
 
 
 
 
 
3839896 .1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      



 i 

TABLE  OF  CONTENTS 

THE PURPOSE………………………………………………………………………… 1 

THE MISSION…………………………………………………………………………. 1 

KEY ELEMENTS TO YOUTH DEVELOPMENT……………………………………. 2 

THIS HANDBOOK ..………………………………………………………..………..…. 3 

 

ESSENTIAL LEGAL PROVISIONS…………………………………………………… 4 

 Employment at Will………………………………………………………...…… 4 

 Equal Opportunity………………………………………………………..……… 4 

 Offensive Conduct and Harassment ……………………………………..……… 4-7 

 Fraudulent / Dishonest Conduct and Whistleblower Policy………………...…… 8 

 Immigration Law………………………………………………………….……… 9 

 

GENERAL POLICIES……………………………………………………….……..……. 10 

 Employment Status…………………………………………………….………. 10 

 Working Hours……………………………………………………….………..…. 10 

 Pay Dates……………………………………………………….………..………. 11 

 United Way……………………………………………………….………..…….. 11 

 Job Description……………………………………………………….……..……. 11 

 Employment of Relatives……………………………………………………..….. 11 

 Personnel File…………………………………...…………………….………..… 11 

 References……………………………………………………….………..……… 11 

 Hiring Policy / Introductory Period………………………………….……..……… 11-12 

 Evaluation Policy……………………………………………………….…..……. 12 

 Performance………………………………….……………………………..……. 12 

 Personnel Promotion and Transfer Policy….………………………………..…… 12 

 Employment Resignation………………….…………………………………..…. 12 

 Failure to Report to Work………………….…………………………………..…. 12 

 Exit Interview……………………………..……………………….….………….. 12 

 Appeals Procedures (for termination) …..…………………………..……………. 12-13 

 Disciplinary Action…………………….……………………………..…….……. 13-14 

 Alcohol and Substance Abuse Policy ..……………………………….…………. 14-17 

 Policy on Weapons in the Workplace …………………………………..….……. 17-19 

 Child Abuse……………………………………………………………..….……. 19 

 Staff Member/Member Interaction………………………………………...…….. 19-20 

 Staff Member’s Relatives in the Workplace………………………………...…….. 20 

 Personal Appearance……………………………………………………………... 20 

 Smoking…………………………………………………………………………... 20 

 Emergency Procedures……………………………………………………..….…. 20 

 Policy Regarding Use of Electronic Equipment ………………………..………... 20-22 

 Safety ………………………………………………………………………….… 22-23 

 

LEAVES AND BENEFITS 

 Benefits…………………………………………………………………………… 23 

 COBRA……………………………………………..…………………………… 24 

 Sick Leave and Long and Shor t Term Disability……..……..…………………… 24-26 



 ii 

 Family and Medical Leave Policy………………..……………………………… 27-31 

 Funeral / Bereavement Leave…………………………………………………….. 31 

 Jury Duty…………………………………………………………………………. 31 

 Vacations………………………………………………………………………….. 31 

 Holidays…………………………………………………………………………… 32 

 Floating Holidays & Personal Leave Days (per calendar year) ………………….. 32 

 Military Service………………………………………………………….……….. 32 

 

CONFLICTS OF INTEREST, ETHICS AND FRAUDULENT CONDUCT 

 Conflicts of Interest……………………………………………………………….. 33 

 Ethics Policy……………………………………………………..……………….. 33 



 1 

 

WELCOME TO BOYS & GIRLS CLUBS OF TOLEDO 

 
Welcome to the Boys & Girls Clubs of Toledo (“BGCT”).  By joining us as an employee, you 

are joining a tradition that began in 1892, when John Gunckel founded the Toledo Newsboys 

Association.  We are one of the original 53 Clubs that now make up the more than 4,000 Club 

Federation of Boys & Girls Clubs of America.  We have a proud tradition of enhancing the lives 

of the youth we serve.  We hope that, as an employee of the BGCT, you will continue that 

tradition.   

 

 

THE PURPOSE OF THE BOYS & GIRLS CLUBS OF TOLEDO 
 

The BGCT is a youth-oriented agency that promotes decency and prevents delinquency through 

services directed to providing behavioral guidance and the promotion of health, social, 

educational, vocational and character development of children. 

 

Programs and activities are designed to help individual members by stressing health and fitness, 

citizenship, education, inter-group understanding, leadership development, skills development, 

personal adjustment, and educational career motivation. 

 

 

 

 THE MISSION OF THE BOYS & GIRLS CLUBS OF TOLEDO 

 

The BGCT is an organization dedicated to promoting leadership, character, health, and career 

development while emphasizing social, cultural, and educational growth. 

 

With a special concern for youth from disadvantaged circumstances, professional staff and 

volunteers use daily and varied programs in neighborhood facilities to help youth develop self-

esteem and self-reliance to become responsible and caring citizens. 
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KEY ELEMENTS OF YOUTH DEVELOPMENT 
 

The Boys & Girls Club experience nurtures young people’s well-being and helps them reach 

their full potential through one-on-one relationships with caring adult professionals and fun, age-

appropriate, well-rounded programming.  Our programs: 

 Meet members’ interests as well as their needs 
Clubs are youth-centered, engaging members in program planning. They ask members 

about their interests and provide them with opportunities to pursue those interests. 

Experienced Club professionals know that interest-based programs attract youth to the 

Club and give them the fun and sense of belonging they seek. Once young people become 

active members, Club staff can then involve them in programs designed to address youth 

needs and help members develop the skills and attributes to succeed in life.  

 Build on members’ strengths  
Club professionals believe in the untapped potential of each boy and girl who walks 

through the Club’s door. They look for each child’s unique talents, qualities and abilities, 

then build on those strengths and employ them in addressing young people’s needs. This 

is the essence of a Youth Development Strategy: enhancing young people’s self-esteem 

by instilling in them a sense of competence, usefulness, belonging and influence.  

 Are staffed by qualified, caring adult professionals 
The Boys & Girls Clubs of Toledo is managed by a full-time executive director and 

staffed by full-time and part-time professionals. These dedicated youth development 

professionals work alongside carefully selected volunteers to not only offer a high-quality 

program for all Club members, but also provide them with personal assistance, guidance 

and emotional support. The Boys & Girls Clubs of Toledo is strongly committed to the 

professional development of its workers, providing training and continuing education 

opportunities to ensure that staff members have the skills and knowledge they need to 

serve Toledo’s young people well. 

 Provide members with challenging, interesting activities 
Clubs offer activities that allow members ages 6-18 to explore all kinds of interests and 

nurture their cognitive, social, physical and emotional development. The well-known 

1997 Safe Havens study conducted by Public/Private Ventures found that effective youth-

serving organizations provide youth with seven key developmental building blocks. Boys 

& Girls Clubs of Toledo provides all seven of these supports and opportunities through 

the programs and activities offered in five core areas:  

 character and leadership development  

 education and career development  

 health and life skills  

 the arts 

 sports, fitness and recreation 
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THIS HANDBOOK 

 
The handbook is your guide to the policies and benefits of the BGCT.  The policies in this 

handbook apply to employees of the BGCT. 

 

Changes to our policies are sometimes necessary to retain flexibility to manage our operations.  

Changes and revisions of these policies are subject to approval by the Personnel Committee and 

the Board of Trustees.  BGCT will notify employees of revisions and amendments as soon as 

practicable.  It is the employees’ responsibility to check the current policy. 

 

The contents of this handbook are presented as a matter of information only.  Where there are 

specific plans, insurance policies, or other published company policies, the terms and provisions 

of those documents will control their implementation.  While the BGCT believes wholeheartedly 

in the plans, policies, and procedures described herein, they are not conditions of employment.  

We reserve the right to modify, revoke, suspend, terminate, or change any or all such plans, 

policies, or procedures in whole or in part, at any time, with or without notice. 

 

The language used in this handbook is not intended to create, nor is it to be construed to 

constitute an express or implied contract between the BGCT and any of its employees for either 

employment or the providing of any benefits. All employees of BGCT are employees at will. 

BGCT reserves the right to terminate employment at any time, with or without cause, with or 

without notice, in compliance with local, state and federal laws.  Any alteration to this at will 

employment relationship must be in writing and executed by BGCT’s Executive Director. 

 

A copy of the current Handbook will be distributed to all employees at the time of hire.  A copy 

will also be available for any employees of the BGCT at their request. 
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ESSENTIAL LEGAL PROVISIONS 

 

Employment at Will 
Every employee of the BGCT has an at-will employment relationship with the organization.  

This relationship can be altered only by a written agreement executed by the Executive Director.  

Employment is not for any specific term or duration.  Employees are free to resign employment 

at any time, just as the BGCT is free to terminate the employment of any person for any reason, 

or for no reason, at any time.  The policies contained in this handbook are for your guidance only 

and do not create any contractual rights.   

 

Equal Employment Opportunity 
The BGCT is an equal opportunity employer.  The Club does not discriminate against any 

individual on the basis of age, race, religion, color, disability, sex, national origin, sexual 

orientation, military or veteran status or any other protected characteristic under federal, state or 

local law.    Boy & Girls Clubs of Toledo will also make reasonable accommodation for 

qualified individuals with known disabilities unless doing so would result in undue hardship. 

 

An employee with a question or concern about discrimination in the workplace in encouraged to 

bring the concern to his or her supervisor or to the Executive Director.  The BGCT will not 

permit retaliation or reprisal for raising concerns or making reports.   

 

The scope of Equal Employment Opportunity includes, but is not limited to, recruitment, hiring, 

training, rates of pay, benefits, promotion, demotion, transfer, discipline, layoff, termination, and 

all Club-sponsored social and recreational activities.  All employees share responsibility for 

successfully implementing Equal Employment Opportunity. 

 

Genetic Information 

 
In the course of your employment, there may be situations in which you are required to provide 
medical information to BGCT (leave of absence, worker’s compensation, etc.). The Genetic 
Information Nondiscrimination Act of 2008 (GINA) generally restricts employers from 
requesting or requiring genetic information, except in limited circumstances, (i.e. when 
requesting FMLA leave to care for a family member). Accordingly, except in those 
circumstances, employees should generally refrain from providing genetic information to BGCT. 

 
“Genetic information” includes an individual’s family medical history, the results of an 
individual’s or family member’s genetic tests, the fact that an individual or an individual’s 
family member sought or received genetic services, and genetic information of a fetus carried by 
an individual or an individual’s family member or an embryo lawfully held by an individual or 
family member receiving assistive reproductive services. 
 

Offensive Conduct and Harassment 
 

Statement of Philosophy 
The BGCT strives for a work environment in which all individuals are treated with respect and 

dignity.  Each individual has the right to work in an atmosphere which promotes equal 

opportunities and prohibits discriminatory practices and harassment based upon age, disability, 

national origin, race, religion or gender.  Harassment, whether verbal, physical or environmental, 

is unacceptable and will not be tolerated. 
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Definition of Harassment 
For purposes of this policy, harassment is defined as unwelcome or unwanted conduct of an 

offensive nature (whether verbal, visual or physical) when 1) submission to or rejection of this 

conduct by an individual is used or threatened to be used as a factor in decisions affecting hiring, 

evaluation, promotion or other aspects of employment; or 2) this conduct has the purpose or 

effect of unreasonably interfering with an individual's employment performance or creating an 

intimidating, abusive, hostile or offensive work environment. 

 

Examples of harassment include, but are not limited to:  unwanted sexual advances; demands for 

sexual favors in exchange for favorable treatment or continued employment; repeated jokes 

which include offensive references to age, disability, national origin, race, religion or gender; 

unwelcome flirtations, advances or propositions; verbal abuse of a sexual nature; graphic, verbal 

commentary about an individual's body, sexual prowess or sexual deficiencies; leering; 

whistling; touching; pinching; assault; coerced sexual acts; suggestive insulting, threatening or 

obscene comments or gestures; dissemination or display in the workplace of objects, written 

materials or pictures which include offensive references to age, disability, national origin, race, 

religion or gender; asking questions about sexual conduct; racial or ethnic slurs or epithets. 

 

Harassment is unacceptable in the workplace itself and in other work-related settings such as 

business trips, meetings or business-related social events. 

 

Individuals Covered Under the Policy 
This policy covers all employees.  The BGCT will not tolerate, condone or allow harassment, 

whether engaged in by fellow employees, Club members or other non-employees who conduct 

business with the BGCT.  The BGCT encourages reporting of all incidents of harassment, 

regardless of who the offender may be. 

 

Consenting Relationships 
Consenting romantic and sexual relationships between a supervisor and an employee or between 

employees and subordinates, while not expressly forbidden, are generally considered unwise and 

discouraged.  The respect and trust accorded to a supervisor by his/her subordinate as well as the 

power exercised by the supervisor in evaluating and supervising the subordinate can, in some 

instances, diminish a subordinate's actual freedom of choice.  Therefore, every employee should 

be aware of the possibility for challenge to even an apparently consenting sexual relationship.  

Any person who enters into a romantic or sexual relationship with another person where there 

exists a difference in power, authority or influence between the persons involved, should realize 

that, if a complaint of sexual harassment is later made, it may be difficult to prove mutual 

consent. 

 

If one employee marries or cohabits with another, both may retain their positions if they do not 

work in the same department, are not under the direct or indirect supervision of each other, and 

neither occupies a position which has influence over the other's employment, promotion, salary 

administration and other related management or personnel considerations.   Moreover, 

employees who are married, who cohabit or who are related will not be given work assignments 

which require one to direct, review or process the work of the other or which permit one to have 

access to the personnel records of the other.  

 

Reporting a Complaint 

The BGCT encourages all individuals who believe they are being harassed to firmly and 

promptly notify the offender that his or her behavior is unwelcome.  The BGCT recognizes, 

however, that, in some instances, power and status disparities between the alleged harasser and 
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the individual may make such a confrontation impossible.  In the event that such informal, direct 

communication between individuals is either ineffective or impossible, the following steps 

should be followed in reporting a harassment complaint.  A complaint may be filed by one 

experiencing or witnessing harassment. 

 

Notification of Appropriate Staff 
Individuals who believe they have been subjected to harassment should report the 

incident to any supervisor.  The supervisor must immediately consult with the Executive 

Director before taking action.  An individual also may choose to report the complaint 

directly to the Executive Director. 

 

 Description of Misconduct 
An accurate record of objectionable behavior or misconduct is needed to resolve a formal 

complaint of harassment.  Verbal reports of harassment must be reduced to writing by 

either the complainant or the individual(s) designated to receive complaints, and be 

signed by the complainant.  Individuals who believe they have been or currently are 

being harassed should maintain a record of objectionable conduct in order to support an 

effective investigation and corroborate their allegations. 

 

Time Frame for Reporting Complaint 
The BGCT encourages prompt reporting of complaints so that rapid response and 

appropriate action may be taken.  However, due to the sensitivity of these problems and 

because of the emotional toll such misconduct may have on the individual, no limited 

time frame will be instituted for reporting harassment complaints.  Late reporting of 

complaints will not in and of itself preclude The BGCT from taking remedial action. 

 

Protection Against Retaliation 

The BGCT will not in any way retaliate or permit retaliation against any individual who 

makes a good faith report of harassment or who assists or cooperates in an investigation 

thereof.  Retaliation is a serious violation of this harassment policy and should be 

reported immediately.  Any person found to have violated this policy by retaliating 

against another individual for making a report of harassment or for assisting or 

cooperating in the investigation thereof will be subject to the same disciplinary action 

provided for harassment offenders (see "Resolving the Complaint"). 

 

 

Investigating the Complaint 

 Confidentiality 
Any allegation of harassment brought to the attention of the BGCT will be thoroughly 

and promptly investigated.  Confidentiality will be maintained where possible throughout 

the investigatory process to the extent practical and appropriate under the circumstances.  

However, the identity of the complainant and the nature of the allegations will be made 

known to those involved in the incidents under review, so that the matter can be 

addressed most directly and effectively. 

 

Identification of Investigators 
Complaints will be investigated and resolved by the Executive Director or his or her 

designee.  
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Resolving the Complaint 
Upon completing the investigation of a harassment complaint, the BGCT will communicate its 

findings and intended actions to the complainant and alleged harasser. 

 

If the investigation finds that harassment occurred, the harasser will be subject to appropriate 

disciplinary procedures, as listed below.  The complainant will be informed if disciplinary action 

is taken. 

 

If the investigation determines that no harassment has occurred, this finding will be 

communicated to the complainant in an appropriately sensitive manner. 

 

 

 Sanctions 
Individuals found to have engaged in misconduct constituting harassment will be 

disciplined up to and including discharge.  Appropriate actions will be determined by the 

Executive Director and, where appropriate, the Board of Trustees.  In addressing 

incidents of harassment, the BGCT’s response at a minimum will include reprimanding 

the offender and documenting the occurrence in the personnel file.  Additional action 

may include:  referral to counseling, withholding of a promotion, demotion, 

reassignment, temporary suspension without pay, or termination of employment. 

 

Although the BGCT's ability to discipline a non-employee harasser (e.g., customer, 

supplier) is limited by the degree of control, if any, that the BGCT has over the alleged 

harasser, any individual who has been subjected to harassment by such an individual 

should still file a complaint and be assured that the BGCT will take those actions it deems 

appropriate in an attempt to bring such harassment to an end. 

 

 False Accusations 
The BGCT recognizes that the question of whether a particular course of conduct 

constitutes harassment requires a factual determination.  It also recognizes that false 

accusations of harassment can have serious and injuring effects on innocent persons. 

 

If an investigation results in a finding that a person who has accused another of 

harassment has maliciously or recklessly made false accusations, tampered with an 

investigation or acted other than in a good faith manner, the complainant will be subject 

to appropriate sanctions, similar to those of the policy itself and may include termination 

of employment. 

 

 Written Records 
The BGCT will maintain a complete written record of each complaint and how it was 

investigated and resolved.  Written records shall be maintained in a confidential manner 

in the office of the Executive Director. 

 

Conclusion 
The BGCT has developed this policy to ensure that its employees can work in an environment 

free from harassment.  The BGCT will make every effort to ensure that all of its personnel are 

familiar with the policy and know that any complaint received will be thoroughly investigated 

and appropriately resolved. 
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Fraudulent / Dishonest Conduct and Whistleblower Policy 

All employees must annually sign a Code of Ethics.  Continued employment is dependent upon 

the execution of the Code of Ethics.  In furtherance of the Code of Ethics, BGCT will investigate 

any possible fraudulent or dishonest use or misuse of its resources or property by management, 

staff, volunteers, or members. Anyone found to have engaged in fraudulent or dishonest conduct 

is subject to disciplinary action up to and including discharge as well as to civil or criminal 

prosecution when warranted.  

 

All members of the BGCT community are encouraged to report possible fraudulent or dishonest 

conduct; i.e. to act as whistleblowers.  A “whistleblower” is an employee who informs a 

manager, supervisor or the Executive Director about an activity which that person believes to be 

fraudulent or dishonest.  An employee should report his or her concerns to a supervisor or 

manager. If for any reason an employee finds it difficult to report his or her concern to a manager 

or supervisor, the employee can report it directly to the Executive Director.  Managers or 

supervisors are required to report suspected fraudulent or dishonest conduct to the Executive 

Director. 

 

Fraudulent or dishonest conduct is defined as a deliberate act or failure to act with the intention 

of obtaining an unauthorized benefit. Examples of such conduct include, but are not limited to 

forgery or alteration of documents; unauthorized alteration or manipulation of computer files; 

fraudulent financial reporting; pursuit of a benefit or advantage in violation of the BGCT’s 

conflict of interest policy; misappropriation or misuse of BGCT resources, such as funds, 

supplies, or other assets; authorizing or receiving compensation for goods not received or 

services not performed; and authorizing or receiving compensation for hours not worked. 

 

The BGCT will use best efforts to protect whistleblowers against retaliation.  The BGCT cannot 

guarantee confidentiality, however, and there is no such thing as an "unofficial" or "off the 

record" report. The BGCT will keep the whistleblower's identity confidential, unless (1) the 

person agrees to be identified; (2) identification is necessary to allow the BGCT or law 

enforcement officials to investigate or respond effectively to the report; (3) identification is 

required by law; or (4) the person accused of Fraud Policy violations is entitled to the 

information as a matter of legal right in disciplinary proceedings.   BGCT employees may not 

retaliate against a whistleblower with the intent or effect of adversely affecting the terms or 

conditions of employment (including but not limited to, threats of physical harm, loss of job, 

punitive work assignments, or impact on salary or wages). Whistleblowers who believe that they 

have been retaliated against may file a written complaint with the Executive Director. A proven 

complaint of retaliation shall result in a proper remedy for the person harmed and the initiation of 

disciplinary action, up to and including dismissal, against the retaliating person. This protection 

from retaliation is not intended to prohibit managers or supervisors from taking action, including 

disciplinary action, in the usual scope of their duties and based on valid performance-related 

factors.   Whistleblowers must be cautious to avoid baseless allegations, the making of which 

may result in discipline up to and including discharge. 
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Immigration Law 

The BGCT complies with applicable immigration law, including the Immigration Reform and 

Control Act of 1986 (IRCA).  Federal immigration law requires all employers to verify each new 

Employee’s identity and legal eligibility to work in the United States.  All offers of employment 

are conditioned upon the receipt of satisfactory evidence of an Employee’s identity and legal 

authority to work in the United States.  Upon receiving a conditional offer of employment, you 

will be asked to provide original documents verifying your right to work and to sign the Form I-9 

Employment Eligibility Verification required by federal law.  If you cannot verify your right to 

work in the United States, the BGCT may be obligated to revoke the offer of employment or 

terminate your employment, if you have already begun work. 
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GENERAL POLICIES 
 

Employment Status 
Introductory Period Employee:  New hire undergoing orientation during first 90 days of 

employment. 

 

Regular Employee:  Employee who is hired for an indeterminate period and reports for work 

pursuant to a designated schedule.  Most of our employees fall into this category and may be 

either full- or part-time, attend staff meetings and are eligible for full- or part-time benefits. 

 

Interns, Temporary, Special Grant Employees or On Call Bus Drivers:  From time to time, we 

hire interns, temporary or special grant employees to serve for a predetermined amount of time.  

These employees do not accrue vacation, sick time, or holiday pay, and are not eligible for 

incremental salary increases. 

 

Salaried Employee:  One who regularly performs work pursuant to a scheduled workweek and is 

paid a designated sum on a periodic basis for all work performed during the designated period. 

 

Hourly Employee:  One who is paid a designated hourly rate for each hour actually worked 

during a pay period. 

 

Exempt Employee:  A salaried employee whose job responsibilities exempt them from the 

overtime provisions of the Fair Labor Standards Act. 

 
Non-Exempt Employee:  An employee subject to the minimum wage and overtime provisions of 

the Fair Labor Standards Act. 

 

Working Hours 
Professional and supportive staffs shall be required to work a minimum of 40 hours per week.  

Program staff hours are arranged according to club program needs and approved by the 

Executive Director.  Breaks are set by the Executive Director or the Unit Director.  Persons 

scheduled to work an 8-hour day will receive a one-hour break.  Persons scheduled to work a 7-

hour day will receive a 45-minute break.  Persons working a 5-hour day will receive a half hour 

break. All breaks are paid. Persons working 4 hours a day or less receive no break. 



 11 

Pay Dates 
All employees will be paid on the 5th and 20th of each month.  This does not include contractual 

agreements.  Pay periods end the 15th and the last day of each month. 

 

United Way 
The BGCT is supported in part by the United Way.  The BGCT encourages 100% participation 

in donating to United Way.  Payroll deductions allow the employee to spread out contributions 

over a 12-month period. 

 

Job Description 
Every employee receives a job description that explains the general duties and responsibilities of 

the employee's position.  It also indicates to whom the person holding the position will report. 

 

Employment of Relatives 
The BGCT does not discriminate against hiring or promotion of qualified applicants for any 

position because they may be related to a staff member.  Applicants or employees will not be 

hired or promoted into positions where they are in a supervisory relationship with a relative. 

 

Personnel File 
Boys & Girls Clubs of Toledo maintains a file on each employee which may include information 

such as the employment application, resumes, training records, performance appraisals, pay rates 

and tax information.  Generally, these files are for use by Boys & Girls Clubs of Toledo and 

access is restricted to management personnel with a need for access.  Any employee desiring to 

review the contents of his/her personnel file should contact the Executive Director to schedule a 

time with a supervisor before or after working hours to review the file in Boys & Girls Clubs of 

Toledo’s offices. 

 

Employees are expected to keep Boys & Girls Clubs of Toledo apprised of current information 

and should notify the Executive Director of changes to this information. 

 

References 
A background verification of education, former employment, and personal references may be 

undertaken for each employee or prospective employee of the BGCT.  A check of police records 

and criminal convictions may also occur.  The BGCT may solicit and receive verification of 

education and of former employment or personal references, or both, for each employee's 

personnel file.  If the background inquiry discloses any misrepresentations on the application 

form or interview or if any information is obtained that indicates an individual is not suited for 

employment, the applicant shall be refused employment, or, if already employed, may be 

discharged immediately. 

 

Hiring Policy / Introductory Period 
Professional and supportive staff will be appointed to service by the Executive Director.  Part-

time and volunteer employees may be hired by the Unit Director upon the approval by the 

Executive Director or his designee.  There is an Introductory Period, typically not to exceed 90 

calendar days, for all employees.  The purpose of this Introductory Period is to learn about the 

new job.  During the Introductory Period, the employee is trained and evaluated.  During this 

Introductory Period, as well as during an employee’s term of employment, an employee may be 

dismissed without notice or explanation.  Employees who are in the Introductory Period, like all 

other employees, are at will employees.  During the introductory period, employees do not 
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accrue sick days, may not use a personal day and are not eligible for paid days off, including 

August Shutdown Period. 

 

 

Evaluation Policy 
An initial written review of each employee will be conducted within the introductory period (90 

calendar days) to determine whether or not their employment will be continued.  Thereafter, all 

employees will be evaluated to appraise performance.  Evaluations will be made at least 

annually. 

 

Performance 
After the introductory period when an employee’s performance is unsatisfactory, the following 

procedure is recommended: 

 

 An opportunity shall be given to meet the standard for performance.  Constructive steps 

for improvement shall be provided.  A written explanation shall be prepared and received 

by the employee, with a specific time frame, within which improvement is required. 

 

 If the employee does not demonstrate a marked level of improvement, termination is 

recommended.  

 

Personnel Promotion and Transfer Policy 
The success of the BGCT, to a large degree, depends on Club ability to recruit, assess, develop, 

assign, and retain employees. 

 

The periodic rotation, reassignment and/or promotion of staff within the four Units of the BGCT 

are desirable. 

 

Employment Resignation 
The Club requests a minimum of 30 days written notice if a salaried employee resigns.  The 

intention to resign should be made known as far in advance as possible to insure minimum 

interruption of program services.  For an hourly employee, a two-week written notice is 

requested. 

 

Failure to Report to Work 
An employee who fails to report to work or to properly notify his/her manager for a period of 2 

consecutive days will be considered to have automatically and voluntarily resigned. 

 

Exit Interview 
It is the practice of the BGCT to conduct an exit interview with all employees leaving the 

organization.  All employees are encouraged to discuss the circumstances of their separation of 

employment, as well as their experiences with the BGCT.   

 

Appeals Procedures (for termination) 
In the event an employee, who has completed the introductory period, feels that his/her 

termination was unfair, the employee may appeal, as described below: 

 

 Within 3 working days of receiving Notice of Termination, the employee shall submit a 

written request to the employee's supervisor to ask for a meeting to clarify the reason for 

termination. 
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 Within 3 working days following such a request, the supervisor will meet with the employee. 

 

 Should this meeting fail to bring about a satisfactory conclusion, the supervisor and the 

employee will, within 3 working days, present the matter in writing to the Executive 

Director. 

 

 Within 3 working days, the Executive Director will render a decision on the matter. 

 

The Boys & Girls Clubs maintains an open communication policy and wants to hear employees’ 

complaints.  Employees should feel free to take their complaints directly to their supervisor, or if 

they feel uncomfortable speaking to their supervisor, to the person to whom the supervisor 

reports.  If they still feel unhappy about the results of the conversation, they can make an 

appointment to meet with the Executive Director to discuss their issues. 

 

Disciplinary Action 
Certain rules and regulations regarding employee behavior are necessary for the efficient 

operation of BGCT and for the benefit and protection of the rights and safety of all.  Conduct 

that interferes with operations, brings discredit on BGCT, or is offensive to members or fellow 

employees will not be tolerated.  All employees are expected to conduct themselves in a manner 

which is conducive to the efficient operation of BGCT.  Such conduct includes, but is not limited 

to: 

 Reporting to work punctually as scheduled and being ready for work at the assigned starting 

time; 

 

 Notifying the supervisor in advance when you will be absent from work or are unable to 

report for work on time; 

 

 Complying with all safety and health regulations; 

 

 Complying with all policies and procedures, including but not limited to internet and 

telephone usage policies; 

 

 Complying with time-keeping procedures; 

 

 Wearing clothing appropriate for the work being performed; 

 

 Performing assigned tasks efficiently;  

 

 Maintaining work place and work area cleanliness and orderliness; 

 

 Treating all members, parents and visitors as guests of BGCT;  

 

 Refraining from behavior or conduct deemed offensive or undesirable, or which is subject to 

disciplinary action; and  

 

 Treating supervisors and other employees with respect and complying with supervisor’s 

directives.  
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BGCT has communicated the policies and procedures of this Handbook with the intention of 

maintaining an orderly, efficient and safe work environment. When an employee acts in violation 

of any of these policies or procedures, fair and equitable corrective action may be taken as 

outlined in the steps listed below: 

 

 Verbal Warning - minor violations. 

 

 Written Reprimand - repeated minor violations. 

 

 Disciplinary Suspension - serious infractions. 

 

 Termination - gross disregard of BGCT policies, procedure, or rules. 

 

These steps may be used in any order and at any time, depending on the seriousness of the 

misconduct and the work record of the offending employee.  BGCT shall have complete 

discretion in administering the level of discipline based on the offense. 
 

Alcohol and Substance Abuse Policy 
 

Objective 
To create a safe working environment for our employees, residents and others who come 

in contact with BGCT employees by prohibiting the possession, use and influence of 

alcohol and illegal drugs in the workplace and by regulating the use and influence of 

controlled substances including prescription medication.  Given BGCT’s involvement 

with youth, this policy is particularly important to BGCT. 

 

Scope 
Persons subject to the terms of this policy and the testing procedures are as follows: 

 

 All employees of BGCT. 

 

 All employees of temporary employee agencies or employee leasing services 

assigned to perform work for or on behalf of BGCT. 

 

 All employees of contractors providing services at BGCT or at other locations on 

behalf of BGCT. 

 

 All applicants for employment with BGCT. 

 

Policy 
This policy prohibits possession of, use of, or being under the influence of alcohol or 

illegal drugs or other controlled substances during working hours, on BGCT property, in 

any facility maintained by BGCT, or in BGCT-supplied vehicles. 

 

Employees of BGCT are its most valuable resource and for that reason, their health and 

safety is of paramount concern.  BGCT will not tolerate any alcohol or drug use which 

imperils the health and well-being of its employees or threatens its business.  The use of 

illegal drugs and abuse of other controlled substances, on or off duty, is inconsistent with 

law abiding behavior expected of all our employees and inconsistent with the mission of 

BGCT.  Employees who use illegal drugs or abuse other controlled substances, on or off 

duty, pose a risk to their own health and safety as well as that of other employees.  Such 
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employees also tend to be less productive, less reliable, and prone to greater absenteeism 

resulting in the potential for increased cost, delay, and risk in BGCT's business.  

Employees have the right to work in a drug-free environment.  BGCT is, therefore, 

committed to maintaining a safe workplace free from the influence of alcohol and drugs. 

 

Assistance in Overcoming Alcohol or Drug Abuse 

Early recognition and treatment of alcohol or drug abuse is important for successful 

rehabilitation, economic return to BGCT, and reduced personal family and social 

disruption.  BGCT encourages the earliest possible diagnosis and treatment efforts.  

Whenever feasible, BGCT will assist employees by providing referrals to assist 

employees in overcoming alcohol and drug abuse.  However, the decision to seek 

diagnosis and accept treatment for alcohol or drug abuse is primarily the individual 

employee's responsibility. 

 

BGCT's Heath Plan may have provisions for alcohol and drug abuse rehabilitation 

programs.  Full time employees should refer to their plan booklet for specific details. 

 

Voluntary requests for assistance will not prevent disciplinary action for violation of this 

or any other policies. 

 

Use of Over the Counter Medicine and Authorized Use of Prescribed Medicine 

Employees using over the counter medication or medication prescribed by a physician are 

expected to discuss potential side effects with a physician.  An employee using any drug 

which may alter his or her physical or mental ability must report this treatment to their 

supervisor, who will determine whether BGCT should temporarily change the employee's 

job assignment during the period of treatment. 

 

Prohibitions 

BGCT's policy prohibits the following: 

 

 Use, manufacture, distribution, dispensation, possession, storage or any sale of 

alcohol or illegal drugs or controlled substances on BGCT premises or BGCT 

business, in BGCT-supplied vehicles, or during working hours. 

 

 Being under the influence of alcohol or a controlled substance or illegal drugs on 

BGCT premises or BGCT business or at any facility maintained by BGCT, in BGCT-

supplied vehicles, or during working hours. 

 

 Use of alcohol off BGCT premises that adversely affects the individual's work 

performance, his own or others' safety at work, or which BGCT regards as adversely 

affecting its reputation in the community or with its customers. 

 

 Possession, use, manufacture, distribution, dispensation or sale of illegal drugs off 

BGCT premises. 

 

 Switching or adulterating any urine, blood or other sample submitted for testing. 

 

 Refusing consent to testing or to submit a urine, blood or other sample for testing 

when requested by management. 

 



 16 

 Refusing to submit to a search when requested by management in accordance with 

this policy. 

 

 Failure to adhere to the requirements of any alcohol or drug treatment or counseling 

program in which the employee is enrolled. 

 

 Arrest or conviction under any criminal drug law. 

 

 Arrest or conviction under any law prohibiting driving under the influence of alcohol 

or other drugs. 

 

 Failure to notify BGCT of any arrest or conviction under any criminal drug law or 

laws prohibiting driving under the influence of alcohol or other drug, within 5 days of 

the arrest or conviction. 

 

 Refusing to sign a statement agreeing to abide by BGCT's Alcohol and Drug Abuse 

Policy. 

 

 Nothing contained in this policy shall prohibit the responsible use of alcohol at events 

sponsored or authorized by BGCT on premises or BGCT business. 

 

 

Searches 
 Whenever BGCT has reason to believe that an employee's work performance 

or on-the-job behavior may be affected by alcohol or drugs or that an 

employee possesses alcohol or drugs on BGCT premises, BGCT may search 

the employee, the employee's locker, desk, or other BGCT property under the 

control of the employee, as well as the employee's personal effects or 

automobile on BGCT property or any facility maintained by BGCT. 

 

 

Consequences of Violation of this Policy 
 Violation of BGCT's Alcohol and Drug Abuse Policy may result in severe disciplinary 

action, including discharge, at BGCT's sole discretion. 

 

 In addition to any disciplinary action, BGCT may, in its sole discretion, refer the employee to 

a treatment and counseling program for alcohol or drug abuse.  Employees referred to such a 

program by BGCT must immediately cease any alcohol or drug abuse, must subject 

themselves to periodic unannounced testing for a period of twenty-four months, and must 

comply with all other conditions of the treatment and counseling program.  The supervisor 

shall determine whether an employee who has been referred for alcohol or drug treatment 

and counseling should be temporarily reassigned to another position. 

 

 BGCT will promptly terminate any employee who tests positive for alcohol or drugs while 

undergoing treatment and counseling for alcohol or drug abuse, regardless of whether such 

treatment and counseling is voluntary or required by BGCT. 

 

Testing for Reasonable Suspicion 
 Whenever BGCT has reason to believe that an employee's work performance or on-the-job 

behavior may be affected in any way by alcohol or drugs, BGCT may require the employees 

to submit a urine, blood or other sample for testing. 
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 BGCT will afford employees subject to testing the opportunity, prior to testing, to list all 

prescription and non-prescription drugs they have used in the last thirty days and to explain 

the circumstances surrounding the use of such drugs. 

 

 Employees subject to testing must sign an approved form consenting to the testing and 

consenting to the release of the test results to BGCT. 

 

 BGCT, prior to taking any action, will give all applicants and employees who test 

positive the opportunity to explain in writing the test results.   

 

 Alcohol and drug testing of employees will be conducted when there is reason to 

believe the employee is impaired from the use of alcohol or drugs.  A decision to test 

will be based on specific physical, behavioral, or performance indicators of possible 

alcohol or drug use.  For example, repeated errors on the job, regulatory or BGCT 

rule violations, irregular or slurred speech, unusual behavior, or unusual time and 

attendance patterns, could provide evidence to test an employee based on reasonable 

cause.  

 

 Any employee who is tested will immediately be placed on suspension pending test 

results. Employees will be paid for the time off and will be allowed to return to work 

immediately if the test results are negative.  If the test results are positive, you will 

not be compensated and you will be terminated immediately. 

 

The results of an employee’s refusal to submit to any test under this policy may 

disqualify the employee from compensation or benefits under Ohio’s workers’ 

compensation laws. 

 

 

Privacy and Confidentiality 

 Information regarding an individual's alcohol testing results or rehabilitation 

will not be released to anyone outside BGCT without the express written 

authorization of the tested individual, except upon the request of Federal/State 

agency officials as part of an accident investigation or upon order of a court or 

agency. 

 

 BGCT will not release an employee's rehabilitation or alcohol test records to a 

subsequent employer without the employee's written consent. 

 

Policy on Weapons in the Workplace 
Objective 

To create a safe working environment for our employees and customers BGCT prohibits the 

possession and/or use of weapons in the workplace.  Employees of the BGCT are its most 

valuable resource and for that reason, their health and safety is of paramount concern.  The 

BGCT will not tolerate any weapon possession or use. 

Scope 

Persons subject to the terms of this policy are as follows: 

 

A. All employees of the BGCT. 

B. All employees of temporary employee agencies or employee leasing services assigned to 

perform work for or on behalf of the BGCT. 
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C. All employees of contractors providing services on behalf of the BGCT. 

D. All applicants for employment with the BGCT. 

E. All other persons, including visitors, vendors, subcontractors, customers, etc. 

F. This policy applies to all persons, except law enforcement personnel on official 

business, regardless of whether the person is licensed to carry a weapon. 
 

 

Policy 
This policy prohibits possession and/or use of prohibited weapons on BGCT property, in any 

building or facility maintained/serviced by the BGCT, and/or in BGCT-supplied vehicles (even 

though such vehicles are not on BGCT property), and/or at any time during working hours. 

 

Prohibited weapons include any form of weapon and any form of explosive restricted under 

local, state or federal regulation.  This includes all firearms, illegal knives or other weapons 

restricted by the law.  If you have a question about whether an item is covered by this policy, 

please call the Administrative Office. You will be held responsible for making sure beforehand 

that any potentially covered item you possess is not prohibited by this policy. 

 

BGCT property covered by this policy includes, without limitation, all jobsites, any facility 

maintained/serviced by BGCT, and all employer owned or leased buildings, and all surrounding 

areas such as sidewalks, walkways, driveways and parking lots, whether or not under the 

employer’s ownership or control. The only exception to the prohibition against the presence of 

weapons in BGCT’s parking lots applies to employees who are either active duty members of the 

US Armed Forces who carry a valid military ID and documentation of successful completion of 

specified firearms training, law enforcement officers or employees who carry a valid concealed 

handgun license. Ohio law permits employees to whom this limited exception applies to store 

weapons inside their own personal vehicles when those vehicles are permitted in BGCT’s 

parking lots, but only when the employee is either physically present inside the vehicle or has 

locked the firearm and all ammunition in a trunk, glove box or other enclosed and locked 

container or compartment.  Weapons are prohibited in BGCT’s vehicles at all times regardless of 

whether they are in BGCT’s parking lots.   

 

Prohibitions 
The BGCT's policy prohibits: 

A. Use or possession of weapons on BGCT property, on BGCT business, in BGCT vehicles, 

in any vehicle being used for BGCT business, during working hours and/or at any BGCT 

sponsored or sanctioned function. 

B. Use or possession of weapons while performing any task on the BGCT’s behalf. 

C. Refusing to submit to a search when requested by management in accordance with this 

policy. 

D Refusing to sign a statement agreeing to abide by the BGCT's Policy on Weapons in the 

Workplace. 

E. Failing or refusing to report a known violation of this policy.   

F. Failing or refusing to cooperate with any investigation relating to a possible violation of 

this policy. 

 

Searches 

The BGCT reserves the right to conduct searches of any person, vehicle or object on BGCT 

property at any time and for any reason.  Pursuant to this provision, the BGCT are authorized to 

search lockers, desks, purses, briefcases, baggage, toolboxes, lunch sacks, clothing, vehicles 

parked on BGCT property, and any other personal effect or item in which a weapon may be 
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hidden.  Additionally, the BGCT may search a vehicle owned by it and used by the employee, a 

vehicle owned by an employee that is being used to conduct business on behalf of the BGCT, 

and any other vehicle on BGCT property or recently on BGCT property, regardless of whether 

the vehicle is located on BGCT property at the time of the search or request.  BGCT 

management or local authorities may conduct searches.  To the extent the search is requested by 

BGCT management, the employee may refuse the search; provided, however that such refusal is 

a violation of this policy and may result in disciplinary action including termination of 

employment for refusal to cooperate.  The BGCT reserves the right to conduct searches on 

BGCT property and to authorize searches by law enforcement on BGCT property without the 

employee present. 

 

Consequences for Violation of This Policy 
A. Violation of the BGCT's Weapons Policy may result in severe disciplinary action, 

including discharge, at the BGCT's sole discretion. 

B. Using or possessing a weapon on BGCT property in violation of this policy will be 

considered an act of criminal trespass and will be grounds for immediate removal from 

BGCT property and may result in criminal prosecution. 

 

If you become aware of anyone violating this policy, take no action and immediately report 

it to your supervisor. 

 

Child Abuse 

The BGCT supports the following policy concerning child abuse.  All information regarding 

suspected child abuse is to be kept confidential to the extent possible. 

 An employee or volunteer who suspects that a child is being abused or neglected must 

immediately report that child to the Unit Director or his/her designee.  That person 

will ensure that the proper reports are filed with either a child welfare agency and/or 

police department.  Any such reports must also be made to the Director of Operations 

or his/her designee. 

 

 If an allegation of abuse is made against a Boys & Girls Clubs employee or volunteer, 

that person will be immediately restricted from having contact with the members.  It 

may be necessary for the Executive Director to suspend that person while the 

allegations are under investigation.  Allegations will be dealt with immediately and 

properly.  Our first priority is the safety of the children entrusted to Boys & Girls 

Clubs.  

 

 Unit Directors are required to report any allegations of misconduct on the part of an 

employee or volunteer, as well as any incidents of suspected abuse or neglect reported 

by a staff member or volunteer to the Director of Operations. 

 

 Information regarding child abuse cases is confidential and will be shared only with 

the proper authorities. 

 

Staff Member/Member Interaction 

Employees and volunteers are prohibited from having Club members present in their private 

residences.  Further, employees and volunteers are discouraged from involvement with Club 

members off of Club premises, unless a Club sponsored event is involved.  Similarly, employees 

and volunteers are prohibited from interacting with Club members through online means such as 

social networking sites (e.g. Facebook, My Space, Twitter), chat rooms or other online means. 
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No members should be transported in a private vehicle by staff or volunteer without specific 

consent from Executive Director or designate.  Club members are never allowed to accompany 

employees or volunteers to their private residences. 

 

Staff Member’s Relatives in the Workplace 
Each employee of the Boys & Girls Clubs of Toledo is expected to give his or her full attention 

to job responsibilities while they are on duty.  This can best be accomplished when distractions 

are kept to a minimum.  Children or other relatives of employees should not be in the workplace 

on a regular basis.  Proper day care arrangements should be made for children and they should 

not attend the Club at which their parent works.   

 

Personal Appearance 

Employees of the Boys & Girls Clubs of Toledo are role models for Club members.  Therefore, 

personal appearance is important, and all employees are required to be dressed and groomed 

appropriately at all times. If an employee reports for work inappropriately dressed or groomed, 

the employee’s supervisor or the Executive Director shall instruct the employee to return home 

to change clothes or to take other appropriate action.  The employee will not be compensated 

during such time away from work, and repeated violations of this policy will be cause for 

disciplinary action.  The Club reserves the right to develop a dress and personal appearance 

policy and all employees will be expected to abide by those guidelines. 

 

Smoking 

Smoking in or around the Boys & Girls Club properties is prohibited at all times.   

 

Emergency Procedures  
In the case of severe weather conditions at or near the unit locations, the Executive Director or 

his/her designee will decide whether to close the operations of the units.  All persons involved 

with the unit(s) concerned will be notified of its closing.   

 

Employees will be advised in a separate memorandum as to the guidelines that the Clubs will 

follow in the event that an emergency makes it necessary to close one or more of the Boys & 

Girls Clubs of Toledo facilities. 

 

With respect to National Security Alerts, employees will be advised in a separate memorandum 

as to the guidelines that the Clubs will follow. 

 

Policy Regarding Use of Electronic Equipment 
To ensure that BGCT’s electronic equipment is used only for lawful and appropriate purposes 

and to further its business interests, BGCT has adopted the following policy which applies to all 

employees.  Each employee having access to the electronic equipment of BGCT is required to 

strictly abide by this policy.   

 

Acceptable Uses of BGCT’s Equipment 

BGCT’s software and business equipment, including telephones, facsimile machines, computers, 

BGCT’s electronic mail system and Internet access, and copy machines (collectively, the 

"Equipment") are intended to be used for business purposes only.  The Equipment is the 

exclusive property of BGCT, and its sole purpose is to facilitate BGCT’s business.  Each 

employee has the responsibility to maintain and enhance the public image of BGCT and to use 

the Equipment in a productive and appropriate manner. 
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Unacceptable Uses of BGCT’s Equipment 

BGCT’s equipment may not be used for transmitting, receiving, or storage of any 

communications of a defamatory, discriminatory, or harassing nature, or materials that are 

sexually explicit, pornographic, or obscene.  Harassment of any kind is prohibited.  No messages 

with derogatory or inflammatory remarks about an individual’s race, sex, age, disability, 

religion, national origin, or physical attributes shall be transmitted through BGCT’s Equipment.  

BGCT will not tolerate actions that may create a hostile environment.  Equipment may not be 

used for any purpose which is illegal or against BGCT’s policies or contrary to BGCT’s best 

interest.  Sensitive or confidential information respecting BGCT or its clients or vendors should 

not be transmitted via the Internet or over facsimile machines without the consent of BGCT.  

Solicitation of non-BGCT business, or any use of BGCT’s Equipment for personal gain, is 

prohibited.  Information MUST not be downloaded from the Internet or otherwise uploaded 

without prior approval by your supervisor.  Computer games and personal software MUST not 

be loaded on to Company computers.  It is not acceptable at any time to use BGCT Equipment 

for any personal business enterprise.  It is not acceptable to use BGCT resources to infiltrate a 

computer or computing system and/or to actually or to attempt to damage or alter the software, 

hardware or data of a local or remote computer or computing system. 

 

Communications 
Employees are responsible for the content of all information that they transmit over BGCT’s 

Equipment.  All electronic communications must correctly identify the employee responsible for 

the communication.  Any information sent by an employee to an individual outside of BGCT via 

BGCT’s Equipment reflects on BGCT.  All communications sent by employees via BGCT’s 

Equipment must comply with this and other Company policies. 

 

E-mail 

Employees should use BGCT network e-mail or Internet e-mail for business purposes only.  To 

prevent potentially damaging computer viruses from penetrating BGCT computer and network 

systems, employees should open emails from known and recognized senders and immediately 

delete emails from unknown senders without opening.  Furthermore, emails from known senders 

but with subject lines that don’t make sense and/or attachments that are not recognizable and do 

not appear to be legitimate should be deleted without opening.  Contact the sender separately to 

determine whether it was a proper email. 

 

Internet Availability 

It is the goal of BGCT to make Internet access available to all employees who wish to use it.  

BGCT has no control over information accessed through the Internet. We cannot be held 

responsible for its content. We ask that you only access appropriate sites. Accessing 

inappropriate sites at any hour is not appropriate. Sites accessed by all users will be monitored 

for appropriateness.   If you accidentally access an inappropriate site, please inform your 

manager. 

 

Software and Copyright Issues 
To prevent computer viruses from being transmitted through BGCT’s Equipment, there will be 

no loading or downloading or copying of any software onto BGCT’s Equipment without prior 

approval of BGCT.  No files of any kind will be downloaded from the Internet without prior 

approval of BGCT.  License agreements relating to any software, whether individually owned or 

owned by BGCT, will be strictly complied with.  Any employee desiring to reproduce or store 

information of any sort downloaded from the Internet should contact BGCT Executive Director 

or designee to determine whether the intended use is permissible.  Copyright laws are very 

complex and can apply even to information that appears to be freely available for any use.  No 
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copyrighted material will be copied illegally on BGCT’s Equipment or transmitted through 

BGCT’s Equipment.  Any unauthorized software found on a Company-owned computer will be 

removed. 

 

Security 
No employee may use a password or voice-mail access code that has not been issued to that 

employee by BGCT.  Passwords or codes must be stored in the employee’s personnel file.  

Passwords shall never be used on screensavers or menus. BGCT has the technical means, and the 

legal right, to monitor all office e-mail and Internet communications sent to or from BGCT’s 

Equipment.  BGCT will exercise this right as deemed necessary by BGCT.  There are several 

legitimate business reasons for BGCT to monitor the use of its Equipment including, but not 

limited to:  (1) ensuring that the sole use of the Equipment is to further its business purposes; (2) 

preventing inappropriate and unprofessional comments, or even illegal activity, via its 

Equipment; (3) preventing and controlling the spread of viruses in its Equipment; (4) the need 

for supervision, control, and the efficient operation of the workplace; and (5) controlling costs. 

 

In some respects, communication via the Internet is not completely private.  For instance, certain 

information with regard to sender’s name, receiver’s name, and subject matter is tracked and 

recorded automatically at various stages of the transmission process.  In addition to these 

automatic tracking features of Internet communications, BGCT has the added capability, as well 

as the right, to monitor and record all information with regard to Internet communications into 

and out of BGCT, as well as all internal e-mail communications.  Despite certain equipment 

features that may give the appearance of creating privacy, such as passwords and the ability to 

delete and purge messages, employees have no expectation of privacy with regard to any 

communications or data transfer utilizing BGCT’s Equipment.   

 

Telephone Usage 

BGCT's telephone system (including cellular phones) is for business use.  Employees are 

expected to keep personal calls to a minimum.  If you must make or receive a personal call, 

please keep your conversation brief. 

 

You are expected to be courteous and helpful at all times while engaged in telephone 

conversations with customers, suppliers and co-workers. 

 

Violation of this policy may lead to disciplinary action up to and including discharge. 

 

Consequences for Violation of This Policy 
Any employee who abuses the privilege of using BGCT’s Equipment will be subject to 

appropriate disciplinary action, up to and including termination of employment.  BGCT also 

reserves its right to advise appropriate authorities of any illegal use of its Equipment by an 

employee. 

 

By using BGCT’s Equipment, employees consent to the monitoring of their activities on 

BGCT’s Equipment and forfeit any expectation of privacy.   
 

 

Safety 

The BGCT strives to maintain a safe environment for the members, staff, volunteers, and 

community members within our facilities.  We expect that in emergency medical situations, 

prompt and appropriate medical treatment is sought.  We believe that the best approach to 
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handling safety matters is through preventive measures and adherence to the established 

emergency procedures that apply to each unit or facility. 

 

Within the context of the physical facility, any unsafe practices or conditions should be reported 

to the Unit or Assistant Unit Director.  This would include items such as exposed electrical 

cords, bathroom facilities that are not functioning, exposed light sockets, etc. 

 

It is the policy that all employees exercise the universal precautions as outlined in BGCT Blood 

Borne Pathogens Policy. 

  

Violent or disruptive behavior should be handled by the Unit Director or designee according to 

operational practice. i.e. asking the individual(s) to leave the facility and contacting the police if 

necessary and appropriate. 

 

In emergency medical conditions, the Unit Director or designee will provide to the injured party 

appropriate first aid for minor injuries and the parent or guardian will be promptly notified.  If a 

major accident or life-threatening incident occurs, 911 will be contacted.  The parent or guardian 

will be notified immediately of what happened, and where the individual was taken.   

 

For any accident that occurs, an accident report must be completed and filed.  View every 

situation with the attitude of preventing an accident or incident, and always follow the 

established emergency procedures for your facility. 

 

With respect to employee on-the-job injuries, failure to immediately report an on-the-job injury 

will result in discipline up to and including discharge.  If you are seriously injured during the 

course of your employment, you will be given appropriate medical treatment and, if required, 

hospitalized.  Your immediate supervisor or any member of management has the authority to 

have injured employees, members or volunteers, transferred to an outside medical facility for 

treatment.  Whenever BGCT has reason to believe that an employee’s work performance or on-

the-job behavior may be affected in any way by alcohol or drugs, BGCT may require the 

employee to submit to a urine, blood or other sample for testing.  The results of, or an 

employee’s refusal to submit to, any chemical/drug/alcohol test may, in addition to disciplinary 

action imposed, disqualify an employee from receiving compensation and benefits under Ohio’s 

workers’ compensation laws.  

 

LEAVES AND BENEFITS 
 

Benefits 
All employees are eligible to receive the following benefits: 

 Social Security 

 Workers' Compensation 

 Unemployment Compensation 

 Pension Program:  Upon meeting certain eligibility criteria.  See the 

Administrative Center for detailed eligibility criteria.  

 

Employees who are regularly scheduled to work 30 or more hours a week, shall be provided the 

following additional benefits: 

 Life Insurance:  Employee & dependents coverage available after 90 days of 

employment upon meeting certain eligibility criteria.  See the Administrative 

Center for detailed eligibility criteria. 
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 Medical/Dental Coverage:  A single or family plan is available after 30 days of 

employment upon meeting certain eligibility criteria.  See the Administrative 

Center for detailed eligibility criteria. 

 Long/Short Term Disability:  In order to qualify for this benefit the employee 

must be scheduled to work 30 hours per week or more (on an annualized basis).  

The waiting period for LTD is the first of the month following a new employee's 

initial employment date.  See the Administrative Center for detailed eligibility 

criteria. 

 

FULL DETAILS REGARDING ELIGIBILITY & COVERAGE OF ANY OF THE AFORE- 

MENTIONED BENEFITS ARE AVAILABLE AT THE ADMINISTRATIVE CENTER. 

 

COBRA 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and 

their qualified beneficiaries the opportunity to continue health insurance coverage under 

BGCT's, health plan when a "qualifying event" would normally result in the loss of eligibility. 

Some common qualifying events are resignation, termination of employment, or death of an 

employee; a reduction in an employee's hours or a leave of absence; an employee's divorce or 

legal separation; and a dependent child no longer meeting eligibility requirements. 

 

BGCT provides each eligible employee with a written notice describing rights granted under 

COBRA when the employee becomes eligible for coverage under BGCT's health insurance plan. 

The notice contains important information about the employee's rights and obligations. 

 

Sick Leave and Long and Short Term Disability 
Disability pay replaces part of your salary or daily rate if you become disabled due to injury, 

disease, or pregnancy. It is available in three forms.  All employees are eligible to utilize accrued 

“Sick Days” for absence due to casual illness or initially for longer-term disabilities. Short Term 

Disability, (“STD”) is available only to employees who have been employed by the Boys & Girls 

Clubs of Toledo for at least one year and who work 30 hours per week or more on an annualized 

basis.  Further, STD is available in conjunction with sick days up to maximum of 130 total days. 

Long Term Disability (“LTD”) is available to employees who have been employed by the Boys 

& Girls Clubs of Toledo for at least one year and who work 30 hours per week or more on an 

annualized basis when STD expires.  The LTD policy is an insured benefit purchased by the 

BGCT for eligible employees.  Both STD and LTD are partial salary benefits; that is, employees 

who receive compensation under either plan receive a percentage of their base salary as set forth 

in the table below. 

 

When absence due to illness or injury extends beyond 3 consecutive work days, or whenever 

requested by the Executive Director or his designee, you may be required to have your physician 

provide us with medical verification of the illness or injury and the expected time of recovery. 

We reserve the right to have a doctor of our own choosing review all requests for sick leave and 

to request both additional medical verification and possible examination of the employee by a 

doctor selected and paid for by us.  You are expected to notify us in advance of the expected date 

of return from leave.  You are also expected to obtain a statement from your physician stating 

that you are able to resume work duties. 

A description of the details of the disability pay benefits is described in the chart on the 

following page.  BGCT provides the sick pay and STD benefits on a self-insured basis and 

reserves the right to determine eligibility for any of these benefits in its sole 
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discretion.  Eligibility and coverage decisions are made by an outside insurance company and are 

not controlled by the BGCT. 
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Sick Pay Short Term Disability 

(STD) 

Long Term Disability 

(LTD) 
Eligibility   
Upon completion of 

Introductory Period. 

Eligibility   
Employed for at least 1 year 

and work 30 or more hours per 

week on an annualized basis. 

Eligibility   
Employed for at least 1 year 

and work 30 or more hours per 

week on an annualized basis 

AND under the age of 70. 

Coverage 

 After 90 days of 

employment, sick days 

accrue on day per 

month and may be 

carried over from year 

to year, subject to a 

maximum of 130 days 

 Amount of accrued 

sick days are available 

for sickness up to a 

maximum 130 days 

except as provided 

below. 

 Sick days are subject 

to limitation of 20 days 

annually.  After that, 

use of additional, 

banked sick time in 

extraordinary circum-

stances is at the 

discretion of the 

Executive Director. 

 No payment will be 

made for unused sick 

days at the time of 

termination or resigna-

tion. 

Coverage 
 Benefits provided up 

to 130 days less any 

time covered by sick 

days (i.e. the total time 

off between sick days 

and STD cannot 

exceed 130 days). 

 Medical verification of 

disability is required. 

Coverage 
 Employee must be 

unable to work for 6 

consecutive months 

due to total disability. 

 Medical verification of 

disability is required. 

 Periodic medical re-

evaluations may be 

required for benefits to 

continue. 

 

Percentage of Base Pay 

Covered 

 All sick days paid at 

100% of base pay. 

Percentage of Base Pay 

Covered 

Years of Eligible Service       Coverage 

Less than 1                0% 

1                                10%  

2                                20% 

3                                30% 

4                                40% 

5                                50% 

6                                60% 

Percentage of Base Pay 

Covered 

 2/3 of gross monthly 

earnings offset by 

workers’ compensation 

or social security 

benefits, if any 

 

 

Family & Medical Leave (FMLA) 

General Policy 
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BGCT provides eligible employees with 12 weeks of unpaid, job-protected leave for any of the 

following family and medical reasons according to the Family and Medical Leave Act (FMLA):  

 Your own serious health condition, as defined, that makes you unable to perform the 

essential functions of the job.  

 For incapacity due to pregnancy, prenatal medical care or child birth. 

 To care for your spouse, child, or parent with a serious health condition. 

 To care for your newborn child, newly adopted child, or newly placed foster child as long 

as the leave is taken in the year following the child’s birth or placement. 

 To attend to a qualifying exigency relating to a spouse, child or parent on or called to 

active duty in the national Guard or Reserves in support of a contingency operation.  

(Qualifying exigencies 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 take a total of 26 weeks of unpaid leave during a single 12 month 

period to care for the spouse, son, daughter, parent, or next of kin of a service member who is a 

current member of the Armed forces, including a member of the National Guard or Reserves, 

who has a serious injury or illness incurred in the line of duty on active duty that may render 

him/her medically unfit to perform his/her duties.  The leave may be taken to care for the 

covered servicemember while he or she is undergoing medical treatment, recuperation, or 

therapy or is in outpatient status or is on the temporary disability retired list. 

 

Eligibility  

To qualify for FMLA leave, you must meet each of the following criteria and have a qualifying 

reason for the leave: 

 Be employed at a location that has at least 50 of our employees within a 75-mile radius.  

 Have been employed by us at least one year.  

 Have worked at least 1,250 hours during the one year period or 52 weeks immediately 

before the date the leave begins. 

 

Requesting a Leave 

You must inform your supervisor/manager and Administrative Office at least 30 days in advance 

of the need to take FMLA leave when the need for the leave is foreseeable.  When 30 days is not 

possible, you must provide notice as soon as practicable and must comply without normal call-in 

procedures.  Failure to give appropriate notice of the need for leave may result in denial of the 

leave, disciplinary action and/or termination of employment. 

 

To request a leave, notify your supervisor, complete the appropriate form(s) and return it to 

Administrative Office by the required date. 

 

Administrative Office will inform you whether you are eligible for leave under the FMLA and, if 

you are, advise you of any information required of you and of your rights’ and responsibilities 

associated with the leave.  Administrative Office will also inform you of the reason if you are not 

eligible for leave.  
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Additional Forms and the Leave Determination 

You may be required to provide additional information to determine if you qualify for FMLA 

protection.  Information requests may include documentation of your inability to perform your 

job, your family member’s disability status, continuing treatment and/or hospitalization needs or 

other circumstances surrounding the nature of your leave.  You must inform us if any requested 

leave is for a reason for which FMLA leave was previously taken or certified.  You will be 

required to provide sufficient information informing us of the timing and duration of your leave.   

You may also be required to provide certification and periodic recertification supporting your 

need for leave.   

 

Certification of Health Care Provider 

Your treating health care provider must specify and certify the nature of the qualifying serious 

health condition, beginning/ending dates of incapacity, treatment, or care, etc. A Certification of 

Health Care Provider form must be fully completed, signed, and dated by your treating health 

care provider. If your leave is to provide care for an eligible family member, both you and the 

family member’s treating health care provider will need to complete the applicable sections of a 

Certification form. If you fail to provide the Certification of Health Care Provider form within 15 

days of the date requested, your leave may be delayed or denied and consequential disciplinary 

action may occur.  Be sure to follow up with the health care provider to ensure timely completion 

and return of Certification of Health Care Provider form.  

 

The health care provider may be asked to provide clarifying information related to the 

Certification of Health Care Provider form at the time of approval reviews and any subsequent 

determination(s) related to leaves when questions arise. We may also request certification and 

other updates as appropriate and necessary. 

 

We may also seek second or third opinions (at BGCT expense) from independent third party 

medical experts. You (or your family member) may be required to submit to an examination by 

one or more of such experts.  Your cooperation with such examinations is required and failure to 

cooperate may cause your leave to be delayed or denied and may also directly lead to 

disciplinary action.  You will be granted provisional leave while the BGCT waits for 

clarifications and/or the results of a second or third opinion. 

 

Communicating Leave Status 
Administrative Office will let you know if your leave has been approved, usually after receiving 

the Certification of Health Care Provider form. You will also receive a designation of your 

FMLA leave status in writing which will detail the type of leave being approved, along with your 

approved leave period, return-to-work date, and related requirements. The time off prior to 

approval will be counted as part of the leave if eligibility and qualification are established.  We 

may retroactively designate time away from work that qualifies as job-protected FMLA and 

count the absences toward the 12-week entitlement. You will be notified in writing of this 

designation while absent or after returning to work.  If your leave is determined to be 

nonqualifying, you will be advised in writing. 

 

Other Time Off 

When you request FMLA (and you are not otherwise receiving short-term disability or Workers’ 

Compensation payments), you are required to use any available paid time off, sick, or personal 

leave during the FMLA  leave.  These other leaves run concurrent with (counts against) your 

weeks of available FMLA leave.  
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Period of Leaves of Absence 

BGCT measures the 12 month FMLA leave period as a rolling 12 month period counted 

backward from the date you use leave under this policy. Each time you take FMLA leave, we 

will compute the amount of leave taken under this policy and subtract it from the 12 weeks of 

available leave, specific to each rolling 12 month period. The remaining balance is the maximum 

you are entitled to take at that time under FMLA. 

 

Second Qualifying Event While on Leave 

If you have a second qualifying leave while out on approved FMLA leave, you may request 

approval for a concurrent leave. The leave periods may partially or fully overlap. You will be 

required to complete the appropriate FMLA leave forms and provide a Certification of Health 

Care Provider form to establish your qualification, the leave period and a return-to-work date, 

which may be different. If the leave is approved, your return-to-work date is the latter of the two 

leave periods.  

 

Serious Health Condition Defined 

A serious health condition means an illness, injury, impairment, or physical or mental condition 

that involves one of the following: 

 

 Overnight Care in a medical care facility.  

 Continuing treatment by a health care provider that prevents your from performing the 

functions of your job (or prevents your family member from participating in daily 

activities, like work or school.)   

 The continuing treatment requirement generally is met by a period of incapacity of more 

than three consecutive calendar days combined with: 

 At least two visits to a health care provider; or  

 A visit to a health care provider and a regimen of continuing treatment. 

 

 Note: Treatment does not include routine physical, eye, or dental examinations. 

A regimen of continuing treatment does not include the taking of over-the-counter 

medications such as aspirins, antihistamines, or salves; or bed-rest, drinking 

fluids, exercise, and other similar activities that can be initiated without a visit to a 

treating health care provider.  

 

 Due to pregnancy or prenatal care. 

 Due to a chronic condition. 

 Chronic Conditions Requiring Treatments. A chronic condition that is documented by a 

physician and requires all of the following:  

 Requires periodic visits for treatment by a health care provider or by a nurse or 

physician’s assistant under direct supervision of a health care provider;  

 Continues over an extended period of time (including recurring episodes of a 

single underlying condition); and  

 May cause episodic rather than a continuing period of incapacity (for example. 

asthma, diabetes, epilepsy, etc.). 

 Permanent/Long-term Conditions Requiring Supervision. A period of incapacity that is 

permanent or long term due to a condition for which treatment may not be effective. You 

or your family member must be under the continuing supervision of, but need not be 

receiving active treatment by a health care provider. Examples include Alzheimer, a 

severe stroke, or the terminal stages of a disease.  
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 Multiple Treatments (Non-Chronic Conditions). Any period of absence to receive 

multiple treatments (including any period of recovery) by a health care provider, either 

for restorative surgery after an accident or injury, or for a condition that would likely 

result in a period of incapacity of more than three consecutive calendar days.  

 

Benefits While On Leave 
BGCT will continue to pay the BGCT portion of your group health insurance benefit premiums 

during the leave period at the same level and under the same conditions as if you were actively at 

work.  If you are receiving a paycheck, you will have your benefit premiums deducted as usual. 

If you are not receiving a paycheck while on FMLA leave, you are responsible for paying your 

share of the benefit premiums while on FMLA leave. At the beginning of your leave, 

Administrative Office will provide you with information on how and when to make premium 

payments. Premium payments must be made within 30 days of the due date to avoid 

cancellation.  You must continue paying your share of premiums or your benefit coverage may be 

canceled.  If you do not return to work after your FMLA leave, you may be required to 

reimburse BGCT for any benefit premiums paid on your behalf.  

 

Use of FMLA will not cause you to lose any employment benefit that accrued prior to the start of 

your leave. 

 

Intermittent Leave or Reduced Work Schedule 
When medically necessary, leave for some conditions (including qualified exigencies) may be 

taken intermittently or on a reduced leave schedule instead of in single block.  You are required, 

however, to schedule leave for planned appointments outside of work hours so as to not disrupt 

BGCT operations.  Requests for intermittent leave are handled the same as any other FMLA 

leave (See, “Requesting a Leave”).  Once FMLA status has been established, further requests for 

intermittent leave require that you: 

 Notify your supervisor/manager and Administrative Office of your need to use your 

intermittent leave as soon as possible. 

 Follow our absence and call off requirements. 

 Provide a medical slip for each time you use intermittent leave.  

 

If you are requesting FMLA to care for a newly born or placed child, you are not eligible for 

intermittent leave or reduced work schedules. 

 

In the event of intermittent leave, it may be necessary to transfer you temporarily to an 

alternative position with no loss of pay or benefits to better accommodate recurring periods of 

leave. 

 

Return to Work  

As soon as you know your return-to-work date, notify your supervisor and Administrative 

Office.  If your return to work date changes, notify us immediately and no later than two days 

after learning of the change.  You may be required to provide a fitness for duty certificate from 

your health care provider indicating your capacity to return to work and to perform the work 

required. You must be able to perform the essential functions of your job on return. Requests for 

light duty or to return with work restrictions cannot generally be accommodated. 

 

When you return from FMLA leave, you will be reinstated to your former position or an 

equivalent position with equivalent benefits, pay, and other terms and conditions of employment. 

Exceptions may apply if business circumstances have changed and for certain highly 

compensated positions under conditions defined within FMLA legislation.  
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If you fail to provide a required fitness for duty certificate from your treating physician, do not 

complete our return-to-work requirements and/or fail to return to work in a timely manner after 

return from work, you may not be reinstated to your job and may have your employment 

terminated.  

 

Restrictions While on Leave 

You may not engage in other employment while on FMLA leave (or on a BGCT leave of 

absence of any kind.)  A leave must be used only for the purpose requested.  If you use a leave of 

absence for any other purpose, including for travel/vacation, you will be treated as if you have 

voluntary resigned from your position.   

 

Funeral / Bereavement Leave 
In case of a death in the employee's immediate family (spouse, child, parent, brother, sister, 

grandparent), a leave with pay up to 3 days may be granted.  In case of the death of a near 

relative, absence with pay will be allowed on day of funeral. 

 

Jury Duty 

Employees shall receive their regular salary or wage for the time given to jury service and, in 

addition, may retain the fees paid for such services for up to ten days in any calendar year.  If an 

employee’s jury duty service extends beyond ten days, he or she may use available vacation days 

or personal days or request an unpaid leave of absence.  

 

Vacations 

All vacations must be approved by the Executive Director. Vacations will be approved based on 

club staff rank, seniority, availability and advanced scheduling. 

 

Non-paid vacation leave must be approved by the Executive Director and approval is at his or 

her discretion. 

 

No one is eligible for vacation time off nor is any vacation credit earned during the first 90 days 

of employment.    

 

Salaried employees are eligible for vacation time off as follows: 

  

Employees:  Eligibility for vacation time off is based on length of service.  Employees 

during the first year of employment will accrue one vacation day per month to a 

maximum of five days off during that year. At the beginning of the second, third and 

fourth anniversary years, 10 days vacation time off will be given to be used within the 

anniversary year.  During the fifth through the ninth anniversary years, 15 vacation days 

off will be given.  At the beginning of the tenth through the nineteenth years, 20 vacation 

days off will be given.  At the beginning of the twentieth anniversary year (and 

thereafter) 25 vacation days off will be given for use in the anniversary year.   

 

Upon resignation of employment, an employee will be paid for unused vacation time based upon 

their average working day, provided he or she provides 30 days notice of the intent to resign. 

 

Employees who are terminated will not receive pay for unused vacation time. 

 

On his/her anniversary date, an employee can only carry over a maximum of one-half the 

vacation time earned in any calendar year.  The maximum amount of vacation available at any 

one time is 1.5 times the amount earned in a calendar year. 
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Holidays 

The following nine holidays will be observed by the BGCT: 

 

New Year's Day   Labor Day 

Martin Luther King Day   Thanksgiving Day 

Presidents Day    Christmas Day 

Good Friday 

Memorial Day    

Independence Day    

 

In the event that any of the above holidays fall on a non-working day, the Executive Director will 

designate another day as the paid holiday.  Should a holiday occur during an employee's 

vacation, an extra vacation day will be granted. 

 

 

Floating Holidays 

The Executive Director will assign 3 dates per calendar year as paid floating holidays. 

 
August Shutdown Period 
During the scheduled August Shutdown Period, hourly employees, who have successfully 

completed their introductory period will be paid for those days.  In order to be eligible for paid 

time off, the employee must have worked the week before the shutdown, at the summer fund 

raising event (if scheduled to work), and the first scheduled day after the shutdown period is 

complete.  

 

Personal Leave Days 
One personal leave day per anniversary year may be taken at employee's discretion.  Such day 

must be scheduled in advance and must be approved by employee's supervisor.  

  

Military Service 
It is the policy of the BGCT to extend Military Leave of Absence to employees pursuant to state 

and federal law.  
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CONFLICTS OF INTEREST, ETHICS AND FRAUDULENT CONDUCT 

 
Conflicts of Interest 
It is the policy of the BGCT that its relationships in transactions with individuals outside the 

Club and with other business concerns must be conducted at all times on a highly ethical basis.  

To this end, the sole consideration must be the best interest of the Club.  Consequently, decisions 

made in conducting such relationships and transactions must not be influenced by self-interest on 

the part of an officer, Trustee or employee which is actually or potentially in conflict with the 

best interest of the Club. 

 

All exceptions to the policy must have the prior approval of the Board of Trustees and the 

Executive Director. 

 

Ethics Policy 

BGCT 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 BGCT.  

All employees are expected to conduct themselves with integrity, excellence, honesty, diversity, 

respect and responsibility.  The failure to do so may result in discipline up to and including 

discharge.  In additional, all employees must annually sign a Code of Ethics.  Continued 

employment is dependent upon the execution of the Code of Ethics. 

 



 34 

ACKNOWLEDGEMENT 

 

I hereby acknowledge that BGCT is my employer for all payroll, workers compensation, and 

unemployment compensation matters. I understand that BGCT may change the policies 

contained within this EMPLOYEE HANDBOOK at any time and without notice.  This 

HANDBOOK replaces previous handbooks. 

 
I understand  that this HANDBOOK  is  a general  guide and  that  it  does  not  restrict 

BGCT from addressing matters outside the subjects covered by this HANDBOOK. 

 
I understand that nothing contained in this HANDBOOK or stated verbally is intended to be a 

promise of employment, or a contract that binds myself or BGCT to an employment 

relationship for any period of time. The employment relationship is “At-Will”. I understand 

that my employment can be terminated, with or without cause, and with or without notice, at 

any time, at the option of either BGCT or myself.   

 

I understand that if I have knowledge, either direct or indirect, of harassment, discrimination or 

retaliation in any form, I am obligated to report the circumstances immediately to BGCT 

management. 

 

In consideration of my employment or continued employment, I agree that any claim or lawsuit 

arising out of my employment with, or any application for employment with BGCT must be 

filed no more than six months after the date of the employment action that is the subject of the 

claim or lawsuit. While I understand that the statute of limitations for claims arising out of 

employment action may be longer than six months, I agree to be bound by the six month period 

of limitations set forth herein, and I WAIVE ANY STATUTE OF LIMITATIONS TO THE 

CONTRARY. Should a court determine in some future lawsuit that this provision allows an 

unreasonably short period of time to commence a lawsuit, the court shall enforce this provision 

as far as possible and shall declare the lawsuit barred unless it was brought within the 

minimum reasonable time within which the suit should have been commenced 

 
I read, understand and agree to abide by BGCT EMPLOYEE HANDBOOK, as amended 

and from time to time thereafter, and agree to re- read the HANDBOOK from time to time 

to refresh my memory throughout my employment by BGCT. I have had an opportunity to ask 

questions about BGCT policies contained within, and agree to support the policies and 

procedures as presented in this HANDBOOK or otherwise indicated in oral or written form. 

 
 
 

Print Name:    Date   
 

Signature:    

 


