clubrooms, which are in use, will remain unlocked at all times.

2. Staff and volunteers are not allowed to be alone with one Club child at any time in an
area not readily observable by others. This includes being alone with a child after BGCDT is
closed, giving rides to youth in other than emergency situations, using relationships formed at
BGCDT to continue outside BGCDT, working with a child alone in a vehicle outside, or allowing
youth to follow into areas where you are not readily observable. When meeting with an



individual child in an office, the office door must be open or have windows that make being seen
in the office easy.



3. When a staff member must be in the bathroom with a member, (for example, in the case
of a bloody nose), the staff member must keep the bathroom door open so that they are readily
observable, or have another staff member or volunteer assist.

4. Inappropriate touching or contact with youth by staff or volunteers is prohibited. At no
time will any staff member or volunteer be allowed to use any form of corporal punishment
with a Club member.

5. All staff are trained in child abuse prevention.

6. All staff and program volunteers must have criminal and abuse background checks.

7. All volunteers are closely monitored by Club staff.

8. All allegations of child abuse will be dealt with according to the above policy and procedures.

Section 3 – Non-Discrimination

3.1 Equal Employment Opportunity/Affirmative Action

BGCDT complies with the equal opportunity policy and standards of the Department of
Workforce Development, Department of Child and Family Services, Department of Public Health
and all applicable state and federal statutes and regulations relating to nondiscrimination in
employment and service delivery. It is the policy of BGCDT to provide for and promote equal
employment opportunity in employment compensation and other terms and conditions of
employment without discrimination based on age, race, creed, color, national origin, gender,
sexual orientation, gender identify, disability, marital status, Vietnam Era Veteran status, genetic
predisposition, or carrier status. BGCDT is committed to assuring equal employment opportunity
and equal access to services, programs and activities for individuals with disabilities. It is the
policy of BGCDT to provide reasonable accommodation to a qualified individual with a disability
to enable such individual to perform the essential functions of the position for which he/she is
applying or in which he/she is employed. Further, it is the policy of BGCDT to provide
reasonable accommodation for religious observers. The policy applies to all employment
practices and actions. It includes, but is not limited to, recruitment, job application process,
examination and testing, hiring, training, disciplinary actions, rate of pay or other compensation,
advancement, classification, transfer, reassignment and promotions. BGCDT’s designated
person for issues concerning Affirmative Action/Equal Employment Opportunity is the Business
Director.

AMERICANS WITH DISABILITIES ACT
BGCDT welcomes applications from people with disabilities and does not discriminate against
them in any way. BGCDT complies with the Americans with Disabilities Act (ADA) of 1990. For
example, by

● Considering all applicants with disabilities for employment using the same criteria as are
used for the employment of persons without disabilities.

● Considering staff members with disabilities for promotions using the same criteria
that are used for the promotion of staff members without disabilities.

● Taking steps to make its facilities barrier-free and accessible according to appropriate
federal and state statutes.

● Making scheduling and other adjustments to reasonably accommodate staff



members with disabilities.



● Educating staff members to the fact that individuals with disabilities are employed by the
Boys & Girls Club of BGCDT and should not be discriminated against.

● Posting notices explaining the provisions of ADA and staff member’s rights under the
law.

Immigration Reform and Control Act of 1986

BGCDT complies with the Immigration Reform and Control Act of 1986 by not discriminating
against any applicant or employee on the basis of citizenship status as defined in the Act and
regulations issued under it.

BGCDT also complies with the Act’s prohibition against employing any person who fails to
present appropriate documentation establishing identity and eligibility for U.S. employment
within the designated time limits following the acceptance of an offer of employment. Each new
employee is obligated to obtain and present required documentation within the time frames

3.2 Harassment

For purposes of this policy, harassment is any verbal or physical conduct designed to threaten,
intimidate or coerce an employee, co-worker or any person working for or on behalf of The Boys
& Girls Club of BGCDT. Verbal taunting (including racial and ethnic slurs) that, in the employee’s
opinion, impairs his or her ability to perform his or her job is included in the definition of
harassment.

It is the policy of BGCDT to provide, at all times, an environment free of harassing conduct,
better enabling us to focus on and fulfill the mission of BGCDT. BGCDT will not tolerate any
form of harassing conduct that is based upon an individual's race, color, religion, sex, age,
national origin, disability, marital status, veteran status, sexual orientation, political beliefs,
personal beliefs, or other protected status. For these purposes, the term "harassing conduct"
includes, but is not limited to, slurs, jokes, or other verbal, graphic, or physical conduct which:

1. Has the purpose of effect of creating an intimidating, hostile or offensive environment.

2. Has purpose or effect of unreasonably interfering with an individual's work performance.

3. Unreasonably affects an individual’s employment opportunities, or creating an
intimidating, hostile, or offensive work environment.

Examples of harassment include, but are not limited to:

▪ Degrading any group or class of people.

▪ Assignment of less desirable work or working conditions to members of such protected
groups based solely on their group membership.

▪ Treatment of protected individuals in a demeaning fashion.

Sexual Harassment

Sexual Harassment in the workplace is a violation of federal and state law and it is against the
policies of the BGCDT for any male or female to sexually harass another by engaging in
unwelcome physical or verbal sexual conduct where:



▪ Submission to the conduct is either an explicit or implicit term or condition of
employment.

▪ Submission to or rejection of the conduct is used as a basis for employment decisions
affecting the person doing the submitting or rejecting.

▪ The conduct has the purpose or effect of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile, or offensive work environment.

Examples of behavior, which could be construed as sexual harassment include, but are not
limited to:

● Explicit or implicit threats to withhold pay increases, benefits or working
conditions unless sexual favors or sexual activity is granted.

● Promises to improve pay, benefits or working conditions in exchange for sexual favors or
sexual activity.

● Demanding sexual favors or sexual activity of another employee.
● Subtle pressure for sexual favors or sexual activity of another employee.
● Deliberate, repeated or unsolicited verbal comments, gestures or physical actions of

a sexual nature toward another employee, (i.e., lewd or lascivious remarks and
unnecessary touching, patting or pinching).

● Comments, jokes, or slurs that are demeaning or demoralizing, and directed to
one gender over the other.

If you believe you or another employee is being subjected to harassing conduct, you are
encouraged to immediately identify the offensive behavior to the harasser and request that it
stop. If you are uncomfortable in addressing the matter directly with the harasser, or if you do
so and the behavior does not stop, you should immediately contact the Director of Operations,
or CEO. A prompt investigation will be conducted of each and every complaint and appropriate
action will be taken. Complaints will be handled confidentially, to the extent possible.
Employees that participate in the investigation process are to keep all information confidential.
The CEO has the responsibility for investigating and resolving complaints of harassment. If the
complaint is against the CEO, however, you should immediately contact the BGCDT Board
President.

Consequences of Engaging in Harassing Conduct

This policy applies to all employees of BGCDT. Any employee, including any supervisor or
agent, who is found to have engaged in harassing conduct will be subject to appropriate
discipline, up to and including discharge.

Also, false accusations – Anyone found to be falsely accusing another individual will be subject
to discipline, up to and including termination.

No Retaliation or Reprisals

You have a duty to report any harassing conduct you either experience or observe. Under no
circumstances will a person's employment be jeopardized because of a bona fide report of what
he or she perceives to be an incident of harassing conduct or behavior.

Retaliation or attempted retaliation is a violation of this policy, and any person who does so will
be subject to discipline, up to and including termination.



ANTI-HARASSMENT/NON-DISCRIMINATION COMPLIANCE

BGCDT strives to create and maintain a work environment in which people are treated with
dignity, decency and respect. The environment of the organization should be characterized by
mutual trust and the absence of intimidation, oppression and exploitation. Employees should be
able to work and learn in a safe, yet stimulating atmosphere. The accomplishment of this goal is
essential to the mission of the organization. For that reason, BGCDT will not tolerate unlawful
discrimination or harassment of any kind. Through enforcement of this policy and by education
of employees, the organization will seek to prevent, correct and discipline behavior that violates
this policy.

All employees, regardless of their positions, are covered by and are expected to comply with
this policy and to take appropriate measures to ensure that prohibited conduct does not occur.
Appropriate disciplinary action will be taken against any employee who violates this policy.
Based on the seriousness of the offense, disciplinary action may include verbal or written
reprimand, suspension or termination of employment.

Prohibited Conduct Under This Policy
BGCDT, in compliance with all applicable federal, state and local anti-discrimination and
harassment laws and regulations, enforces this policy in accordance with the definitions and
guidelines outlined below

DISCRIMINATION
It is a violation of BGCDT’s policy to discriminate in the provision of employment opportunities,
benefits or privileges; to create discriminatory work conditions; or to use discriminatory
evaluative standards in employment if the basis of that discriminatory treatment is, in whole or in
part, the person’s race, color, national origin, age, religion, disability status, gender, sexual
orientation, gender identity, genetic information or marital status.

Discrimination of this kind may also be strictly prohibited by a variety of federal, state and local
laws, including Title VII of the Civil Rights Act 1964, the Age Discrimination Act of 1975, and the
Americans with Disabilities Act of 1990. This policy is intended to comply with the prohibitions
stated in these anti-discrimination laws.

Discrimination in violation of this policy will be subject to disciplinary measures up to and
including termination.

3.3 Workplace Violence

Prohibited Conduct

BGCDT does not tolerate any type of workplace violence committed by or against our
employees, contractors, members or vendors. Employees are strictly prohibited from making
threats or engaging in violent activities. This list of behaviors, while not inclusive, provides
examples of conduct that are prohibited in the workplace:

• Threatening an employee or any other person, either physically or verbally;
• Causing physical injury to another person;
• Engaging in aggressive, threatening or hostile behavior that reasonably creates a fear
of harm to another person;
• Intentionally damaging Club property or property of another person;
• Possessing a weapon while on Club property or while on Club business, except
as specifically permitted by applicable law.



For the safety of both staff members, an employee under the age of 18 should never be one-on-
one with an adult staff member. This policy includes transportation in any vehicle.

Reporting Procedures

All employees are responsible for assisting in maintaining a safe and secure work environment.
Employees must immediately report any potentially dangerous situations to Supervisor and
Business Director; all reported situations will be investigated as soon as possible. Reports or
incidents warranting confidentiality will be handled appropriately and information will be
disclosed to others only on a need-to-know basis. If it is determined that a violation of this policy
has occurred, BGCDT will take appropriate action to help ensure the safety of all employees,
contractors and vendors. This includes, but is not limited to, seeking the assistance of law
enforcement officials.

While we do not expect every employee to be skilled at identifying potentially dangerous
persons, employees are expected to exercise good judgment and to inform the DOO if any
individual exhibits behavior that could be a sign of a potentially dangerous situation. Such
behaviors include: displaying overt signs of extreme stress, resentment, hostility or anger,
making threatening remarks or displaying threatening behavior, or displaying irrational or
inappropriate behavior.

3.4 Whistleblower Policy

It is important that all Board, staff and volunteers have easy reporting methods if they feel
someone is not acting in the best interests of BGCDT or is violating policy. The reporter should
not feel there will be any repercussions to them for voicing their concern.

An Ethics Officer is established to aid with these situations. Questions on reporting should be
directed to the Ethics Officer if there is concern about appropriateness of the issue. The Ethics
Officer will be a designated member of the Board of Directors, as determined by the Board
President. The current board officer information can be obtained through the CEO’s office or on
our website.

Board, staff, and volunteers are expected to report unethical behavior. Examples of unethical
behavior, whether committed by a Board Member, staff member, volunteer, or alumni member
include, but are not limited to:

● Inappropriate relationship with an adult or child.
● Inappropriate use of BGCDT funds or any funds raised outside BGCDT to

benefit BGCDT.
● Inappropriate use of technology.
● Inappropriate behavior outside BGCDT that can adversely affect the reputation of the

organization.
● Inappropriate use of Club files or other Boys & Girls Club information.

o Volunteers should report any concerns to the supervisor of the department they
are assigned. If their concerns are with the supervisor of the department they are
assigned, volunteers should report their concerns to the Director of Operations. If
their concerns are with the Director of Club Operations, the volunteer should report
their concerns to the CEO.

o Staff Members should report any concerns to their direct supervisor in the case of
another staff member or another supervisor being the violator in question. If their



concerns are with the direct supervisor, the staff member should report their
concerns to the DOO. If the concerns are with the DOO, they should be expressed
to the CEO.

o Board Members should report any concerns to the CEO.
o If any concerns are with the CEO, the Board President or Ethics Officer should be

contacted.
o If any concerns are with a Board Member, the CEO, Board President or

Ethics Officer should be contacted.

A Code of Ethics is reviewed each year by each staff member and Board members.
Appropriate disciplinary action for violations will be determined by the Ethics Officer, COO and
CEO, up to and including termination of employment.

If you believe you have been retaliated against, you should notify the CEO, or Ethics Officer,
who will investigate your allegations and take appropriate steps to prevent or correct any
retaliation that is found to have occurred. You have the right to file a complaint with the Equal
Rights Division of the Illinois Department of Workforce Development (“ERD”). The ERD will
similarly make an investigation and determine whether unlawful retaliation occurred.
Employees who report information they know or should know is false or misleading are not
protected under the law. Employees who deliberately report information they know or should
know is false or misleading may be subject to discipline, including termination.

Section 4- Employment Conditions and Provisions

4.1 Job Postings

Career advancement is rewarding for both the employee and the organization. Whenever
appropriate, qualified employees are encouraged to apply for promotions to new or vacant
positions.

Job openings are e-mailed to current employees. Employees who have completed their
introductory period, who are interested in a particular opening, should submit the appropriate,
timely application materials according to the posted process.

4.2 Applications

We rely upon the accuracy of information contained in the employment application and
the accuracy of other data presented throughout the hiring process and employment.
Any misrepresentations, falsifications, or material omissions in any of this information or
data may results in exclusion of the individual from further consideration for employment
or, if the person has been hired, termination of employment.

4.3 Offer of Employment

When it is decided which candidate will fill an open position, the Director of Leadership
Development will send the candidate an offer of employment either by email or U.S.
Mail, which states the specific position, starting date, beginning pay or salary, and
applicable benefits information. The prospective staff member is asked to reply to the
offer, either accepting or declining the position. All employment conditions listed in the
offer of employment must be followed unless re-signed by all parties. The offer does not



alter the employment at will policy, described above.

Staff members whose job require professional license, certification, or degree must
present documentation prior to start date. Copies of the license, certification, or degree,
plus copies of renewals or changes, must be provided by the staff member for inclusion
in his or her personnel file. Staff members must notify their supervisors immediately of
any changes in the status of their license, certification, or degree.

4.4 Rehire

Rehires will be subject to the required criminal background checks for new employees if
for a period of 6 months or more the employee has been 1) inactive on payroll or
2)separated from BGCDT. All rehires will be required to undergo a drug screen, if
employee has been inactive for 3 months or more.

Rehires will be asked to update all payroll information and sign appropriate handbooks
and policies.

4.5 Employee as Volunteer

Staff members who wish to be involved with Club activities during non-workhours must
be registered volunteers. Non-exempt staff members may not volunteer for activities
that are normally part of their job because of possible violations of Fair Labor
Standards regulations.

4.6 Categories of Employment

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

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

4.7 Overtime

Occasionally, employees may be asked or required to work overtime. Overtime pay depends
upon an employee’s status as non-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 workweek, 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
Supervisor.

Nonexempt staff members, who work overtime with the supervisor's approval, will be paid
overtime in accordance with Illinois and Federal wage and hour laws. Only hours worked are
considered for overtime calculations.



4.8 Timekeeping

Bimonthly time records must be maintained by all employees. Hourly employees must enter in
all hours worked on the same day. Employees should review and approve timesheet at the end
of a pay period.

Employees are not permitted to record another employee’s time or scan another employee into
system.

Employees must accurately record all time worked, both during work hours and before or after
work hours, e.g., speaking to members, communicating with other co-workers on work-related
matters, checking e-mails or using electronic devises to work remotely.

Employees should consult their supervisor and policy statements for additional information on
timesheet completion.

Meal breaks

Non-Exempt staff members who work six hours in any given day are entitled to take a
30-minute, duty free non-paid break per BGCDT practice. It is up to each staff to check with his
or her direct supervisor and schedule the break in advance.

4.9 Personnel Records

It is very important for employees to keep their personnel records up to date. BGCDT directs
employees to notify the Director of Leadership Development immediately if there is a change in
status including, but not limited to, the following:

● Name and social security number
● Home address
● Contact number
● Number of dependents
● Beneficiary
● Emergency contact
● Emergency telephone number
● Driver's license status
● Additional education
● Automobile Insurance Policy

An executed job description is kept in the employee’s personnel file and a copy is given to the
employee upon hire.

All personnel records are the property of BGCDT.

Employees have the right to inspect and request copies of their personnel records upon
sufficient notice to the Director of Leadership Development under supervision of the DLP.

4.10 Nepotism

It is our policy to avoid bringing family relationships into the workplace whenever possible.



However, more than one family member may work for BGCDT as long as one family member is
not supervised by the other.

4.11 Compensation

Each position at BGCDT has particular tasks and responsibilities associated with it, which are
documented in a job description. The job description is not intended to provide every detail of
your job; instead, it is intended to describe your job broadly and to allow flexibility and growth
within the position. Each job is evaluated by comparing it with other jobs in the organization and
with similar jobs at other organizations. Based on this evaluation and market data, each job is
assigned to a range that extends from a minimum to a maximum rate of compensation. These
pay ranges are reviewed regularly to ensure they are competitive with other employers in similar
industries.



Your performance is monitored and managed through a process of goal setting and
communication with your manager. The results of this performance management process can
help move you upward within your range. Although not guaranteed, an annual compensation
adjustment is the goal based on performance and budget.

4.12 Solicitations

BGCDT does not permit solicitations of any kind, including collection of funds, pledges,
circulation of petitions, distribution of non-company literature and other similar types of activity
during working time and in work areas by either employees or outsiders without DOO approval.

4.13 Non-Fraternization Policy

In order to promote efficiency, and to avoid misunderstandings, perceptions of favoritism,
morale problems, and possible complaints of harassment, all employees at the supervisory
level and higher are strongly discouraged from dating or pursuing romantic or sexual
relationships with any employee of BGCDT. All employees are strictly prohibited from dating or
pursuing romantic or sexual relationships with any member of BGCDT.

Employees who do not have a supervisor/subordinate working relationship may pursue a
romantic relationship if the relationship is disclosed to BGCDT and the employees maintain a
professional relationship while at work.

Any employee who violates this policy will be subject to disciplinary action, up to and including
termination of employment.

4.14 Pay Cycle and Payroll Deductions

The workweek begins on Sunday and ends on Saturday. Every other Fridays are paydays. Any
changes due to holidays or other events, which may interfere with this schedule, will be
announced in advance.

BGCDT is required by law to make mandatory deductions from earnings. Amounts withheld may
vary according to how much is earned, marital status, government employment regulations, and
other factors. Mandatory withholdings include federal income tax and social security, and any
other taxes or deduction required to be withheld by state and/or federal law. Employees should
refer any questions regarding deductions from their pay to the DOO or CEO.

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

Employees will create an account with Payroll Vault to view an electronic copy of a payroll
statement detailing their gross and net pay by payday. Employees must verify that their
paychecks are correct every payday. If an error does occur, employees must inform the Director
of Leadership Development immediately so that the payroll department can obtain the correct
information and determine whether an adjustment is in order. Periodically, employees should
also verify that the personal information on their paychecks is correct. Any changes must be
immediately communicated to the DLD so that the proper information can be forwarded to
payroll.



Every effort is made to avoid errors in paychecks. If an employee believes an error has been
made, he or she should notify their supervisor immediately. The supervisor will notify the DLD
who will take prompt action to research and properly resolve any errors found.

Lost Paychecks

The employee is responsible for his/her paycheck after it has been issued. Lost or missing
checks should be reported immediately to the Human Resources Representative so that a stop
payment order can be placed with the bank and a new check issued. A new check will only be
issued after confirmation from the bank that the check has not been cashed and the funds have
been returned to the BGCDT account. Should BGCDT incur a stop payment charge, that cost
will be paid by the employee.

W-2 Statements

W-2 statements will be delivered prior to the last day in January following the end of the
calendar year. If the employee no longer works for BGCDT, the statement will be mailed to
his/her last known address. It is the responsibility of the employee/former employee to notify
BGCDT of any address changes.

4.15 Standard Practices for Hiring Staff and Selecting Volunteers of High Character

4.16 Orientation

New staff members and volunteers will undergo an orientation to acquaint them with the Boys &
Girls Club of BGCDT regulations, procedures, and benefits, to orient new employees to the
Boys & Girls Clubs of America Movement. and provide an opportunity to meet and hear from
other departments. The responsibility for the initial orientation process is shared among the
supervisor, the new employee, and the DLD. All new employees are required prior to their first
workday to complete necessary employee paperwork, obtain information needed immediately
such as payroll, dress code, time keeping, benefits etc.

BGCDT requires that all employees go through a Mandatory Orientation within 7 days of hire or
transfer. Orientation is designed to assist our employees to get off to the right start and is
required by our regulatory authority. This policy is in effect for all new employees, transfer and
rehires. Documentation indicating that the mandatory orientation has been completed must be
maintained. Upon completion of the mandatory orientation.

Managers or designee are required to review and document on the following:
● Club policies
● Club emergency plans and procedures including fire and tornado evacuation plans and

the operation of fire extinguishers
● First aid locations and procedures
● Job responsibilities in relation to the job description
● Schedule of activities
● Child abuse and neglect laws, how to identify children who have been abused or

neglected and center reporting procedures
● Child management techniques



● Procedure for sharing information related to a child's special health care needs including
any physical, emotional, social or cognitive disabilities with any staff who may be
assigned to children throughout the day

● Information on any special needs a child enrolled in the center may have and the plan
for how those needs will be met

● Failure to comply with this requirement may result in disciplinary action up to and
including termination.

Mandatory Employee Training

The following trainings and certifications are required for employees and are the responsibility of
the indicated departments:

A. Organizational Development:
● Up-to-date certification in CPR/First Aid and AED training
● Up-to-date certification in Mandated Reporting

B. Operations:
● All required training to comply with licensing standards requirements in accordance with

the Illinois Department of Children and Family Services Day Care Licensing.
● All Health, Safety and Child Development training as required by the Illinois Department

of Human Services Child Care Assistance Program, in order to maintain status as a
qualified CCAP provider.

● Annual training on safety issues, and procedures.

C. Human Resources:
● Initial Human Resources Orientation to the Clubs

Staff receive regular programmatic training using materials generated by the Boys & Girls Clubs
of America in five core areas. Other areas for professional development include any areas of
expertise needed for an effective after-school program.

Employees are provided with ample time to attend training opportunities and to prepare for their
programs. Work release time is provided for trainings taking place during regular work hours.
Non- exempt (i.e., hourly) employees are compensated for attendance at training held outside of
normally scheduled work hours.

Opportunities for Professional Development

BGCDT is committed to and supports professional development at all levels. All employees are
encouraged to take advantage of the opportunities that exist for their professional development.

Employees are encouraged to attend training and development opportunities sponsored by
BGCDT and by local organizations. Employees are also encouraged to actively participate and
accept appointments in professional organizations and in community affairs. Supervisory
decisions to authorize such participation are based on the employee's length of service and
contribution to BGCDT.

Documentation of Trainings and Certifications

Employees who attend trainings provided outside of The Club are required to submit proof of



successful completion to the Human Resources Representative for inclusion in their files. The
Human Resources Department coordinates documentation of internal training and provides
proof of completion for individual employees.



Supervisor Responsibilities
● Provide new employees with an orientation specific to their workplace and on-the-job

training needed for new employees to assume their responsibilities.
● Responsible for training and ongoing evaluation of the employee's progress. When

appropriate, weaknesses in performance, conduct, or attitude are to be brought to the
employee's attention for correction.

● Supervisors are to complete an evaluation form on all employees at the end of ninety
(90) days of employment. The evaluation form is to be sent to the DLD, and will be
included in the employee's Personnel File.

New Employee Responsibilities
● Participate in orientation process.
● Seek information to enhance his or her orientation process.
● Complete and return appropriate personnel forms.
● Complete online BGCA child abuse trainings.

Director of Leadership Development Responsibilities
● Provide new hire personnel link to Payroll Vault and answer any questions.
● Provide information and resources about the Boys & Girls Clubs of America Movement

and the Boys & Girls Club of BGCDT and its policies and procedures.
● Provide initial training and orientation for employee for their role, including

Mandated Reporter Training, First Aid/CPR, and Youth Protection policies as
needed and/or required.

● Coordinate and facilitate employee’s required applications and enrollments for BGCDT’s
benefits programs, including heath, dental and vision insurance, life insurance, disability
insurance, retirement and worker compensation insurance.

4.17 Attendance/Punctuality/Unpaid Time off Requests

BGCDT expects that every employee will be regular and punctual in attendance. This means
being in the building, ready to work, at his or her starting time each day. Absenteeism and
tardiness places a burden on other employees and on the organization.

If an employee cannot report to work because of illness or emergency, the staff member must
contact their direct supervisor as early as possible (minimum of two hours) before they are
scheduled to work. The employee is responsible for calling each and every day that he or she is
scheduled to work to inform his or her supervisor if he or she will not be able to work. When
calling in with an unexpected absence or late arrival, an employee must ask for his or her
supervisor directly. For late arrivals, the employee must indicate when he or she expects to
arrive for work. Notifying the receptionist or a fellow-employee is not sufficient.

The employee must call in personally; however, if he or she is unable to call in him or herself
because of an emergency, he or she must have someone call on his or her behalf. If the
supervisor is not available, the employee must speak with another supervisor. The employee’s
direct supervisor must approve all absences, other than sickness or emergency, in advance.

Excessive Absenteeism or Lateness
In general, three absences in a 90-day period, or a consistent pattern of absence, will be
considered excessive. Tardiness or leaving early is as detrimental to BGCDT as an absence;
therefore, three instances of tardiness in a 90 day period will also be considered a consistent
pattern. Be aware that excessive absenteeism, lateness, or leaving early may lead to
disciplinary action, including possible termination. If an employee is, absent because of illness
for three or more successive days, he or she may be requested to submit written documentation
from his or her doctor regarding the absence. Failure to do so may be deemed as abandonment



of job (see below).



An absence of three or more days because of illness may require written documentation from a
doctor stating that the employee is able to resume normal work duties before the employee will
be allowed to return to work. The employee will be responsible for any charges made by his or
her doctor for this documentation.

Progressive disciplinary action relative to incidents of absenteeism is administered on a
rolling 12-month calendar as follows:

● One to three incidents: No disciplinary action. Supervisory coaching.
● Fourth incident: Verbal warning with a documented coaching session
● Fifth incident: Written warning in the employee's file
● Sixth incident: Employment termination

An employee who receives a second written warning in a rolling 24 month time period will have
their employment terminated.

Section 5 – Benefits Administration

5.1 Employee Benefits
BGCDT provides certain benefits to all regular, full-time employees, including:

● Medical Insurance
● Life Insurance
● Short/Long Term Disability
● Dental
● Vision
● BGCDT Retirement Plan
● Worker’s Compensation

The following summary descriptions of this Club's employee benefits are included for illustration
purposes only and are not meant to give the specific details of the benefit plans. In each case,
specific provisions are set forth in the official policy or plan description. If a copy of the plan is
requested, contact the DLD.

If there is any conflict between the descriptions contained in this, or any other publication of
BGCDT and the official policy or plan description, the language of the official policy or plan
description controls. Employees are directed to read their policy and plan documents for
detailed information.

Medical Insurance

BGCDT offers a medical plan for all regular full-time, eligible employees. BGCDT currently pays
70% of all premiums relating to the employee. Dependent medical insurance is also available
and coverage information will be provided to each employee at the time of enrollment. Any
increases in premiums for dependent coverage will be passed on to the employee as a cost to
the employee as a payroll deduction.

Life Insurance



Employees of BGCDT who meet the eligibility requirements are eligible for group life insurance.
Premiums are paid 100% by BGCDT, and staff is covered at two times the annual salary rate.

Short/Long Term Disability

Employees of BGCDT, who meet eligibility requirements, are eligible for short and long-term
disability insurance. BGCDT pays all premiums.

Dental/Vision Insurance

Employees of BGCDT, who meet eligibility requirements, are eligible for Dental and Vision
insurance. The coverage is for the employee only, and BGCDT pays 70% of the premium. Staff
may purchase dependent coverage as a payroll deduction.

Boys & Girls Club of BGCDT Savings and Retirement Plan

BGCDT provides a plan that allows eligible staff to enroll in this plan. The plan eligibility
requirements are that an employee must be 21 years of age, have worked for one year for
BGCDT, and have worked a minimum of 1000 hours in that time period and every year
thereafter. BGCDT will look at hours worked with Boys & Girls Clubs of America and its affiliates
and that this is calculated the same for all eligible employees.

The plan allows staff to have pre-tax deductions from payroll, to whatever percentage or amount
they choose subject to the legal maximum. The plan year is January 1 to December 31.
Eligible employees will be auto-enrolled in the 401K plan at 3% contribution when eligible.. The
vesting schedule for the plan is called a three-year cliff.three year schedule. This means that
You are 100% vested after three years of employment.

Years of Service

The vesting schedule only applies to money that BGCDT contributes Those contributions by
BGCDT are only available to the employee upon reaching 100% vesting. The money that you
defer from your own paycheck is always 100% vested.

For a more detailed description of the vesting requirements, please refer to your Summary Plan
Description.

Workers Compensation

Staff members are protected under the state Workers Compensation law against loss of income
due to injury or death that occurs during work activities. Staff members must report all
job-related accidents, injuries and illness immediately after experiencing symptoms. Failure of a
staff member to document job-related injuries may result in disciplinary action.

An Incident Report will be completed within 24 hours by the supervisor to ensure documentation
and expedite compensation.

5.2 Paid Time Off

Holidays

BGCDT observes the following holidays:



● New Year’s Eve Day
● New Year’s Day
● Martin Luther King Day
● Memorial Day
● Independence Day
● Labor Day
● Thanksgiving Day and Wednesday Before Thanksgiving Day
● Christmas Eve
● Christmas Day
● *Floating holiday

If one of the above holidays falls on Saturday, it will be observed on the preceding Friday; if one
falls on Sunday, it will be observed on the following Monday or at the discretion of CEO.
Regular, non-exempt and exempt full-time employees are eligible for paid holidays immediately
upon hire. Holidays will be unpaid for all other employees.

*Floating Holiday will be determined by CEO at the beginning of the calendar year.

Paid Time Off (PTO)

A staff member can take PTO for vacation, illness, personal business, family emergencies, or
any other reason. Sometimes staff members need to take time off from the job for situations
that do not always fit traditional time-off categories, such as when a child or parent is ill or
attending school functions. When staff members face these types of situations, they often need
to make difficult choices between coming to work and taking care of others’ needs. The PTO
allotted to you under this program is your time to use as you see fit.

Full-time employees accrue PTO time per pay period. A minimum of 6 days per year and a
maximum of 20 days per year may be earned based on an employee’s position. The Director of
Leadership will provide employees an outline of the PTO accrual process specific to their
position.

PTO accumulates during the calendar year. Although team members earn PTO throughout the
year, they are eligible to use PTO effective January 1st of each calendar year. However, if a
team member’s employment terminates for any reason, PTO will be pro-rated. Any used but
unearned PTO will be deducted from the team member’s final paycheck. Any earned but
unused PTO will be paid out on the final paycheck (with the exception of rolled over PTO).

PTO should be requested as far in advance as possible, with a minimum of 24 hours advance
notice of the day you would like to take off. PTO can be taken in either four-hour (half-day)
blocks or eight hour (full-day) blocks. The CEO is responsible for scheduling vacations for staff
members in such a manner as to ensure continuous and efficient departmental operations.
Scheduling preference is given according to length of service. The CEO must approve all PTO
in writing prior to the first day of the time requested.

PTO is not included as hours worked when determining overtime pay.

Bereavement Pay

One (1) to five (5) days paid, at the discretion of the CEO, may be allowed for a death in the
immediate family of a full-time staff member. Criteria for the amount of time off allowed include a
variety of factors, including, but not limited to, the need for out-of-town travel and responsibility
for handling funeral arrangements. The term “immediate family” includes the following:



husband, wife, son, stepson, daughter, stepdaughter, mother, stepmother, father, stepfather,
brother, stepbrother, sister and stepsister.

Up to two days paid, at the discretion of the CEO, may be allowed for a death of specific other
family members. This includes the following: son-in-law, daughter-in-law, mother-in-law,
father-in-law, sister-in-law, brother-in-law, grandmother, grandfather, aunt and uncle.



In the event of a death of a significant other, close friend or relative not named in the family list,
the staff member may request immediate unpaid leave time of up to five (5) days. At the
discretion of the CEO, such leave may be allowed.

Military Leave

Employees who are required to serve in any branch of the Armed Forces of the United States or
are engaged in military reserve service will be given leave, in accordance with all applicable
federal and state laws.

Jury Duty and Subpoenaed Time

Full-time and part-time employees, who are summoned for jury duty, will be paid their normal
rate of pay, less any compensation from the courts, for a period of up to one month. Employee
will provide appropriate documentation. Should you have to serve more than one month on jury
duty, you may take unpaid time off.

You should arrange with your supervisor as soon as you receive your summons. A copy of your
summons and proof of jury service, including dates and times, should be provided to your
supervisor as soon as possible. You are expected to return to your job if you are excused from
jury duty during your regular working hours.

5.3 Unpaid Time Off

From time to time, staff members may need time off from work. Part-time YDPs are not granted
paid time off, however unpaid days off are allowed without penalty if the staff member follows
the correct procedures for approval of the requested day(s) off. The policy is as follows:

1. Each Club site has a requested days off calendar. Requests for days off are opened one
month at a time, three months in advance. For example, if you are requesting a day off in
April, the April calendar will be opened on January 1 to request time off for April. Time off
requests can occur within the window of 3 months if the day is open. For example, if a
YDP requests a day off in February and the current month is January, this is allowed and
granted as long as the site can accommodate the request based on the additional steps
below.

2. Staff may enter their name in the calendar on the day(s) they request. Entering a name in
the calendar does not guarantee the staff member will be granted the time off-only that it
is being requested.

3. Each Club site will have a determined number of staff that will be allowed time off per day
based on how many staff are at their site. No more than 25% of staff may be granted time
off on the same day. For example, if a site has 4 YDPs, only 1 YDP will be allowed off on
one day.

4. Each YDP will be allowed to take up to  5 unpaid days off per year without negative
impact on their job performance. Anything over 5 days in a year may be used as an
example of poor job performance and entered in their permanent employee file.

5. Only the YDP requesting time off can enter their name in the time off calendar (YDPs
cannot ask a friend or coworker to request a day off on their behalf).

6. A time off request form must be completed and submitted when entering your name in the
time off calendar. Time off requests will not be approved without a corresponding time off
request form.

7. Site Directors will return the time off request form to the YDP with written notification of
approval or denial of the request.



8. Site Directors will approve time off requests using the following parameters:
8.1. If the staff member who requests time off has time remaining in their bank (up to 5

days in a calendar year)
8.2. The number of staff the site can have off and still operate well (no more than 25%

of YDPs per day)
8.3. If the staff member is in good standing with BGCDT

5.4 Education Assistance

Education Assistance is available upon one year of employment to all full-time employees.

Under this policy, Education Assistance is provided to all regularly scheduled BGCDT
employees who have worked for BGCDT for six months without interruption before enrolling in a
course/courses that are included in a degree program and who are on the payroll upon
completion of the course. Employees must average at minimum 15 hours per week to qualify.
Education Assistance will not be provided to any qualified employee who has received a formal
warning within three months prior to seeking approval or has received a formal warning at any
time after approval has been granted and before the course is completed.

How to Apply

Employees interested in participating in the education reimbursement program must first
complete an Application for Educational Assistance and present it to the Director of Leadership
Development. The amount reimbursed will be as follows:

● Part-Time employees that work a minimum of 15 hours per week are eligible to receive a
maximum of $500 per calendar year.

● Full-Time employees are eligible to receive a maximum of $1500 per calendar year.

The BGCDT employee must pay for the class/course and BGCDT will reimburse the employee
for the amount of the course up to the maximum amount described above. Employees must
provide proof of registered classes, and tuition statement. BGCDT will not provide education
assistance for the same course more than once regardless of course completion/drop status.
BGCDT is allowed to verify the employee’s enrollment with their school.

5.5 Professional Development

In-service training is designed to provide staff members with the skills, training and experience
necessary for their continued development. Training will be subject to these conditions:

a. Attendance at conferences, educational meetings, workshops and institutes must
have the approval of the CEO.

b. Each full-time professional staff member may be permitted to attend conferences as
funds permit, including registration and reimbursement for lodging, meals and travel at
the discretion of the CEO. Attendance at such a conference shall be requested by the
staff member by submitting an estimated cost to the CEO who will determine the
value of the conference, amount of time lost from duties, and cost.

5.6 Leave of Absence Without Pay



Family and Medical Leave Act Policy

Family and Medical Leave (“FML”) allows an eligible employee to take job-and-benefit-protected-
leave from work to attend to specific family and/or medical needs.

Job-protected leave means that, generally, upon return from FML, BGCDT will reinstate an
employee to his/her prior position if available or, alternatively, a comparable position for which the
employee is qualified.

Benefit-protected leave means that, generally, BGCDT will maintain coverage for an employee
under the group plan while the employee is on leave. Any share of health premiums normally paid
by the employee must continue to be paid by the employee during the FML period. If an employee
fails to return from leave, BGCDT may recover the health insurance premium it paid for the
employee during the FML, unless the failure to return to work is due to the employee’s serious
health condition or other circumstances beyond the employee’s control. Upon return from FML, an
employee will receive the benefits he had prior to the start of his leave.

BGCDT will not interfere with, restrain or deny the exercise of any right provided under the Family
and Medical Leave Act (“FMLA”) or discharge or discriminate against any person for opposing any
practice made unlawful by the FMLA or for involvement in any proceeding under or relating to the
FMLA. The FMLA does not affect any federal or state law prohibiting discrimination or supersede
any state or local law or collective bargaining agreement, which provides greater family or medical
leave rights. Employees may file FMLA complaints with the Department of Labor or bring a private
lawsuit.

Eligibility

An employee who has worked for BGCDT for at least 12 months; and, worked at least 1,250 hours
during the immediately preceding 12 months; and, is employed at a worksite where BGCDT
employs 50 or more employees within a 75 mile radius; and, meets the leave purpose
requirements outlined below may be eligible for BGCDT’s FML. When FML is taken, and in
keeping with applicable law, BGCDT will first substitute for unpaid leave any accrued paid leave
(e.g., PTO), which time will be charged against the employee’s outstanding FML entitlement.

BGCDT may require appropriate medical or military certification before FML is granted. In some
instances, a second or third medical opinion may also be required.

Leave Purposes - When Leave Can Be Taken

An eligible employee may receive up to 12 workweeks of FML during any “rolling” 12-month period,
measured backward from the date of any leave, for any of the following qualifying events:

(1) For birth of a son or daughter, and to care for the newborn child;
(2) For placement with the employee of a son or daughter for adoption or foster care;
(3) To care for the employee’s spouse, son, daughter, or parent with a serious health condition;
(4) Because of a serious health condition that makes the employee unable to perform
the functions of the employee’s job; and,
(5) Because of any qualifying exigency arising out of the fact that the employee’s spouse, son,
daughter, or parent is on (or has been notified of an impending call or order to active duty) covered
active duty in the Armed Forces.

A qualifying exigency may include attending certain military events, arranging for alternative



childcare, addressing certain financial and legal arrangements, attending certain counseling
sessions and attending post-deployment reintegration briefings.

An eligible employee may receive up to 26 workweeks of FML during any single 12-month period to
care for a covered service member if the employee is the spouse, child, parent or next of kin of the
service member. The single 12-month period shall be measured forward from the date an
employee’s first FMLA leave to care for the covered service member begins. A covered service
member is:

(a) a member of the Armed Forces (including a member of the National Guard or Reserves)
who is undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient
status, or is otherwise on the temporary disability retired list for a serious injury or illness;
or

(b) a veteran who was discharged or released under conditions other than dishonorable at
any time during the five-year period prior to the first date the eligible employee takes FML
to care for the covered veteran, and who is undergoing medical treatment, recuperation, or
therapy for a serious injury or illness.

During a single 12-month period, an eligible employee shall be entitled to a combined total of 26
workweeks of leave.

For purposes of BGCDT’s FML policy and in keeping with the language of the FMLA, a serious
health condition is an illness, injury, impairment, or physical or mental condition consisting of:

(a) Inpatient care of an overnight stay in a hospital, hospice or residential medical care facility or
any subsequent treatment in connection with such inpatient care; or,

(b) Continuing treatment by a health care provider that either prevents the employee from
performing the functions of the employee’s job or prevents the qualified family member
from participating in school or other daily activities and involves incapacity and treatment,
pregnancy or prenatal care, chronic conditions, permanent or long-term conditions,
conditions requiring multiple treatments and absences attributable to incapacity that are not
otherwise covered. Subject to certain conditions, the continuing treatment requirement may
be met by a period of incapacity of more than three consecutive calendar days combined
with at least 2 visits to a health care provider or one visit and a regimen of continuing
treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition.

Intermittent FML

An eligible employee need not use his leave entitlement in one block. When medically necessary,
an employee may take intermittent FML or a reduced work schedule. The employee will be
required to provide evidence (e.g., a Certification of Health Care Provider) that intermittent leave is
medically necessary. Leave due to qualifying exigencies may also be taken on an intermittent
basis.

How To Request FML

When leave is foreseeable, an employee must attempt to schedule leave so as not to disrupt
BGCDT’s business operations and must provide notice to Business Director at least 30 days in
advance of the commencement of leave. Within five business days after notice is given, the
employee must complete and submit an FML request form and the appropriate Certification form to
Business Director.



When medical or military conditions make 30-days advance notice impossible, an employee must
provide notice as soon as practicable and must comply with the Company’s normal call-in
procedures and notify Supervisor. Within five business days after leave begins, the employee
must complete and submit an FML request form and the appropriate Certification form to Business
Director.

When completing required FML forms, an employee must provide sufficient information for BGCDT
to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of
the leave. This may include that an employee is unable to perform job functions; the family member
is unable to perform daily activities, the need for hospitalization or continuing treatment by a health
care provider, or circumstances supporting the need for military family leave. Employees must also
inform BGCDT if the requested leave is for a reason for which FML was previously taken or
certified.

If an employee fails to provide BGCDT with a complete and sufficient certification, and an
appropriate opportunity to cure any deficiencies has been provided, BGCDT may deny the
employee is taking of FML.

Certifying FML

BGCDT will inform an employee requesting leave whether he/she is eligible for FML. If the
employee is eligible, BGCDT will inform him/her of any additional required information, as well as
his/her rights and responsibilities. If the employee is not eligible, BGCDT will inform the employee
and provide a reason for the ineligibility.

BGCDT will also inform the employee if leave will be designated as FMLA-protected and the
amount of leave counted against the employee’s leave entitlement.

Return from FML

An employee is requested to contact Business Director and Supervisor at least 2 weeks prior to the
end of his leave to inform BGCDT of the employee’s availability to return to work. When
appropriate, BGCDT will require medical certification before an employee returns to work and may
also require on-going medical certifications from an employee on leave due to his own or a family
member’s serious health condition. An employee’s failure to return from leave, or failure to contact
Business Director and Supervisor on his/her scheduled date of return, will be considered a
voluntary resignation.

All required FML forms are available from and must be returned to Business Director. Employees
should refer any additional questions regarding the FMLA to Business Director or refer to the DOL’s
website at www.wagehour.dol.gov.

Section 6 – Performance and Discipline

6.1 Performance Appraisals

Supervisors, in addition to routinely observing employee effectiveness, periodically conduct
performance reviews to evaluate an employee's work. Performance reviews provide employees
with an opportunity to talk about their job, their performance on the job, and their job goals, as
well as to discuss any suggestions, questions or complaints. The review process includes a self-
assessment and a supervisor review.

Employees will be reviewed near the completion of the first 90 days and annually thereafter, for

http://www.wagehour.dol.gov/


full-time staff. Part-time staff will be reviewed annually if they have completed a year's service
by the time the review process is underway.

Performance reviews are an evaluation and planning tool for both supervisors and employees
and do not necessarily result in pay increases.

Your performance review is designed to provide a basis for better understanding between you
and your supervisor, with respect to your job performance, potential and development within the
organization.

6.2 Disciplinary Philosophy

BGCDT expects all of its employees to conduct themselves in a manner, which is in the best
interests of the organization, and its employees.

BGCDT has established policies and procedures for the convenience and protection of all
its employees. In addition, BGCDT consults their state’s childcare regulations and policies, and
is consistent with the state’s requirements for childcare workers and their definition of barrier
crimes. 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: oral warnings, written warnings, suspension with or without pay, and
termination.

Disciplinary actions are noted in the personnel file. Serious misconduct may result in
immediate suspension and/or immediate discharge, without notice. Employees are informed of
a violation in a timely manner. Privacy is given to the employee in all disciplinary actions.

Management will determine the appropriate disciplinary action. There is no guarantee that one
form of disciplinary action will necessarily precede another. The following is a partial list of
examples of misconduct, which may be cause for disciplinary action, up to, and including
termination:

● Violation of BGCDT's equal opportunity or harassment policy.
● Violation of the drug & alcohol free workplace policy.
● Disclosure of confidential company or employee information to unauthorized parties.
● Behavior resulting in Club member, vendor or employee complaints.
● Supplying false, misleading information, or falsifying any Club record.
● Possession of weapons on or off premises or while performing Club duties.
● Immoral or indecent conduct; soliciting persons for immoral purposes.
● Insubordination, including but not limited to, refusing to obey an order or directive of a

supervisor or Club official.
● Walking off the job without supervisor permission.
● Absence for three consecutive working days without notice to the Boys & Girls Club, in

which event the offending staff member will be deemed to have quit voluntarily.
● Sleeping on the job.
● Disruptive conduct, including: gambling; fighting; horseplay; coercion; intimidation or

threats against Club employees; vulgarity; abusive treatment to the public or fellow
employees.

● Working for another employer while on a leave of absence without written consent from
BGCDT.

● Theft or unauthorized possession or removal of property or money belonging to the
company, employees, or a third party.



● Making or publishing false, vicious or malicious statements concerning an
employee, supervisor, company official, or its products.

● Destruction or misuse of property
● Any other conduct, which violates any Club policy or procedure or which is not in the

best interests of the organization.

Warnings

Documentation of both oral and written warnings will be signed by the supervisor, DOO, and the
employee and kept in the staff member’s personnel file. If an employee refuses to sign, the
supervisor should have the DLD sign that a copy was given to the employee. The employee’s
signature indicates receipt of the document, but not necessarily his or her agreement with it.
This document should include identification of the date, violation, indication of necessary
improvement, and information concerning further disciplinary action that could result from failure
to show improvement.

Probation

An employee may be placed on disciplinary probation by his or her supervisor in order to allow
the employee to show improvement on the problem(s) specified at the time of probation. See
Classification of Employee section for further information regarding probationary status.

Suspension

An employee may be suspended for disciplinary reasons with or without pay. An employee who
is suspended will be given written notice of the reasons for the action. Staff members can be
suspended for incidents that merit termination if the staff member’s participation is suspected,
but unclear. Under these circumstances, the employee can be suspended while an investigation
is conducted. If the employee is reinstated, supervisors will meet formally with suspended staff
members, and define clearly and specifically the improvements in job-related behaviors required
as a condition of the staff member’s continued employment. This meeting will be documented
and records of it placed in the personnel file.

Staff members may not file complaint procedures challenging the substance of individual
performance.

6.3 Complaint Procedure

An employee may obtain a current BGCDT organizational employee chart from the employee’s
supervisor. The organizational chart demonstrates ranks of authority within the BGCDT for
appropriate lines of communication.

It is the belief and philosophy of the BGCDT that good working relationships require an
atmosphere of mutual trust and open communication. If an employee has any work-related
questions or problems, he or she should address those issues as follows:

The BGCDT encourages all employees to handle all work-related questions or problems with
their immediate supervisor. The simplest, quickest and most satisfactory solution most often will
be reached at this level. Timely communication is an essential element of effective problem
resolution. Employees therefore should present their questions or problems to their direct
supervisor within five working days. The supervisor will make efforts to respond to the employee
in a prompt and thorough manner.



If the discussion with the immediate supervisor does not resolve the matter to the employee's
satisfaction, or if the employee is unable to discuss the matter with his or her supervisor, the
employee should contact the next level of supervision.

If the question or problem is still not resolved to the employee's satisfaction, or if the employee
does not wish to discuss the question or problem with the direct supervisor or next level of
management, for whatever reason, he or she may submit the issue to the BGCDT HR
representative for consideration of what action, if any, will be taken.

Concerns regarding C-level staff may be addressed, in confidence to the Board of Directors
Personnel Advisor. The current Board of Directors Personnel Advisor is Mark Krueger
847-431-4703. The Board of Directors Personnel Advisor should only be contacted if the
concern is of a serious nature and if the issue cannot be resolved otherwise.

All complaints will be handled in a timely manner.

6.4 Verification of Employment and Reference Checks

All inquiries about employees or requests for verification of employment or comments on an
employee or former employee shall be referred to the DLO for response. No other employee
may respond. BGCDT will only verify the employee’s date of employment and job title in
response to any such request, unless otherwise required by law or regulation.

6.5 Separation

An employee ending his employment with BGCDT should advise his supervisor at least 2 weeks
prior to the date of departure so that an orderly transition can be made. The separation process
includes turning in all Club property and materials, completing required forms, obtaining
appropriate clearances and having an exit interview.

6.6 Exit Interview

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

Signature

I have received this document and understand it is my responsibility to read, know, understand,
and comply with the policies contained therein and any additions made to it.

Employee Date

Witness Date



The Boys & Girls Clubs of Dundee Township Code of Ethics Certificate

I acknowledge that I have received and read my personal copy of the Boys & Girls Clubs of
Dundee Township Code of Ethics. I understand that I am responsible for adhering to the
principles of the Code of Ethics, and I agree that I will conduct myself in accordance with the
principles of the Code of Ethics.

I am in compliance with the code of ethics.

Printed Name Signature Date

Please sign and date this certificate and return it to:
BGCDT Administrative Office
CEO. Drew Glassford
20 S. Grove St. Suite 201
Carpentersville, IL 60110


