®

YMCA of Northern Middlesex County

Personnel Policy

January 1, 2007
Revised January 21, 2008



SECTION |

SECTION I

SECTION 1l

SECTION IV

SECTION V

SECTION VI

SECTION VI

SECTION VIiI

SECTION IX

SECTION X

SECTION XI

APPENDIX A

APPENDIX B

APPENDIX C

INDEX

Page
PREAMBLE. ... 2
PURPOSE. ..., 2
ADMINISTRATION. ... e e 2
CLASSIFICATION OF EMPLOYEES........cc i 3
EMPLOYMENT ...t e e e e e e 3

CONDITIONS ON THE JOB.......cciiiiviviie v A

WAGE & SALARY ADMINISTRATION........coovviiiiieienenne, 6
NON-WAGE BENEFITS......cooiii i 6
STAFF AND CAREER DEVELOPMENT........ccooiiiiiein, 9
LEAVE OF ABSENCE........ci ittt e e 10

SEPARATIONS. ...t 1

GUIDELINES FOR CHILDCARE AND SUPERVISIN........ 12
DEFINITION OF DEPENDENTS........coiiiiii e 13
GRIEVANCE PROCEDURE........cciiiiii i, 13



YOUNG MEN'S CHRISTIAN ASSOCIATION

OF
NORTHERN MIDDLESEX COUNTY, INCORPORATED
Middletown, Connecticut

PERSONNEL PoLICY

SECTION | - PREAMBLE

A goal of the Young Men's Christian AssociatiorNufrthern Middlesex County, Inc. is to attract, depe motivate,
and retain personnel who meet high standards ohctex based on the Judaic-Christian tradition; wéio advance
YMCA work competently, and who will become a vialplart of the organization so that the Young Merisistian
Association of Northern Middlesex County, Inc. mhgve the most competent staff possible to aid & th
achievement of the objectives of the YMCA.

SECTION II - PURPOSE

This policy is established for the purpose of definand coordinating the personnel administratibthe Young
Men's Christian Association of Northern Middleseau@ty, Inc. This policy, however, is not intendedalter the
employment-at-will relationship in any way. Tipslicy contains general statements of Associatiolicp and
should not be read as including the fine detaile@th policy, or as forming an express or impliedt@act or
promise that these policies will be applied in@kes. The Association may add to these poligiegvwke or
modify them from time to time. It will try to keefnis manual current, but there may be times whaicy will
change before this material can be revised.

SECTION IIl - ADMINISTRATION

A. Administration The Board of Directors of the Young Men's Chiaist Association of Northern Middlesex
County, Inc. employs the President to whom it daleg responsibility for the administration of pensel
matters. The administration of this policy and ralesupervision of staff is the responsibility thie President.
However, he may delegate authority to others whepropriate to carry out the administrative polcset forth
herein.

B. Interpretation All matters pertaining to the interpretationtbé Personnel Policy are referred to the Presiolent
his designee.

C. Review This Personnel Policy will be reviewed periodlica The Board of Directors may change this policy
from time to time. Any amendment or change to plubcy shall be effective as of the date approvedhie
Board of Directors unless otherwise stated in amokndment or change.

D. Definitions As used in the Policy:
(1) The words "shall" or "will" are construed aamdatory and the word "may" as permissive;
(2) The masculine gender shall be construed tadecthe feminine gender;
(3) "Supervisor" means an individual with the awity to assign, direct, and review the work of taromore
subordinates; and
(4) "Immediate family" means the employee's sppbsather, sister, parent, child, and stepchild.



SECTION IV - CLASSIFICATION OF EMPLOYEES

Exempt EmployeesEmployees who are exempt from the payment of tower under the provisions of the
Connecticut State and Federal Wage and Hour Laws.

Non-Exempt Employee€Employees who are subject to the provisions ef @onnecticut State and Federal
Wage and Hour Laws and are to be paid time andhaifefor overtime. While their compensation may be
stated as a salary, wages are earned and paidlmudy basis. Non-exempt employees must useiriee ¢lock

to record hours worked.

Full-Time Employees

(1) Work 35 hours per week, 12 months of the yedth(the exception of any authorized, unpaid leafe
absence) are eligible for complete benefit package.

(2) Work 27.5-34 hours, 12 months of the yearHwiite exception of any authorized, unpaid leavabsence)
are eligible for Holidays and Health Plan coverad25% share on individual coverage, 100% share on
dependent coverage.)

Part-Time Employee®Vork less than 27.5 hours per week, 12 monthibefear.

Seasonal Employee®Vhether they are being paid on an hourly or wedldsis, are considered part-time
employees and subject to this policy.

SECTION V - EMPLOYMENT

Official Employer All personnel are employees of the Young Men'siglian Association of Northern
Middlesex County, Inc. and are subject to the pedias established by the Board of Directors.

Qualifications It is expected that employees shall be committethe purpose and goals of the YMCA of
Northern Middlesex County, Inc. In recognition thiat purpose and those goals to serve the neetiseof
community and the individuals within it, employestsould possess a desire to be of service to othEngy
should exhibit a capacity to learn, to grow andmnprove their own workmanship.

Employee Procedure§he President is employed by the Board of Dinectof the YMCA of Northern
Middlesex County, Inc. as the chief of staff and limal approval of action under this policy. Thee§ident
hires exempt employees. The direct supervisorestilp the approval of the President or his desidniees non-
exempt employees. Upon confirmation of employmalitemployees shall fill out the appropriate ferand
submit them to their immediate supervisor who wilbmit them for approval to the President. Eacpleyee
is responsible for updating his own personnel data.

Letter of Understanding-or exempt employees. It will include, but n& lmited to the effective date of
employment, starting salary, salary range, a cdpljeoposition description and Personnel Policy.

Open Application The Association will promote from within the orgaation whenever possible. It also
supports and participates in the open applicatimtgss of the National Council of YMCAs for profiesal
staff. It encourages employees to recognize treanable tenure in a position is necessary tofrofiessional
development and Association goals.




SECTION V - EMPLOYMENT - Continued

G. Affirmative Action Policy Statementt is the policy of the YMCA to implement the EmjuEmployment
Opportunity Act and Affirmative Action Program fall employees and applicants for employment without
regard to race, religion, color, sex, age, naticodin, sexual orientation, or disability. Accandly, the
Association is committed to an Affirmative Actiomdgram designed to achieve the following objectives
(1) Ensure that recruiting, hiring and training &l job classifications are made without regarddce, creed,

color, religion, national origin, sexual orientatjage, sex, or disability.

(2) Ensure that employment decisions further tlimcpple of Equal Employment Opportunity.

(3) Ensure that promotion and transfer decisiamthér the principle of Equal Employment Opportyraind
those non-discriminatory criteria for promotionsldaransfers are used.

(4) Ensure that other personnel policies and phoes governing compensation, benefits, transterson
assistance, and recreation programs are admirdstétbout regard to race, creed, color, religioational
origin, sexual orientatigrage, sex, or disability.

(5) The Governance Committee will annually revigweport on the affirmative action program to eadtqual
Employment opportunities.

(6) Provide training and development opportuniteeall staff to ensure equal access to job oppdiés.

(7) The Human Resources Administrative Assisthatlde the Affirmative Action Officer.

H. Orientation The Communications Assistant will oversee aremdtion program for all employees. Each
department will provide job specific orientatiorr ftew employees and a record of the orientatiohbeilplaced
in the employee's personnel file.

I. Probationary PeriadAll employees shall have a three month probatipmperiod which can be extended up to
an additional three months for a total of 6 monti3uring this period, the employee may be releas@dn
approval of the President, without following th@gess as outlined in Section XI "Separations."

J. Support All employees are encouraged to support thel [§¥84CA's interests such as the United Way and
YMCA fund development efforts.

SECTION VI - CONDITIONS ON THE JOB

A. Hours of Work The immediate supervisor is responsible for tlegparation and supervision of the working
schedule of the employees working for him. Nonrepeemployees are expected to use the timecaeturd
hours worked and to comply with record keeping heents.

B. Payroll RecordsAll employees will have a personnel informatiamri on file with the payroll manager. This
form will indicate date of employment, job classétion, scheduled hours of work, rate per houratarg, and
will be signed by the employee's immediate superyite President and the Payroll manager.

D. Grievance Procedur®ccasionally, an employee may encounter a probégarding some aspect of his or her
working situation. The YMCA has an establishedcpdure that will encourage you to voice your consend
will help us to address them. If you have a complglease refer to the guidelines in Appendix C.

E. Employment of Relative$mmediate family members of a full-time employe#l not be employed in any full-
time position. Immediate family members of any-firhe employee will not be employed on a part-tibasis
in the same department with the full-time employ&xceptions may be made with the written apprafahe
President.




SECTION VI - CONDITIONS ON THE JOB - Continued

F. Productive Work Environmenit is the policy of the YMCA to promote a prodivet work environment and not

to tolerate verbal or physical conduct by any emppdowhich harasses, disrupts, or interferes withthaar's
work performance or which creates an intimidatmffensive, or hostile environment.

1)

(@)

3)

(4)

(5)

(6)

Employees are expected to act in a positivanaaand contribute to a productive work environtitbat is
free from harassing or disruptive activity. Norfoof harassment will be tolerated and special attens
call to the prohibition of sexual harassment.

Each supervisor has a responsibility to maintiae work place free of any form of sexual hanasst. No
supervisor is to threaten or insinuate, eitherieipl or implicitly, that an employee's refusal willingness

to submit to sexual advances will affect the emp#y terms or conditions of employment.

Other sexually harassing or offensive condnahe work place, whether committed by supervisam-
supervisory employees, or non-employees, is alshipited. Such conduct includes:

(a) Sexual flirtations, touching, advances, omppitions;

(b) Verbal abuse of a sexual nature;

(c) Graphic or suggestive comments about an iddads dress or body;

(d) Sexually degrading words to describe an imtliail; and

(e) The display in the work place of sexually segftye objects or pictures, including nude photphsa

Any employee who believes that a supervisagther employee's, or non-employee's actionsardsv
constitute unwelcome harassment has a respongitmliteport or complain about the situation as sasn
possible. Such a report or complaint should beentadhe employee's supervisor, or to the depaitinead

or the President if the complaint involves the sujser.

Complaints of harassment are to be handlediavektigated under the YMCA's grievance policye(se
grievance procedure, page 13), unless special guoes are deemed appropriate. Regardless, all
complaints of harassment are to be investigatethptly and in as impartial and confidential a managr
possible. Employees are required to cooperatayriravestigation. A time resolution of each connpias

to be reached and communicated to the partiesviadol Retaliation against any employee for filing a
compliant or participating in an investigation iscly prohibited.

Any employee, supervisor, or manager who imébto have engaged in harassment of another eagploy
will be subject to appropriate disciplinary actiatepending on the circumstances, up to and inajudin
termination.

G. Physical and Sexual Abuse of Childr&li employees are expected to abide by the terhtke Guidelines for

ChildCare and Supervision (Appendix A).

H. Expenses and Allowancdsmployees will be reimbursed for reasonable egpsiincurred while on business for

the YMCA. The rate per mile for the use of perdlynawned automobiles will be based on local busine
practices. When possible, employees should use XMned rather than personal vehicles. All reqgiémst
reimbursement and/or advances should be documantkdpproved by the supervisor.

I. Employee Safetyit is the policy of the YMCA to comply with allpplicable federal, state, and local health and
safety regulations and to provide a work environmenfree as feasible from recognized hazards. |&mes
are expected to comply with all safety and heatturements whether established by management or by
federal, state, or local law.

J. Licensing & Regulatory Requirement3ertain positions in state licensed and/or regdlgprograms require

periodic medical tests, background checks, andfications. Job descriptions outline these requiats.



SECTION VII - WAGE & SALARY ADMINISTRATION

Wage & Salary GoalAll employees are paid according to fair and omif principles and in relation to the
contributions they make to the Association's suzced/ithin the capability of the YMCA to do so, eloyees
are paid at a level that compares favorably witarsss paid for services in other comparable orzgations.

Wage Administration Program

(1) There should be a written updated job desonigor each position. It includes the following:
* General Function
* Know How Required
» Major Job Segments identifying Essential and NoseB#al Functions
» Accountability and Effect on End Results

(2) Salary adjustments are made periodicallyreenftes of the association allow. Salary increase®ased on
merit and performance of items included in the g@lscription and yearly objectives. Each year agrall/
average percentage increase for all salaries wildétermined based on the budget, inflation, andtwh
comparable institutions are doing. Annually, acgtifie for merit increases based on the averagemaige
will be prepared and distributed.

Variable Compensation ProgramManagement staff may participate in a variablmgensation program with a
pool determined annually as a percentage of safadpoints. Year-end evaluation reflecting perfonea in
overall work, supervisory, and goal attainment Ww#él used to award variable compensation each ywéaiable
compensation will only be paid to participating ragement staff who are on the Association's paynolthe
date of the award. No pro-rata portions are inetlich this plan.

SECTION VIII - NON-WAGE BENEFITS

Benefits Goal The YMCA endeavors to produce a reasonable lef/déasic protection for the employee and
dependents during the earning years and duringematint. The YMCA believes that the payment of
supplemental benefits is the responsibility of bibln employee and the YMCA.

Eligibility for Benefits All full-time employees are eligible to enroll tte time of employment. Medical and
dental coverage shall be effective first of the thoafter hire date or on the first of the montlhiife date is the
first of the month. For the purpose of determinfrgefits when years of service are the basisvi@rding the
benefits, continuous full-time permanent YMCA emptent in any YMCA will be counted. Years of sewvic
are counted from the original date of full-time dayment and continue to accrue as long as employadull-
time, continuous and permanent. Any exceptiorthémnon-wage benefits are made only on the auyhofithe
President.

Provisions for Time Not Worked For Full-Time Bloyees

(1) Vacation The YMCA believes that vacation time is benefidbd the health and welfare of employees and
should be taken each year. All vacation time mheste prior approval of the employee's supervisor.
Vacation time is accrued for each full calendar thoof service from the Date of Employment; earned
vacation may be taken after 6 months of continunployment. The accrual schedule is as follows:

During the first three years of eayphent.................... 0.84 days per month.
After 3 years of continuous YMCA doyment.............. 1.25 days per month.
After 5 years of continuous YMCA doyment.............. 1.67 days per month.



SECTION VIII - NON WAGE BENEFITS - Continued

The above schedule is based on a person workingys per week, 8 hours per day - employees whose
schedule is different will have their vacation tipr@rated accordingly. The maximum vacation timeraed

is 12 times the monthly rate. Senior Directorsl wéiceive an extra 5 days of vacation time per yetrey
have been employed less than 5 years.

Compensation is not granted in lieu of unused Vadime except at the time of transfer to anothICA,

or upon separation from YMCA employment. Vacatione will not be paid if employment is terminated
before six (6) months of continuous employment. ediir for unused vacation is contingent upon the
Association's receipt of appropriate terminationiggfrom the employee (exempt 4 weeks, non-exeZnpt
weeks.) The Association reserves the right to lalth vacation pay due at the time of terminatiosatisfy
any outstanding financial obligation incurred bye tiemployee with the Association and/or until all
Association property is returned.

(2) Holidays All exempt and non-exempt full-time employeescept those specifically hired to work
holidays, shall receive 10 paid holidays. Offidmdlidays are New Year's Day, Memorial Day, Julf; 4
Labor Day, Thanksgiving Day and Christmas Day. rFadditional holidays are on a "floating" basis.
“Floating Holidays” are available as follows:

Hired before April 30 4 Floating Holidays
Hired April 30 and before June 30 3 Floatingjithays
Hired June 30 and before August 31 2 Floatinjdays
Hired August 31 and before October 31 1 Flgpkioliday
Hired October 31 to December 31 0 Floatingidiot

Floating Holidays must have the prior approvalhaf émployee's supervisor, may be grouped in a nundigyreater
than two, and may be attached to a vacation imabeu not greater than one. Unused Floating Hosidag not paid
when employment is terminated.

Payment for non-exempt employees who work holidaiysbe paid at the rate of time and a half for the
following days and times:

New Year's Day 5:00pm 12/31 thitoag:59pm 1/1
Easter Sunday 12:00am through9dn®d

Memorial Day 12:00am through 1169

July 4 12:00am through 11:59pm
Labor Day 12:00am through 11:59pm
Thanksgiving 12:00am thrbud :59pm

Christmas 5:00pm 12#2ebugh 11:59pm 12/25

(3) Sick Leave and Sick Time

Full Time employees will earn one day per montlsiok leave for each full calendar month of senacel
may accumulate up to 92 days in a sick leave b&igk leave may not be used during the notice perfa
separation.

Any employee who is out for more than a week duiiniess may be required to have a written stateémen
from their physician stating that the employeeapable of returning to work. At the time of teritiion
from employment, an employee shall have no clainpéy in lieu of unused sick leave.

(4) Personal Leavd eaves with pay for employees, not exceedingettdays in one calendar year, shall be
granted, subject to the approval of the President.

(5) Jury Duty Employees who are called for jury duty and areaide to work a normal workday, are paid for
that day.



SECTION VIII — NON WAGE BENEFITS — Continued

(6)

(7)

(8)

Military Service When an employee is called or recalled for activey, the YMCA grants an official leave
of absence without pay. Re-employment rights apoad with those provided by Federal and State.laws
Employees who are completing military training Brdéng in a reserve component in the United States
Armed Forces or National Guard may use their vanatime for such training and receive full salaoy f
that period. Employees may take such training tiotg other than vacation, if approved in advangéhe
President, in which case the Association pays tfierdnces between the salary and the amount redeiv
from military service.

Outside EmploymenEmployees may have employment outside their epnpémt at the YMCA provided
that their plans are discussed in advance withPttesident to assure that such employment woulgubt
the employee in the position of conflict of interés the YMCA, or interfere with their ability tdo their
job.

Consulting Service€mployees are permitted to provide consultingises to other YMCAs and kindred
organizations with goals and objectives similarthat of the YMCA, upon prior approval from the
President. Employees providing these serviced slwl receive compensation above and beyond their
salary from the YMCA of Northern Middlesex Countyc¢.

D. Provisions for Income Supplement

1)

)

3)

(4)

Retirement As an employee of the Northern Middlesex YMCA, onp completion of eligibility
requirements, you must participate in the YMCA Ratient Fund Retirement Plan as a mandatory
condition of employment. The Plan provides retieatrand other benefits for YMCA employees and their
designated beneficiaries. All of the staff at ¥ CA become eligible to participate in the Plan whbey
are age 21 or older and have completed 1,000 lodwesrvice within each of any two years, beginnivith
their date of hire or anniversary date. These ywars are not required to be consecutive. Afteseh
enrollment requirements have been met, you willebeolled on the first of the month following your
Anniversary Date or on the first of the month ifwersary Date is the first of the month or on fingt day

of the month after you turn age 21. The employagributes 5% of his gross salary and the Assaniati
pays 7% into the Fund. The YMCA reserves the righamend its participation in the Plan at any time
within the terms and conditions set by the YMCAg #lan and the YMCA Retirement Fund.

Since our YMCA participates in the YMCA RetiremeRfan, any employee of our YMCA may
immediately participate in the YMCA Retirement Fuldx-Deferred Savings Plan by opening a Tax-
Deferred Savings Account regardless of their agjggth of service or hours worked. They may aldloimo
money from an eligible plan or IRA.

Medical Plan The Association maintains a contract to providsid health, major medical and dental
coverage for all full-time employees and their defents. Employees wishing this coverage will pay a
portion of the premium for themselves and theiradejents.

Group Life and Accidental Death and Dismembermdrite Association will make provisions for the
protection of all full-time employees, who work Bburs or more per week, through group life, acdialen
death and dismemberment insurance.

Full-Time Employees who do not carry medical bemefiith the YMCA will be reimbursed for out of
pocket medical payments not covered by another gakitisurance plan on the same schedule as provided
to employees enrolled in the Health Reimbursemerdrigement Medical Plan.

Details of participation in these programs ¢ghe sharing of cost between employee and the Xgi@uld
be discussed with the Human Resources Adminisg@ssistant.



SECTION VIII — NON WAGE BENEFITS — Continued

E. Provisions for Other Coverage

(1) Tax Deferred Savings Plaf:Tax-Deferred Savings Account is available toeafiployees.

(2) Credit Unionis available to those employees who desire to. joi

(5) Professional Society DueRartial payment of membership dues and relatpereses in the Association of
Professional Directors in the YMCA and APD subdiigis.

(4) YMCA Membership and Program Opportunitiesll exempt and full-time employees and dependent
members of their families, as well as former Exerfptployees with at least 10 years of YMCA
employment, living in the area, will be granted nbemship privileges, including the Fitness Plus €ent
Part-time staff will be eligible for family membérip benefits at the conclusion of a successful atiobary
period.

Using the Staff Discount Voucher Exempt employess dependent members of their families shall rexeiv
a 75% discount when enrolling in programs with mowwl limit in discount value. Full-time employees
and dependent members of their families shall wecai 75% discount when enrolling in programs with a
annual limit of $750 in discount value. Part-tiemployees will receive a 25% discount when enrgliim
programs with an annual limit of $500 in discoualue.

Exempt and full-time employees that do not havgilde dependents can receive a 75% discount with an
annual limit of $750 in discount value when enrgjlimmediate or extended family (parents, adulidcén,
grandchildren, siblings, nieces and nephews). dieeounts apply to all programs except the Ingérsol
Center For Children, the Schwarz Men’s Residenad Rersonal Training. The Fitness Plus Center is
considered a program.

Exempt and full-time employees and eligible depabhdeembers of their families will receive 50% off
premium camp programs, one per child per summeteiiebed family members will receive 50% off
premium camp programs, one per child per summayt-time employees will receive one premium camp
program per summer at a discount of 25% for antdiglependent family member. For Aquatic clasdes
exempt, full-time and part-time employees and blagidependent members of their families must repist
the second week of registration at the Front Dé&3Rline registration is for full paying participarnly.

SECTION IX - STAFF AND CAREER DEVELOPMENT

A. Staff Development

The President of the Association is responsiblestaff development. Each member of staff, exemnypl ron-
exempt shall be encouraged and assisted by thecidisn to further his or her growth through acadestudy
or by such other means as will contribute to furtservice and not be in conflict with assigned esiti To this
end a consultation between each staff member amarhher supervisor should be least annually to e
employee's development program.

Payment of fees and other expenses related taidindil growth experiences shall be made availabkalt-time
permanent employees when approved by the supemgbthe President when such plans:

(1) Are submitted in advance for approval;

(2) Are deemed to be of special or needed betuefite individual's career development with theamigation;

(3) Will not interfere with the satisfactory distige of responsibilities;

(4) Are included in the department's budget. Raynis dependent on the employee's satisfactorypletion
of the program.

10



SECTION IX - STAFF AND CAREER DEVELOPMENT — Contiad

B.

Training and Career Development

(1) Career Development programs sponsored by #i@omal Council of YMCASs including full payment of
tuition, fees, travel and room and board.

(2) Graduate and undergraduate education by an appemagtemic institutiorior course work applicable to
the employee’s job duties according to the follayvierms and pre-authorized by the President:

« Staff employed a minimum of twenty hours weeklyabgingle department will receive reimbursement
up to $500 annually upon proof of course completigth a minimum grade of “B” for undergraduate
work and “B” for graduate work.

- Staff employed a minimum of thirty-five hours wegkby a single department, will receive
reimbursement up to $1,000 annually based uporf pfamurse completion with a minimum grade of
“B” for undergraduate work and “B” for graduate Wor

(3) Workshops, Seminars and Conferences - fullmgayt of tuition, registration, fees, travel and moand
board when such events are a direct benefit tetf@oyee's job and career development.

(4) Hourly employees will get paid for time necagsto attend employee meetings; they will not ggtl for

time necessary for conference and training eveutside the building - unless they are scheduledrdrk
during that time.

SECTION X - LEAVE OF ABSENCE

There are occasions when the best interest of MEA and/or the full time employee, are served biairéng an
employee on the Association's rolls during an abseinom work. Any such absence should not resulai
significant additional expense or disruption of YM®peration. Situations where absences may beoapgrand
details of these provisions follow:

A.

C.

Short Leavel eave of absence up to twenty working days withgay may be granted with prior approval of the
President. Benefits may be continued during thedeat the YMCA's expense.

Extended Leave of Absendextended leaves of absence without pay may bateplafor circumstances such as
maternity leave, education and other unusual $itnst for employees who have had a minimum of aieyéar
time service. The President must give prior apako\An extended leave shall not exceed a maximfisixo
months from the last day of regular work. Requéstdonger leaves of absence that exceed six nsonth be
granted only in exceptional situations and mustehthe prior approval of the President. Benefits rbay
continued during the leave for six months.

Family Leavelf you wish to take time off in order to care fygwur newborn or newly adopted child, or care for
a seriously il member of your immediate family,uymay request an unpaid leave of absence for tirabpe.
Upon your return you are guaranteed reinstatemergnother job equivalent in salary range and b&s)efi
provided that business conditions have not neegeditany organizational changes. The followingd@mms
apply to family leave:

(1) To qualify, you must have worked at least 1800rs in the 12 months prior to your request;

(2) The leave may not exceed 16 weeks in any Bygdar period,;

(3) Such leave is unpaid. You may, however, ugeaxailable vacation or personal time in conjumttivith
the leave;

(4) Continuation of your benefits coverage duthig leave is contingent upon your timely payment o
contributory insurance premiums;

(5) Serious iliness is defined as debilitating §ibgl or mental illness which requires professianglatient
care or outpatient care necessitating continuiegttnent or supervision by a recognized health care
provider.

11



SECTION XI - SEPARATIONS

The term "separation” shall refer to any and alinteations. All accrued vacation pay, subjecthe limitations in
Section VIII C, will be paid regardless of the typé separation. For the sake of consistency, caieg of
separations will be as follows:

A.

ResignationA voluntary choice, freely made by the employeevhatever reason. An exempt employee is
requested to give a minimum of thirty (30) daysic®bf resignation. A non-exempt employee is retpe:to
give a minimum of two weeks notice of resignation.

Retirement To be consistent with Federal and State policy.
Reduction in Work Force\ reduction in the work force refers to thosertgrations imposed by the Association

of economic necessity, reorganization or otheraeasequiring a reduction in the number of emplsyee
Seniority and performance will be a major consitlerawhen reduction in work force brings about teration.

Restatement of Job Responsibilitidsrestructure of job description demanded by apenal or program
changes. Separation of any employee becauseediuation in work force or restatement of job resloitities
may take place on thirty (30) days written notigethe employer.

Job and Career Counseling/hen a reduction of work force or restatementotf responsibilities occurs, all
employees involved will be given the opportunityjab and career counseling.

Dischargeln all cases of discharge, the employee shaliiben the opportunity to have an exit interviewtwit
the President to review the specific reason fodiseharge. Discharge may result from the follayvin

(1) For CauseA single act of willful misconduct, which seridusndangers the life, safety or property of the
YMCA, its members, employees or general publicioPto discharge for "Cause”, an employee will be
suspended. He may be suspended by his immedipgrvisor, the Department Head, or the President.
There will be no obligation for further pay as lomgthe suspension is in force.

(2) Repeated Willful MisconducMore than one intentional act in disregard of YMCA's interests within a
year.

(3) Unsatisfactory Performanc&Vhich is the inability to meet performance stamda failure to complete
assigned tasks, non-compliance of work rules. B#jpa of an exempt employee may take place omythir
(30) days notice, and a non-exempt employee orn(2vaveeks’ notice, by the Association.

PROGRESSIVE DISCIPLINE Performance problems are dealt with in a positmanner with the
expectation of providing an appropriate resolut@nquickly as possible. In most cases, problemsbhea
resolved through added training or simply openwdision. When this is not adequate, the superaisdr
employee will engage in a more formalized procedure

(a) Verbal Warningif the problem persists, the employee will reeedvverbal warning

(b) Written Warningat this stage, if all else has failed, we begiitten documentation of the problem and
prior attempts at resolution. If the problem p&issthe employee may be discharged for either tegea
willful misconduct or unsatisfactory performance.
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APPENDIX A

GUIDELINES FOR CHILD CARE AND SUPERVISION

Staff Recruitment
Reference checks on all prospective employees ergtgm volunteers will be conducted, prior to emplent.
Criminal conviction record checks will also be cantkd by the state police, immediately followingpdoayment.

Training
All new youth care staff and volunteers must pgite in an orientation program including materekplaining
YMCA policies, procedures and regulations. Theguith be aware of legal requirements and, by thigimature,
acknowledge having received and read the Connéc8tate Statutes on Child Abuse, with responsybidif
reporting any violations thereof.

Supervision
Administrative staff supervising programs involvitige care of children will make unannounced visitseach

program site to assure that standards, policiegram quality and performance of staff are beinghtaaed.

Staff Relationships With Children

(1) YMCA staff and volunteers will not disciplirehildren by use of physical punishment or by fajlio provide
the necessities of care, such as food and shelter.

(2) YMCA staff and volunteers will not verbally emotionally abuse or punish children.

(3) A badge/name tag or uniform that is familiarthe children with whom they work will identify aft and
volunteers providing direct care for preschool digh.

(4) staff and volunteers should notify their praxgrdirector of any signs of injury or suspecteddchbuse. It is
the responsibility of the program director to fevritten report and notify the President.

Responsibilities to Parents

(1) Parents will be informed about their childiegress, name of program instructor (s) and ang@ms about
their health and social development of their child.

(2) Parents may visit program sites at reasonables to observe the children. Any parent desitingisit a site
shall contact the program director in charge touget convenient time. If arriving unannounceeytishall
check in with the program director on site.

(3) YMCA staff will, under no circumstances, redeachildren to anyone other than the authorizeérés),
guardian(s) or to an individual authorized by p#grardian in writing, including relatives of chith.

(4) No staff shall have extra contact with a childside of class period without explicit knowledufehe parent,
guardian, and/or the President.

Reporting Procedures

(1) Suspicion of child abuse should be reportethtoimmediate supervisor who will then inform tiwegram
director.

(2) The YMCA staff will be familiar with and follw the reporting procedure prescribed by the loeaV |
enforcement body, within the required time period.

(3) The designated program director receivingitiitéal report is responsible for confirming thecta reported on
the same day the report is received.

(4) In the event the reported incident involvesMCA staff person or program volunteer, the Presidghould,
without exception, suspend the person from allvdiEs involving the supervision of children, pendian
investigation.

(5) Regardless of the circumstances of the alléggdent, if an employee is involved, it will bertsidered as job
related and affecting job performance.

(6) Reinstatement of a staff person or programintgler will occur only after all allegations haveeh cleared to
the satisfaction of the YMCA executive and the stigating agency.

(7) All staff and volunteers will maintain the datentiality of the report and will discuss pertimeamatters with
the appropriate YMCA Director.

(8) Staff and volunteers shall not contact chitdoe parents involved in an alleged child abuséelaat.
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APPENDIX B

DEFINITION OF DEPENDENTS - YMCA MEMBERSHIP AND PRCRAM OPPORTUNITIES

The term "dependent” refers to the following refesi of an employee.

A.

B.

The lawful spouse.

An unmarried child, who is less than nineteearg of age, is not employed on a regular full-tvasis and is
chiefly dependent upon the employee for supportraashtenance.

An unmarried child who is between the age®9aid 26, who is a full-time student and who it
dependent upon the employee for support and mainten

An unmarried child regardless of age who ispable of self-sustaining employment by reason erftal
retardation or physical handicap, who became irfdegarior to attainment of age 19 (or age 26, fifilikktime
student when handicapped) and who is chiefly depetngpon the employee for support and maintenance.

"Child" includes stepchild, adopted child and évsthild.

*Dependent children are not eligible for Healthn@e privileges.

APPENDIX C

GRIEVANCE PROCEDURE

Meet with your supervisor and discuss yourceons with him or her. In many cases, a candicg-fa-face
discussion will be all that is needed to resohephoblem. Your supervisor will listen to your cenns and will
make a concerted effort to facilitate a mutuallis§actory resolution.

If the situation makes it difficult for you tddress your concerns to your immediate supervisel free to
contact HR Director, or her designee.

If your attempts to resolve the situatiorotigh discussion prove unsuccessful, fill out a faroomplaint form,
which may be found on page 2 of Appendix C. Semianagement will carefully review your written staient,
and a written response will be forwarded to yothimitseven days of your complaint filing date.

Be assured that you may seek redress regardinglaionspall the way to the highest levels of managetm
You should never suppress a complaint for fear esfafty, prejudice, or retribution. All complaintgll be
handled in the strictest confidence, and everyretfil be made to resolve the situation to yousisfaction.

Additional option for filing a grievance/complaint;

Ethics Point -- The goal with this new programasgive you a tool to communicate issues and cascer
associated with unethical or illegal activitiesedpfand honestly with the YMCA’s management or the
board of directors while maintaining your anonymtyd confidentiality. To file a concern you mather
call 866-384-4277..0R...via the internet avww.ethicspoint.com click on*“file a report” at the top of
the page and then follow directions on the screérhis is your anonymous, confidential hotline for
concerns, please feel free to use it when needed.

< ethics-point

Integrity ot work

Fr
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EMPLOYEE COMPLAINT FORM

Employee:

Date:

Department:

EXPLANATION OF COMPLAINT:

DESIRED OUTCOME:

Person Making the Complaint Date

Receipt Acknowledged:

Date
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