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WELCOME 
 

Welcome aboard! Thank you for your interest in joining a dynamic movement 
to impact the lives of youth. You are now a part of one of the best organizations 

you will ever be employed with. This organization will provide you with a chapter 
in your life that will be full of everlasting memories. You will now serve as a 

role model, a big brother/sister, a mother/father to all the members of the Boys & 
Girls Clubs of the Big Pines. As a member of the BGCBP team, you are also a 
piece of the ongoing puzzle in our members’ lives. We are all striving to learn, 

teach, and knowledge with one another. From the top to the bottom and vice versa 
we are all striving to complete the ultimate goal of impacting the lives of youth. You 

are here because you have the passion and dedication to assist in completing this goal. 
We hope this turns out to be one of the best experiences of your life. Any comments 
or suggestions that you may have to make this possible please feel free to share them 
with us. The club kids who you will be working with every day, are our future. Why 
not make a difference in the life of a child, why not help mold them, why not become 

a role model, why not become a constant in their life? 
Keep this in mind when you are coming through the doors of the Boys & Girls Clubs: 

“Always help someone. You might be the only one that does." 
Again, welcome and we look forward to your addition as a part of the team. 

 
 
 

Sincerely, 
Chad Patterson 

CEO 
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All Our Employees: 

We are pleased to have you on our team at Boys & Girls Clubs of Big Pines (“The Club”). If you are a new 
employee, welcome!  

The information provided in this Policy Handbook is intended to give an outline of our Operating, Safety, and 

Technology Policies. 

Although this Policy Handbook is not a contract, it is important for you to read and understand its provisions, as 
well as any amendments or Employee Memorandums that may be issued from time to time. This Policy Handbook 
contains the policies and practices in effect at the time of publication.  All previously issued handbooks and any 
inconsistent policy or benefit statement are superseded.  It is not possible to anticipate every situation which may 
arise in the workplace, or to provide information which answers every possible question.  In addition, circumstances 
may arise that require policies, practices, and benefits described in this Handbook to change.  Accordingly, the Boys 
& girls Clubs of Big Pines reserves the right to modify, supplement, rescind, or revise any provision of this 
Handbook as it deems necessary or appropriate at its discretion. 

Our goals as a Club are: 

1. To provide a safe, fun and learning environment for our members. 
2. To provide satisfying employment to all employees by creating a challenging, safe, non-

threatening work environment. 
3. To continue to grow in order to provide for advancement. 
4. To establish and maintain a positive relationship with the community we serve. 
5. We value our employees – you are our primary resource – and we are committed to 

working with you to achieve The Club’s and your goals. 

We hope this Handbook is helpful, so that each of you can be an informed member of our team. 
 

Respectfully,  

Chad Patterson 
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ABOUT THIS HANDBOOK 
 
This Employee Handbook (“Handbook”) is expressly intended for the use of the employees 

of the Boys & Girls Club of the Big Pines (hereinafter referred to as the “Club”).  This Handbook sets 
forth basic policies and expectations for employee conduct and also contains important summary 
information regarding employee benefits.  

  
 Unless otherwise specified or required by law, the benefits described in this Handbook apply 
only to regular, (full and part-time) employees of the Club.  By contrast, the policies outlined in this 
Handbook apply to all employees – introductory, regular full-time, regular part-time and temporary.  
In all cases of interpretation of this Handbook, management decisions are final.  The Club may 
modify any part of this Handbook at its sole discretion, without prior notice.  This Handbook 
supersedes and replaces all previously existing Club employee handbooks or personnel policy 
manuals.  As used throughout this Handbook, the use of the article “he” refers to her and him. 

 
 All Club employees are expected to follow the policies and procedures outlined in this Handbook.  Any violation 
of these or any other Club policy, practice or procedure will subject an employee to discipline, up to and including 
separation. 
 
 Employment at the Club is at-will.  The Club may discharge an employee at any time, for any reason whatsoever, 
with or without cause, and with or without notice.  Nothing within this Handbook or within the Company’s policies, 
practices or procedures is intended to create a contract for employment, express or implied, a guarantee of continued 
employment for a specific duration or interfere with, restrain, or prevent employee communications regarding wages, 
hours or other terms and conditions of employment.  The Club recognizes that laws, rules, and regulations underpinning 
this Handbook are dynamic and change more often than these materials are updated and revised.  In every case, this 
Handbook shall be interpreted and enforced with such applicable laws, rules and regulations as may from time to time 
apply. 
 

Employees should refer questions regarding the Club’s benefit plans to the Director of 
Operations. Employees should contact the Area Director with questions concerning the contents of 
this Handbook. 
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OU R  MI SSI ON :   

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

caring citizens. 

OU R  VI SION : 

The Boys & Girls Clubs of the Big Pines will empower the kids of East Texas to BE GREAT by being a catalyst for 
transforming generations of young people into productive responsive, caring, and compassionate citizens, who will, 

in turn, transform the world. 

A critical component of the Outcome- driven Club Experience. The five key elements are: 

1. A Safe, Positive Environment 

2. Fun 

3. Supportive Relationships 

4. Opportunities and Expectations 

5. Recognition 

C L UB  LE AD E R SHI P PR OFI LE :  

Chief Executive Officer:        Chad Patterson 
chad@begreateasttexas.com       210.532.0013 
 
Director of RD/Marketing:            Brooke Paddie 
brooke@begreateasttexas.com      903.930.0805 
 
Director of Operations:                Shelly Meisenheimer 
shelly@begreateasttexas.com         903.926.8283 
 
Area Director:               Hanna Williams  
hanna@begreateasttexas.com      903.472.9277 
 
 
 
 
 

mailto:chad@begreateasttexas.com
mailto:brooke@begreateasttexas.com
mailto:shelly@begreateasttexas.com
mailto:hanna@begreateasttexas.com
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Boys & Girls Clubs of the Big Pine Club Sites: 

 
 

 

 

Site Name Email Phone #  

(833) 244-7463 

Physical Address  City Zip Code 

Carlile carlile@begreateasttexas.com  x720 1500 Positive 

Place 

Marshall 75670-

5571 

Elysian Fields ef@begreateasttexas.com  x750 565 FM 451 Elysian 
Fields 

75642 

Gregg County 
Center 

gctc@begreateasttexas.com x701 610 Garfield Longview 75602 

Pine Tree- 

Primary 

ptbirch@begreateasttexas.com x700 1808 Silver Falls 

Road 

Longview 75604-

2322 

Waskom waskom@BeGreatEastTexas.com x575 365 W School 
Ave. 

Waskom 75692 

      

      

      

      

      

      

      

      

      

      

mailto:carlile@begreateasttexas.com
mailto:ef@begreateasttexas.com 
mailto:gctc@begreateasttexas.com
mailto:ptbirch@begreateasttexas.com
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Boys & Girls Clubs of the Big Pines 
Important Dates and Information 

  
School Year Sites: 
Monday – Friday three-hours per day from the end of the school day. 
  
Monday - Friday     3:00 p.m. - 7:00 p.m. 
  
Summer All Clubs: 
Monday - Friday    7:30 a.m. – 5:30 p.m. 
  

Hours are subject to change with notice.  
Webpage has most accurate hours 

 

Dates and times are organized to accommodate the Independent School Districts (ISD) School Year Calendar. 

School Clubs will follow the IDS Calendar’s closed school days. 

• Please check the ISD Calendar!!! 

 
The Clubs are closed for the following holidays:  
 

• New Year’s Eve and New Year’s Day  

• MLK 

• President’s Day 

• Good Friday 

• Memorial Day 

• Emancipation Day 

• Independence Day  

• Indigenous Day 
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• Labor Day  

• Thanksgiving Week  (TBD) 

• Christmas Eve and Christmas Day and TBD 

 

Club Membership 

Any youth between the ages of 5yrs (in kindergarten) and 18 years old regardless of race, 
color, creed, neighborhood or county of residence, gender, income, family status or ability, 
is eligible and welcome to become a member. BGCBP does not discriminate on the basis of 
race, color, creed, ancestry, national origin, gender, sexual orientation, handicap or 
disability.   
 
 
 
 

 
Standards of Conduct/Code of Ethics 

 
 The Club expects all staff members and volunteers to conduct themselves in a manner that exemplifies the 
highest standard of ethics and propriety in any endeavor or activity that could impact or reflect upon the mission, 
purpose, integrity, reputation, and professional and business relationships of the organization. 
 
 The reputation of Boys & Girls Clubs of the Big Pines has been built on excellent youth development service, 
quality work, and a dedication to high standards of conduct.  To maintain this credibility requires the vigilance and 
active participation of every employee.  The opinions and perceptions that people have toward the Club may be 
influenced for an extended period by the behavior and actions of one employee. 
 
 At all times, each Club employee must be sensitive to the importance of providing fair and courteous 
treatment in all working relationships, projecting a professional image, and maintaining the standards of conduct 
expected of all Club employees. 
 

ADMINISTRATION VISITS TO THE CLUBS  

Area Directors and other BCGBP leadership must regularly visit all club programs to ensure activities are well 

managed and that Club policies are adhered to by all in attendance. Regular formal and informal visits will be conducted during 

scheduled and/or unannounced times. Site Coordinators will be provided with written feedback regarding all formal visits.  
 
 

Diversity Statement  
Diversity is the similarities and differences that staff, volunteers, and Club members bring to 
the Club. 
 
Our mission is to provide an inclusive environment for a diverse group of employees, 
volunteers, and Club members, where opportunities and equal access are demonstrated at all 
levels. 
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Our three strategic approaches in support of diversity include:  
1. Understanding differences – better working relationships and sensitivity to others' 

differences.  
2. Representation – diverse individuals bringing varying opinions, experiences and 

influences together; and  
3. Managing diversity – an environment where full utilization of individual differences and 

similarities is achieved; opportunities are available for all stakeholders; and any barriers 
to these opportunities are removed. 

 
Perceived Violations Policy 

  
It is the Club’s policy to comply fully with the spirit and letter of all federal, state and local 

laws, rules or regulations that apply to the Club and its business operations.  If an employee 
believes that any employee of the Club may be acting in violation of any such law, rule or 
regulation – or in violation of a Club policy – the employee has a duty to report the perceived 
violation, preferably in writing, to the Director of Operations within 24 hours of observing of such 
conduct.  All inquiries pertaining to perceived violations will be handled in the strictest 
confidence possible.  

 
Examples of perceived violations of law include violations of child labor laws or wage-hour 

regulations.   
 
Examples of perceived violations of Club Policy include falsifying attendance records, 

employee theft or breach of the Club’s Confidentiality or No Solicitation Policy.  
 
Moreover, the Club also expects and encourages its employees to report any questionable 

accounting or auditing concerns to the Club’s Director of Operations  Employees may confidentially 
and anonymously submit their concerns, in writing, to the Director of Operations. When necessary, 
appropriate or when financial irregularities are involved, employee concerns will be forwarded to 
the Club’s Audit Committee. 

 
If employees have any questions with regard to their duty to report perceived violations, 

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

 
Whistleblower Protection Policy  

 
The Whistleblower Protection Policy is being implemented at the Boys & Girls Clubs of 

the Big Pines (Club)  to  comply  with  the  Public  Company  Accounting  Reform  and  Investor 
Protection Act of 2002 (Sarbanes-Oxley).  This provision in the legislation applies to all 
organizations, not just publicly traded ones. At the Boys & Girls Clubs of the Big Pines, any staff 
member or volunteer who reports waste, fraud, or abuse, the individual making the report will 
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not be fired or otherwise retaliated against for making the report.  
 
General  

Boys & Girls Clubs of the Big Pines Code of Ethics and Conflict of Interest policies 
(“Code”) requires directors, officers and employees to observe high  standards  of  business  
and personal  ethics  in  the  conduct  of  their  duties  and  responsibilities.  As employees and 
representatives of the Boys &  Girls  Clubs  of  the Big Pines,  we  must  practice  honesty  and 
integrity  in  fulfilling  our  responsibilities  and  comply  with  all  applicable  laws  and 
regulations.   
 
Reporting Responsibility  

It is the responsibility of all directors, officers and employees to comply with the Code 
and to report violations or suspected violations in accordance with this Whistleblower Policy.   
 
No Retaliation  

No director, officer or employee who in good faith reports a violation of the Code shall 
suffer harassment, retaliation or adverse employment consequence.  An employee who 
retaliates against someone who has reported a violation in good faith is subject to discipline up 
to and including termination of employment. This Whistleblower Policy is intended to 
encourage and enable employees and others to raise serious concerns within the Boys & Girls 
Clubs of the Big Pines prior to seeking resolution outside the Club.  
 
Reporting Violations  

The Code addresses the Boys & Girls Clubs of the Big Pines open door policy and 
suggests that employees share their questions, concerns, suggestions or complaints with 
someone who can address them properly.  In most cases, an employee’s supervisor is in the 
best position to address an area of concern.  However, if you are not comfortable speaking with 
your supervisor or you are not satisfied with your supervisor’s response, you are encouraged to 
speak with someone in the Human Resources Department or anyone in management whom 
you are comfortable in approaching.  Supervisors and managers are required to report 
suspected violations of the Code of Conduct to the Boys & Girls Clubs of the Big Pines Director 
of Finance, who has specific and exclusive responsibility to investigate all reported violations.  
For suspected fraud, or when you are not satisfied or uncomfortable with following the Boys & 
Girls Clubs of the Big Pines open door policy, individuals should contact the Club’s HR Director 
directly.   

 
Compliance Officer  

The Organization’s Compliance Officer (hereon known as the HR Director) is responsible 
for investigating and resolving all reported  complaints  and  allegations concerning  violations  
of  the  Code  and,  at  his  discretion, shall  advise  the  Executive Director  and/or  the  audit  
committee.  The HR Director has direct access to the audit committee of the board of directors 
and is required to report to the audit committee at least annually on compliance  activity.  The 
Club’s Compliance Officer is the chair of the audit committee.   
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Accounting and Auditing Matters  

The  audit  committee  of  the  board  of  directors  shall  address  all  reported  concerns  
or complaints  regarding  corporate  accounting  practices,  internal  controls  or  auditing.  The 
Director of Finance shall immediately notify the audit committee of any such complaint and 
work with the committee until the matter is resolved.  

 

Acting in Good Faith  
Anyone filing a complaint concerning a violation or suspected violation of the Code must 

be  acting  in  good  faith  and  have  reasonable  grounds  for  believing  the  information 
disclosed  indicates  a  violation  of  the  Code.  Any  allegations  that  prove  not  to  be 
substantiated  and  which  prove  to  have  been  made  maliciously or  knowingly  to  be  false 
will be viewed as a serious disciplinary offense.   

 
Confidentiality  

Violations  or  suspected  violations  may  be  submitted  on  a  confidential  basis  by  
the complainant  or  may  be  submitted  anonymously.  Reports  of  violations  or  suspected 
violations  will  be  kept  confidential  to  the  extent  possible,  consistent  with  the  need  to 
conduct an adequate investigation.   

 
Handling of Reported Violations  

The  Director of  Finance  will  notify  the  sender  and  acknowledge  receipt  of  the  
reported violation  or  suspected  violation  within  five  business  days.  All reports will be 
promptly investigated   and   appropriate   corrective   action   will   be   taken   if   warranted   
by   the investigation.   
 

EMPLOYMENT POLICIES 
Equal Employment Opportunity  

 
The Club is an equal opportunity employer.  The Club is committed to the spirit and letter 

of all federal, state and local laws and regulations pertaining to equal opportunity.  To this end, 
the Club does not discriminate against any individual with regard to race, color, religion, sex, 
national origin, age, disability, genetic information, veteran status or other protected status.1  
This Policy extends to all terms, conditions and privileges of employment, as well as the use of all 
Club facilities.  

Consistent with its commitment to equal employment, the Club will work to accommodate 
disabled employees in keeping with applicable law. If an employee believes he needs an 
accommodation because of a disability, he should make a request to the Unit Director and the Club 
will engage in an interactive dialogue with the employee to determine the best course of action. 
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No form of unlawful discrimination, including unlawful harassment, will be tolerated.  
 

GRIEVANCE PROCEDURE 
 

It shall be the policy of the Boys & Girls Club Board of Directors to cultivate a 
relationship among its employees that will make possible open and direct communication of 
feelings and problems among all staff members. 

The Board of Directors reserves the right to review any action taken by the Executive 
Director and shall stand as the final authority for any employee matter not satisfied by the 
Executive Director, or directly or indirectly involving the Executive Director.  No decision is 
final unless the Executive Director has rendered a decision on the grievance. 

Grievances about any employee concern that the employee wishes to be brought to the 
attention of the Administration of the Boys & Girls Clubs of the Big Pines are brought 
through the grievance process.  Claims of discrimination and violation of statutory rights 
shall be brought through the grievance process.  Employees are encouraged to use the 
grievance process.  Employees whose employment has been terminated shall use the 
grievance process to bring grievances regarding their employment or termination. 

This procedure provides employees with an orderly process for prompt and equitable 
resolution of employee concerns, including disciplinary action, termination of employment, 
working conditions, personnel issues, illegal discrimination or harassment, violation of 
statutory rights, illegal retaliation and/or the quality of service provided to the boys and 
girls in the club.  In cases of illegal discrimination or harassment, employees are encouraged 
to use the grievance process and may by-pass any supervisor or official allegedly involved in 
the discrimination or harassment.  In cases of harassment, it is expected that the employee 
will immediately report harassment to a supervisor so that immediate action can be taken 
to remove the employee from the harassing situation or eliminate the harassment.  The 
procedures governing unlawful harassment are found in DE Work Environment. 

 

Content of grievance.  Any employee may field a grievance as defined in this procedure.  The 
grievance must be in writing, must be signed by the grievant, and must contain  
 
1. The grievant full name, home and work address, and home and work telephone number 

of the grievant.  It is the responsibility of the employee to provide an address and phone 
number where the Club can contact the employee concerning the grievance. 
 

2. A statement of the grievance including the date of incident and date the employee first 
learned of it, if different. 
 

3. The relief that the grievant believes should be granted, and statement of the individual 
harm alleged.  Consideration of more than one alternative may be requested. 
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4. The grievance shall include all matters complained of and matters not raised in the 
initial written grievance shall not be considered on appeal. 
 

Time of filing.  The grievance must be filed within ten (10) working days of the incident 
causing the grievance.  The day of the incident shall not be included in computing time 
limits.  The last day of the period shall be included unless it is a Saturday, Sunday, or legal 
holiday.  Time limits shall not include Saturdays, Sundays, or legal holidays.  Three days shall 
be added to the period to allow for mail delivery. 

 

Filing.  The grievance and any appeals must be filed to the appropriate person (Director of 
Operations, Executive Director, or Board President) to Boys & Girls Clubs of the Big Pines,   
P. O. Box 2041, Marshall TX  75671. 

 

Withdrawal of grievance.  Upon the written request of the grievant to the Executive 
Director, a grievance or any part may be withdrawn.  The withdrawal of a grievance or any 
part will preclude its refiling or appeal. 

 

Procedure.  When consultation with a supervisor has not resulted in resolution of a problem 
brought to the supervisor’s attention by an employee, the employee may file a written 
grievance as follows: 

1. The grievant should file the grievance with the Executive Director.  The Executive 
Director (or President of the Board of Directors if a grievance of illegal discrimination or 
harassment by the Executive Director) will attempt to resolve the matter and may 
request a meeting with the employee.  It is the responsibility of the employee to 
cooperate with the supervisor in arranging a time to meet.  The Executive Director (or 
Executive Committee of the Board of Directors) has five (5) working days to make a 
written decision unless the delay is attributable to the employee.  A decision is made 
when the written decision is deposited in the U. S. Postal Service.  If no decision is made 
within five (5) working days, the employee shall file a written appeal to the President of 
the Board of Directors. 

a. Current President of the Board of Governors is Dave Jochum  djochum@longviewtx.com 

903-237-4000  

2. If the written decision is not satisfactory to the grievant, or is not made within five (5) 
working days, the grievant shall file a written appeal with the President of the Board of 
Directors.   The appeal shall be filed within five (5) working days of the date the written 
decision is made or the expiration of time for the Executive Director to make a written 
decision. 

3. The Executive Committee of the Board of Directors shall make a written decision within 
five (5) working days of the filing of the appeal.  A decision is made when the written 
decision is deposited in the U. S. Postal Service. 

mailto:djochum@longviewtx.com
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4. There is no right of appeal from the determination of the Executive Committee of the 
Board of Directors. 

5. All written material, including grievance and findings, shall be included in the 
employee’s personnel file. 

 
 

Harassment 
 

It is the Club’s policy to provide a work environment free of harassment that results in 
unlawful discrimination.  The Club will not tolerate any form of harassment based upon an 
individual’s race, color, religion, sex, national origin, age, disability, genetic information, veteran 
status, or other protected status.  For these purposes, the term “harassment” includes, but is not 
limited to, slurs, jokes, or other verbal, graphic, or physical conduct relating to an individual’s 
race, color, religion, sex, national origin, age, disability, genetic information, veteran status or 
other protected status.  The term harassment also includes sexual advances, requests for sexual 
favors and other conduct of a sexual nature.  

 
SO THAT YOU KNOW . . .  
 
Harassment on the basis of race, color, religion, sex, national origin, age, disability, 

genetic information, veteran status, or other protected status is defined as conduct which has 
the purpose or effect of unreasonably interfering with an individual's work performance or 
creating an intimidating, hostile, or offensive work environment.  
 

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

• degrading any group or class of people;  

• assigning less desirable work or working conditions to members of such 
protected groups based solely on their group membership; or treating 
protected individuals in a demeaning fashion.  

 
Sexual harassment is defined as unwelcome physical or verbal sexual conduct where:  

 

• submission to the conduct is either an explicit or implicit term or condition 
of employment.  

• submission to or rejection of the conduct is used as a basis for employment 
decisions affecting the person doing the submitting or rejecting; or the 
conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile or 
offensive work environment.  
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Examples of behavior that could be construed as sexual harassment include, but are not 
limited to:  

 

• explicit or implicit threats to withhold pay increases, benefits or working 
conditions in exchange for sexual favors or sexual activity;  

• promises to improve pay, benefits or working conditions in exchange for 
sexual favors or sexual activity;  

• demands for sexual favors or sexual activity;  

• subtle pressure for sexual favors or sexual activity; or,  

• deliberate, repeated or unsolicited verbal comments, gestures or physical 
actions of a sexual nature (i.e., lewd or lascivious remarks and unnecessary 
touching, patting or pinching).  

 
WHAT TO DO ABOUT HARASSING CONDUCT . . . 

 
 An employee who believes he and/or another Club employee has been subjected to 
harassing conduct should immediately contact the Director of Operations A prompt investigation 
will be conducted of each and every complaint and appropriate action will be taken.  Employees 
are required to participate in all Club investigations.  Complaints will be handled confidentially, 
to the extent possible.  The Director of Operations or her designee has the responsibility for 
investigating and resolving complaints of harassment.  In the event of a complaint involving the 
Director of Operations the Executive Director should be notified and he will fulfill the 
investigatory role in this process.  

 
No Retaliation or Reprisals 

 
Employees have a duty to report any harassment they either experience or observe, 

regardless of whether the alleged harassment is being perpetrated by a Club employee or any 
other third party.  Under no circumstances will a person be retaliated against because of a bona 
fide report of harassing conduct. 

 
Standards of Conduct/Code of Ethics 

 
 The Club expects all staff members and volunteers to conduct themselves in a manner 
that exemplifies the highest standard of ethics and propriety in any endeavor or activity that 
could impact or reflect upon the mission, purpose, integrity, reputation, and professional and 
business relationships of the organization. 
 
 The reputation of Boys & Girls Clubs of the Big Pines has been built on excellent youth 
development service, quality work, and a dedication to high standards of conduct.  To maintain 
this credibility requires the vigilance and active participation of every employee.  The opinions 
and perceptions that people have toward the Club may be influenced for a long period of time 
by the behavior and actions of one employee. 
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 At all times, each Club employee must be sensitive to the importance of providing fair and 
courteous treatment in all working relationships, projecting a professional image, and 
maintaining the standards of conduct expected of all Club employees. 
 

 
BGCB Ethics : A Matter of Trust 

 

 
 

A Matter of Trust: 
Boys & Girls Clubs of America 
 Code of Ethics for Employees 

 
The purpose of  “A Matter of Trust: Our Code of Ethics” is to help ensure that all employees of 
BGCA adhere to proper ethical standards, abide by the law, and preserve the mission, 
purpose, integrity, reputation, and professional and business relationships of BGCA. 

 

Boys & Girls Clubs of America 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 BGCA. 

 
Recognizing that it is not possible to address all ways in which ethical issues may arise, the 
following principles are intended as a guide in making sound judgments and decisions on 
behalf of BGCA and its mission 

 

Pledge of Personal and Professional Conduct 
 

▪ Integrity -- I will demonstrate the highest standards of individual conduct, personal 
accountability, integrity, trustworthiness, fair dealings, considerations of the rights of 
others, and the highest principles of good business relationships. 
 

▪ Excellence -- I will strive to meet the highest standards of performance, quality, service, 
and achievement. 
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▪ Honesty -- I will communicate directly, respectfully, honestly, and openly, and avoid 
misrepresentation. 
 

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

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

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

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

 
Professional Practices 

 
While the “Pledge” outlines general principles guiding our ethical conduct, the following points 
illustrate important applications that are relevant to our everyday work.  The points below are 
not intended to be all-inclusive.  Employees are expected to utilize good judgment in 
maintaining the highest standards of ethics.   

Conflicts of Interest: 
Employees must avoid any activity, investment or interest that might reflect unfavorably upon 
the integrity or good name of the Club or in any way damage Club business.   
 
Any employee who wishes to engage in outside professional, business or volunteer activities 
must be certain that the proposed activity does not: 

▪ interfere with the employee’s effective performance of his duties; 
▪ make use of any of the Club’s proprietary or confidential information; or require the use 

of Club time, resources, facilities or equipment. 
▪ I will not place my personal interest in conflict with the mission, purpose, vision, or 

interests of BGCA, and will avoid any conduct that may impair my judgment with respect 
to BGCA. 

▪ I will enter into business transactions on behalf of BGCA and otherwise that are in the 
best interests of BGCA and its mission, and that do not, in any way, conflict with, 
compromise, or detract from BGCA’s mission, purpose, or interests. 

▪ I will not, directly or indirectly, benefit improperly from my position or from any sale, 
purchase, or other activity of the organization. 

▪ I will avoid situations involving conflict or the appearance of conflict between duty to 
the organization and personal interest. 
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▪ I will not accept from or give to any current or potential supplier, customer, competitor, 
or donor any payment, service, gratuity, gift, or favor of more than nominal value unless 
explicitly approved by the President. 

▪ I will not ask for or receive cash, kickbacks, bribes, gifts or favors.   
▪ I will avoid any outside business relationships with donors, other businesses or 

competitors if that relationship creates a conflict of interest by influencing decisions 
made by me in the performance of my regular duties for BGCA. 

▪ I will ensure that travel, entertainment and related expenses are incurred on a basis 
consistent with the mission of BGCA and not for personal gain or interests. 

▪ I will reveal any perceived, potential or actual conflicts of interest. 
▪ I will not release business information that has not been made public to private 

individuals, organizations, or government bodies unless demanded by legal process. 
▪ I will not use confidential information obtained in the course of my employment or 

affiliation with BGCA for the purpose of advancing any private interest or otherwise for 
personal gain.   

▪ I will refer all requests for information about present or former employees of the 
organization to the Human Resources department for handling. 

▪ I will refer requests for confidential or sensitive information from the media to the Vice 
President of Marketing & Communications. 

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

Confidentiality Policy 
  
 Information learned regarding the Club’s members and services performed during the 
course of employment at the Club shall be kept confidential and remain confidential.  For purposes 
of this Policy, “Confidential Information” shall mean all non-public information about the Club and 
its members and shall include trade secrets, as well as proprietary, financial, marketing, strategic 
and other confidential business information. Under no circumstances should any Club employee use 
confidential information that he learned in the course of his employment with the Club for personal 
gain, personal use or personal business.  Disclosing confidential information to persons not entitled 
to such information and/or assisting others in gaining unauthorized access to the Club’s records or 
information are clear violations of this Policy.  The communication of false and malicious information 
about the Club, its members or its employees is also a violation of this Policy.   
 

Except with the express permission of the Director of Operations employees may not at 
any time during or after their employment, use, duplicate, or disclose by any means, any 
information regarding current or past members to any unauthorized person or Club entity.  
Moreover, the very fact that an individual is served by the Club must be kept private and 
confidential; disclosure can be made only under specific conditions described below for reasons 
relating to law enforcement and fulfilling the Club’s mission.  As such, employees shall not 
disclose any information about a person, including the fact that he is or is not served by the Club, 
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to anyone outside of the Club unless authorized by the Director of Operations or other authorized 
personnel.  The principle of confidentiality must be maintained in all programs, departments, 
functions and activities. 

 
No member information requested by someone outside the Club may be given over the 

telephone. 
 

▪ I will not release business information that has not been made public to private 
individuals, organizations, or government bodies unless demanded by legal process. 

▪ I will not use confidential information obtained in the course of my employment or 
affiliation with BGCA for the purpose of advancing any private interest or otherwise for 
personal gain.   

▪ I will refer all requests for information about present or former employees of the 
organization to the Human Resources department for handling. 

▪ I will refer requests for confidential or sensitive information from the media to the Vice 
President of Marketing & Communications. 

Assets, Financial Reporting and Transactions: 
▪ I will do my part to ensure that BGCA complies with prescribed accounting policies and 

procedures at all times. 
▪ I will do my part to ensure that organizational assets and transactions are handled with 

the strictest integrity, and that each transaction is executed in accordance with 
applicable procedures, authorization and documentation.  

▪ I will not make false or misleading entries in any books, records or reports, invoices, 
timesheets, expense reports or aid others in doing so. 

▪ I will not use, directly or indirectly, the organizational name or logo, organizational 
funds, property, computer connectivity, equipment, assets, copyrighted material or 
other organizational resources for any unlawful, unethical, or inappropriate purpose. 

Fundraising: 
▪ I will enthusiastically promote genuine voluntary giving and prevent or inhibit any 

solicitations made under duress or coercion. 
▪ I will be accurate and truthful in our fundraising activities. 
▪ I will respect the informed choices of our donors by fairly and truthfully reporting our 

fundraising costs and overhead. 
▪ I will be clear about how donated resources will be utilized. 
▪ I will honor our promises by using donated resources in the manner in which they were 

intended or transparently informing donors of any important alterations in the planned 
use of the funds.  

Political Activities: 
▪ I will not make - or create the appearance of making - any contributions to any candidate 

for public office or political committee on behalf of BGCA. 
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▪ I will not use – or create the appearance of using - any organizational financial resources, 
facilities or personnel to endorse or oppose a candidate for public office. 

▪ I will clearly communicate that I am not acting on behalf of the organization, if identified 
as an official of BGCA, while engaging in political activities in an individual capacity. 

▪ I will engage in personal political activities on my own time and at my own expense. 
 

Reporting and Investigation 
Conditions of Employment: 

▪ Upon receipt of the Code of Ethics, each employee will agree in writing to comply with the 
Code of Ethics. 

▪ Such agreements, as well as compliance with the Code of Ethics, are conditions of employment 
for each employee. 

 
Ethics Officers: 
▪ Senior Vice President, Financial Services:  Anand Mehta (404) 487-5713. 
▪ Senior Vice President, Human Resources:  Nell Fielden (404) 487-5768 
 

Questions and Reporting: 
▪ Any questions regarding the Code of Ethics, its’ interpretation or application should be 

directed to the Senior Vice President, Human Resources. 
▪ If an employee knows of a violation of the Code of Ethics, he/she should immediately 

report it to his or her supervisor, department head or one of the Ethics Officers.  
▪ If an employee is concerned that he/she may not be in compliance with the Code of 

Ethics, he/she should complete the appropriate Disclosure Statement, 
(copy on page 6), and the Ethics Officers will provide a written response. 

▪ Any supervisor or department head receiving such a report must immediately advise 
one of the organization’s Ethics Officers. 

 
▪ There will be no retaliation or intimidation for reporting of actual or possible violations 

of the Code of Ethics.  Such reporting may be anonymous.  If not anonymous, the 
identity of the reporting employee will be kept confidential unless it must be revealed 
in order to fully enforce this Code of Ethics or comply with legal obligations. 
 

▪ BGCA’s Ethics Officers will promptly investigate all alleged Code of Ethics violations of 
BGCA employees and will take whatever corrective action is required.  Employees are 
expected to cooperate in the investigation. 

 
Disciplinary Action for Violations: 

 
Disciplinary action may be taken for the following violations, and may include dismissal, when 
appropriate. 

• Authorizing or directly participating in actions that violate the Code of Ethics. 

• Concealing a violation of the Code of Ethics. 
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• Failing to detect or report an employees’ violation of the Code of Ethics, if such failure 
reflects inadequate supervision or lack of oversight. 

• Refusing to cooperate in the investigation of a violation of the Code of Ethics; 

• Retaliating, directly or indirectly, against an individual for reporting a violation of the 
Code of Ethics. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

I acknowledge that I have received and read my personal copy of the Boys & Girls Clubs of the Big Pines code of 
ethics. I understand that I am responsible for adhering to the principles of the code of ethics, and I confirm that I 
will conduct myself in accordance with the principles of the code of ethics. The certificate process is mandatory for 
all employees, interns, and volunteers. I am in compliance with the policy.  
 
 
Name:  
 
Signature & Date:  
 
Please sign, date and return this certificate to HR 
Thank you!  
 
 

DISCLOSURE STATEMENT A MATTER OF TRUST 

Boys & Girls Clubs of the Big Pines 

 Code of Ethics for Employees, Interns, and Volunteers Disclosure Statement 

 
I acknowledge that I have received and read my personal copy of Boys & Girls Clubs of the Big Pines Code of Ethics. 
I understand that each employee, intern, and volunteer is responsible for adhering to the principles of the Code of 
Ethics, and I confirm that I will conduct myself in accordance with the principles of the Code of Ethics. 
I may not be in compliance with such policy, due to: 
 
__________________________________________________________________________ 

 
__________________________________________________________________________ 

 

__________________________________________________________________________ 

Print Name 
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__________________________________________________________________________ 

Signature  
__________________________________________________________________________ 

Date 

 
Please sign, date and return this certificate to:  
HR, Boys & Girls Clubs of the Big Pines, PO Box 2041  Marshall, Texas 75671 
Thank You! 
 
Review and Comments 

[ ] You are in compliance with the Code of Ethics Policy.       
 
[ ] You are not in compliance with the Code of Ethics Policy.  
 
In order to be in compliance: 
__________________________________________________________________________ 

 
__________________________________________________________________________ 

HR, Signature        Date 

 
 

 

 
Additional Employment Polices 

 
Introductory Period 
  

The first 30 days (seasonal) and 90 days (full-time) of employment for new employees of 
the Club is considered an introductory period.  The introductory period provides a new employee 
the opportunity to become familiar with the Club.  During this time, a new employee’s work 
hours, skills, and general work performance will be evaluated.  

Successful completion of the introductory period does not give rise to or create an 
employment contract for any period of time or a guarantee of continued employment.  

 
Background Checks 
 

All Club applicants are subjected to background checks; all Club employees and volunteers 
are subject to background checks at least every other year.2  Background checks may include, but 
are not limited to, checks of an employee’s driver’s license, National Sex Offender search, state 
and federal criminal records and credit checks; any offenses or convictions may prevent on-going 
employment. 

 
Categories of Employment 

 
Introductory:  An employee in his first 30 (seasonal) 90 (full-time) days of employment.  

 
2  Check applicable state and local laws to determine what, if any, additional responsibilities an employer 
has regarding background checks. 
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Regular Full-Time: An employee whose regular work schedule averages 30 hours or more 
per work week and who is not on introductory status. 
 
Temporary/Seasonal: An employee hired to work on a specific basis, including during 
peak or seasonal periods, for specific projects or for a limited period of time.  A 
temporary/seasonal employee may work either full-time or part-time, but is not 
considered a “regular” employee.  A temporary/seasonal employee is not eligible for 
benefits, unless specifically provided for in this Handbook or in keeping with applicable 
law.  
Employees are also categorized as either Non-Exempt or Exempt for purposes of the 
minimum wage and overtime provisions of the Fair Labor Standards Act (“FLSA”).  
Non-Exempt Employees are compensated based on the number of hours worked each 
workweek and are subject to the minimum wage and overtime provisions of the FLSA.3  

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

Performance Reviews  
Supervisors, in addition to routinely observing employee effectiveness, 

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

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

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

Expanded FMLA Leave 
 

Employee Eligibility 
All employees who have been employed with Boys & Girls Clubs of the Big Pines for at least 30 
days. 
 
Reason for Leave 
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Eligible employees who are unable to work (or telework) due to a need to care for their child 
when the school or place of care has been closed, or the regular childcare provider is 
unavailable due to a public health emergency with respect to COVID-19. 
 
“Child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a 
person standing in loco parentis, who is- 

(A) under 18 years of age; or 
(B) 18 years of age or older and incapable of self-care because of a mental or physical 

disability. 
“Childcare provider” means a provider who receives compensation for providing childcare 
services on a regular basis, including: 

• a center-based childcare provider 

• a group home childcare provider 

• a family childcare provider (one individual who provides childcare services for fewer 
than 24 hours per day, as the sole caregiver, and in a private residence) 

• other licensed provider of childcare services for compensation  

• a childcare provider that is 18 years of age or older who provides childcare services to 
children who are either the grandchild, great grandchild, sibling (if such provider lives in 
a separate residence), niece, or nephew of such provider, at the direction of the parent. 

 
“School” means an elementary or secondary school. 
 
Pay During Leave 
Leave will be unpaid for the first 10 days of leave; however, employees may use any accrued 
paid vacation, sick or personal leave during this time. The employee may also elect to use the 
paid leave provided under the Emergency Paid Sick Leave Act, as further explained below. After 
the first 10 days, leave will be paid at two-thirds of an employee’s regular rate of pay for the 
number of hours the employee would otherwise be scheduled to work. Pay will not exceed 
$200 per day, and $10,000 in total. Any unused portion of this pay will not carry over to the 
next year.  
 
For employees with varying hours, one of two methods for computing the number of hours 
paid will be used: 

• The average number of hours that the employee was scheduled per day over the 6-
month period ending on the date on which the employee takes leave, including hours 
for which the employee took leave of any type. Or,  

• If the employee has worked less than 6 months, the expected number of hours to be 
scheduled per day at the time of hire.  

Employee Status and Benefits During Leave 
While an employee is on leave, the company will continue the employee's health 

benefits during the leave period at the same level and under the same conditions as if the 



   

 

Boys & Girls Clubs of the Big Pines                                                                               Employee Handbook 01/24 
 

26 | P a g e  
 

employee had continued to work. While on paid leave, the employer will continue to make 
payroll deductions to collect the employee's share of the premium. During any unpaid portions 
of leave, the employee must continue to make this payment per instructions from the HR 
department. 

If the employee contributes to a life insurance or disability plan, the employer will 
continue making payroll deductions while the employee is on paid leave. During any portion of 
unpaid leave, the employee may request continuation of such benefits and pay his or her 
portion of the premiums, or the employer may elect to maintain such benefits during the leave 
and pay the employee's share of the premium payments. If the employee does not continue 
these payments, the employer may discontinue coverage during the leave. If the employer 
maintains coverage, the employer may recover the costs incurred for paying the employee's 
share of any premiums, whether or not the employee returns to work. 
  
 
 
 
Procedure for Requesting Leave 

All employees requesting FMLA leave must provide written notice, where possible, of 
the need for leave to the HR manager as soon as practicable. Verbal notice will otherwise be 
accepted until written notice can be provided. Within five business days after the employee has 
provided this notice, the HR manager will complete and provide the employee with any 
Department of Labor (DOL) required notices.  

The notice the employee provides should include a brief statement as to the reason for 
leave, and if possible, the expected duration.  

On a basis that does not discriminate against employees on FMLA leave, the company 
may require an employee on FMLA leave to report periodically on the employee's status and 
intent to return to work. 
 
Employee Status After Leave 

Generally, an employee who takes FMLA leave will be able to return to the same 
position or a position with equivalent status, pay, benefits and other employment terms. If the 
position the employee held before leave started no longer exists due to economic conditions or 
operational changes that are made because of the public health emergency, and no equivalent 
position is available, the employee will not be returned to employment. However, for the 
period of one year after qualifying leave under this policy ends, Boys & Girls Clubs of the Big 
Pines will make reasonable efforts to contact the employee if an equivalent position becomes 
available. 
 
Please contact the HR department with any questions.  

 

Emergency Paid Sick Leave  
 
Eligibility 
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All full- and part-time employees unable to work (or telework) due to one of the following 
reasons for leave: 

1. The employee is subject to a federal, state or local quarantine or isolation order related 
to COVID–19. 

2. The employee has been advised by a health care provider to self-quarantine due to 
concerns related to COVID–19. 

3. The employee is experiencing symptoms of COVID–19 and seeking a medical diagnosis. 
4. The employee is caring for an individual who is subject to either number 1 or 2 above. 
5. The employee is caring for his or her child if the school or place of care of the child has 

been closed, or the childcare provider of such child is unavailable, due to COVID–19 
precautions. 

6. The employee is experiencing any other substantially similar condition specified by the 
secretary of health and human services in consultation with the secretary of the 
treasury and the secretary of labor. 

“Child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of a 
person standing in loco parentis, who is- 

(A) under 18 years of age; or 
(B) 18 years of age or older and incapable of self-care because of a mental or physical 

disability. 
 
Amount of Paid Sick Leave 
All eligible full-time employees will have up to 80 hours of paid sick leave available to use for 
the qualifying reasons above. Eligible part-time employees are entitled to the number of hours 
worked, on average, over a two-week period.  
 
For employees with varying hours, one of two methods for computing the number of hours 
paid will be used: 

• The average number of hours that the employee was scheduled per day over the 6-
month period ending on the date on which the employee takes leave, including hours 
for which the employee took leave of any type. Or,  

• If the employee has worked less than 6 months, the expected number of hours to be 
scheduled per day at the time of hire.  

Rate of Pay 
Paid emergency sick leave will be paid at the employee's regular rate of pay, or minimum wage, 
whichever is greater, for leave taken for reasons 1-3 above.  Employees taking leave for reasons 
4-6 will be compensated at two-thirds their regular rate of pay, or minimum wage, whichever is 
greater. Pay will not exceed: 

• $511 per day and $5,110 in total for leave taken for reasons 1-3 above; 

• $200 per day and $2,000 in total for leave taken for reasons 4-6 above. 
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Interaction with Other Paid Leave 
The employee may use emergency paid sick leave under this policy before using any other 
accrued paid time off for the qualifying reasons stated above.  
 
Employees on expanded FMLA leave under this policy may use emergency paid sick leave 
during the first 10 days of normally unpaid FMLA leave.  
 
Procedure for Requesting Emergency Paid Sick Leave 
Employees must notify their manager or the HR manager of the need and specific reason for 
leave under this policy. A form will be provided to all employees on the company intranet 
and/or in a manner accessible to all. Verbal notification will be accepted until practicable to 
provide written notice. 
 
Once emergency paid sick leave has begun, the employee and his or her manager must 
determine reasonable procedures for the employee to report periodically on the employee’s 
status and intent to continue to receive paid sick time. 
Carryover 
Paid emergency sick leave under this policy will not be provided beyond December 31, 2020. 
Any unused paid sick leave will not carry over to the next year or be paid out to employees.  
 
Job Protections 
No employee who appropriately utilizes emergency paid sick leave under this policy will be 
discharged, disciplined or discriminated against for work time missed due to this leave.  
 
Please contact the HR department with any questions.  
 
 

Timekeeping 
 

Biweekly time records must be maintained by all employees.  Employees must record all 
hours worked on their [timecards/timesheets]. Employees must sign their 
[timecards/timesheets] and verify that the hours are accurate; employees must also initial all 
changes or corrections to their [timecards/timesheets].   
 
 [Timecards/timesheets] must be completed on a daily basis.  Each employee is 
responsible for correctly recording and properly submitting his hours of work on his timesheet.  
Please ask your Site Coordinator if they or you will be completing your timesheet.  Only site 
coordinators are permitted to record another employee’s time or let another employee record 
their time.  Please sign your timesheet every two weeks. 
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Employees must accurately record all time worked, both during work hours and before or 
after work hours, e.g., speaking to members, communicating with other co-workers on work-
related matters, checking e-mails or using electronic devices to work remotely.   
 
 Employees should consult their supervisors for additional information on timesheet 
completion. 
 
Personnel Records 
 
Employees must keep their personnel records up to date.  Club employees should notify the 
Director of Operations immediately if there is a change in status, including but not limited to the 
following: 

• Name and social security number 

• Home address or telephone number 

• Cellular or Mobile telephone number 

• E-mail address 

• Marital status 

• Number of dependents 

• Beneficiary(ies) 

• Emergency contact information 

• Driver’s license status 

• Additional education and training 
 

Employees are required to report any situation or incident that may affect their employment 
with the Club including but not limited to any criminal charges, whether occurring on or off duty, 
to the Director of Operations as soon as possible, and in any case no more than 5 days from the 
event. 

All personnel records are the property of the Club.       
 

Pay Cycle, Payroll Deductions and Paychecks 
 

The Club’s workweek begins on Sunday and ends every other Saturday.  Every other Friday 
is payday.  Any changes due to holidays or other events that may interfere with this pay schedule 
will be announced in advance.  

 
The Club is required by law to make mandatory deductions from earnings.  Amounts 

withheld may vary according to how much the employee earns, marital status, government 
employment regulations, and other factors.  Mandatory withholdings include federal income tax 
and social security, and any other taxes or deductions required to be withheld by state and/or 
federal law. 

  
In addition to mandatory payroll deductions, the Club is required by law to comply with 

certain court orders, liens, or wage assignments and to make payroll deductions pursuant to 
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those orders.  All deductions from an employee’s pay shall be in keeping with the requirements 
of the FLSA.  Employees should refer any questions regarding deductions from their pay to the 
Director of Operations. 

 
 Employees will receive a payroll statement detailing their gross and net pay on payday.  If 
an error does occur, employees must inform the Director of Operations immediately so that the 
payroll department can obtain the correct information and determine whether an adjustment is in 
order.  Periodically, employees should also verify that the personal information on their paychecks 
is correct.  Any changes must be immediately communicated to the Director of Operations so that 
the proper information can be forwarded to payroll. 
  

Open Lines of Communication 
 

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

 
 Any complaint of harassment or discrimination must be reported in keeping with the Club’s 
Harassment policy. 

Open Door Policy 
 

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

 
Open communication between employees and their immediate supervisors is 

encouraged.  Employees should feel free to voice ideas, suggestions or complaints without fear 
of reprisal or retribution.  If an employee wishes to remain completely anonymous, he can write 
the idea, suggestion or complaint down on paper and drop it/give it to the Director of Operations. 
Otherwise, if employees have ideas, suggestions or complaints to share, the Club directs them to 
follow these simple steps: 
 

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

 
STEP 2: If the employee is not satisfied with the results of a discussion with 

his immediate supervisor, the employee is directed to take the 
matter to the next higher supervisor (in other words, his immediate 
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supervisor’s supervisor) within 3 working days after meeting with 
the immediate supervisor. 

 
STEP 3: If the employee believes that the matter remains unresolved, 

he/she is directed to present the matter in writing to the Director 
of Operations within 3 working days of speaking to or meeting with 
the Director of Operations shall consider all matters brought to 
his/her attention pursuant to this procedure and all decisions made 
by the Director of Operations shall be final. 

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

 
Use of Club Network and Devices 

 
 The Club may provide equipment, computers, printers and other electronic and mobile 
devices (hereinafter collectively referred to as “devices”) to its employees to perform their job 
functions.  These devices and all related materials, including the Club’s Network and software, 
are Club property and are intended for Club business.   
The Club’s devices and/or services may not be used to solicit or create any threats of violence or 
messages that are obscene, false and malicious, or bullying.   
 All computer-related passwords must be disclosed to the Technology Director or they 
may not be used.  Computer-related passwords and security codes assigned to employees may 
not be communicated to any other employee or third party unless specifically authorized by the 
Technology Director. Employees may not retrieve or read any electronic messages that are not 
sent to them.  Any exception to this Policy must receive prior approval from the Director of 
Operations. 
 

Telephone Use  
Use of Club telephones is limited to business-related calls, both outgoing and incoming. 

Employees are to advise family and friends that personal calls should be neither expected nor 
made. Emergencies, of course, would constitute an exception. No cell phone calls should be 
placed or received while on duty and supervising Club youth.  

The Club is aware that many employees use cellular telephones and other wireless 
communication devices in carrying out their daily duties and responsibilities, and those 
potential distractions may arise when such devices are used by employees while operating a 
moving vehicle. Employees’ first priority while operating a motor vehicle is safety. In order to 
minimize safety risks for employees, members, passengers, and the public at large, the Club has 
adopted the following policy with respect to use of cellular telephones while operating a 
moving vehicle. This policy applies regardless of whether the employee is operating a Club-
owned vehicle or the employee’s own vehicle in the course of employment. 
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Drug and Alcohol Free Workplace 

The Club is committed to protecting the safety, health, and well-being of its employees 
and all individuals who come into contact with its workplace, and property, and/or use its 
products and services.  As part of this mission, the Club is committed to maintaining a Drug-Free 
Workplace.  

 
Substance abuse, which includes the possession, use or sale of illegal drugs or the 

unlawful use or misuse of lawful substances, including alcohol and prescription drugs, will not be 
tolerated.  The Club also prohibits the illicit use, possession, sale, attempted sale, purchase, 
attempted purchase, conveyance, distribution, cultivation or manufacture of illegal drugs, 
intoxicants, or controlled substances in any amount or in any manner.   

 

THE BOYS & GIRLS CLUBS OF THE BIG PINES RESERVES THE RIGHT FOR 
RANDOM DRUG TESTS 

 
SUBSTANCE ABUSE POLICY     
DAA2 

The Boys & Girls Clubs of the Big Pines (The Club) is committed to providing a safe, healthy, 
productive work environment to its employees and the youth it serves. The Club recognizes that 
drugs and alcohol abuse have a negative impact on the workplace and the organization's ability 
to fulfill its mission. 

Therefore, The Club is committed to maintaining a drug and alcohol-free workplace. As 
discussed in detail below, an employee in violation of this policy will be subject to immediate 
discharge. 

Definitions 

Club Premises - for the purpose of this policy only, means on The Club's property whether leased 
or owned, or any property where The Club operations a program, and while operating Club 
vehicles and/or equipment, whether on duty or not. 

Legal Drug - includes prescribed drugs and over-the-counter drugs which have been legally 
obtained and are being used solely for the purpose for which they were prescribed or 
manufactured. 

Illegal Drug - any drug which (a) is not legally obtained; (b) may be legally obtainable but has 
not been legally obtained; or (c) is being used in a manner for a purpose other than as prescribed. 

Reasonable Suspicion - for the purposes of this policy, is a subjective standard based on facts 
and circumstances which are reasonably trustworthy and that would give rise to the belief than 
an employee is under the influence of drugs, legal or illegal, or alcohol. The facts and 
circumstances might include but are not limited to specific personal observations such as an 
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employee's manner, disposition, gait, appearance, behavior, speech or breath odor, specific 
information from another employee, law enforcement officials, security officials or by other 
persons believed to be reliable; or a suspicion that is based on other surrounding circumstance. 

RESTRICTIONS ON ALCOHOL AND CONTROLLED SUBSTANCES 

The possession, distribution, manufacture and sale of illegal drugs, unauthorized alcohol or 
equipment and paraphernalia related to illegal drug use is prohibited while working on The 
Club's premises or while on the organization 's business, including meal breaks and break 
periods, or when operating an organization vehicle. 

Any violation will result in discharge. Reporting to or being at work with illegal drugs or alcohol 
in one's system will result in discharge. Any employee refusing to submit to a drug or alcohol 
test upon request from the organization will also be discharged. 
 
Pre-Employment Drug Testing 
After a conditional offer of employment is made, each applicant will be required, as a condition 
of employment, to submit to a drug and alcohol screen test. 
The Applicant's Informed Consent for Drug and Alcohol Testing form will be completed prior to 
the drug and alcohol testing. 
Any applicant whose confirmed screening results are positive or who refuses to submit to a 
screening will not be selected for an employment opportunity. 
 
 
 
Employee Drug Testing 

All current employees may be requested to submit to a drug test as a condition of continued 
employment under any of the following circumstances: 

▪ When the employee is injured on the job and the injury requires medical attention or if 
there is an accident that results in property damage. 

▪ When, in the organization's determination, there is reason to believe (based on, but not 
limited to, such things as slurred speech, mood swings, absenteeism, job injuries, 
statements from witnesses, drowsiness, dizziness and/or impaired judgment) that an 
employee is in violation of this policy. 

▪ As dictated by the Board. 
The Employee's Informed Consent for Drug and Alcohol Testing form will be completed prior to 
the drug and alcohol testing. If an employee tests positive after a drug test or refuses to submit to 
testing, the employee will be discharged. 
 
PROCEDURE 
The Club will arrange with a local medical clinic to administer the drug and alcohol screen tests. 
The Club will bear the expense for the drug and alcohol screen tests. If the medical clinic reports 
a positive test, the employee will be terminated. 
 
ALCOHOL TESTING 
An employee who has alcohol in his/her system at any time while on organization business, 
during working hours, will be discharged. 
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CONFIDENTIALITY 

All test results obtained pursuant to the organization's substance abuse policy will be kept strictly 
confidential in a file separate from the employee's personnel file in accordance with the 
Americans with Disabilities Act. Test results will only be communicated to those individuals 
within the organization who have a "need to know." 

 

 

 

 

 

 

 

 

APPLICANT'S INFORMED CONSENT FOR 

DRUG AND ALCOHOL TESTING 

It is the intent of The Boys and Girls Clubs of the Big Pines (The Club) to maintain a workplace 
that is free of drugs and alcohol and to discourage drug and alcohol abuse by its employees. 
Employees who work under the influence of drugs or alcohol endanger their own health and 
safety and the health and safety of others, and can cause a loss of efficiency and productivity or a 
disruptive working environment. Therefore, all applicants for employment will be required to 
take a drug and alcohol test. 

I, _______________                 ___ give my consent to The Club to have drug and alcohol testing 
performed. I understand that urine and breath samples will be tested at a laboratory of The Club's 
choice. I give my consent to the disclosure of test results by the laboratory or testing facility to 
The Club. 

I understand that the test results will be kept, to the extent possible, confidential, unless 
disclosure is required by law, or these records are subpoenaed. I further understand that my 
refusal to take the test or a positive test will result in the termination of the hiring process or the 
withdrawal of any conditional offer of employment. 

_______________________________              ___________ 

Applicant Signature                                            Date 
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_______________________________              ___________ 

Witness Signature                                               Date 

 

 

 

 

 

 

 

 

 

Drug Testing: Suspicious Behavior Documentation 

This form is to be used by supervisors in conjunction with the Club's substance abuse policy 
regarding testing based upon reasonable suspicion of drug/alcohol abuse in the workplace. This 
form should be completed as soon as possible when suspected violations are observed, and filed 
in a confidential file separate from the employee's personnel file after review by the Executive 
Director. The President of the Board of Directors should be contacted immediately. 

Name of Supervisor preparing form: ________________________________________ 

Date and Time of Preparation: ________________ 

Name of Employee: ____________________ 

Date and Time of Observation: ___________________________ 

Behavior or Incident creating reasonable suspicion of drug/alcohol abuse:-
______________________________________________________________________________
______________________________________________________________________________ 

Descriptions of areas of observation: 

Appearance (eyes, grooming): ________________________________________________ 
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Odor on Breath or Clothes: _______________________________________ 

Speech and balance/walking abnormalities: ____________________________________ 

Supervisors Action Request for Employee to be tested: ____________________________ 

Employees Response and/or Comments: _______________________________________ 

______________________________________________________________________________
____________________________________________________________________ 

Supervisors Signature: ______________________________________________ 

 

 

 

 

 

EMPLOYEE'S INFORMED CONSENT FOR 

DRUG AND ALCOHOL TESTING 

It is the intent of The Boys and Girls Clubs of the Big Pines (The Club) to maintain a workplace 
that is free of drugs and alcohol and to discourage drug and alcohol abuse by its employees. 
Employees who work under the influence of drugs or alcohol endanger their own health and 
safety and the health and safety of others, and can cause a loss of efficiency and productivity or a 
disruptive working environment. Therefore, all employees are subject to The Club's Policy and 
Procedures for Drug and Alcohol Testing. 

I, _____________________________, give my consent to The Club to have drug and alcohol 
testing performed. I understand that urine and breath samples will be tested at a laboratory of 
The Club's choice. I give my consent to the disclosure of test results by the laboratory or testing 
facility to The Club. 

Basis for testing 

______ Reasonable suspicion 

______ Accident resulting in property damage 

______ On-the-job injury requiring medical attention 
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I understand that the test results will be kept, to the extent possible, confidential, unless 
disclosure is required by law, or these records are subpoenaed. I further understand that my 
refusal to take the test or a positive test may result in the termination of my employment. 

_________________________________                       ____________________ 

Applicant Signature                                                          Date 

_________________________________                       ______________________ 

Witness Signature                                                             Date 

 

 

 

 

 

Acknowledgement of Receipt of 

BOYS & GIRLS CLUBS OF THE BIG PINES 

SUBSTANCE ABUSE POLICY DAA2 

 

By my signature below I attest that I have received a copy of the Substance Abuse Policy 

effective May 15, 2012 and acknowledge that I may be subject to a drug screen. 

 

____________________________                                     _________________________ 

Employee Name                                                                  Employee Signature 

___________________ 

Date 
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Site Coordinator:  Closing and Daily Duties & Responsibilities 
 
In addition to the specific job duties described in the Site Coordinators Job Description duties, the 
following  
DUTIES & RESPONSIBILITIES must be adhered to in a timely manner: 
 
Opening procedures:  

• Unlock/open and areas that is accessible to the Club, *Set up Snacks, *Prepare Program 
Areas (Supplies, Program Rosters etc.)  

• Walk through – Internal and External. Check for debris and member items and take 
inventory of what is out of place. If anything is broken or missing notify your Area 
Director and designated school employee immediately. (If applicable) 
 

Closing procedures: Site Coordinators must ensure that they understand their site cleaning 
procedures. 

• General closing duties: Make sure all the doors are locked/secure the building, dump all 
the trash. Sweep, vacuum, or mop. Pack away and secure equipment and supplies. Clean 
the bathrooms and flush the toilets. Wipe down the counters and toilets and replenish 
needed supplies. Turn off all lights and lock all doors. 

 
Documentation that must be completed within a timely manner: 

Item Due Date Submit To 

Member Daily Attendance  

(General and Program) 

Daily  Electronically (Tablet Entry) 

East Texas Food Bank Food 

(ETFB) Reports: Specific 

Sites 

Daily  Link 2 Feed (Tablet Entry) 

 

East Texas Food Bank Food:  

Time Distribution 

Each month  

 hanna@begreateasttexas.com 

East Texas Food Bank Food:  

Recycle Form 

Monthly  

 hanna@begreateasttexas.com 

Mentee (Min. 2 Mentees 

and Mentee Report Form)  

The last day of each month Area Director  

 Youth of the Month: Min 1 

photo complete with names, 

date, and caption. 

Monthly Area Director  

Program Highlight: 1 short 

article with accompanying 

video or photo  

Monthly Area Director  
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Youth Development Professional Program Duties & Responsibilities 

 
This is a job, not a social club.  You are here for the kids not for the personal pleasure of yourself and other staff 
members.  You should interact with the kids, not with each other. 
 Duties: 

 

• Independently supervise large groups, up to 20 youth in a recreation setting, both indoors 
and outdoors. 

• Monitory and supervise members ALWAYS. Never leave a room unattended with kids 
present. 

• Provide guidance and role-modeling to members. 

• You should move about the room, position yourself in a place where you can see 
everything and keep a close eye on what is going on.  

• Do not sit while you are on the clock. (Unless you are leading a table activity with your 
group)  

• No personal computer usage 

• Keep control of your group 

• Absolutely no cell phone usage. 

• Be on time and always stay in your assigned area. You should never combine your group 
with another group without your supervisor’s approval 

• Provide a safe environment for youth. Ensure safety of members, quality and programs 
and appearance of the site at all times. 

• Facility programs/activities with fidelity. 

• Maintain the work site, equipment, and supplies. Request supplies from the Site 
Coordinator as needed. Report missing and damage equipment immediately.  

• Recognize and react quickly to problems—arguing, fighting, horseplay, etc.—and stop the 
undesirable activity quickly. Report ALL accidents and incidents to your Site Coordinator. 
Complete accident or incident reports when appropriate, according to company 
procedures. 

• Other duties as assigned 
 

Cell phone use is prohibited! NO TALKING, TEXTING OR BROWSING!! 
 

 

Required Trainings - BGCA.net 
1. Foundations: Preventing Abuse in Youth Serving Organizations  

2. Promoting Positive Peer Behavior 
3. Preventing Bullying in Youth Organizations 

4. Social Media Safety 
5. 5. Boys & Girls Club Basics 

 
 

Use of Club Network and Devices  
 

The Club may provide equipment, computers, printers, and other electronic and mobile devices (from now on 
collectively referred to as "devices") to its employees to perform their job functions.  These devices and all related 
materials, including the Club's Network and software, are Club property and are intended for Club business. 
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Certain positions of the club may deem it necessary to use the BGCA Tablet and/or computer during work hours (i.e., 
certain supervisory and management staff).  If a BGCBP employee is provided with a tablet and/or computer, that 
employee will be responsible for that device. Any employee who uses the club owned devices for personal business 
makes unreasonable non-work-related searches will be subjected to discipline Site Coordinators need to CC Area 
Director. 
  

o Upon termination or separation of employment, for whatever reason, employees must 
immediately return the device and any passwords for Club related materials.  If failure 
return, he/she will be subject to all charges incurred for a replacement. 

 
The only software that is authorized by the Club may be used, copied or installed on the Club's devices.  Employees 
may also not insert and/or attach personal electronic storage media, e.g., external hard drives, flash drives and memory 
cards, to any drive on a Club device.  All data contained on the Club's electronic devices belonging to the Club and 
may not be altered without specific written authorization from the Area Director.  No data stored on the Club’s devices 
may be released to any person or outside the Club.  
 
Employees who access the Club's Network or electronic files from remote locations are governed by the terms of this 
Policy and may not download the Club's electronic files to their devices or other remote areas.  Employees who are 
authorized to work on Club business either from home or remote locations must virus check any CD's, external drives, 
or other media storage devices before using them on the Club's devices and/or Network.  During working hours, 
outside computer services such as the Internet, e-mail, instant messaging, blogging, or the use of social media or social 
networking, may be accessed and used for Club business ONLY.  The Club's devices and/or services may not be used 
to solicit or create any threats of violence or messages that are obscene, false, and malicious, or bullying.  The Club 
devices and/or services shall not be used to send (upload) or receive (download) copyrighted materials, trade secrets, 
proprietary information, financial data or similar materials or information.  All messages composed, sent or received 
on the Club's devices are and remain the property of the Club; they are not the private property of any employee.  The 
Club may review, audit, intercept, access and disclose all messages created, received or sent using the Company's e-
mail domain or Network for any purpose without the permission of the employee; the confidentiality of any electronic 
message should not be assumed.  

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

 

Phone Policy (Telephone Use)  
Use of Club telephones is limited to business-related calls, both outgoing and incoming. Employees are to 

advise family and friends that personal calls should be neither expected nor made. Emergencies, of course, would 
constitute an exception. No cell phone calls should be placed or received while on duty and supervising Club 
youth.  

 
Personal Cellphone 
Cellular phone use during work hours distract employees from their job responsibilities. Therefore, employees are 

prohibited from using their cell phone (talking, texting or browsing) during work hours. 
  
Certain positions of the club may deem it necessary to use cellular phones during work hours (i.e., certain 
supervisory and management staff). If the BGCBP provides a mobile phone to an employee, that member will be 
responsible for that phone.  Further, any employee who uses the club owned phone for personal business makes 
excessive non-work-related calls and/or exceeds the limit of minutes during a billing period shall be subject to 
paying the unauthorized charges. 
  

Social Media 
The Club recognizes that its employees, members, and business associates may use online social networking, social 
media or other online venues for networking and discussion; however, the use of social media presents certain risks 
and carries with its particular responsibilities.  Social media includes all means of communicating or posting 
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information or content of any sort on the Internet, including but not limited to posting to a personal website, blog, 
social networking website, web bulletin board or chat room.  While the Club does not intend to restrict its 
employees' lawful use of social media, employee use of social media must be consistent with all of the Club's 
policies and procedures, as well as all applicable laws, rules, and regulations. 
Marketing or CEO will make all social media posts.  These posts will include the information provided by a 
designated employee from each site. This will ensure regular postings across all sites and that all posts have been 
edited for grammar and content. 
Marketing or CEO will answer questions that come through social media. We may solicit answers or information 
from directors or site leads for responses to the questions. Timely responses are important. 
The majority of the content will be provided by a designated employee at each site on a regular schedule to be 
described below.  

 
It is inappropriate for employees/volunteers to communicate, regardless of the reason, with current members 
enrolled in the Club on any public social networking website. 

o This includes becoming “friends” or allowing students’ access to personal Web pages for 
communication reasons. (See Non-Fraternization and Conflict of Interest policies).  

o Employees may not post discriminatory or harassing remarks, threats of 
violence or similar inappropriate or unlawful conduct.  

Employees may not post statements, photographs, video, or audio that could be reasonably viewed as 
malicious, obscene, and threatening or intimidating, that could disparage the Club, its members or business 
associates, or that might constitute harassment or bullying. 
“The postings on this site are my own and do not necessarily reflect the views of the Club.” 

Employees may not use social media while at work time unless it is work-related and authorized in 
advance. 
Employees may not use the Club’s email addresses to register on social networks, blogs or other 
online tools utilized for personal use. 

 
This policy shall in no way be construed to limit or obstruct concerted activity protected by the National Labor 
Relations Act.  The Club prohibits taking adverse action against any employee for reporting a possible deviation from 
this Policy or for cooperating in an investigation. 
 
If media (TV, radio, newspaper, online journalists, etc.) approach or contact your site, immediately defer to the 
Area Director, the Area Director will contact the CEO immediately. DO NOT MAKE ANY STATEMENTS 
TO THE MEDIA AT ALL! 

Absences  
The Club's regular business hours vary. Attendance and punctuality are essential factor for your success within the 
organization The Club's regular business hours are between the hours of 9 am – 6 pm (depending on location.) 
Employees are expected to report to work on time.  Excessive absenteeism and tardiness will not be tolerated. If an 
employee is absent three (3) or more consecutive days due to illness may be required to submit a proof of illness 
certificate issued by a health care provider identifying when an employee was seen and treated. (Please see the 
BGCBP Employee Handbook for more information regarding “Employee Attendance”) 
 

Notice of Absence  
All employees are required to provide notice of absence for illness, tardiness or other reasons to 
their supervisors, unless the absence is due to prescheduled leave, such as vacation leave. Requests 

Marketing Content Schedule 
All of the following items must be sent directly to your Area Director who will then submit this information to Brooke by 

email (brooke@begreateasttexas.com) on the schedule outlined below. 
All photos and videos of Club kids must be checked for permission to publish BEFORE being submitted. 

Minimum Submission: 

• 1 short article with accompanying video or photo - Monthly, 

• 2 Videos (Videos can be of activities, programs, art displayed, sports, etc.)- Monthly, 

• 1 photos complete with names, date, and caption - Weekly, 
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for time off may be considered, with or without pay, provided that the request is reasonable and 
will not cause hardship to Club operations. 
 
If an employee will be absent, the employee is required to contact his/her supervisor prior to 
scheduled work time and provide them with a reason and an estimated duration of their absence. 
If the absence is due to illness, the supervisor may require a medical note from the employees 
attending physician.  
 
Failure to provide notice of an absence, as described above, will result in an unexcused absence regardless of the 
reason. Unexcused absences or any other violation of the absences policy may result in disciplinary action, up to and 
including termination of employment. 

o IF YOU ARE GOING TO BE LATE OR IF YOU ARE SICK, YOU MUST 
CALL: 

o Youth Development Professionals: You MUST call your Site Coordinator; 
YOUR SITE COORDINATOR MUST CONTACT THE AREA DIRECTOR! 

▪ If your Site Coordinator does not answer, then you must contact the Area 
Director. 

o Site Coordinator: You MUST call your Area Director if your Area Director does 
not answer, then you must call the D.O. Shelly Meisenheimer. 

• TEXTS AND EMAILS ARE NOT ACCEPTED. YOU MUST 
SPEAK WITH SOMEONE 

NO CALL NO SHOW 
In an instance of no call no-show for a period of 1 workdays (individual circumstances will be 
reviewed and considered), the employee's supervisor will attempt to reach the employee via 
telephone call or text. If the employee fails to respond to the call or text on the same day, the Club 
will presume that the employee has voluntarily resigned his or her position.  
 
Employees must appear fit to work each day and remain fit to work throughout the day.  Employees 
must notify their supervisors immediately if, for any reason, they are not able to work safely. 

  
No Smoking 

The Club is a smoke-free workplace.  No person may smoke in any indoor or outdoor area 
of the Club because all Clubs are located on school property.  

 
No Solicitation 

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

In order to promote efficiency and to avoid misunderstandings, perceptions of favoritism, morale problems, 
and possible complaints of harassment, all Club employees at the supervisory level and higher are strictly prohibited 
from dating or pursuing romantic or sexual relationships with any other Club employee.  All Club employees are 
strictly forbidden from socializing with members while off duty, this includes dating or pursuing a romantic or 
sexual relationship with any Club members.  

Fraternization with Youth 
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No employee or volunteer is authorized to meet with an individual youth unless it is necessary in the 
performance of professional duties during program hours or on the Club premises, i.e., counseling, disciplining, 
instructing or administrative task.  Any meeting outside of this scope needs to be approved by the Chief Executive 
Officer or their designee. 

Boys & Girls Club personnel or volunteers are prohibited from inviting youth to his/her home or engaging 
in any non-program activity of any kind with school-aged persons who attend Boys & Girls Club where the 
employee or volunteer is employed. Youth from participating schools or Boys & Girls Club programs may not be 
involved with employees or volunteers in any non-program activity without written permission from the Chief 
Executive Officer or their designee.  This includes social networking of any kind, phone calls, text messages and 
emails.  Such conduct by full-time, part-time, or volunteers will be treated as a violation of the Club’s Code of 
Conduct/Employee Handbook and may lead to immediate dismissal. 

Boys & Girls Club social activities should, whenever possible, be conducted on Club premises.  When it is 
necessary to hold Club activities off the Club premises during non-program hours, all involved personnel and/or 
volunteers must obtain prior authorization from the Chief Executive Officer or their Designee. 

Dress Code  
Employees must carefully select apparel when working any particular program, event or 

schedule. For example, no one shall wear any item of clothing (or a pin or badge or other 
adornments) which reflects an image or words which anyone might consider offensive. Employees 
are expected to use sound business judgment about personal appearance, dress, and grooming to 
enable them to be most effective in the performance of their duties. The Club recognizes the 
importance of self-expression and wishes to make no effort to control or dictate employee 
appearance, specifically about jewelry, ear gauges or tattoos, unless they conflict with your ability 
to perform your job adequately.  
 
To ensure that there is no question with the parents/guardians or school staff that you are a Boys & Girls 
Clubs of the Big Pines employee:   

o ALL EMPLOYEES MUST WEAR BOYS AND GIRLS CLUBS SHIRT ALL 
TIMES OR A BOYS & GIRLS CLUB NAME TAG, in addition to usual and 
customary public attire.  

o Staff members are REQUIRED to wear Club apparel on ALL field trips.  
o No Tank tops, scarves, cutoffs, mid-drift shirts or distasteful clothing 

allowed.  
o No short shorts and short skirts are not permitted. No sleepwear or 

loungewear.  
o An appropriate length for shorts and skirts is defined as being no shorter 

than three inches above the top of the kneecap. 
o  Due to personal safety issues, programming staff may not wear sandals, flip-

flops, clogs, open toe, or open heel shoes at any time while on duty.  

PR OGR A M OPE RA TI ON S  
100 – 01 Confidentiality 

The clients, volunteers, and suppliers at Boys & Girls Clubs of Big Pines entrust us with important 
information. In the nature of this relationship requires maintenance of strict confidentiality. In safeguarding the 
information received, Boys & Girls Clubs of Big Pines earns respect and future trust of our clients and suppliers. 

The Club assumes an obligation to maintain confidentially. Any violation of this confidentially seriously 
injures The Club’s reputation and effectiveness. Therefore, it is prohibited to discuss business with anyone outside 
of The Club. Casual remarks can be misinterpreted and repeated. Develop the personal discipline necessary to 
maintain confidentiality.  
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No one is permitted to remove or make copies of any Club records, reports, or documents without explicit 
approval of the Chief Executive Officer and/or their Designee. Because of its seriousness, disclosure of confidential 
information may lead up to dismissal/termination and/or legal action. 
 
100 – 03 Communications with Parents and Families 

It is an expectation that Site Coordinators maintain regular contact with every family of youth participating 
in Boys & Girls Club Programs. To that end, it is the responsibility of every Site to make available Program 
Calendars Each Month that describe the types of programs and activities being offered. It is further expected that 
each Site also send home news to parents that contains information about Upcoming Events, and/or other relevant 
information when it is delivered from the cooperate office.  

At the time of Membership Registration, each and every parent/family shall receive a copy of the Parent 
Letter and Covid-19 Waiver. The Parent Letter will be updated each season (School Year / Summer) by a member 
of the Executive staff; therefore, a copy of the Parent Letter and Covid-19 Waiver must be made available at both 
times. Should an emergency arise concerning a Club Member in attendance, it will be the responsibility of the Site 
Coordinator and/or their Designee to contact the Parent/Emergency Contact listed on the Club Membership form. 

 
100 – 04 Club Membership 
Section A:  Membership Qualifications: 
Any youth between the age of 6 and 18 may be registered as a Club Member of the Boys & Girls Clubs of Big 
Pines. Youth may remain Club members after they turn 18 (or until such time that they graduate from high School) 
All Club Members must have a Membership Form on file (at the Clubhouse / Club Site where they registered), and 
have paid the Membership/Registration Fees for that site (See Section B).  All Membership forms are to remain 
confidential and are subject to applicable policies (100-01). Some sites (School Sites) may have age restrictions per 
the discretion of the Chief Executive Officer or their Designee as deemed appropriate. 
 
Section B:  Membership Fees; Registration Fees & Program Participation Fees 

Membership Fees will be set by the Chief Executive Officer each fiscal year. Fees for Membership may 
vary from site to site depending on Community Needs, Ability to Pay, Grant/Funding Requirement, and other 
varying factors. Registration and Participation Fees for Special Activities such as Sport Programs will be also be set 
annually by the Chief Executive Officer. All fees are subject to yearly review, and Scholarships will be made 
available for youth and families that are unable to pay. 
All fees must be paid prior to youth participation in programs, unless otherwise pre-authorized by the Director of 
Operations. Fees may be broken into monthly payments with the consent of the Director of Operations. Payments 
will be due no later than the last operating day of each month. Forms of payment include check, money order, or 
Credit Card payments.  

Parents should be given notice of payments that are due no less than 5 business days before the end of each 
month. Club Membership may be suspended if fees remain unpaid per the discretion of the Site Coordinator with the 
consent of the Director of Operations 
  
Section C:  MEMBER PICK UP PROCEDURES  

Employees are responsible for ensuring members are picked up by authorized adults. Each member’s 
parents/guardian must complete a Membership Application listing the individuals authorized to pick the member up 
each day.  Copies of any legal documents prohibiting certain individuals’ access are kept in the member file.  
 
Each time a member is picked up from the club by someone other than the parent/guardian or regular 
designee, STAFF is responsible for checking the adult's ID to make sure the member is leaving the club with 

the authorized adult listed on the member registration form. 
 
Parents/Guardians may authorize a member to walk home for the Club, by completing the (Alternative 
Arrival/Release Agreement Form). The form is maintained in the member's file, and the member remains on the 
walker list until informed by the Parent/Guardian, via the written document, that the member is no longer eligible to 
walk.  Members must sign out on the sign in/sign out roster. The sign in/sign out roster must contain the member's 
name, the signature of member and time of departure.  

  
In the case of an individual who is not authorized but who claims the parent/guardian has given him or her 
permission to pick up a member, the employees will first: 
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• Contact the parent/guardian for verbal authorization via phone message. The 
parent/guardian will be asked to update the Club Membership Form in their member's file 
at their earliest convenience to include new authorization. 

• If the employee is unable to reach the parent/guardian, the member may not be released 
to the individual. 

Entry and Exit Rules:  

Members must be “signed” out by parents/guardians listed on the Front Door sign in/sign out /roster. The sign 

in/sign out roster must contain the member's name and initial of the parent or guardian. 

• A Guardian may authorize a member to walk, by completing an Alternative 

Arrival/Release Agreement) Please see Member Pick Up Procedure. 

• The sign in/sign out roster must contain the member’s name, the signature of member 

and time of departure. BGCBP Open Door Policy allows members over the age of 13 to 

exit the site without parent/guardian permission, but members are required to sign out of 

the site using the sign in/sign out roster. Re-entry is not allowed! 
 

Section D:  Late Member Pick Up 

Late Pick Up Fee: $10.00 per 5 minutes only after the parent has been warned and if the parent does not contact the 

Site Coordinator stating they are running late. This fee must be paid before a member can return to the club. 

When a member is not picked up at the end of the day, BGCBP staff should take the following steps: 

o Make every effort to contact the parent/ guardian or other emergency contact listed on 
the application. 

o If no one can be reached, call your local police department. They will come to pick up 
the member and will assume responsibility for the member.  

o If they cannot pick up the member in a reasonable time, call your Area Director for 
further instructions. 

o Remain at the facility until the member is picked up by a parent/guardian or 
designated adult or police. 

o If unable to remain at the facility, work with the Area Director to identify an 
approved location. 

o Comply with the Incident/Accident Reporting Policy.   
o If the same incident occurs a second time with the same member, contact your Area 

Director for future instructions. 

 
Section E:  DISCIPLINE POLICY 
 

Proper behavior is expected at all times. When disruptive or uncooperative behavior becomes a problem, the child’s 

discipline is determined by the BGCBP Discipline Policy.  The BGCBP has a club-wide discipline policy in which 

all staff is required to follow.  The steps should be followed, but members are subject to steps being skipped under 

extreme circumstances with prior approval from the Area Director.  All members should be disciplined under this 

policy.  Discipline Write – Up Forms are to be signed by a parent/guardian and kept in each member’s file. 

 

The Area Director must approve ALL suspensions.  At any point during the disciplinary process, staff may make a 

recommendation for a member to be suspended.  Please be mindful that suspension is a LAST RESORT and 

understand that although a recommendation is made for suspension, it is not guaranteed UNLESS under one of the 

following circumstances: 
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The Following Acts are Cause for IMMEDIATE Suspension: 

• Possession of a weapon or any item which could cause bodily harm.  (Cause for 
PERMANENT SUSPENSION.) 

• Defacing or destruction of Club property. 

• Theft of any other person’s belongings, or of any Club property. 

• Drugs, tobacco, or alcohol on the premises. 

• Verbal Aggression or Cursing staff 

• Fighting 
 

Any member who is suspended must return with a parent/guardian to meet with the Site Coordinator or Area Director. 
  
Continuous behavioral problems or extreme incidents may result in long-term suspension or permanent loss of Club 
privileges.  Anyone caught bringing a weapon (gun, knife, etc.) or stealing will be suspended permanently from the 
Club. The Club also reserves the right to suspend players from club related sports, regardless that they are extra-
curricular. 
   

APPROPRIATE FORMS OF DISCIPLINE: Members MUST be giving an opportunity to correct their 

behavior!  

Members Ages: 5-8: The employee(s) in charge of the area should talk with the member about his/her behavior, 

choices, and consequences. If the member is still disruptive and his/her behavior has not improved, the staff should 

consult with the Site Coordinator.   
 
 Members Ages 9-18: Members having difficulty following the rules must be counseled by the employee in charge 
of the area. It is the responsibility of all employees to handle discipline problems in their areas. If a member refuses 
to listen or communicate with the employee person in charge, the member will be asked to leave the area. Another 
staff member should be present to assist with this situation. This staff member may ask the member to leave the area 
for counseling, and a solution may be found so that the member can return to his or her activities. If the member 

refuses to find a solution to the problem, the employee must notify the Site Coordinator.  
 
Write- Up Process: (Three (3) Strike Process) 
1st - Verbal warning given by staff concerning the issue. The staff must inform the member of the consequence if the 
behavior continues. 
2nd - Member is removed from the activity for an appropriate amount of time to correct their behavior. 

• If the issue is not resolved and the problem behavior persists. Then move to the 3rd step. 

3rd- Member is removed from the activity for an intervention, and the behavior is recorded. (Write Up) 
▪ The parent must be informed of the Write Up at pick up. "Write Up" Must be signed by the parent 

• Or 

3rd Suspension (Determined by Area Director). Then Area Director MUST contact the parent. 
 
Write-Ups Leading to a Suspension: 

First Write-up: Parent conference in person at the club site 
Second Write-up:(In-House Suspension/ Active Intervention) 
Third write up: suspension and behavior plan. (The behavior plan needs to be put in place before the member can 
return to the club)  

 

PROHIBITED FORMS OF DISCIPLINE: Employees are prohibited from using the following techniques for 

discipline under any circumstances:  EVEN IF ITS YOUR FAMILY MEMBER!! 
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o Physical Abuse:  Spanking, hitting, pinching, shaking, slapping, twisting, biting, 

shoving, using physical exercise as a consequence or inflicting any other form of 

corporal punishment. Employees are prohibited from using physical punishment 

for the behavior management of member.  No form of physical discipline is 

acceptable.  This prohibition includes spanking, slapping, pinching, hitting, or 

any other physical force as retaliation or correction for inappropriate behaviors.  

Employees will have age-appropriate expectations and guidelines that minimize 

the need for discipline 

o Verbal abuse: threats, angry yelling, or name-calling (ribbing) derogatory remarks 

about a member or the member’s family. 

o  Mental abuse: Physical restraint, binding or trying to restrict movement or enclosing 

in a confined space such as a closet, locked room, box, or similar cubicle; shaming, 

humiliation, ostracizing, punishment for toilet accidents or cruelty. 

o Sexual Abuse:  Inappropriate touching, exposing oneself, sexually oriented 

conversations. 

o Neglect:  Withholding restroom use, food, light, water, or medical care.    

 

 

 

 

Section F:  Club Member Dress Code 

o No Tank tops – undershirts 
o No hats or headwear indoors (excluding religious headwear and medical 

accommodations) 
o Cutoffs/ mid-drift shirts. 
o Distasteful clothing is allowed.  
o Short shorts and short skirts are not permitted. (An appropriate length for shorts and 

skirts is defined as being no shorter than three inches above the top of the kneecap) 
o No sleepwear or loungewear  
o Due to personal safety issues no house shoes, flip flops, or bare feet, clogs, open toe 

or open heel shoes at any time. 
o No Grills  
o No oversized clothes or baggy pants  
o No Inappropriate advertising on clothing 
o No dangling earrings 
o Pants and shorts must be worn at the waist and fastened properly. No sagging. 

Section G:  Membership/Registration Form Filing and Storage 



   

 

Boys & Girls Clubs of the Big Pines                                                                               Employee Handbook 01/24 
 

49 | P a g e  
 

All Membership Forms, Emergency Contact List, and other Confidential Membership Information will be for each 
Club Member at each site. All Membership Files are to be updated each season with new Membership Forms (via 
online application). Membership Files must be organized, and kept in a secured location, all confidential forms must 
be kept on file for a minimum of 5 years.  

100  –  05  STA N DA R D S FOR CL U B PR OGR AMM I N G  

Every Club Site is required to plan and implement programs that meet Boys & Girls Clubs of America 
(BGCA) standards for High Yield Programming each and every day. High Yield Programming shall consist of 
programs that meet the Five Core BGCA Program Areas: 

- Character & Leadership 
- Health & Life Skills 
- The Arts 
- Sports, Fitness, & Recreation 
- Education & Career Development 

Each of these five program areas should be implemented.  It is the responsibility of each Site Coordinator 
to ensure that these programs happen consistently. Programs will be evaluated using the National Youth Outcomes 
Initiative (NYOI), the Formula For Impact Assessment (FFIA), and other tools deemed appropriate by the Chief 
Executive Officer.  

100  –  06  PR OGRA M  C A LE ND A R S A N D SC HED U LE S  

Each Site Coordinator with the assistance of the Area Director shall set a Daily Operating Schedule which 
will encompass no less than 15 hours of programming each week (3 hours a day). Any deviation to the Program 
Calendar must be approved by the Chief Executive Officer or Area Director.  

Only the Chief Executive Officer may close a site outside of the typical dates (inclement weather, natural 
disaster, other applicable reason). The Chief Executive Officer will notify the Board Chair, Director of Operations, 
Area Director, and all Site Coordinators of Site Closures. Site Closures will be posted on all Social Media outlets for 
the Organization. Site Coordinators may be asked to contact families of Club Members to notify of any immediate 

closures. 

100  –  07  CL U B ME MB E R SHI P T R AC KIN G A ND  A TT EN D AN C E  

It is the responsibility of all Club Staff to ensure that Club Members Check-In each day by signing-in the 
Membership Management System. It will be the responsibility of the Site Coordinator or their designee to make sure 
that every members has been properly clocked in to the appropriate activity. Tracking of grant required programs is 
mandatory and remains the responsibility of the Site Coordinator to ensure all tracking is maintained in the 

Membership Management System. 

100  –  08  C HI LD  AB U SE RE POR TI N G A D D PHON E  NU MB ER S  

Boys & Girls Clubs of Big Pines primary focus is the safety and well-being of all Club members, staff, and 
their families.  According to the Texas Child Abuse and Neglect Reporting Act (CANRA) Boys & Girls Club Staff 
are obligated to report any incidents of suspected abuse to either law enforcement (Local Police/ Local County 
Sheriff) or the Local County Department Child and Family Services.   

During the course of running programs, there may be times when a Club youth will divulge information to 
a staff member about abuse that he/she may be experiencing or have experienced recently.  If this occurs, a private 
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discussion with this child should take place with the Site Coordinator to determine whether or not there is reasonable 
cause to notify the Child and Family Services Division.  Club Staff are not to conduct any form of interrogation or 
investigation but should only gather basic information which will allow the Site Coordinator to determine if a call to 
the authorities is warranted. An incident report should be completed, and the Area Director must be notified that 
Child services and authorities were contacted. 

RESPONSE TO EMERGENCY 

Incidents/accidents involving the following MUST be reported via phone call to your Area Director within 30 
minutes: 

o 911 is called (police, ambulance, medical services) 
o Incidents which require Child Protective Services (CPS) to be called 
o Serious bodily injury accidents that require medical attention 
o Dangerous situations or incidents in the school and on or around the school 

playground 
o Disorderly conduct or unsafe behavior from Members, parents, guardians, staff, etc. 
o Non-health related event occurs (e.g., vandalism, fighting, threats, property 

damage, broken equipment, suspicious activity, theft, etc.). 

 

BGCBP staff are mandated reporters and MUST report to CPS suspected incidents of abuse, neglect, etc.  
All Club employees are required by law to report all suspected cases of child abuse to their appropriate 
supervisor.  Child abuse is any act of omission or commission that endangers or impairs a child’s physical or 
emotional health and development.  The act of inflicting injury or allowing injury is the determinant for 
intervention. 
 
 
 
 
What to Look For 

• Child who arrives early and leaves late. 

• Avoids going home. 

• Stays away from the Club for long periods of time and has been a regular attendee. 

• Have bruises or scars. 

• Is dirty or smells and exhibits dehydration or malnutrition. 

• Is fearful of other children and adults. 

• Is wearing clothing is inappropriate for the weather. 
 
If a staff member observes an incident, he/she should report the incidents to the Site Coordinator 

immediately. The Site Coordinator should then work with the frontline staff in reporting the incident to CPS and 
following up as needed. The Site Coordinator must contact the Area Director. 

 

The Site Coordinator and Area Director are responsible for assuring that all BGC staff are fully trained in all 
areas, including the incident/accident reporting policy and procedures. 
 

A: FACILITY MONITORING PROCEDURES  

Building architecture can increase or mitigate the risk of an incident or accident.  Because most incidents of 

sexual behavior occur in private, the extent to which privacy is managed, risk is managed.  To ensure that all of the 

Club's buildings are consistently and adequately monitored, site coordinators must designate a club employee(s) 

who will complete an inspection of the club at various times throughout the day 
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100  –  09  SA FET Y  GU ID EL IN E S A N D ST A FF EX PE C TA TI ON S FOR  LE A DI NG & 
SU PE R VI SIN G Y OU T H  

A: General: 

• Staff must supervise all youth at all times. 

• Staff may NOT use cellular phones to text or talk to others. If a phone call must be taken, 
staff must receive permission from their supervisor, and ensure that their area is 
supervised while they step away to take the call. (See employee handbook for specific 
policy) 

• Teach Club Members to respect staff and others. 

• Remove youth from volatile situations in a calm manner. 

• Never react to violence with violence. 

• Correct misbehavior immediately. 

• Review boundaries/rules in every new area. 

• Make sure cupboards are organized when putting back supplies. 

• Clean kitchen area after every use. 

• Review guidelines and rules daily before activities begin. 

• Equipment and supplies must be used for their intended purpose. 

• Never throw anything that was is not made to be thrown. 

• Staff and volunteers shall never be alone with a child at anytime 

• Drugs, alcohol, tobacco, and weapons are prohibited 

• You may eat food, candy, or consume in designated eating areas. 

• Gum is not permitted on the grounds or inside the building. 

• Public display of affection is prohibited 

• The club phone is a business phone only 

• Keep club clean and dispose of trash properly. 

• Always talk in a normal tone 

B: Outside Play: 

• Maintaining consistent supervision is the only way to keep our members safe on a 
playground.  

• Play in safe areas away from any water. 

• Encourage respect of nature. 

• Do not pick branches, leaves or flowers. 

• Do not allow tree climbing. 

• Do not touch animals that may be in their natural habitats. 

• Stay together when crossing the parking lot, road, or railroad tracks 

• Anytime you are supervising children distractions will arise.  
o Proper positioning is vital for ensuring playgrounds Safety 
o Please make sure no member out of your view. 
o If necessary, reposition yourself as much as possible to remain visible as possible 
o Refrain from a lengthy conversation with employees and members that will 

hinder your supervision. 
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o All conversations should be kept to a minimum. 

C: Outdoor Walking Groups/Crossing Roads and Railroad Tracks: 

• Always stay together when crossing the parking lot, roads, or railroad tracks 

• When crossing railroad tracks, one staff must cross ahead of the group, while a second 
staff/volunteer stays on the other side of the tracks until all youth have safely crossed. 

• Roads and Railroad Tracks are to only be crossed at legally designated crossing locations 

• When walking from one point to another (walking field trips; walking from schools to 
Club locations), two adults are expected to chaperone each group (one staff minimum) 

• Staff/Volunteers are expected to walk at the front and end of the line, and be wearing 
fluorescent-colored vests with reflective lining (Bright Orange/Yellow) 

• Staff /Volunteers are expected to hold Stop/Slow Signs when leading youth across a road 
intersection 

D: Snack Time: 

• Make sure all members remain seated 

• Staff members must remain visible and mobile among the tables. 
o Assist in serving 
o assist with minor cafeteria/table clean-up.  
o Help small children carry snacks 
o Supervise member cafeteria behavior.   

• Make sure members clean up after themselves 

• Provide cleaning utensils to each table for tables to be cleaned 

• Eating should only be done in the designated food area  
E: Prohibition of Bullying Policy 
 

The Boys & Girls Club of The Big Pines is committed to providing all members with a safe and civil 
environment and will not tolerate any form of bullying at any Club activity on or off Club property. Bullying 
shall mean any written, electronic, verbal, or physical act that willfully harms another. Aggravated bullying 
shall mean willful harm motivated by race, color, religion, ancestry, national origin, gender, sexual orientation, 
gender identity, mental disability, physical disability, appearance, or socioeconomic status. Staff and volunteers 
who observe an act of bullying are expected to take immediate, appropriate steps to intervene. If the staff 
member or volunteer believes his/her intervention has not resolved the matter, they shall report it to his/her 
supervisor and document the incident in writing. The Club Director or appropriate staff member will inform the 
parent or guardian of any member who was observed as a victim or perpetrator of bullying if the issue has not 
been appropriately resolved. Depending on the frequency and severity of the conduct, intervention, counseling, 
correction, discipline and/or referral to law enforcement will be used to remedy the impact on the victim and 
change the perpetrator’s behavior. 
 
 

F:  Field Trips Policy  

Written “Field Trip Permission" is needed for EACH Member before participating on a field trip) 

All Field Trips MUST be approved by Area Director in order to receive Permission Slips 

 

Staff to member ratios should be modified to accommodate smaller ratios. Sites may wish to enlist the support of 

parent volunteers or additional staff to assist during field trips.  Parents and volunteers must receive approval from 

HR before volunteering to attend a field trip. Appropriate and approved transportation must be provided for all field 

trips that require travel.  
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• Members must be supervised at all times.  

• All Members should be properly identified with t-shirts, name tags, lanyards, or 

wristbands, etc. 

• Field Trip destinations and return times should be posted at the Club entrance (where 

parents/guardians pick up and drop off each day).  

• Permission slips should include the trip location, address and return time to the Club for 

parent/guardian pick-up.  

• The Site Coordinator must carry emergency information for each participant or 

designated staff member while off-site. 

o Using your daily rosters, staff must take attendance when leaving for the field trip 

destinations, as well as when leaving the field trip site and returning to your Club. 

o  Members must be accounted for before boarding the bus or departing from any 

field trip location.   

  

Field Trips Involving Swimming 

• Field trips involving recreational swimming at any facility or natural or artificial body of 

water, such as lakes or oceans, are strictly prohibited without the presence of a certified 

lifeguard.  

o The presence of certified lifeguards must be confirmed before approval of the trip. 

▪  Field trips involving recreational swimming without a certified lifeguard 

will not be approved under any circumstance.  

▪ It is extremely important that all swimming permission slip include 

parent/guardian confirmation of their child's swimming level.  All 

permission slips must consist of the following statement.  "Please indicate 

your child's swimming level: expert, intermediate, beginner, cannot 

swim." 
On walking trips: 

If there are without staff, they should place themselves in front and back of the group. 

If there is one staff, he/she should place him/herself at the front of the group to stop at each intersection. 

On field trips: 

• Staff should take roll after members enter the vehicle before departing and before 
returning. 

• If members are allowed to leave adult supervision, they shall be given explicit details on 
group meeting place and what to do in case of an emergency. 

G: Gym Play: 

• Bleachers and chairs are to be used to sit on. 

• Balls can be kicked only during organized games or as directed for an activity. 

• Bats and scooters are to be used for organized games only. 

• Jump ropes are to be used only for jumping ropes. 
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• Staff must accompany youth when getting equipment from the equipment closet/carts. 

• All equipment must be used for its intended purpose. 

H: Game Room: 

• Table tennis and pool balls are to be used only on game table – no throwing. 

• Cues should be used properly. 

• Place cues on the table or stand in corner when game is finished. 

• No one is allowed under tables. 

• Put all equipment away when finished. 

• No member is allowed in the game closet.  
o If a game is needed the teacher in that class must get it for members. 

I: BATHROOM PROCEDURE  

NO MEMBER WILL BE DENIED FROM GOING TO THE BATHROOM! STAFF MEMBERS MUST BE 

VERY ATTENTIVE OF WHOM THEY ARE ALLOWING TO GO TO THE RESTROOM AND HOW 

LONG MEMBERS ARE GONE.    

 

 

 

Having clear policies and procedures is an important step in preventing behaviors such as bullying, sexual 

misconduct, fighting, and vandalism. 

Best practices used by Clubs include:  

• Issuing restroom passes or keys  

• Prohibiting mixed age groups (children, teens and adults) from sharing a restroom  

• Limiting the number of restroom users at one time  

• Positioning staff near restroom entries  

• Implementing a restroom inspection and monitor schedules  

• Designing restrooms to eliminate doors but maintain privacy  

 

The Boys & Girls Club of the Big Pines is committed to providing a safe environment and enforces the 

following restroom policy for members, staff, volunteers, and other adults.  

Restrooms shall be regularly monitored by designated staff at a schedule set by Club leadership. Monitoring 

includes walk-throughs, inspections 

 

Staff shall: 
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• Only use designated adult restrooms. Should separate restrooms be unavailable, staff shall 

use restrooms at designated intervals to ensure they are not using restrooms at the same time 

as youth members. 

o Notify Leadership you are going to the restroom 

o Check to make sure there is not a member in the restroom 

o Wait until member is out of restroom BEFORE entering.  

• Abide by all staff codes of conduct. 

• Enforce the Organizations’ restroom code of conduct.  

• Intervene and notify Club leadership should inappropriate conduct be observed  

• Ensure restrooms are regularly cleaned and sanitized. Staff observing unacceptable restroom 

conditions shall Immediately notify Club leadership.  

• Document, in writing, restroom conduct incidents and report them to Club leadership as soon 

as possible 

•  Enforce the Organizations’ restroom code of conduct.  

• Staff observing unacceptable restroom conditions shall • Immediately notify Club leadership. 

• Complete a Repair Request Form and submit to Club leadership. • Document, in writing, 

restroom conduct incidents and report them to Club leadership as soon as possible. 

 

 

Group Bathroom Breaks: Whenever possible, employees and volunteers (over the age of 18 yrs.) should take 

groups of two or more members to the bathrooms for "group bathroom breaks." One employee should not escort one 

member; always use the "rule of three" or more.  Jr. Staff or youth volunteers should not escort members to the 

bathrooms. 

• If the bathroom has only one stall, only one member may enter the restroom at a time 

while the other members wait outside with employees.  

•  If there are multiple stalls, employees should only send in as many members as there are 

stalls or urinals.  

• Employees should then stand outside of the bathroom with the door ajar to hear what is 

going on inside the bathroom.   

- If there is only ONE BATHROOM- one stall should be designated for staff. 

- Staff needs to refrain from using the restroom when in use by a member. 

J: TRANSITION  

Transition times pose a higher risk for incidents because, during these times, employees and volunteers may not 

be assigned a particular group of members to supervise.  To decrease the risk of incidents, implement the following 

supervision guidelines:  
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• Site Coordinators must create specific bathroom procedures during transition times. 

Then, designate which bathrooms will be available to members.  An employee should be 

posted at each accessible bathroom to monitor members actively. 

•  Site Coordinators must conduct periodic sweeps of the entire activity area.  If members 

are lingering outside of the planned activity area, the club staff should encourage these 

members to join an activity.  

• Site Coordinators should be available at all times. If not, a designated “person in charge” 

should be available during free times and transitions.  

BGCBP employees receive training on effective transitioning between activities. Some of the fundamental 

principles guiding transition activities at the clubs include the following: 

• An assigned employee remains with an identified group of members each day and 

manages their transitions. 

• Transitions are kept to a minimum. 

• Employees coordinate the timing and pattern of transitions from one room to another. 

• An orderly routine for rotation is established and maintained. 

• Expectations are reinforced with positive feedback to those who are quiet and well-

behaved during transitions.  

• Employees focus on a gradual decrease or increase in activity levels and a good balance 

between active and quiet play. 

• Employees provide verbal and non-verbal cues when an activity is coming to an end.  

• Employees allow members enough time to finish activities so that they will not be 

frustrated during the transition.  

• Members who are ready before the others assist with cleanup or engage in other 

activities while waiting for the transition to occur. 

 

ARTICLE 200: SAFETY & FACILITIES  

200 – 01 Adult Identification – BACKGROUND CHECK IS REQUIRED 

Every adult entering a Club site or off site must check in at the reception desk. Every volunteer must have a 
cleared volunteer application before entering the facility. Each employee is responsible to stop any adult not wearing 
identification and ask them to check in at the reception desk or assist them in obtaining a volunteer/visitor badge. 

200 – 02 Staff Safety Rules 

Safety is to be given primary importance in every aspect of planning and performing all Boys & Girls Clubs of 
Big Pines activities. 
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All injuries should be reported to your supervisor, as well as anything that is in need of repair or a safety 
hazard.  Below are some general safety rules.  Site Coordinators may post other additional safety procedures at their 

site that complement the Rules listed below: 

• Handle any body fluid contamination with rubber gloves and properly dispose of same as 
hazardous waste. 

• Do not overload electrical outlets with too many appliances or machines. 
• Use flammable items, such as cleaning fluids, with caution. 
• Walk.  Do not run, where appropriate. 
• Report any illness or injury to your supervisor. 
• Ask for assistance when lifting heavy objects or moving heavy furniture. 
• Keep desk drawers and other drawers closed when not in use. 
• Sit firmly and squarely in chairs that roll or tilt. 
• Wear appropriate clothes and shoes for activities required in your job. 
• Keep your work area clean and orderly. 
• Watch out for the safety of fellow employees and Club Members. 

200 – 03 Work-Related Injury 

A work-related accident or injury is one that happens at work, on BGCBP property or while engaging in 

BGCBP business.    

  Employees MUST report any accident or injury, regardless of how significant, to their supervisors 

immediately.  A supervisor is responsible for ensuring that prompt medical treatment is provided, based on the 

seriousness of the accident or injury. The employee is responsible for completing the “Accident/Incident Report” 

and providing the completed form to his/her supervisor. If the employee is unable to complete the form, the 

supervisor should interview the employee and then complete the form for the employee. The supervisor is 

responsible for completing the “Employee Injury Report” and ensuring witnesses to the accident or injury complete 

the “Witness Accident Report” if needed.  Management is responsible for notifying BGCBP HR within 24 hours of 

the accident or injury and forwarding all completed forms to Human Resources.  

  If seeking medical treatment for an accident or injury, an employee must have a medical professional 

complete the “Attending Physician’s Return to Work” form and provide it to BGCBP HR before returning to work.   

 The forms listed above are necessary to initiate insurance and worker’s compensation benefits procedures.  

Failure to report an accident or injury could result in a Worker’s Compensation claim being delayed or denied.  

200 – 04 Club Member Contact 

All personnel and volunteers interacting with Club members are prohibited from:  

• Physical displays of affection or other actions that could be interpreted as a sexual 
prelude to continued actions, commonly known as “grooming.”   

• Placing themselves in any situation where they are alone with a single member.   

• Any after-hours or off-site relations with Club members without prior approval by the 
organization (family assistance, mentoring program, etc.). 

200 – 05 Vehicle Safety 

Driving records must be acceptable to the insurance company of Boys & Girls Clubs of Big Pines prior to 
any Employee operating any vehicle owned by or operated on behalf of the Club.  To maintain insurance with the 
Club, staff must have a copy of a valid Driver’s License, and a copy of their Motor Vehicle Record (MVR) on file 
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with the Human Resources office. All Drivers for the Club must also attend the first available Vehicle Safety 
training after their hire date.  Also, all drivers must attend at least one Vehicle Safety training per calendar year. 

Employees who drive a vehicle (personal, leased or Club-owned) on any Club business must have both a 
valid driver’s license and liability insurance, with minimum liability limits of $100,000/$300,000.  Prior to driving, 
the employee must provide the Director of Operations with current copies of a valid driver’s license, proof of auto 
insurance and add the Boys & Girls Clubs of Big Pines as a rider on the insurance policy.  Upon policy renewal, it is 
the employee’s responsibility to provide the Director of Operations & Administration with a copy of their current 
auto insurance policy. 

He/she should immediately notify The Club of any accident which occurs in connection with the use of a 
personal or leased or Club-owned vehicle on Club business, including out-of-town business or any other 
circumstances where there is a possibility that The Club could be named as a party in any legal action. 

Failure to demonstrate compliance with the above requirements may result in disciplinary action, up to and 
including termination.  Driving on Club business without a valid driver’s license or liability insurance is grounds for 
immediate termination. Employees are not permitted to drive members during off-duty hours or at any time without 
supervisor consent. 

The following policies must be strictly adhered to whenever vehicles are in use for the Club: 

• Always think SAFETY FIRST. 

• Club Vehicles shall carry a first aid and bodily fluid kit on all trips. 

• Always lock Club Vehicles when not in use.  Keep keys in your possession when leaving 
the vehicle. 

• Always use the parking brake when parked. 

• Leave for trips early enough to avoid being rushed in traffic. 

• Abide by all traffic laws.  If a staff should receive a traffic violation ticket while driving a 
Club van, they must report it immediately to their Supervisor. The Employee will be 
responsible to pay for their ticket and may be suspended from driving per the discretion 
of the Chief Executive Officer or Director of Operations. 

• Club Vehicles must have at least ¼ tank of gas when they are returned. Check the van oil 
every time you fill the van or bus with gas. Never fill the vehicles with passengers 
inside.   

• Before leaving, and again before returning, check the exterior of the vehicle, including 
tires, doors, etc.  Report any damage immediately to your supervisor. 

• Report any and all maintenance issues to the Director of Operations or Area Director. 

• The use of cell phones while driving a vehicle for the Club is prohibited unless a hands-
free device is used. 

• Club Vehicles are to be locked each evening, after usage, by Club staff and the parking 
brake set. 

• ABSOLUTLY NO MEMEBERS IN PERSONAL VEHICHLES! 

200  –  06  VE HIC LE  PA SSEN GER  SA FET Y  

• Youth shall wait at designated pick-up areas until Club Vehicle comes to a complete stop. 
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• Seat belts must always be worn.  All youth shall have their seat belts on before the Club 
Vehicle is in motion.  The number of youths in Club Vehicles shall be dictated by seat 
belt availability. 

• All youth shall remain seated with seat belts fastened while van or bus is in motion. 

• Youth should not be sitting in the front seat opposite the driver. 

• There shall never be more than one youth seated in the front seat of a van or bus opposite 
the driver. 

• Club Staff shall be the only one to open doors. 

• Youth shall not be left in Club Vehicles unattended. 

• When unloading from Club Vehicles, youth should file out front row first, then the 
second row, etc.  This is important because in case of emergency, youth will be 
accustomed to the proper way of exiting from a vehicle and panic may be decreased. 

• Parents must be notified immediately upon returning to the Club if their child was 
scheduled for pick up and was not present at the designated stop. 

• Practice fire drill type exercises from the van or bus. 
** Violation of safety rules could be grounds for termination** 

200 – 07 Vehicle Accidents/Citations 
 If a Club Employee is involved in an accident, their first concern is the safety of the youth.  Administer first 
aid and send another adult and/or responsible youth for emergency help.  Move passengers to a safe area and seat 
them as a group.  Contact the Site Coordinator and Area Director as soon as possible.  Any youth needing hospital 
care should be taken to the nearest hospital.  Club Employees should never admit fault for an accident or leave the 
scene of an accident for any reason.  Employees should just give the facts to paramedics or police officers in 
addition to the above.  As a reminder, any employee given a citation is solely responsible for payment and 
consequences on that citation.  

Should any Club employee be cited for a moving (traffic) violation or accident while in a Club vehicle, 
with or without Club youth in the vehicle, that employee could face Club disciplinary action anything from unpaid 
work suspension up to and including termination of employment.  Each accident and incident will be reviewed by 
the Chief Executive Officer or Area Director on a case-by-case basis to determine appropriate disciplinary action. 

If deemed necessary employees are subject to drug and alcohol testing when they cause or contribute to 

accidents that severely damage a company vehicle, machinery, equipment, or property and/or result in an injury to 

themselves, a member or another employee requiring off-site medical attention.  In any of these circumstances, the 

investigation and subsequent testing must take place within two (2) hours following the accident.  

 If an employee or applicant tests positive for an illegal substance, the BGCBP HR Department will follow up with 

the employee for future instructions.  

200 – 08 Providing Transportation to Youth 

Boys & Girls Clubs of Big Pines strictly prohibits its Employees from transporting Club Members in personal 
vehicles. Under Special Circumstances, an employee may receive permission to transport Club Members. The 
following must occur for such transports to occur: 

• Parents/ Guardians have given explicit permission in writing for youth to be transported 
in a Club Employee’s personal vehicle 

• The Chief Executive Officer has consented to the Employee conducting these transports 

• The Employee has submitted a copy of their Driver’s License, Insurance, and Motor 
Vehicle Record (MVR) to Human Resources 
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200 – 09 Field Trips 
  A Permission Slip must be signed by a Parent or Guardian listed on the Membership Form for a Youth to 
leave Club Premises during Program Hours. The Permission Slip must contain the time of departure and return, as 
well as the address of the destination.  Any deviation from the schedule listed on a Permission Slip and/or Vehicle 
Schedule must be approved by the Site Coordinator and/or their designee and posted immediately.  Club 
Staff/Chaperones (Drivers) are required to take roll before departing on a trip and prior to returning to the 
Club.  Roll sheets must be taken on all trips with one copy left with the Site Coordinator before leaving the Club 
Site. 

200 -  010  Y OUT H SEL F HAR M  PR OC ED U RE S /  SU IC I DE  PRE VE N TI ON  

Whenever a Club Member alleges that they wish to harm themselves, staff are required to immediately 
notify their direct supervisor (Site Coordinator or Area Director). The first responding staff member and the Site 
Coordinator should ask open-ended questions about why the Club Member feels the way they do (What kind of 
counseling might they be participating in? Who if anyone they have talked about how they feel?). If the Club 
Member already knows how they want to harm themselves, staff should use persuasive and comforting language 
that encourages the Club Member to consider other options, such as talking to a counselor. Appearing confident in 
the face of the suicide crisis can be reassuring for the young person; do not be afraid of using the word “suicide”. 

As soon as it is safe to do so, the Site Coordinator must immediately contact the Area Director, as well as 
notify the parent/guardian to come pick up the Club Member. If the youth has possession of a weapon or is 
threatening to hurt themselves with any other object, or their own body, the Site Coordinator must call 9-11 to have 
an emergency safety evaluation performed by Police or EMT. If other youth are in the room, or the vicinity of the 
incident, a staff member should encourage the Club Member to go to another safe space. If the safety of other youth 
is compromised, staff will lead other youth into another space in the facility/school.  

The Area Director will contact the Chief Executive Officer once notified and will respond to the Site as 
quickly as possible. The Site Coordinator will be required to file a Boys & Girls Club incident report within 24 
hours. The Area Director will conduct a follow-up phone call to the family the following day and keep the Chief 
Executive Officer informed of any and all developments. 

It is the responsibility of all staff to report any and all allegations of self-harm, and properly act on 
statements or allegation of self-harm. Furthermore, it is the responsibility of all staff to always maintain safety. Staff 
are not expected to take the place of a licensed professional/counselor, and therefore should not provide any 
opinions or advice. Staff are allowed to provide referral to community resources, and/or professional behavioral 
health services. 
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I, __________________________________,       understand that I am a seasonal employee of 

the Boys & Girls Clubs of the Big Pines and will be employed starting June 3, 2024 and will 

conclude August 2, 2024.  I also understand to continue employment with the BGC of the Big 

Pines, I must reapply every season and that I am seasonally unemployed during all dates that 

the schools are closed for breaks and holidays per the school’s calendar. 

 
________________________________         ____________ 
Employee signature          Date 
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Employee Recognition of training and the entire employee handbook, all 
policies, all procedures.  I, ________________________________________, am 
stating by signing this recognition form that I, 
_____________________________________, have been made aware of the 

employee handbook and the entire contents of the handbook including all policies.   
        SIGNATURE         DATE 

• Employee Application      _____________                ________ 

• Ethics       _____________                    ________ 

• Matter of Trust                  _____________                        ________ 

• Background Check             _____________              ________ 

• Copy of Social Security #                                                  _____________                          ________ 

• Copy of Driver’s License                                                   _____________                          ________ 

• Job Offer Letter                                                   _____________                          ________ 

• Job Description                                                                  _____________                          ________ 

• Direct Deposit/Pay Card                                                   _____________                          ________ 

• Cell Phone Policy                                                                _____________                          ________ 

• Safety Onboarding                                                         _____________                          ________ 

• Seasonal Employee                                                           _____________                          ________ 

• Foundations: Preventing abuse in youth organizations            _____________                        ________ 

• Club Policies, Substance Abuse, and Training  _____________               ________ 

• Club Procedures, and DB, DDB, DDD, DE   _____________                ________ 
• CPR Training      _____________                ________ 

• First Aid Training      _____________                ________ 

• Copy of W4      _____________               ________ 

• Copy I9       _____________                ________ 

• I have read & accept BGC handbook   _____________                ________ 

• Conflict of Interest Policy     _____________               ________ 

• Whistleblowers Policy     _____________               ________ 

• Fraternization Policy     _____________               ________ 

• Emergency Prevention                       _____________                        ________ 

• FMLA                                                                                     _____________                ________ 

• Trauma Informed Care        _____________                ________ 
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Employee Recognition of training and the entire employee handbook, all policies, all procedures.  I, 
________________________________________, am stating by signing this recognition form that I, 
_____________________________________, have been made aware of the employee handbook and the entire 
contents of the handbook including all policies.   

SIGNATURE         DATE 
 

• Literacy in the Club                                                                              _____________                ________ 

• Trauma Informed Practices YDP                                                        _____________                ________ 

• STEM in the Club                                                                                  _____________                ________ 

• Structure & Clear Limits                                                                      _____________                ________ 

• Power Hour                                                                                           _____________                ________ 

• Mental Health in the Club                                                                  _____________                ________ 

• Club Program 101                                                                                 _____________                ________ 

• Whate we are hearing from TEENS                                                   _____________                ________ 

• Youth Entrepreneurship                                                                      _____________                ________ 

• Planning & Reflections                                                                         _____________                ________ 

• Smart Girls                                                                                              _____________                ________ 

• Smart Moves                                                                                          _____________                ________ 

• Be Positive                                                                                              _____________                ________ 

• Caring for yourself                                                                                 _____________                ________ 

• Mental Health Skills for Educators                                                     _____________                ________  

• My.Future Computer Science                                                              _____________                ________ 

• Introduction to Active Participatory Approach                                _____________                ________ 

• Make it County                                                                                       _____________                ________ 

• Applying DEI in STEM                                                                            _____________                ________ 

• Turning Difficulties Around (Emotion Intell)                                     _____________                ________ 

• OJJDP 2022 mentoring                                                                         _____________                ________ 

• DEO Webinar:  Making the Invisible, Visible                                     _____________                ________ 
• DEI Webinar:  Mindful Inclusion                                                         _____________                ________ 

• Building Curiosity                                                                                   _____________                ________ 

• College and Career Readiness 201                                                      _____________                
________ 

 
 
 
 
 

__________________________________                  ______________ 
Employee Name     Date
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RECEIPT AND ACCEPTANCE OF EMPLOYEE HANDBOOK 
 
  I have this day received a copy of The Boys & Girls Club of the Big Pines (“Club”) Employee 
Handbook, and I understand that I am responsible for reading the policies and procedures 
described within it. 
 
 I understand that the policies, procedures, and benefits contained in this Handbook may 
be modified by the Club at any time.  
 
 I understand that I am expected to follow the policies and procedures outlined in this 
Handbook. I also understand that any violation of these or any other Club policy, practice or 
procedure will subject me to disciplinary action, up to and including separation.  
 

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

 
 I understand that nothing within this Handbook or within the Club’s policies, practices, or 
procedures is intended to create a contract of employment, express or implied, or a guarantee 
of continued employment for a specific duration or interfere with, restrain, or prevent employee 
communications regarding wages, hours or other terms and conditions of employment.  

 
If I have any questions regarding the content or interpretation of this Handbook, I will 

bring them to the immediate attention of the Director of Operations. 
 
 

NAME             
 
DATE             
 
EMPLOYEE 
SIGNATURE              
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