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YMCA

A Community of Caring People Who Support Families,
Build Character, and Promote Wellness

EMPLOYEE WORK RULES

Employees are expected at all times to conduct thesglves in a positive manner in order to promote
the best interests of the YMCA. Appropriate emploge conduct includes:

Treating all members, visitors and coworkers imarteous manner;

Reporting to management suspicious, unethicalegdl conduct by coworkers, members or suppliers;

Reporting to management any threatening or potgntilent behavior by coworkers;

Cooperating with YMCA investigations;

Complying with all YMCA safety and security regudats;

Wearing clothing appropriate for the work beingfpemed and appropriate personal appearance;

Performing assigned tasks efficiently and in acamitth established quality standards;

Reporting to work punctually as scheduled and bairthe proper work station, ready for work, atdlssigned starting
time;

Giving proper advance notice (at least two houds@never unable to work or report on time. Eanigtice is preferred
when possible and is mandatory if your positioredily relates to program delivery;

Smoking only at times and in places not prohibligd MCA rules or local ordinances;

Eating meals only during meal periods and onhhimdesignated eating areas;

Maintaining cleanliness and order in the workpland work areas.

The following conduct is prohibited:

Engaging in threatening acts of workplace violemeeluded but not limited to:
« Possessing firearms or other weapons on YMCA ptgpemprogram sites;

- Fighting or assaulting a coworker, member or guest;

- Threatening or intimidating a coworker, member oes;

Engaging in any form of sexual or other harassment;

Reporting to work under the influence of alcohliégal drugs or narcotics or using, selling, disgirg, or possessing
alcohol or illegal drugs or narcotics on YMCA prees or program sites;

Falsifying or altering any YMCA record or report, gresenting fraudulent documents or claims, eitinat or written,
such as an employment application, medical reppresjuction records, time records, expense accpabsentee reports,
or shipping and receiving records. Timecards ateetpunched in and out by employee named on card;

Stealing, destroying, defacing, or misusing YMCAperty or another employee’s or member’s property;
Misusing YMCA communication systems, including étenic mail, computers, Internet access and telepsp
Use of a personal cell phone while on duty (exceptdr receiving “emergency” calls);

Refusing to follow management’s instructions congeg a job-related matter or being insubordinate;
Failing to wear assigned safety equipment or fgitmabided by safety rules and policies;

Using profanity or abusive language;

Sleeping on the job without authorization;

Gambling on YMCA property;

Failure to promptly report an on-the-job injuryytour supervisor.

Playing pranks or engaging in horseplay.

| have read and understand the YMCA'’s work rules. | also understand that violation of any rule
may result in disciplinary action up to and including termination of employment.
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