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STANDARDS OF CONDUCT 

 

Each employee has an obligation to observe and follow the Boys and Girls Clubs of the 

Northtowns policies and to maintain proper standards of conduct at all times. If an individual’s 

behavior interferes with orderly and efficient operations, disciplinary measures will be taken.  

 

The Club’s reputation has been built on excellent youth development service, quality work and a 

dedication to high standards of conduct. To maintain this reputation requires the vigilance and 

active participation of every employee.  The opinions and attitudes that people have toward the 

club may be influenced for a long period of time by the behavior and actions of one employee. 

 

Each 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.  



 

 

 

4 
 

 

 

 

About This Handbook 

 

This Employee Handbook is expressly intended for the use of the employees of the Boys & Girls 

Club of the Northtowns of WNY (hereinafter referred to as the "Club"). This Employee Handbook sets forth 

basic policies and guidelines for employee conduct and also contains important summary information 

regarding employee benefits.  If you have specific questions regarding the benefits plans described, contact 

the Chief Professional Officer  

 

Unless otherwise specified, the benefits described in this handbook apply only to regular, eligible 

employees of the Club.  By contrast, the policies outlined in this Handbook apply to all employees -- regular 

full-time, regular part-time, and temporary. 

 

In all cases of interpretation of this handbook, CPO   decisions are final.  The Club reserves the right 

to change or delete any part of this Employee Handbook at its sole discretion, without prior notice. 

 

NOTHING CONTAINED WITHIN THIS EMPLOYEE HANDBOOK IS INTENDED TO CREATE 

A CONTRACT FOR EMPLOYMENT, EXPRESS OR IMPLIED, NOR A GUARANTEE OF 

CONTINUED EMPLOYMENT FOR A SPECIFIC DURATION.   

 

THE EMPLOYEE AGREES THAT EMPLOYEE IS EMPLOYED AT-WILL  AND  THAT BOYS 

& GIRLS CLUB OF THE NORTHTOWNS OF WNY EXPRESSLY RESERVES  THE RIGHT TO 

DISCHARGE THE EMPLOYEE AT ANY TIME FOR ANY REASON WHATSOEVER, WITH OR 

WITHOUT CAUSE, AND WITH OR WITHOUT NOTICE.  NOTHING IN THIS EMPLOYEE 

HANDBOOK OR THE CLUB'S POLICIES, PRACTICES, OR PROCEDURES SHALL CONFER UPON 

THE EMPLOYEE ANY RIGHT TO CONTINUED EMPLOYMENT.                      
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MISSION STATEMENT 

 

     To enable all young people, especially those who need it the most, to reach their full potential as 

productive, caring responsible citizens. 

 

  

 

A Boys and Girls Club Provides 

 

A safe place to learn and grow 

 

Ongoing relationships 

 

Life-enhancing programs and character development experiences 

 

Hope and Opportunity 
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Vision Statement (TBD) 
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1.  Equal Employment Opportunity  
 

            The Boys and Girls Clubs of the Northtowns 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, age, national origin, disability, veteran status or other protected status.  This policy extends to 

all terms, conditions and privileges of employment as well as the use of all Club facilities. 

 

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

 

  

2.  Harassment 
 

       It is the policy of the Club to provide, at all times, an environment  free  of  harassing conduct, better 

enabling us to focus on and fulfill the mission of the Club.  The Club will not tolerate any form of harassing 

conduct that is based upon an individual's race, color, religion, sex, age, national origin, disability, marital 

status, veteran's status, or other protected status.  For these purposes, the term "harassing conduct" includes, 

but is not limited to, slurs, jokes, or other verbal, graphic, or physical conduct relating to an individual's race, 

color, religion, sex, age, national origin, disability or marital status. The term harassing conduct also includes 

sexual advances, requests for sexual favors and other conduct of a sexual nature.   Any employee violating 

this policy will be subject to corrective action, up to and including discharge. 

 

            Harassment on the basis of race, color, religion, sex, age,  national origin, disability, marital status, 

veteran's 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 items which could be construed as harassment include, but are 

not limited to: 

 

• degrading any group or class of people; 

• assignment of less desirable work or working conditions to members of such 

protected groups based solely on their group membership; 

• treatment of protected individuals in a demeaning fashion. 

If you believe you or another employee is being subjected to harassing conduct, you should immediately 

contact the CPO.  A prompt investigation will be conducted of each and every complaint and appropriate 

action will be taken.  Complaints will be handled confidentially, to the extent possible. The CPO has the 

responsibility for investigating and resolving complaints of harassment.  If the complaint is against the CPO, 

however, you should immediately contact the Board President or Chair of the Human Resource Committee.   
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Consequences of Engaging in Harassing Conduct 

 

This policy applies to all employees including as well as volunteers of the Club and the Board of 

Directors. .  Any employee, including any supervisor or agent, who is found to have engaged in harassing 

conduct will be subject to appropriate discipline, up to and including discharge. 

 

No Retaliation or Reprisals 

 

You have a duty to report any harassing conduct you either experience or observe.  Under no 

circumstances will a person's employment be jeopardized because of a bona fide report of what he   or she 

perceives to be an incident of harassing conduct or behavior. 

 

3.  Drug and Alcohol Free Workplace 
 

The Club is committed to creating and maintaining a Drug Free Workplace. This policy applies to all 

applicants for employment and to all employees in all job classifications.  Substance abuse which includes 

the possession, use or sale of illegal drugs or the unlawful use of lawful substances including alcohol and 

prescription drugs will not be tolerated during working hours, on club premises or at any non-personal, club-

sponsored or club-related functions.  It is a condition of employment to refrain from using drugs and the 

unlawful use of lawful substances, including alcohol and prescription medicines, and to abide by the 

guidelines of the Drug Free Workplace Policy.  Employees determined to be under the influence of drugs or 

alcohol, including the unlawful use of lawful substances, or who violate this policy in other ways, is subject 

to appropriate discipline up to and including immediate discharge 

 

4.  Perceived Violations Policy 
 

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

regulations which apply to the Club and its business operations.  If an employee believes that any employee 

of the Club may be acting in violation of any such law or regulation -- or in violation of a Club policy -- the 

employee has a duty to report the perceived violation, to the Chief Professional Officer within 24 hours of 

the observation of such conduct.  All inquiries pertaining to perceived violations will be handled in the 

strictest confidence possible. 

 

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

regulations and unlawful discrimination or harassment.  Examples of violations of Club policy include 

employee theft, discrimination and harassing conduct or behavior. Compliance with this policy is a term and 

condition of continued employment with the Club.  If employees have any questions with regard to this duty 

to report perceived violations, they may contact their CPO. 
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5.  Introductory Period 
 

The first 3 months of employment for new employees of the Club is considered an introductory or 

probationary period. The introductory period provides a new employee the opportunity to become familiar 

and acquainted with the operations of the Club.  During this time, a new employee's work hours, skills, and 

general work performance will be evaluated. 

 

Neither the designation nor the successful completion of the introductory period constitutes an 

employment contract for any period of time (including the introductory period) nor a guarantee of continued 

employment.  Employment with the Club is at-will. 

 

 

6.  Categories of Employment 
 

Regular Full-time:  an employee whose normal  regular work schedule including lunch and  breaks 

averages 40 hours or more and who is not on introductory status. 

 

Regular Part-time:  an employee whose normal regular work schedule averages less than 30 hours.  

   

Temporary:  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.  Temporary employees may work either full-

time or part-time, but are not considered "regular" employees. 

             

 Contractual:  From time to time the club will contract for specific purposes with individuals. These 

individuals are not employees and do not participate in benefit programs and receive compensation as 

defined in their specific contract agreement.   

 

6. a) School Age Child Care Employees 

 
        All employees working with children during SACC are required as a condition of their employment to 

obtain a physical and TB test, which will be required every 2 years. Employees must also complete a 

backround check through the State Central Registrar of Child Abuse and Maltreatment (SCR), A New York 

State Justice Center’s Criminal Backround Check (SEL), sign a criminal conviction statement and be 

fingerprinted as per NYSOCFS Guidelines. Employee work history, references (3) and past child care 

experience is additionally documented. Prospective and current employees may be subject to further review 

and if these produce any results that the organization deems unacceptable, warnings, suspension and or 

termination may result. They same procedures apply after hiring. All SACC full time employees will be 

required to have 3o training hours every 2 years with 8 regulatory topics and part timers will have orientation 

training and subsequent training in above topics totaling 2 hours for every 140 hours of work. 
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7.  Personnel Records 

 

It is very important for employees to keep their personnel records up to date.  The Club directs 

employees to notify the administrative office immediately if there is a change in status, including but not 

limited to the following: 

 

· Name and social security number 

· Home address 

· Home telephone number-cell phone number 

· Number of dependents 

· Beneficiary 

· Emergency contact 

· Emergency telephone number 

· Driver’s license status 

· Additional education 

All personnel records are the property of the Boys and Girls Clubs of the Northtowns.  

 

8.  Pay Cycle and Payroll Deductions 
 

Pay periods will be the 15
th

 and last day of the month.  Any changes due to holidays or other events 

which may interfere with this schedule will be announced in advance.  

 

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

may vary according to how much is earned, marital status, government employment regulations, and other 

factors.  Mandatory withholdings include federal income tax and social security, and any other taxes or 

deduction required to be withheld by state and/or federal law. 

 

9. Personal Communication Policy 

 

The Club wants to assure its employees those ideas, suggestions and complaints will be heard.  It is 

club policy to attempt to resolve disputes which may arise between fellow employees or between employees 

and their supervisors.   

     Open communication between employees and 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 or she can write the idea, suggestion or complaint down on 

paper and give it to the CPO.  Otherwise, if employees have ideas, suggestions or complaints to share, they 

are directed to follow these simple steps, unless it is a matter more appropriately raised pursuant to the steps 

set forth in the Club’s policy against harassment. 
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STEP 1: Employees are directed to discuss complaints with their immediate supervisor within              

            3 working days of the matter causing the complaint.  Employees 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/her immediate 

supervisor, the employee is directed to take the matter to the next higher supervisor (in other 

words, their immediate supervisor's supervisor) within 3 working days after meeting with the 

immediate supervisor. 

 

STEP 3: If the employee believes the matter remains unresolved pursuant to step 2, he/she is directed 

to present the matter in writing to the CPO within 3 working days and  shall consider all 

matters brought to his/her attention pursuant to this procedure and all decisions made by the 

CPO and  the Board of Director’s  shall be final.  

 

STEP 4           If the employee believes the matter remains unresolved pursuant to step 3, within3 workings 

days, he/she is directed to present the matter to the chair of the Human Resource Committee.  

 

10.  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. 

 

11.  Absences 

 

Our normal business hours are 8:30am-4:30pm for administration and may be altered at the 

discretion by the CPO. Hours for individual clubs will be established by the Unit Directors.  Attendance and 

punctuality are essential for continuing your employment and is fundamental for your success within the 

organization.  
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Notice of Absence 

 

All employees are required to provide notice of advance absence for illness, tardiness or other 

reasons to their supervisors, unless the absence is due to prescheduled leave, such as vacation leave. 

     The employee is required to contact his/her supervisor on a daily basis at least 30 minutes prior to 

scheduled work time.  Employees are responsible for ensuring proper notice is provided.  Only under 

exceptional circumstances will notice from a family member or friend satisfy the notice requirement. If you 

cannot reach your immediate supervisor call 873 9842  

 If an employee fails to provide proper notice of absence for 3 consecutive work days, it will presume 

the employee has voluntarily abandoned their job. 

 

Unexcused or Unapproved Absence     

 

Failure to provide notice of absence as described above will result in an unexcused absence 

regardless of the reason. Unexcused absences or any other violation of the Absences policy could result in 

disciplinary action, up to and including termination of employment.  

 
 

  

12.  Search, Theft and Audit Policy 
  

In order to ensure its ability to conduct business efficiently and effectively and to protect itself 

against the unauthorized use and removal of Club property, the Club will from time to time conduct internal 

investigations including inspections, searches and audits on club premises. 

 

 The Club reserves the right to conduct a routine inspection, search or audit at any time for company 

property or company-related information. The Club reserves the right to inspect the following, including but 

not limited to:  personal property brought onto or taken from the premises; any work, rest or storage areas; 

all club vehicles and all desks, lockers, computers, etc., that are within the employee's possession or control. 

 

 A routine search or inspection may result in the discovery of personal possessions or those of others.  

Employees are discouraged from bringing into the workplace items of personal property they do not want 

revealed to anyone. Under certain circumstances, the Club will generally attempt to obtain employee consent 

before conducting a search or inspection, but may not always be able to do so..If an employee becomes 

aware of any theft, misuse or unauthorized removal of club property, he or she is directed to notify the 

supervisor immediately.  The theft, misuse or unauthorized removal of Club property is cause for immediate 

discipline, up to and including termination from employment. 
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13.  Non-Fraternization Policy 
 

  All employees are strictly prohibited from dating or pursuing romantic or sexual relationships with 

any member of any Club.   

 

 Any employee who violates this policy will be subject to appropriate disciplinary action, up to and 

including termination of employment. 

 

14.  Disciplinary Policy and Standards of Employee Conduct 
     The Club expects all of its employees to conduct themselves in a manner which is in the best interests of 

the organization and its employees. 

     The Club has established policies and procedures for the convenience and protection of all its employees. 

 Violations of any of these policies and procedures are considered misconduct and appropriate disciplinary 

procedures will be initiated.  Disciplinary action may include, but is not limited to, the following:  oral 

warnings, written warnings, suspension with or without pay, and termination.  Disciplinary actions are noted 

in the personnel file. Serious misconduct may result in immediate suspension and/or immediate discharge, 

without notice. 

     The appropriate disciplinary action will be determined by the CPO and or Board of Directors. There is no 

guarantee that one form of disciplinary action will necessarily precede another.  The following is a partial list 

of examples of misconduct which may be cause for disciplinary action, up to and including termination: 

 

 Violation of the Club's equal opportunity or harassment policy 

 Disclosure of confidential Club  or employee information to unauthorized parties  

 Behavior resulting in Club member, vendor or employee complaints 

 Supplying false or misleading information or falsifying any Club record  

 Possession of weapons on or off premises or while performing Club duties  

 Immoral or indecent conduct; soliciting persons for immoral purposes 

 Insubordination, including but not limited to, refusing to obey a directive of a supervisor or Club 

official 

 Disruptive conduct, including: gambling; fighting; horseplay; coercion; intimidation or threats 

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

 Theft or unauthorized possession or removal of property or money belonging to the Club, 

employees, or a third party 

 Making or publishing false, vicious or malicious statements concerning an employee, supervisor 

or Club official. 

 Destruction or misuse of property 

 Any other conduct which violates any Club policy or which is not in the best interests of the 

organization                  
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15.  EMPLOYEE BENEFITS  
 

All matters addressed within the Benefits section apply to regular full time personnel unless and as 

otherwise noted 

 

VACATIONS 

 Regular full time staff will receive vacation based on the following 

-5 days after completing 12 months 

-10 days per year after completing 2 years of employment 

-15 days per year after completing 6 years of employment 

-20 days per year after completing 10 years of employment 

 

 REGULAR PART TIME BONUS 

 

-1 week of pay after completing 5 years employment 

-2 weeks of pay after completing 10 years of employment 

-3 weeks of pay after completing 15 years of employment 

-After 20 years of employment four weeks vacation 

* A week is determined by the average number of hours worked during the previous calendar 

year 

 

HOLIDAYS 

New Year’s Day                 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Day                   

Christmas Day 

If the holiday falls on the weekend , the CPO may exercise discretion and authorize the preceding or 

following work day as a holiday.  

 

 

LIFE INSURANCE 

The Boys and Girls Club will pay full cost of a Group Life (1 x salary) Accidental Death and 

Dismemberment Plan after 1 month of employment for full time, salaried employees. 
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SALARY CONTINUANCE 

This plan protects against long term disability after 3 months of employment. . It pays 60% of salary 

after a 6 month period of continuous disability.  

 

GROUP HEALTH INSURANCE 

The Boys and Girls Club of the Northtowns will contribute a portion of the cost of medical insurance for 

employees after 3 months of consecutive employment. This amount is subject to change based on the 

financial status of the organization to be reviewed annually.  

 

WORKERS COMPENSATION 

The Club will pay the full cost of insurance, which provides under New York state law, payment for 

medical attention and disability income resulting from accidents on the job. 

 

UNEMPLOYMENT INSURANCE 

Unemployment insurance is available to former employees who met state or federal eligibility 

requirements. 

 

JOB EXPENSES 

Job related expenses will be reimbursed following review and approval of the expense report with 

documentation and appropriate receipts attached. Expense reports are to be submitted within 10 business 

days of expenses being incurred. Expenses for trips must be authorized in advance by a supervisor.  

 

PERSONAL DAYS 

 

Each full time salaried employee will receive 5 personal days per calendar year to use for illness or 

conducting personal affairs. Absences beyond 3 consecutive days require a medical certification of the 

absence form a licensed doctor. Personal days expire December 31 of each year and cannot be carried 

over into the next calendar year. Unused personal days are lost.  
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PROFIT SHARING  

All employees are eligible to participate if they meet the following requirements. 

 

1- Age 21 or older and 

2- 2-Have completed at least 1 year of continuous employment AND 

3- Have worked 1,000 hours or more in the past year 

4- Entry dates are 1/1,4/1 and 10/1. Employees will enter the plan on the quarterly entry date that 

coincides with or follows the completion of eligibility requirements. The club may make a 

discretionary contribution determined annually as recommended by the Finance Committee and 

approved by the Board of Directors. The amount will be announced by the end of the calendar 

year.  

Vesting refers to “ownership” of your plan account. Any contribution the employee makes to the plan 

are 100% vested. The Club’s contributions are vested as follows: 

 

Years of Vesting Service Vesting Percentage 

Less than 2 0% 

2 20% 

3 40% 

4 60% 

5 80% 

6 100% 

 

Your vesting service begins on the date of hire. Service prior to your attaining 18 years of age is not 

counted. If you become permanently and totally disabled, die, or reach normal retirement age, you will 

be considered 100% vested in all employer contributions.  
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Electronic Communications Policy 
       * in addition to the following  please refer to operating policy manual for detailed technology plan 

 

As an employee of The Club of, I recognize and understand that the Club’s Electronic 

Communication Systems are to be used for conducting the Club’s business only.  I acknowledge that I have 

received, read and will abide by The Club’s policy concerning Electronic Communication Systems. 

           I am aware that the Club reserves and will exercise the right to review, audit, intercept, access and 

disclose all matters on the Club’s computer, E-mail, EDT and Internet systems at any time, with or without 

notice to me, and that such access may occur during, before or after working hours.,  

 I am not to use a password that has not been disclosed to the Club, and I am aware that use of a Club 

provided password or code does not restrict The Club’s right to access any of the Electronic Communication 

Systems. 

 I agree not to use a code, access a file, or retrieve stored communications unless authorized.  

These systems are to be used for business purposes 

             I will presume that when I am online that every statement I make and every website or Internet 

location I visit will be attributable to The Club. 

             I am aware that there are potential copyright violations for downloading and printing from the 

Internet and that I will not violate the law by unauthorized use of such materials.   

            I am aware that the use of the Electronic Communications Systems for the procurement or 

distribution of materials and information that are pornographic, threatening, harassing, obscene, defamatory, 

illegal or unethical will result in immediate termination. 

           I acknowledge and consent to the Club monitoring my use of these systems at any time at its 

discretion, including printing and reading all messages entering, leaving or stored in these systems.  I am 

aware that violations of this policy may subject me to corrective action, up to and including termination of 

my employment. 

I understand that my use of the Club’s Electronic Communication Systems constitutes my consent to all the 

terms and conditions of the Electronic Communication System Policy. Copy of this acknowledgment to be 

kept in your personnel file 

 

 

__________________________________ ______________________ 

Signature of Employee    Date 

 

__________________________________ ______________________ 

Print Employee’s Name    Supervisor 
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Receipt and Acceptance of Employee Handbook 
 

I have this day received a copy of The Club Employee Handbook, and I understand that I am 

responsible for reading the policies and practices described within it.   

 

     I AGREE TO ABIDE BY THE POLICIES AND PROCEDURES CONTAINED HEREIN. I 

UNDERSTAND THAT THE POLICIES AND BENEFITS CONTAINED IN THIS EMPLOYEE 

HANDBOOK MAY BE ADDED TO, DELETED, OR CHANGED BY THE CLUB AT ANY TIME. I 

UNDERSTAND THAT NEITHER THIS HANDBOOK NOR ANY OTHER WRITTEN OR VERBAL 

COMMUNICATION BY A MANAGEMENT REPRESENTATIVE IS INTENDED TO IN ANY WAY 

CREATE A CONTRACT OF EMPLOYMENT.   

 

I UNDERSTAND THAT MY EMPLOYMENT IS AT-WILL, WHICH PERMITS THE COMPANY 

TO TERMINATE THE EMPLOYMENT RELATIONSHIP AT ANY TIME, FOR ANY REASON; WITH 

OR WITHOUT NOTICE.  NOTHING IN THIS HANDBOOK IS INTENDED TO GUARANTEE 

EMPLOYMENT FOR A SPECIFIC DURATION.  THE COMPANY WILL NOT MODIFY THEIR 

POLICY OF EMPLOYMENT-AT-WILL IN ANY CASE. 

 

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

the attention of my supervisor. 

 

 

NAME             

 

DATE              

 

EMPLOYEE 

SIGNATURE             

 


