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100. INTRODUCTION 

101. Welcome from CEO 

Welcome to the Northern Middlesex YMCA! 

The Y is a powerful association of people of all ages and from all walks of life joined together to 
strengthen community. You have been hired to join a team of staff and volunteers who are 
committed to ensuring that every individual has the opportunity to learn, grow and thrive. We are 
proud of the work we do, and we hope you will quickly understand how important your success at 
your position is to the overall success of our Y. Service to our community, members, families and 
children is always foremost in our minds. Your ability to help us serve others is vitally important to 
fulfilling our mission cause and values. And remember to have fun along the way. 

Please read About This Handbook to understand the purpose and uses of this guide. If you have 
questions about the information in this handbook, please ask for clarification. Your supervisor can 
answer most questions, or you can contact the HR department. 

Again, welcome! We wish you the best in the Northern Middlesex YMCA. 

 

Michele Rulnick, President/CEO 

 

102. About this Handbook 

We've designed this employee handbook to provide all employees with a general source of 
information about the Young Men’s Christian Association of Northern Middlesex County, Inc. (the 
“Northern Middlesex YMCA” or the “Y”). The contents of this handbook supersede all prior 
handbooks and policy statements which you may have received concerning the subject matter in this 
handbook. 

This handbook is not an employment contract, but rather a general outline of policy, benefits and 
rules of the Northern Middlesex YMCA. The Policies described in this handbook are not inclusive 
and do not form an express or implied contract or promise that these policies will be applied in all 
cases. The Northern Middlesex YMCA may modify or eliminate any Policy or Policies in its sole 
discretion without notice at any time. 
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200. ABOUT THE Y 

201. Mission 

The Young Men’s Christian Association (“Y”) is a worldwide organization that is committed to 
providing programs that help members and participants develop in spirit, mind, and body. 

As adopted by its volunteer Board of Directors, the Northern Middlesex YMCA’s mission statement 
is: 

The Northern Middlesex YMCA offers a path toward a fuller more productive life. The YMCA will 
provide to a broad spectrum of our community, high quality programs, services, and facilities that 
improve individual and family life, encourage healthier life styles and assist youth in developing into 
responsible adulthood. 

The Northern Middlesex YMCA philosophy is: “Northern Middlesex YMCA programs are open to 
everyone regardless of ability. Our philosophy is non-competitive and our goal is for each individual 
to have fun progressing at his/her own pace and to take maximum benefit possible from their 
experiences at the Y. Y programs offer enjoyable social experiences for all members of the family, as 
well as, skill building opportunities such as: swimming, fitness, sports and games. Every member the 
Y services faces his/her own personal challenges, physically and mentally, to one degree or another; 
the Y stands ready to assist each of them.” 

The Northern Middlesex YMCA’s mission is to remain affordable for the average person and 
accessible to all, so that everyone in our community has an equal opportunity to participate in Y 
membership and programs. Each year, fundraising events led by Y volunteers and staff generate 
charitable donations which is used to provide financial assistance and outreach services to families 
and individuals with demonstrable need. 

202. History 

The Y was founded in London, England in 1844 and came to the United States in 1851. Ys spread 
fast and were soon serving boys and older men, as well as, young men. After World War I, women 
and girls became an active part of the Y, and today, over half of all Y members and staff are women. 

Today, the Y engages more than 10,000 neighborhoods across the U.S. As the national leading 
nonprofit committed to helping people and communities learn, grow and thrive, our contributions are 
both far-reaching and intimate – from influencing our nation’s culture during times of profound 
social change to the individual support we provide an adult learning to read. 

By nurturing the potential of every child and teen, improving the nation’s health and well-being and 
supporting and serving our neighbors, the Y ensures that everyone has the opportunity to become 
healthier and more confident, connected and secure. 

Global Reach 

Since its founding, the Y has grown into one of the largest volunteer organizations in the world, 
serving more than 45 million people in 120 countries. Ys in the U.S. have played a key role in the 
growth and strength of our global organization and continue to partner with Ys around the world to 
address critical social issues. 
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203. Mission, Values and Cause 

What Drives Us 

Our Cause Defines Us 

At the Y, strengthening community is our cause. Every day, we work side by side neighbors to make 
sure that people of every age, income level and background has the opportunity to learn, grow and 
thrive. To fulfill this promise, the Y requires strong cause-driven leaders to effect lasting personal 
and social change in our organizations three areas of focus: youth development, healthy living, and 
social responsibility. We strive to put the following values into practice in everything we do: caring, 
honesty respect and responsibility. 

Our Commitment Is to Social Good 

Northern Middlesex YMCA is an independent 501(c)(3) tax-exempt organization under the IRS code, 
which means that donations to the Y are tax deductible. It is the goal of the Y to provide programs 
and services regardless of an individual or family’s financial ability to pay for participation. Every day, 
the Y brings together people of all ages from all walks of life with a shared commitment to ensuring 
that everyone has the opportunity to live life to its fullest. 

204. Volunteerism 

Volunteers are the backbone of the Northern Middlesex YMCA. Volunteers not only founded the 
Northern Middlesex YMCA, but operated it in its entirety in the early days. The involvement today 
of thousands of talented, committed individuals greatly extends the range, quality and variety of 
Northern Middlesex YMCA programs. Thus, it is every staff member's job to promote Northern 
Middlesex YMCA volunteer opportunities. All employees should work to ensure that volunteers 
have a positive, rewarding experience at the Northern Middlesex YMCA. 
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300. EMPLOYMENT 

301. Employment At Will 

Each employee voluntarily enters into an employment relationship with the Northern Middlesex 
YMCA, and accordingly is free to resign at any time, with or without cause or reason, with or 
without prior notice. Similarly, the Y may terminate this relationship at any time, with or without 
cause or reason, with or without prior notice. This mutual relationship is called "employment at 
will." In accepting or continuing employment with the Y, the employee agrees that the relationship 
is, and always has been, strictly voluntary and at-will on both sides. Nothing in this handbook, or in 
any other Y communications, forms, other materials, or statements by supervisory personnel, will 
alter this at-will relationship except a written contract for that express purpose, which is signed by an 
authorized individual of the Y. 

302. Employment Responsibility: 

Section I - Preamble 

A goal of the Northern Middlesex YMCA is to attract, develop, motivate, and retain personnel who 
meet high standards of character who can advance YMCA work competently, and who will become 
a viable part of the organization so that the Northern Middlesex YMCA may have the most 
competent staff possible to aid in the achievement of the objectives of the YMCA. 

Section II - Administration 

A.  Administration:  The Board of Directors of the Northern Middlesex YMCA employs the 
President to whom it delegates responsibility for the administration of personnel matters. The 
administration of this policy and overall supervision of staff is the responsibility of the President. 
However, she/he may delegate authority to others where appropriate to carry out the 
administrative policies set forth herein. 

B.  Interpretation:  All matters pertaining to the interpretation of the Personnel Policy are referred 
to as the President or her/his designee. 

C.  Review:  This Personnel Policy will be reviewed periodically.  

D. Definitions:  As used in the Policy: 
(1)  The words "shall" or "will" are construed as mandatory and the word "may" as permissive; 
(2)  The masculine gender shall be construed to include the feminine gender; 
(3)  "Supervisor" means an individual with the authority to assign, direct, and review the work of 

two or more subordinates; and 
(4)  "Immediate family" means the employee's legal spouse, domestic partner, same sex 

partner/spouse, brother, sister, parent, child, and stepchild. 

The Human Resources office is located at 99 Union Street, Middletown, CT 06457 (telephone 860-
343-6219; fax 860-343-6254). The Director of Finance and Vice President of Operations, along with 
the CEO, are responsible for formulating Administrative policies, plans, programs and procedures. 
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303. Equal Opportunity 

The Northern Middlesex YMCA encourages the participation of all people and agrees and warrants 
that we do not discriminate or permit discrimination against any person or group of persons 
regardless of race, color, religion, creed, age, sex, sexual orientation, gender identity or expression, 
marital status (including civil unions), national origin, ancestry, membership in the Armed Forces, 
genetic information, pregnancy, disability, or any other characteristic protected by law. 

The Northern Middlesex YMCA further agrees and warrants that we are in compliance with all laws 
and regulations of the United States and the State of Connecticut regarding equal employment 
opportunity and public accommodations with respect to our programs, clients, officers, employees 
and volunteers. 

The YMCA is firmly convinced that people of color, minority groups, women, persons with 
disabilities and other protected groups under municipal, state and federal law, must be brought more 
fully into the mainstream of American social and economic life. Accordingly, the YMCA is 
committed to a policy of taking reasonable steps to steadily increase staff member representation 
throughout its workforce from these groups. The YMCA’s commitment to affirmative action is not 
based on any legal compulsion, but rather, it is based on a conviction that affirmative action is the 
right thing to do. 

The YMCA’s equal opportunity/affirmative action program is designed to ensure that: 

• Recruiting for all job classifications is proactively inclusive, including efforts to advertise 
open positions in locations accessible to members of under-represented groups and efforts 
to develop internal candidates for promotion. 

• Employment decisions, including hiring, promotion, transfer, training and employee 
development, compensation, and termination, are based on nondiscriminatory criteria, 
without regard to an employee’s membership in a protected class. 

• All Human Resource policies and procedures governing compensation, benefits, employee 
facilities, and social and recreation programs are administered in a spirit of proactive 
inclusivity, without discrimination based on an employee’s membership in a protected class. 

Any employee who feels that he or she is the victim of discrimination should immediately speak to 
his or her supervisor or to the Human Resources Department. 

304. Accommodating Individuals with Disability or Pregnancy 

The Y will comply with the Americans with Disabilities Act by, for example, making reasonable 
accommodations for otherwise qualified employees with disabilities, when the employee requests 
such an accommodation and when the Y can do so without undue hardship. 

In addition, the Y strictly prohibits discrimination against an employee or job applicant because of 
her pregnancy, childbirth, or other related conditions (e.g., breastfeeding or expressing milk at 
work), in any work-related area including but not limited to recruiting, hiring, introductory period, 
training, placement and employee development, promotion, transfer, compensation, benefits, 
educational assistance, social and recreational programs, employee facilities, and termination. The Y 
will provide a reasonable leave of absence for disability due to pregnancy, as described in more detail 
in the section on Leaves and Extended Absences. The Y is open to discussing other types of 
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accommodation, including restructuring job tasks, providing more frequent or longer breaks, or a 
temporary transfer to a different position. The Y will provide appropriate facilities for an employee 
who wishes to express milk during the workday. The Y will not require an employee to accept a 
reasonable accommodation that is not needed or require an employee to take a leave of absence 
where a reasonable accommodation could have been made instead. 

Any employee who would like to request an accommodation for disability or pregnancy, should 
speak to his or her supervisor or to the Human Resources Department. In keeping with the Open 
Door Policy, an employee may feel free to speak with any member of management or Human 
Resources without fear of retaliation. 

305. Religious Expression in the Workplace 

The Northern Middlesex YMCA communicates the value of faith as being sustained by a belief in 
something greater than you. Founded in 1876 to uphold Christian values, today our Y acknowledges 
and honors the wide range of religious, spiritual and philosophical beliefs that volunteers, members, 
staff and community participants may hold. As staff members, our role is to respect this range of 
beliefs by modeling acceptance, inclusion, compassion and love. We must embrace the worth of 
each individual and assist them in developing their unique gifts and abilities. 

The Y workplace permits employees to engage in personal religious expression to the greatest extent 
possible, as long as this expression does not interfere with workplace performance or the rights of 
others. The Northern Middlesex YMCA makes reasonable accommodations for employees’ religious 
practices in accordance with federal and state law. 

306. Anti-Harassment Policy, Including Sexual Harassment 

The Northern Middlesex YMCA believes that every employee has a right to feel safe and 
comfortable while doing his or her job and to advance in the Y according to his or her talents and 
abilities. The Y is committed to maintaining a workplace that is free of harassment or intimidation 
based on a person’s race, color, religion, creed, age, sex, sexual orientation, gender identity or 
expression, marital status (including civil unions), national origin, ancestry, membership in the 
Armed Forces, genetic information, pregnancy, disability, or any other characteristic protected by 
law. The Y prohibits harassment of one employee by another employee, a supervisor, or a third 
party and also prohibits harassment of any third party, such as members or vendors, by any 
employee. Any violation of this policy will result in disciplinary action, up to and including 
termination of employment. 

Harassment can take many forms, subtle or not so subtle. The following are some but not all of the 
behaviors prohibited under this policy: 

• Unwanted sexual advances, propositions, or other sexual comments, jokes, noises, or 
gestures 

• Discriminatory comments, slurs, slang words, threats, or insults directed toward a particular 
individual or group 

• Displaying or possessing in the workplace any pictures, calendars, objects, reading material, 
or other materials that are threatening, demeaning, insulting, hostile, sexually suggestive, or 
pornographic 



NORTHERN MIDDLESEX YMCA EMPLOYEE HANDBOOK 

  7 

• Any retaliation against an employee for making a harassment complaint or participating in an 
investigation, such as making adverse employment decisions, interfering with an employee’s 
work performance, covering up harassing behavior, or pressuring an employee to cover up 
such behavior 

For purposes of this policy, sexual harassment means any unwelcome sexual advances, requests for 
sexual favors or any conduct of a sexual nature when: 

• Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment, 

• Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting the individual, or 

• Such conduct has the purpose or effect of unreasonably interfering with the individual's 
work performance or creating an intimidating, hostile, or offensive working environment. 

The above is not meant to be an all-inclusive list of behaviors prohibited under this policy but rather 
examples of the types of behavior that are not acceptable in the workplace or anywhere else when 
engaged on Y business. 

Any employee who believes that he or she has been the victim of harassment should immediately 
discuss his or her concerns with a manager. Prompt reporting allows early intervention, which is 
most effective in resolving situations satisfactorily. 

All reported complaints of harassment will be investigated promptly, thoroughly, and objectively. 
The Y will take steps it deems appropriate to prevent the alleged misconduct from continuing 
pending the completion of the investigation. The investigation process, written records, and the 
identity of the complaining employee will be handled in as private and confidential a manner as 
possible. Information will be shared only as needed to conduct a thorough investigation. 

If a thorough and impartial investigation determines that harassment or other misconduct has 
occurred, the Y will take immediate action, up to and including termination of employment. If the 
investigation determines that the complaint is false and malicious, disciplinary action will be taken 
against the fabricating complaining employee. However, a complaint made in good faith, even if not 
substantiated by investigation, will not be treated as a fabrication and will not be subject to 
disciplinary action. 

Retaliation against an individual for reporting workplace harassment or assisting in providing 
information relevant to a claim of harassment is a serious violation of this policy and will be treated 
with the same strict discipline as would the harassment itself. Acts of retaliation should be reported 
immediately and will be promptly investigated. In addition, an employee who fails to cooperate in 
investigating a complaint or in implementing remedial measures following resolution of a complaint 
will also be subject to disciplinary action. 

In addition to this policy, the Y provides harassment prevention training to all employees within six 
(6) months of hire. With the cooperation of all employees, the Y will maintain a professional 
atmosphere, where relations are based on respect and fairness, free from bias, prejudice, 
discrimination, and harassment. 
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307. Transfers and Promotions 

While vacancies for staff positions may be advertised externally, the Northern Middlesex YMCA 
endeavors to transfer and promote qualified personnel from within where possible to select the best 
person for the job. Open positions are posted on the web site at www.midymca.org. An employee 
may apply for consideration by following the procedures set forth in the listing.  

In addition to the employee’s qualifications for the new position, factors such as length of service 
and job performance will be considered in evaluating the employee’s application. Current employees 
will be given preference over outside candidates, assuming equal qualifications. The Y may, however, 
conduct both internal and external searches for qualified candidates simultaneously, and it is the Y’s 
responsibility to fill job openings with the most qualified candidates available. 

308. Employment of Relatives 

The Y will not exclude a member of a current employee’s immediate family or household from 
employment, if that individual is judged to be the best-qualified candidate for an open position. 
However, the two employees will be restricted from any direct supervisor/ subordinate relationship, 
whether through hire, transfer, or promotion. Two employees who marry or become members of 
the same household during employment may continue employment, subject to the same restriction 
prohibiting any supervisory relationship. Should this situation occur, the Y will attempt to find a 
suitable position to which one of the affected employees may transfer. If accommodations of this 
nature are not feasible, the employees will be permitted to determine which of them will resign. 

Members of the employee’s family or household covered by this policy include at a minimum the 
employee’s spouse, civil union partner, domestic partner, brother, sister, parent, child, stepchild, 
grandparent, grandchild, aunt, uncle, father-in-law, mother-in-law, brother-in-law, sister-in-law, or 
any member of the employee’s household. 

Employees who become involved in a romantic or sexual relationship may also be subject to this 
policy, where the Y determines in its sole discretion that a real or apparent conflict of interest may 
exist. Employees who become involved in such a relationship are expected to inform their 
supervisors. Any relationship, on or off the job, which affects either the employee’s ability to do the 
job or the Y’s operations may be a valid reason for discussion with the employee, re-assignment or 
other changes in responsibility, or if warranted, disciplinary action or termination of employment. 

This policy applies to all full-time and part-time employees. In the case of a temporary, seasonal, or 
per diem employee, an exception may be made at the discretion of senior management. 

309. Hiring of Former Employees 

A former employee who left the Northern Middlesex YMCA in good standing may be considered 
for re-employment. A former employee who resigned without two (2) weeks’ written notice, who 
was discharged, or whose performance was documented as unsatisfactory at the time of leaving will 
not be considered for re-employment. A full-time employee who is re-hired within six (6) months 
will be reinstated immediately into all insurance benefits. In other circumstances, the employee will 
be required to satisfy eligibility requirements including waiting periods, as determined by benefit plan 
documents. 

http://www.midymca.org/
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310. Personnel Records and Employee Information 

The Y handles personnel records with utmost confidentiality to protect each employee’s right to 
privacy. The Y will request and retain only information required for business or legal purposes and 
maintain that information in accordance with federal and state regulations. 

Each employee has the right to access his or her personnel file. Please make your request in writing 
to the Human Resources Representative, and we will schedule a mutually convenient time within 
seven (7) days. An employee may inspect his or her file only in the presence of a Human Resources 
Representative. The employee may not remove any documents from the file, but the Y will provide 
a copy of such documents at the employee’s request. 

Except in specific circumstances, the Y will not release information to outside individuals or entities 
without the employee’s written approval. Exceptions are limited to basic employment verification 
and legal requirements. All outside requests for employee information, including employment 
verification and reference checks, should be referred to the Human Resources Department. 

The Y and its benefit plan administrators handle any employee protected health information 
confidentially, in compliance with the Health Insurance Portability and Accountability Act Privacy 
Rule. 

It is the employee’s responsibility to make sure that the following information is accurate in the Y’s 
payroll/Human Resources system: 

• Name, mailing address, home telephone number 

• Benefit-related information, such as marital status, number of dependents, beneficiaries 

• Number of exemptions for tax withholding 

• Emergency contact information 

311. Privacy Protection 

The Y is committed to protecting the personal information of employees, clients, and others. 
Employees are permitted to access and use “personal information” only as necessary and 
appropriate to carry out their assigned tasks and in accordance with Y policy. “Personal 
information” means information which can be associated with a particular individual through one or 
more identifiers, such as a Social Security number (SSN), a driver’s license number, a state 
identification card number, an account number, a credit or debit card number, a passport number, 
an alien registration number or a health insurance identification number, and does not include 
publicly available information. Employees who come into contact with SSNs or other sensitive 
personal information without authorization or under circumstances outside of their assigned tasks 
may not use or disclose the information further, but must contact a manager. Accessing and using 
personal information without authorization or contrary to Y policy may result in disciplinary action 
up to and including termination of employment. 

312. Open Door Policy 

Complaints are best resolved as soon as they develop, and when the employee and supervisor work 
in earnest to clarify the facts of the situation and to understand each other's points of view. If you 
have a complaint or problem, in most circumstances, the best course of action is to discuss the 
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matter with your immediate supervisor. If your supervisor is unable to resolve the matter to your 
satisfaction, you should discuss your complaint or problem with the next level of supervision. If, 
after the meetings, the difficulty still remains, you should discuss the situation with the HR 
Consultant Rebecca Pardoe who will review the matter and respond to you. 

An employee complaint will be thoroughly discussed and evaluated on its merits, and any necessary 
corrections to resolve the problem will be made. There will be no retaliation against an employee 
who follows, in good faith, this problem review procedure. 

We recognize that the problem could involve your immediate supervisor, making you reluctant to 
discuss it with him or her. In that situation, you may bring your complaint directly to the HR 
Consultant Rebecca Pardoe or any member of the Northern Middlesex YMCA Management Team 
with whom you feel comfortable. 

The Northern Middlesex YMCA encourages communications between employees and especially 
between employees and supervisors. It is the policy of the Northern Middlesex YMCA that every 
employee has open access to his/her immediate supervisor and the President/CEO 

313. Whistle-blower Policy 

In keeping with the policy of maintaining the highest standards of conduct and ethics, Northern 
Middlesex YMCA will investigate any suspected fraudulent or dishonest use or misuse of the 
YMCA’s resources or property by staff, board members, consultants, or volunteers. 

Staff, board members, consultants, and volunteers are encouraged to report suspected fraudulent or 
dishonest conduct (i.e., to act as “whistleblowers”), pursuant to the procedures set forth below. 

Reporting 

A person’s concerns about possible fraudulent or dishonest use or misuse of resources or property 
should be reported to his or her supervisor or, if suspected by a volunteer, to the staff member 
supporting the volunteer’s work. If, for any reason, a person finds it difficult to report his or her 
concerns to a supervisor or staff member supporting the volunteer’s work, the person may report 
the concerns directly to the President/CEO or to the Chair of the Board of Directors. Alternately, 
to facilitate reporting of suspected violations where the reporter wishes to remain anonymous, a 
written statement may be submitted to one of the individuals listed above. 

Confidentiality 

Reports of concerns, and investigations pertaining thereto, shall be kept confidential to the extent 
possible. However, consistent with the need to conduct an adequate investigation, cannot guarantee 
complete confidentiality. Staff, supervisors, and others involved with the investigation are expected 
to hold information as confidential.to ensure the investigation is not hindered 

Investigation 

All relevant matters, including suspected but unproved matters, will be reviewed and analyzed, with 
documentation of the receipt, retention, investigation, and treatment of the complaint. Appropriate 
corrective action will be taken, if necessary, and general findings may be reported to employees, 
management and board. Investigations may warrant engagement of independent persons such as 
auditors and/or attorneys. 
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Whistleblower Protection 

In accordance with the provisions of Conn.Gen.Stat. Section 31-51m, it is the policy of the Northern 
Middlesex YMCA not to discharge, discipline or otherwise penalize any employee because the 
employee, or a person acting on behalf of the employee, reports, verbally or in writing, a violation or 
suspected violation of any state or federal law or regulation or any municipal ordinance or a 
regulation to a public body, or because an employee is requested by a public body to participate in 
an investigation, hearing or inquiry held by that public body, or in a court action. 

Baseless Allegations 

Allegations made with reckless disregard for their truth or falsity or knowingly false allegations. 
Individuals making such allegations may be subject to disciplinary action by the YMCA, and/or legal 
claims by individuals accused of such conduct. 

314. Volunteering 

Non-exempt employees may not "volunteer" their time to the Y in their own or a similar position. 
An employee may volunteer his or her time in a different capacity; for instance, an office employee 
may volunteer time to coach a youth sports team. There is no compensation for such volunteer 
services. 
 

400. WORKING HOURS AND PAY 

401. Payroll/Benefits Classifications 

Depending on the nature of the position, each employee is placed into one of the following job 
status classifications. An employee’s status may change during tenure with the Y. Eligibility for paid 
time off, Y insurance plans, and other benefits may require a certain number of work hours. Details 
are provided in Section 1000 and Section 1100 or in benefit plan documents. 

• Regular full-time employees are regularly scheduled to work at least thirty (30) hours per week; 
employees who work at least thirty (30) hours per week on a school year (ten-month) 
schedule are treated as regular full-time employees for purposes of benefits eligibility. 

• Regular part-time employees are regularly scheduled to work less than thirty (30) hours per week. 

• Temporary employees are hired for a specific period of time, such as for seasonal employment 
(including Camp Ingersoll), for a specific project, to cover a leave of absence, or to meet 
other business needs of the Y. 

• Casual on-call employees are hired to work for an unspecified number of hours per week that 
varies according to Y needs. 

Federal and state governments provide guidelines to assist businesses in determining whether or not 
a position is eligible for overtime payment. These guidelines include such factors as supervisory 
responsibility, the exercise of discretion and independent judgment, level of education and advanced 
knowledge required, the type of work to be done, and the compensation level. 

• Non-exempt employees are covered by the minimum wage and overtime provisions of the Fair 
Labor Standards Act (FLSA) and are paid for authorized overtime work over forty (40) 
hours per week. 
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• Exempt employees are exempt from the minimum wage and overtime provisions of the FLSA 
and do not receive any overtime pay. 

402. Hours of Work 

Supervisors prepare and communicate work schedules to their staff in advance of the workweek. 
Requests for schedule modifications must be made as early as possible to the supervisor. Supervisors 
have the right to deny schedule modifications. The Y work week begins at 12:01 a.m. Sunday and 
ends at midnight Saturday. 

403. Meal Periods and Breaks 

Employees are provided with a thirty (30) minute, unpaid meal break each day in which they work at 
least seven-and-one-half (7-1/2) hours, scheduled by the supervisor. Employees will be relieved of 
duty during the meal period and are free to leave the premises. Non-exempt employees must clock 
out for the meal period, and meal periods will not be considered time worked for purposes of 
calculating overtime. There are no other scheduled breaks. 

404. Overtime (non-exempt staff) 

Non-exempt employees who work in excess of forty hours in a workweek will receive compensation 
at one and one-half times their regular rate of pay for each hour of overtime worked. Overtime must 
be approved by your supervisor in advance and should be included in your total hours worked. The 
Northern Middlesex YMCA retains the sole discretion to determine when employees must work 
overtime. Working unauthorized overtime hours will lead to disciplinary action including possible 
termination.  

Paid Time Off for full or part-time staff, Extended Sick Leave Bank (ESLB), holidays, jury duty, and 
other paid or unpaid absences are not counted as time worked for purposes of computing overtime. 

405. Recording Your Time 

As required by law, all non-exempt employees must record their work time in the Y’s 
payroll/timekeeping system. This is necessary to provide an accurate record of hours worked, 
unpaid meal periods, and time off. In addition, employees who are leaving the building or taking a 
break from work to use the Y fitness facilities need to sign out at the front desk. 

Allowing another employee to record time, falsifying time, or persistently neglecting to record time 
are serious offenses which may result in disciplinary action up to and including termination of 
employment. 

Non-exempt employees are not permitted to work off-the-clock under any circumstances. No 
supervisor is authorized by the Y to ask a non-exempt employee to work off-the-clock. An 
employee who wants to begin work early or work late must get the supervisor’s approval to work 
overtime. 

406. Payroll Procedures 

Employees will be paid bi-weekly by check or direct deposit on every other Friday for the two-week 
pay period ending the previous Saturday. If the regular payday falls on a holiday, employees will be 
paid on the last working day prior to the regular payday. 
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Employees who do not have direct deposit may pick up their check at the Welcome Center front 
desk any time after 9:00 a.m. of the payday and through the weekend. Any paycheck not picked up 
by the following Monday morning will be mailed to the employee’s home. 

With a live paycheck, the employee will receive a statement showing hours worked, hourly rate (for 
non-exempt employees), gross pay, itemized deductions, and net pay. All employees, including those 
paid by direct deposit, may view this information through the payroll self-service portal. It is 
important to review this statement to make sure the information is accurate. Any employee who 
finds an error in a paycheck should report it immediately to the supervisor and the Y will take steps 
to resolve the discrepancy. 

407. Payroll Deductions 

There are both federal and state laws that require certain deductions to be made from paychecks, for 
income tax and other purposes. The Y will make such deductions in accordance with Internal 
Revenue Service regulations and other applicable laws. 

The Y may be required by law to comply with certain court orders, liens, and wage assignments. 
When the Y receives a notice of a pending garnishment or wage assignment, a Human Resources 
Representative will discuss the required arrangements with the employee. 

Employees may elect to have additional voluntary deductions taken from their pay, such as 
contributions to Y benefit plans. No deductions other than those legally required will be made from 
an employee’s check without his or her written authorization or consent. 

408. Expenses 

Reasonable expenses incurred on authorized Y business will be reimbursed subject to prior approval 
of the supervisor, in accordance with Y accounting procedures. Original receipts must be submitted 
with an Employee Reimbursement Form. Expense claims must be submitted monthly within 10 
days of the end of the month, or they may be denied. Employees who have use of a business credit 
card must acknowledge and follow the Northern Middlesex YMCA Credit Card Policy. Meals will be 
reimbursed at a rate of no more than $50 per day for overnight travel. 

409. Wage and Salary Reviews 

The Y’s compensation program is based on a “pay for performance” philosophy and is designed to 
pay each employee competitively relative to the external market and equitably relative to other 
employees. All full-time and part-time employees receive a salary review following the annual 
performance review. An employee’s salary or wage rate is dependent on a number of factors 
including individual performance level, length of service, the Y’s ability to pay, and the external 
market. 
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500. SAFETY, HEALTH, AND SECURITY 

501. Safety and Health Rules 

All employees are to observe the following safety and health rules and to employ the principles of 
accident prevention on a daily basis. Some of the rules you are expected to follow include: 

• Observe all hazard warnings and caution signs. 

• Use all safety equipment required for your job, including wearing appropriate personal 
protective equipment for eyes, face, head, hands, and other extremities. 

• Know the location of fire/safety exits, fire extinguishers, and emergency alarm pulls; know 
proper evacuation procedures. 

• Keep all aisles, walkways, working areas, and emergency equipment free of obstacles. 

• Refrain from running, fighting, horseplay or distracting fellow workers. 

• Observe safe operating procedures for all equipment; make sure that all guards and other 
protective devices are in their proper places prior to operating the equipment; and operate 
only equipment for which you are authorized and properly trained. 

• Observe all safety precautions when handling chemicals or hazardous products, including 
use of personal protective equipment. Use only products in which you have been properly 
trained. 

• Do not wear frayed, torn or loose clothing, jewelry, or long unrestrained hair near moving 
machinery or electrical equipment. 

• Wear appropriate and safe footwear. 

• Follow proper lifting procedures at all times.  

• Remember that your first duty is to supervise and engage the children – any playing that you 
do must not compromise my first duty, when appropriate to my current position. 

• Walk carefully at all times – pay attention to where you place your feet. 

502. Reporting a Work-Related Injury or Illness 

If an employee is injured or becomes ill while working, immediately report it to the supervisor so 
that the employee can receive the appropriate medical care. If a medical emergency occurs, dial 911. 
If the situation is less serious, the supervisor either will administer first aid or arrange appropriate 
medical treatment. 

The Y provides worker’s compensation insurance which covers costs associated with work-related 
injuries and illnesses. For the employee’s own benefit and protection, it is essential to report any 
injury or illness which is or may be work-related within twenty-four (24) hours of the incident, 
unless the employee’s medical condition makes this impossible. The employee must also 
immediately report any complications which arise in connection with the injury or illness. This 
assists the worker’s compensation carrier in determining appropriate treatment and provides 
information to help prevent similar incidents in the future. 
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503. Bloodborne Pathogens 

To protect employees who may reasonably anticipate being occupationally exposed to blood and 
other potentially infectious materials during work tasks, the Y has instituted a Bloodborne 
Pathogens Exposure Control Program. 

Briefly, the program includes an employee exposure determination, information and training about 
bloodborne pathogens, the availability of hepatitis B vaccinations, Universal Precautions, 
engineering controls, safe work practices, personal protective equipment and housekeeping 
measures to help reduce the risks of occupational exposure. Procedures to be used following an 
exposure incident and necessary recordkeeping are also included. These matters are discussed in the 
Y’s written Bloodborne Pathogens Exposure Control Plan, which is available to employees in 
accordance with the plan. 

504. Abuse Prevention  

A principal endeavor of the Y is to provide an atmosphere for the growth and development of 
youth and children. Thus, the mistreatment or neglect of youth or children and the resulting severe 
effects are of primary concern to the Y. Child abuse is mistreatment or neglect of a child by 
parent(s) or others resulting in injury or harm. Abuse can lead to severe emotional, physical and 
behavioral problems. Because of its concern for the welfare of children and youth, the Y has 
developed policies, standards, guidelines and training to aid in the detection and prevention of child 
abuse. In addition, all employees are screened, and background checks are conducted upon hiring or 
rehiring and may be conducted periodically during employment. Additionally, employees who have 
contact with children and youth receive training in recognizing, reporting and preventing child 
abuse, which includes training in recognizing signs that a child is being groomed for abuse. 
Prohibited practices include the following: 

• Do not be alone with a single child where you cannot be observed by other staff or adults. 

• You may not relate to children who participate in Y programs outside of approved Y 
activities. For example, baby-sitting, weekend trips, foster care, and the like are not 
permitted. 

• Giving personal gifts to program participant(s) or their parents. 

• Program rules and limitations must be followed concerning physical contact with 
participants. 

• No one should be singled out for favored attention. 

• Dating a program participant under age 18 is not allowed. Some Y programs may have 
additional restrictions. 

• Children may not be disciplined by use of physical punishment or by failing to provide the 
necessities of care. 

• Verbally, physically, sexually, or emotionally abusing or harassing punishing children or 
youth is not allowed. 

• Children should only be released to authorized persons in programs with controlled pick-up 
procedures. 

• Any information regarding abuse or potential abuse should be documented in writing. 
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• At the first reasonable cause to believe that any child abuse exists, it should be reported to 
your Director so that an investigation is initiated. Inability to consult with a Director should 
not delay a call to authorities. Mandated reporters are required by law to report known or 
suspected instances of abuse and not doing so is a gross misdemeanor. 

• At the first reasonable cause to believe that an employee or volunteer has either crossed the 
boundaries of appropriate interactions, or has abused a child or youth, even if it was not 
during working hours, his or her conduct should be reported to the director, HR Consultant 
Rebecca Pardoe and the Chief Executive Officer. Appropriate actions will be taken 
regarding the employee or volunteer, which may include suspending or terminating Y 
employment or volunteer status, and following the Y’s protocol on reporting to the 
appropriate authorities. 

• Confidentiality of information related to child abuse is crucial and should be limited to the 
immediate Director and designated member(s) of the Association office staff. 

• Employees and volunteers are required to fully cooperate with an investigation by the Y, any 
law enforcement agency, or any other authorized outside agency, and failure to do so is 
considered misconduct and will result in termination. 

• Employees and volunteers may be subject to appropriate training suitable to abuse 
prevention at any time under the discretion of the Director in that department. Such training 
will be considered essential and therefore made mandatory. Training events will require 
participation and signature pages ensuring that the employee and/or volunteer are present 
throughout the entire training presentation. Signatures shall be maintained in the Human 
Resources office. 

505. Guidelines for Child Care and Supervision 

Staff Recruitment 
Reference checks on all prospective employees and program volunteers will be conducted, prior to 
employment and then every five years. Criminal conviction record checks will also be conducted on 
all staff and volunteers prior to employment. 

Training 

All new youth care staff and volunteers must participate in an orientation program including 
materials explaining the Northern Middlesex YMCA policies, procedures and regulations. They 
should be aware of legal requirements and, by their signature, acknowledge having received and read 
the Connecticut State Statutes on Child Abuse, with responsibility of reporting any violations 
thereof. 

Supervision 

Administrative staff supervising programs involving the care of children will make unannounced 
visits to each program site to assure that standards, policies, program quality and performance of 
staff are being maintained. 

Staff Relationships with Children 
(1) Northern Middlesex YMCA staff and volunteers will not discipline children by use of 

physical punishment or by failing to provide the necessities of care, such as food and shelter. 
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(2) Northern Middlesex YMCA. staff and volunteers will not verbally or emotionally abuse or 
punish children. 

(3) A badge/name tag or uniform that is familiar to the children with whom they work will 
identify staff and volunteers providing direct care for preschool children. 

(4) Staff and volunteers should notify their program director of any signs of injury or suspected 
child abuse. It is the responsibility of the program director to file a written report and notify 
the President. 

Responsibilities to Parents 
(1) Parents will be informed about their child's progress, name of program instructor (s) and any 

concerns about their health and social development of their child. 
(2) Parents may visit program sites at reasonable times to observe the children. Any parent 

desiring to visit a site shall contact the program director in charge to set up a convenient 
time. If arriving unannounced, they shall check in with the program director on site. 

(3) Northern Middlesex YMCA. staff will, under no circumstances, release children to anyone 
other than the authorized parent(s), guardian(s) or to an individual authorized by 
parent/guardian in writing, including relatives of children. 

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

Reporting Procedures 
(1) Suspicion of child abuse should be reported to the immediate supervisor who will then 

inform the program director. 
(2) The Northern Middlesex YMCA staff will be familiar with and follow the reporting 

procedure prescribed by the local law enforcement body, within the required time period. 
(3) The designated program director receiving the initial report is responsible for confirming the 

facts reported on the same day the report is received. 
(4) In the event the reported incident involves a Northern Middlesex YMCA staff person or 

program volunteer, the President should, without exception, suspend the person from all 
activities involving the supervision of children, pending an investigation. 

(5) Regardless of the circumstances of the alleged incident, if an employee is involved, it will be 
considered as job related and affecting job performance. 

(6) Reinstatement of a staff person or program volunteer will occur only after all allegations 
have been cleared to the satisfaction of the Northern Middlesex YMCA executive and the 
investigating agency. 

(7) All staff and volunteers will maintain the confidentiality of the report and will discuss 
pertinent matters with the appropriate Northern Middlesex YMCA Director. 

(8) Staff and volunteers shall not contact children or parents involved in an alleged child abuse 
incident. 

506. Y Lockdown Procedures 

If we need to lockdown the building or go into a modified lockdown mode, communication will be 
made with “Active Shooter” announced via: 
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• Intercom 

• Walkie-talkie 

• Cell phone 

If you are the person who all calls the Active Shooter, you are also to call 911. 

If you are unable to call 911, leave the call line open so the staff can hear what is happening. 

If you are able to call 911 and are unable to speak leave the phone line open so the police can hear 
what is happening. 

Quickly determine the most reasonable way to protect your own life. Members are likely to follow 
the lead of employees during an active shooter or threat situation. 

If an active shooter enters the building or there is an active threat: 
1. Evacuate, if possible from the nearest exit. If a room that you are currently in has an exit 

door, immediately exit via that exit door and move away from the building. 
a. Have an escape route and plan in mind 
b. Leave your belongings behind 
c. Keep your hands visible 

2. Hide Out - The building needs to appear as empty as possible. *If you are supervising 
children, they are your first priority.* 

a. Hide in an area out of the active shooter/threat view 
b. Shut all lights, block entry to your hiding place and lock the doors. Pull closed any 

blinds on the windows. 
3. Take Action - As a last resort and only when your life is in immediate danger 

a. Attempt to incapacitate the active shooter or the person making the threat. 
b. Act with physical aggression and throw items at the active shooter/threat. Since this 

may be their first time performing this type of aggression any type of distraction may 
work. 

If an active shooter/threat is on the property outside of the building: 
1. Follow procedures outlined above. 
2. Staff that is outside, exit the grounds via the closest route: 

a. Cross the road and meet at a safe place (such as the hospital across the street) 
b. In the back of the building near the parking lot, cross the street and try to seek 

shelter with any local commercial buildings. 
3. Staff or first responders will meet you and provide further instructions. 

Call 911 when it is safe to do so. When calling on a Y phone line, you must dial 9 – 911. 

Modified lockdown procedures – activity is happening in the area of the Y: 
1. All outdoor activities will be brought indoors. 
2. All doors will be locked. 
3. No one will be able to enter or exit the building. 
4. Department heads will monitor doors in program areas and move members and staff as 

needed. 

How to respond when law enforcement arrives on the scene 
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1. How you should react when law enforcement arrives: 
a. Remain calm and follow officers’ instructions 
b. Immediately raise hands and spread fingers 
c. Keep hands visible at all times 
d. Avoid making quick movements toward officers such as attempting to hold onto 

them for safety 
e. Avoid pointing, screaming and/or yelling 
f. Do not stop to ask officers for help or direction when evacuating, just proceed in the 

direction from which officers are entering the premises 
g. If you are in hiding, listen for the all clear password before leaving your spot. (Please 

see your department head for the password) 
2. Information you should provide to law enforcement or 911 operator 

a. Location of the active shooter/threat 
b. Number of shooters/threat, if more than one 
c. Physical description of shooters/threat 
d. Number and type of weapons held by the shooters/threat 
e. Number of potential victims at the location 

Recognizing signs of potential workplace violence 

An active shooter /threat may be a current or former employee or disgruntled member. Alert your 
department head or Chief Executive Officer if you believe an employee or member exhibits 
potentially violent behavior. Indicators of potentially violent behavior may include one or more of 
the following: 

• Increased use of alcohol and/or illegal drugs 

• Unexplained increase in absenteeism and/or vague physical complaints 

• Depression/withdrawal 

• Increased severe mood swings and noticeably unstable or emotional responses 

• Increasingly talks of problems at home 

• Increase in unsolicited comments about violence, firearms, and other dangerous weapons 
and violent crimes 

507. Smoke-Free Workplace 

The Y is committed to providing a smoke free, safe and healthy environment for our employees and 
members. Smoking any substance, including the use of e-cigarettes, is not permitted on or around Y 
property under any circumstance. 

508. Drug-Free Workplace 

The Y is committed to maintaining a drug-free workplace to protect its employees and the youth, 
families and individuals served by the Y. An employee or volunteer may not use, possess, sell, 
dispense, distribute or manufacture controlled substances, illegal drugs, or alcohol in any Y 
workplace, including while on Y premises, in a Y-supplied vehicle, during work hours or while 
conducting Y business in any location (including travel). An employee may not report to work under 
the influence of alcohol, controlled substances, or illegal drugs. 



NORTHERN MIDDLESEX YMCA EMPLOYEE HANDBOOK 

  20 

An employee may use physician-prescribed medications provided that the use of such medications 
does not adversely affect job performance, the employee’s safety, or the safety of others. 

Nothing contained in this policy shall prohibit the responsible use of alcohol at events sponsored or 
authorized by the Company on or off Company premises. 

As a general condition of employment and as an express condition of employment on a federal grant 
or contract, you must abide by the terms of the Drug-Free Workplace policy. If you are convicted of 
a criminal drug statute violation, you must notify your supervisor within five days of your 
conviction. 

Any employee who violates this policy, whose work performance or behavior is adversely affected 
by the use of drugs or alcohol, or who fails or refuses to submit to any drug or alcohol testing which 
the Y may lawfully require, will be subject to disciplinary action, up to and including termination of 
employment. 

Any employee who is subject to termination based on violation of this policy may be permitted in 
lieu of termination, at the Y’s sole discretion, to participate in and successfully complete an 
appropriate treatment, counseling or rehabilitation program as recommended by a substance abuse 
professional as a condition of continued employment. The Y assures that any information 
concerning an individual’s drug or alcohol use will remain confidential. 

Employees with questions on this policy or issues related to drug or alcohol use in the workplace, or 
who would like to request a leave of absence or other accommodation for substance abuse 
treatment or rehabilitation, should raise their concerns with the supervisor without fear of reprisal. 
All inquiries will be held in the strictest confidence. 

509. Workplace Violence 

The Y seeks to provide a safe, secure and violence-free environment for all employees, members, 
participants, clients, volunteers and guests. This applies to Y facilities and all other places at which 
the Y operates its programs and activities. The threat or occurrence of violence in the workplace is 
in direct conflict with the Y’s mission and values, and will not be tolerated. 

The Y will work to prevent violent incidents from occurring. Violence, for this purpose, includes, 
but is not limited to:  physically harming another, shouting, shoving, pushing, harassment, 
intimidation, coercion, menacing behavior, brandishing weapons, and/or threatening words or 
behaviors. All employees are responsible for helping to maintain a violence-free environment, and 
therefore, are required to promptly and accurately report incidents, whether or not physical injury 
has occurred. Employees and volunteers also need to promptly report threats of violence or 
conversations that imply threats of violence, whether made by staff, members, youth or other 
individuals. Initially, reports should be made to the supervisor. You may also report to the Human 
Resources office or directly to the President/CEO with your complaint. 

Employees are expected to conduct themselves in keeping with the Y mission and Y values (respect, 
responsibility, honesty and caring).  Workplace violence is considered to be misconduct, and the Y 
will take appropriate actions in response to workplace violence, including termination of 
employment. The Y may contact the police and other authorities for assistance. Due to the nature of 
the Y, violent actions by employees that occur off Y premises may be considered work-related, and 
the Y will take appropriate steps, including termination of employment. 
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510. Search and Weapons Policy 

The Northern Middlesex YMCA prohibits the possession of weapons of any kind on Y property 
even if licensed to carry the weapon. Any employee in violation of this policy will be subject to 
prompt disciplinary action, up to and including termination. All Y visitors are subject to this 
provision, including regular, contract and temporary employees, volunteers, vendors, and members 
on Y property. 

"Y property" means all Y-owned or leased buildings and surrounding areas, such as sidewalks, 
walkways, driveways and parking lots under the Y's ownership or control, and Y-owned or leased 
vehicles. Consistent with Connecticut law, if a handgun is stored in a personal vehicle, it must be 
unloaded and kept in a place not readily or directly accessible from the passenger compartment or in 
a locked container other than the glove compartment or console. 

"Weapons" include, but are not limited to, firearms, explosives, knives, pocket knives and other 
objects or devices that a reasonable person would consider dangerous with the potential to cause 
personal injury. The Northern Middlesex YMCA reserves the right at any time and at its discretion 
to search all Y-owned or leased vehicles and all vehicles, packages, containers, briefcases, purses, 
lockers, gym bags, backpacks, desks, enclosures and persons entering its property, for the purpose of 
determining whether any weapon has been brought onto its property or premises in violation of this 
policy. Search of the above items (but not limited to) may also be performed at the discretion of the 
Northern Middlesex YMCA at any time for the protection of all employees. Employees who fail or 
refuse to promptly permit a search under this policy will be subject to discipline up to and including 
termination. 

511. Y Property 

It is expected that employees will treat Y property with care and respect. Y supplies and equipment, 
including copy machines, postage meters, and program supplies and materials, are for business use 
only. Any Y property issued to an employee must be returned to the Y at the time of termination of 
employment. Employees are responsible to pay for any lost or damaged items. Unauthorized 
possession, duplication, or use of Y keys or other identification or access devices is also prohibited. 

Unauthorized possession or removal of Y property is a very serious offense. Employees violating 
this policy may be subject to dismissal and prosecution. 

512. Employee Property 

Employees’ personal belongings should be kept in a desk, closet, or other safe place. An employee 
who finds that property is missing should immediately report the information to the supervisor. The 
Y is not responsible for employees’ personal belongings. 

513. Driving on Y Business 

If assigned to a position which requires driving a Y vehicle, the employee must be at least eighteen 
(18) years old and maintain a valid driver’s license. In addition, employees who drive their own 
vehicles for business purposes will be required to maintain personal auto insurance in the amounts 
of $100,000 per individual/$300,000 per accident, for bodily injury, and $50,000 property damage, 
subject to change based on the requirements of the Y”s insurance carrier. To track compliance with 
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this policy and to provide information to the Y’s insurance carrier, the Y will check the employee’s 
driver’s license status and driving record at the time of hire and at least annually. 

Employees are expected to obey all traffic laws and regulations, including use of seatbelts, and to 
maintain a good driving record. Employees must report any moving violation (whether committed 
while on Y business or personal time), or suspension or loss of driver’s license, to the supervisor 
within twenty-four (24) hours of the incident. 

Any accident, however minor, which occurs while the employee is driving a Y vehicle must be 
reported immediately, preferably from the scene, to both the police and the supervisor. In the event 
that an employee is in an accident in a Y vehicle and is found to be at fault, he or she may be 
required to pay all or a portion of the cost of repairs. 

For their own safety and the safety of others, employees driving a Y vehicle are prohibited from 
using or being under the influence of alcohol, illegal drugs, or any medication or substance which 
impairs driving ability. In addition, no employee should drive a Y vehicle while his or her driving 
ability is impaired by illness, injury, or fatigue. An employee who feels that he or she is unfit to drive 
should immediately inform the supervisor. 

Employees are prohibited from using cellular telephones and other electronic devices while driving, 
unless using a hands-free option. Employees are prohibited from texting while driving a Y vehicle or 
driving a personal vehicle for Y business. 

In addition, employees driving Y vehicles are prohibited from the following: 

• Smoking or allowing others to smoke in the vehicle 

• Allowing anyone except the employee to drive the vehicle 

• Allowing any unauthorized individuals to ride in the vehicle 

• Transporting firearms or explosives in the vehicle 

Employees driving a Y vehicle are expected to take good care of the vehicle. Employees should 
make sure the vehicle is locked when unattended and should keep the interior clean and neat. The 
employee must report any maintenance needs or damage to the vehicle, however minor, immediately 
to the supervisor. 

Employees are responsible for paying any fines or parking tickets incurred while driving on Y 
business. 

If an employee loses driving privileges, cannot be insured under the Y’s insurance policy, or violates 
any portion of this policy, the employee will immediately be ineligible for any position which 
requires driving. If a non-driving position is available for which the employee is qualified, the Y may 
allow the employee to transfer to that position; otherwise, employment will be terminated. If the 
employee returns to compliance with all aspects of this policy, he or she may be reinstated to a 
driving position at the Y’s discretion. 

Violations of this policy may also be subject to disciplinary action, up to and including immediate 
termination of employment. 
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514. Fire Safety 

An Emergency Plan is posted in each work area, showing the location of emergency exits. 
Employees are responsible for familiarizing themselves with the Emergency Plan and knowing the 
location of the fire alarm boxes, fire extinguishers, and emergency routes. In case of fire or an 
announced or unannounced fire drill, all employees must immediately follow their department’s 
evacuation procedure if applicable, or do the following: 

• Exit the building via the closest exit, without stopping to collect personal belongings; 

• Gather in the department’s designated meeting place; 

• A senior manager will do a headcount and report any missing persons to the fire official in 
charge; 

• Stay in the department meeting place until the “all clear” signal is given to return to the 
building. 

In an actual fire/smoke situation, visibility is drastically reduced and confusion is likely. It is essential 
that employees familiarize themselves with emergency routes and exits and participate fully in all fire 
drills, so that in the event of a real fire, everyone will know what to do without thinking. 

Any potential fire hazards, blocked exits, hallways, or aisles, or other dangerous situations should be 
reported to a supervisor or the Human Resources Department immediately. 
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600. EMPLOYEE CODE OF CONDUCT 

601. Performance Improvement Policy 

The Y expects all employees to comply with the Y’s policies, to meet the standards set by their 
supervisors for the quality and quantity of their work, and to conduct themselves in keeping with the 
Y mission and Y values (respect, responsibility, honesty and caring). If an employee does not meet 
these expectations, the Y may choose to initiate any of the following procedures: 

• The employee may be verbally counseled and given the opportunity to improve. 

• A written warning or performance improvement plan may be issued and filed in the 
employee file. 

• Employee may be suspended without pay for one or more days. 

• Employment may be terminated. 

Please note: Employment with the Y is at-will. This means that both the Y and the employee have 
the absolute right to terminate the relationship at any time, with or without good cause and with or 
without notice. While this policy lists typical disciplinary actions, the Y may in each case choose to 
take any or all of the above actions, in no particular order, or no action. The Y reserves the right to 
determine the type of disciplinary action required in any given situation, based on the nature and 
seriousness of the employee’s behavior. This includes the right of immediate termination of 
employment where circumstances warrant. 

602. Attendance and Punctuality 

All employees are essential to fulfilling our mission of service to members, guests and the public. 
The Y expects you to follow your designated work schedule and to be punctual. Punctual means that 
you are at your work station; ready to work at the start of your work schedule and that you remain 
on the job until the end of the schedule. If you are unable to report for work or will be late, you 
must contact your supervisor directly as soon as possible and no later than the scheduled starting 
time. If your supervisor is not available, call the Front Desk and speak with a live person rather than 
leaving a message. You must also contact the Front Desk so that you can be marked out on the 
attendance board. If your absence or tardiness is due to an emergency, you must call in to your 
supervisor or have someone call in for you as soon as possible. 

Depending on the nature and length of the absence, the Company may require a doctor’s note 
documenting the reason for absence and authorizing the employee to return to work. 

If you are unable to work your entire scheduled shift you must inform your supervisor or designee 
prior to leaving work. 

The Northern Middlesex YMCA expects all staff to make efforts to obtain suitable substitute 
coverage if you cannot work your scheduled shift. Employees are responsible for alerting their 
supervisors of substitute coverage found prior to their shifts allowing enough time for the 
supervisor to seek other coverage if coverage cannot be found. 

Repeated absences or tardiness may be subject to disciplinary action. An employee who fails to 
report for work or to call in for three days is considered to have resigned. 
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603. Northern Middlesex YMCA Confidential Information 

Employees may have access to information which is proprietary to the Y, such as member lists, 
marketing and development plans, new technology and product/service development, pricing, 
operating procedures, and strategic plans. To protect the Y and its members, it is important that 
employees respect the confidentiality of such information and refrain from discussing Y business 
with anyone outside the organization. Such information should be shared within the organization 
only on a “need to know” basis. In addition, employees should avoid unnecessary disclosure of non-
confidential internal information about the Y, its clients, and its suppliers. It is important to clearly 
identify confidential information and to keep it properly secured. These obligations continue even 
after employment ends. 

Unauthorized use or misuse of the Y name for personal or other purposes can have very serious 
consequences, and is therefore strictly prohibited. A violation of this policy may be grounds for 
disciplinary action. 

604. Media Relations 

All media inquiries and other inquiries of a general nature should be referred to the Development 
Director or the President/CEO, and all press releases, publications, speeches, interviews, or other 
official declarations must be approved in advance by the President/CEO. 

Any photos taken of you during the course of your employment with the Y may be used in future 
promotional materials (unless you advise us in writing otherwise). 

605. Managing Medical Information 

Medical information on Y members/participants may be subject to certain federal privacy rules. The 
Y and its employees will respect and protect the privacy of medical information and records, and 
information about members/participants who request or receive direct services from the Y. The Y 
safeguards all confidential information about members/participants consistent with federal or state 
rules and regulations or Y policies and procedures. Questions about compliance should be directed 
to your supervisor. 

606. Conflict of Interest 

The Y expects that its employees will not engage, directly or indirectly in any conduct that is disloyal, 
disruptive or potentially damaging to the Y and its reputation. 

The potential for a conflict of interest, or the appearance of conflict, typically arises when an 
employee or an employee’s family member has a relationship with a competitor, customer, vendor, 
supplier, or other organization that does business with the Y or seeks to do business with the Y. 
Employees must disclose any such relationship to the supervisor. Examples of conflicts include, but 
are not limited to, the following: accepting any type of fee or personal payment from vendors, 
suppliers or organizations that transact business with the Y or are seeking to transact business with 
the Y; directly or indirectly rendering services to competitors; benefiting personally from any 
purchases or sales by the Y; and using confidential information for personal or financial gain. 

Employees may not under any circumstances accept personal payment for services performed at or 
through the Y from a member, parent, participant or other individual. 
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Where a positive relationship develops with a member or vendor, it may seem natural for the 
employee to give or accept a gift. The employee must, however, recognize that in many situations, 
giving or receiving a gift, whether cash, a non-cash item, a discount, or preferential treatment, may 
influence or appear to influence decisions regarding Y business and may also be prohibited by law. 
Non-cash gifts of nominal value may be accepted on behalf of the Y, not the individual, with the 
supervisor’s approval. Where refusal of a gift may cause negative repercussions, the employee should 
seek guidance from his or her supervisor. Employees may not as individuals give gifts to anyone 
with whom they have a business relationship through the Y. 

Employees are expected to refrain from giving the impression that the personal views and positions 
they express regarding economic, political or religious issues are either those of the Y or of their co-
workers. 

607. Outside Employment 

Outside business activities may not be conducted during work time or with the resources of the Y. 
To avoid a conflict of interest, employees may not conduct personal business with volunteers or 
other Y employees. Employees may not solicit Y members or program participants for their 
personal business. 

Employees may have employment outside their employment at the Northern Middlesex YMCA 
provided that their plans are discussed in advance with the supervisor to assure that such 
employment would not put the employee in the position of conflict of interest for the Y or interfere 
with their ability to do their job. 

If a casual on-call employee is also employed by or provides services on behalf of another 
organization which provides services similar to the Y, this typically will not be seen as a conflict of 
interest. For example, a fitness instructor typically will not be prohibited from teaching fitness 
classes at another facility. However, the employee must discuss such other employment with the 
supervisor before accepting that employment, and the Y will decide whether the other employment 
creates a conflict of interest based on consideration of all relevant circumstances. 

608. Political Activity 

Due to Internal Revenue Service regulations for tax exempt organizations such as the YMCA, Y 
employees may not campaign for a candidate or otherwise engage in political activities during work 
time, on Y premises or with the resources of the Y. This prohibition includes, for example, wearing 
clothing or buttons with political slogans or displaying stickers, posters and other political items at 
work or during work time. 

609. Arrest or Criminal Conviction of a Staff Member 

An employee is required to report an arrest to the Y, when the employee’s position at the Y involves 
activities with children under 16 years old, developmentally disabled people and vulnerable adults. 
All employees are required to report any criminal conviction to the Y, regardless of their position. The report of 
arrest or conviction should be made promptly, within five days of when the arrest or conviction 
occurred. The report should be made in writing to the President/CEO and include the exact charge 
or conviction, the location or court and the date of the arrest or conviction. If the arrest or 
conviction was drug-related, refer to 712. Drug-Free Workplace. Failure to report arrests or 
convictions as required may be considered misconduct. 
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The Y conducts a criminal background check on all employees prior to hire and reserves the right to 
repeat the criminal background check during employment as deemed appropriate to meet business 
needs. 

610. Solicitation and Distribution 

The Y limits solicitations, surveys, petitions and distributions on its premises, whether made by 
employees or by individuals or groups not associated with the Y. Unrestricted activities of this 
nature present a safety and security hazard, interfere with normal Y operations and are intrusive and 
annoying to employees and members. Except for legitimate Y purposes (e.g., Annual Giving) and 
with the prior permission of a member of the Northern Middlesex YMCA Management Team, 
individuals not employed by the Y may not at any time solicit, survey, petition or distribute literature 
on Y owned or operated sites. This includes charity solicitors, salespersons, questionnaire surveyors, 
union organizers or any other solicitor or distributor. 

Except for legitimate Y purposes and with the prior permission of a member of the Northern 
Middlesex YMCA Management Team, employees may not solicit for any purpose during work time. 
Work time is time for which the employee is paid and is expected to be performing services for the 
Y. Work time includes the soliciting and the solicited employee's work time. Reasonable forms of 
solicitation are permitted during non-work time, such as before or after work or during meal or 
break periods. Employees may not distribute literature for any purpose during work time or in work 
areas. Employee lunchrooms are non-work areas. 

611. Dress Code 

Employees are expected to ensure that their dress and grooming are appropriate to the work 
situation and professional in appearance. When attending business meetings with community 
members, business attire is advised. Examples of what is not considered appropriate dress in any 
position include clothing which reveals the midriff, shoulders, chest, or undergarments, clothing 
with words or images which are profane or potentially offensive, and clothing which presents a 
safety hazard. Clothing and shoes must be neat, clean, and in good condition (not faded, ripped, or 
cut off), and good personal hygiene is expected. 

Tennis/exercise shoes in good condition must be worn in all areas that have fitness equipment or 
sports activities. No open-toed shoes will be permitted in childcare, fitness, camp, or maintenance. 
Water shoes, flip-flops and/or aqua shoes are to be worn only in the vicinity of the pool. 

Clothing provided by the Northern Middlesex YMCA is not allowed to be altered in any way. 

In keeping with our professional image, employees may not display tattoos or body piercing jewelry 
with words or images which are profane or potentially offensive, while in the workplace or on Y 
business. 

Employees should refrain from using strongly scented perfumes, colognes, aftershave, and lotions, 
as a courtesy to members and employees who may be sensitive or allergic to such fragrances. 

This dress code applies for all work hours, including weekdays, evenings, and weekends. 
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Employees who are not dressed appropriately may be sent home to change clothes and will not be 
paid for time lost for this purpose. An employee who has any questions regarding what is or is not 
appropriate dress should speak to the supervisor. 

After Hours/Off Duty Wear:  Employees should be sensitive not to wear Northern Middlesex 
YMCA apparel and/or name badges after work hours when activities or circumstances could 
compromise the Y’s image. 
 

700. ELECTRONIC COMMUNICATION AND INFORMATION SYSTEMS 

701. Use of Y Systems 

The Y’s Electronic Resources are intended as tools to increase productivity and facilitate the 
completion of Y business. The telephone system, facsimile machines, VoiceMail system, electronic 
mail system (e-mail), computers and other electronic devices, computer network system, any other 
electronic communication system, and the equipment, hardware, software, and data stored on these 
systems are Y property. All messages and transmissions composed, sent, stored, or received on the 
Y’s Electronic Resources are subject to disclosure to law enforcement officials or otherwise as 
required or deemed appropriate. This policy is in effect whether an individual creates, accesses, 
sends, receives, or stores messages or files from the Y’s building, from the employee’s home, or 
from any other location. 

Employees are prohibited from using the Y’s Electronic Resources in any way which 

• Compromises the confidentiality or privacy of protected health information; 

• Is embarrassing, intimidating, disruptive, or offensive to others, including, but not limited to, 
the transmission of sexually explicit messages, cartoons, ethnic or racial slurs, gender-specific 
comments, or any other comment or message that offensively addresses someone’s age, 
sexual orientation, religious or political beliefs, national origin, disability, veteran status, or 
anything else that may be construed as harassing, discriminating, or disparaging to or of 
others; 

• Violates any software licenses, copyright and intellectual property laws, or other state, 
federal, or local laws; 

• Violates this or any other Y policy; 

• Damages or threatens to damage the Y’s reputation; 

• Is fraudulent; 

• Attempts to hide the true identity of the creator or sender of an electronic communication; 
or 

• Solicits, advertises, or promotes outside business ventures (whether for charitable, political, 
religious, or other reasons). 

Employees are prohibited from disclosing any proprietary or confidential information of the Y or 
another individual or organization without first receiving approval from the supervisor. When 
authorized, employees are expected to exercise significant caution when transmitting proprietary and 
confidential information over an electronic communication system. Any such message containing 
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proprietary and confidential information should include a warning declaring that such information is 
confidential and proprietary to the Northern Middlesex YMCA. 

Users encountering or receiving material which violates this policy should immediately report the 
incident to the supervisor. 

Inappropriate use of the Y’s Electronic Resources will result in disciplinary action, including but not 
limited to termination of employment. 

702. Privacy of Electronic Information and Communication 

From time to time, an employee may be given access to another employee’s VoiceMail or e-mail 
messages, computer files, or any other Y property to cover for an employee’s absence or for other 
business needs. For this reason, employees should not expect messages left on VoiceMail, e-mail, or 
any other communication device to be private. This information should be considered to be 
accessible like any other shared business file. 

Employees’ business and personal use of the Y’s Electronic Resources—including computers, e-
mail, internet, phone system, cellular telephones, tablets, and other electronic devices—is not private 
and is subject to review and monitoring by the Y. All messages sent and received (including personal 
messages) and all data and information stored on the Y’s electronic systems, are Y property 
regardless of the content. The Y reserves the right to access all of its electronic systems, and to store, 
review, and monitor any data on its Electronic Resources, at any time, in its sole discretion. This 
means that all information on the Y’s electronic resources, even if password-protected, and any 
message sent or received on the Y electronic systems (including messages sent or received on 
personal e-mail accounts, instant messages or text messages) is subject to investigation, search, and 
review by the Y, in its sole discretion, without any prior notice to employees. Even electronic tracks 
or messages employees believe they have deleted remain subject to the Y’s review. 

Employees retain no right to privacy with respect to any transaction, message, communication, 
record, document, or file transmitted or stored on the Y’s Electronic Resources, including personal 
information or messages. 

703. Information Technology Access 

In order to gain access to Northern Middlesex YMCA information systems, a request must be 
submitted by the manager of the person needing access. There are multiple information systems and 
services; access is based on work requirements. Supervisors determine which systems employees 
need to access and make the appropriate request on their behalf. 

704. Passwords and Encryption 

All e-mail, VoiceMail, and other passwords must be made available to the Y at all times. Passwords 
should be kept secure and should never be disclosed to unauthorized individuals. Portable electronic 
devices owned by the Y, including laptops, tablets, and cellular telephones, must be protected by a 
password to prevent unauthorized access if the device is lost or stolen. Employees are restricted 
from using passwords or access codes of other employees to gain access to another employee’s e-
mail, VoiceMail, or other stored communication without prior approval from a supervisor. 



NORTHERN MIDDLESEX YMCA EMPLOYEE HANDBOOK 

  30 

Employees are prohibited from using encryption software or programs for the use or storage of Y 
records and information, unless such programs are first approved by a supervisor. If the use of such 
encryption software is approved, any passwords or encryption keys affiliated with such software 
must be provided to the Y and/or the supervisor upon use. 

705. Computer Software Licensing 

In order to comply with copyright or contractual obligations of the Y, all software must be installed 
and used in accordance with license agreements and applicable laws. Employees may not download 
or install any software to a Y computer. Software installed by the Y may not be duplicated. 
Unauthorized duplication is a federal offense and may be subject to criminal prosecution. 

706. Personal Use of the Y Computer System 

Personal use of the computer, including e-mail and Internet access, should be confined to non-
working hours and should be limited in scope unless specifically approved by the supervisor. 
Employees should not use the Y e-mail system for personal e-mail or send non-work-related e-mail 
messages to co-workers. 

Supervisors are responsible for monitoring their employees’ personal use of the computer system 
and other electronic devices, and such use may be restricted or denied at any time. All elements of 
this policy on Electronic Information and Communication Resources apply to an employee’s 
personal as well as business use of the computer system. 

707. Electronic Devices Provided by the Y 

The Y may provide certain employees with laptop computers, tablets, or other electronic devices, or 
with related services such as a mobile hot spot. Where there is a business need, employees may 
receive a cell phone and cell phone service through a Northern Middlesex YMCA purchased cell 
phone plan. Electronic devices, cell phones, and cell phone numbers provided to employees will be 
selected, purchased, and owned by the Northern Middlesex YMCA. 

Electronic devices, cell phones, and cell phone service provided to an employee are for business use 
only, except in emergency circumstances. 

Voicemail messages on Northern Middlesex YMCA provided cell phones must identify the 
employee as being a Northern Middlesex YMCA staff member. 

Since minutes are shared it is important that employees do not overuse their cell phones. Excessive 
usage may warrant an audit by the Y and could result in restricted use or loss of use of the Northern 
Middlesex YMCA provided cell phone. 

708. Use of Personal Cell Phones 

Employees are not to use their personal cell phone or other hand held electronic devices during 
work hours, except in an emergency.  

• Supervisors can ban employees from having a personal cell phone in their possession during 
work hours.   

• Cell phones and all other hand held devices are to be put away during work hours. 
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• There are no personal cell calls, texts or social website activity during work hours. 

• Under no circumstances are children allowed to use, look at, or be given access to a staff cell 
phone. 

While employees are on duty their full attention needs to be given to our members or to the children 
who are in their care. The Northern Middlesex YMCA desires each employee to display a 
professional and courteous image while on the clock and this cannot be achieved if distracted by 
personal phone calls, texting, etc. 

Disciplinary action will be taken, up to and including termination for using a personal cell phone or 
other hand held electronic device during working hours. 

709. Social Networking 

The Y understands that social media can be a fun and rewarding way for employees to share their 
life and opinions with family, friends, and co-workers around the world. However, use of social 
media also presents certain risks and carries with it certain responsibilities. To assist employees in 
making responsible decisions about their use of social media, the Y has established these guidelines 
for appropriate use of social media. 

Guidelines 

In the rapidly expanding world of electronic communication, social media can mean many 
things. Social media includes all means of communicating or posting information or content of any 
sort on the Internet, including to the employee’s own or someone else’s web log or blog, journal or 
diary, personal web site, social networking or affinity web site, web bulletin board or a chat room, 
whether or not associated or affiliated with the Y, as well as any other form of electronic 
communication. The same principles and guidelines found in the Y policies apply to employees’ 
activities online. Ultimately, employees are solely responsible for what they post online. Before 
creating online content, employees should consider some of the risks and rewards that are involved. 
Keep in mind that any conduct that adversely affects the job performance of the employee or co-
workers, or otherwise adversely affects members, customers, suppliers, people who work on behalf 
of the Y, or the Y’s legitimate business interests may result in disciplinary action up to and including 
termination. 

Know and follow the rules 

Employees should carefully read these guidelines, the Anti-Harassment Policy, and all of the policies 
in this section on Electronic Information and Communication Resources, and ensure that their 
postings are consistent with these policies. Inappropriate postings that may include discriminatory 
remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct will not be 
tolerated and may be subject to disciplinary action up to and including termination. 

Be respectful 

Employees should always be fair and courteous to fellow employees, customers, members, suppliers, 
or people who work on behalf of the Y. Also, it is helpful to keep in mind that employees are more 
likely to resolve work-related complaints by speaking directly with their co-workers or by utilizing 
the Employee Concerns/Problem Review Policy (section 801) than by posting complaints to a social 
media outlet. Nevertheless, an employee who decides to post complaints or criticism should avoid 
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using statements, photographs, video, or audio that reasonably could be viewed as malicious, 
obscene, threatening, or intimidating, that disparage customers, members, employees, or suppliers, 
or that might constitute harassment or bullying. Examples of such conduct might include offensive 
posts meant intentionally to harm someone’s reputation or posts that could contribute to a hostile 
work environment on the basis of race, sex, disability, religion, or any other status protected by law 
or Y policy. 

Be honest and accurate 

Employees should make sure they are always honest and accurate when posting information or 
news, and if they make a mistake, correct it quickly. Employees should also be open about any 
previous posts they have altered. Remember that the Internet archives almost everything; therefore, 
even deleted postings can be searched. Employees should never post any information or rumors that 
they know to be false about the Y, fellow employees, members, customers, suppliers, people 
working on behalf of the Y, or competitors. 

Post only appropriate and respectful content 

• Maintain the confidentiality of Y trade secrets and private or confidential information. 
Trades secrets may include information regarding the development of systems, processes, 
products, know-how, and technology. Employees should not post internal reports, policies, 
procedures, or other internal business-related confidential communications. 

• Employees should not create a link from their blog, website or other social networking site 
to a Y website without identifying as a Y employee. 

• Employees should express only their personal opinions and never represent themselves as 
spokespersons for the Y. An employee who is creating content where the Y is a subject 
should be clear and open about the fact that he or she is an employee and make it clear that 
his or her views do not represent those of the Y, fellow employees, members, customers, 
suppliers, or people working on behalf of the Y. An employee who publishes a blog or post 
online related to work or subjects associated with the Y should make it clear that he or she is 
not speaking on behalf of the Y. It is best to include a disclaimer such as “The postings on 
this site are my own and do not necessarily reflect the views of the Northern Middlesex 
YMCA.” 

Using social media at work 

Employees should refrain from using social media while on work time or on Y equipment, unless it 
is work-related as authorized by the supervisor or consistent with the Electronic Information and 
Communication Resources Policy. Employees may not use Y e-mail addresses to register on social 
networks, blogs, or other online tools utilized for personal use. 

Retaliation is prohibited 

The Y prohibits taking negative action against any employee for reporting a possible deviation from 
this policy or for cooperating in an investigation. Any employee who retaliates against another 
employee for reporting a possible deviation from this policy or for cooperating in an investigation 
will be subject to disciplinary action, up to and including termination. 
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For more information 

For further guidance, employees may contact the supervisor. 

710. Telecommuting 

Under certain circumstances, employees may receive approval to perform work for the Y from a 
remote location, such as a home office, on a limited, temporary basis due to illness, weather, or 
other factors. The employee must get advance approval from the supervisor, which will be based on 
a number of factors such as the reason for the request, whether the employee’s job responsibilities 
can be performed remotely, the suitability of the remote location for working, availability of 
appropriate equipment to perform the work and maintain data security, and certification from the 
healthcare provider (in the case of illness or injury) that the employee is able to work from the 
remote location. 

711. Camera Use and Recording 

Under certain circumstances, there may be legitimate business reasons to use recording devices such 
as tape recorders, cameras, or video cameras, including for training purposes or to monitor quality. 
Legitimate business use of such recording devices must be authorized in advance by a member of 
senior management, and individuals must be informed that their conversations or actions will be 
recorded. 

Any use of cameras, video cameras, or other devices which function as cameras or recorders, on Y 
premises is prohibited by Y policy and may be prohibited by law, unless authorized by the Y and 
consented to by both parties. Violations of this policy may lead to immediate termination. 

712. Security Camera Surveillance 

The Y has installed security cameras in all areas of the building except the restrooms, to protect its 
valuable assets. Employees should be aware that work areas are not private. If there is a question of 
possible illegal behavior or a violation of Y policy, a management representative may review the 
video to determine what occurred and what action needs to be taken. Employees who have any 
questions about this policy may speak with the supervisor. 
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800. STAFF TRAINING AND CAREER DEVELOPMENT 

801. Individual Training and Career Development 

Individual career development is provided through on-the-job training, supervisor coaching, and 
participation in Y and non-Y conferences and training events. Each full-time employee, working 
with their supervisor, should develop and create an Annual Employee Goal Setting Plan.  This plan 
focuses on employee goals for the coming year which include personal development, projects and 
training opportunities and serves as a general guide for obtaining training and development activities, 
learning new skills and taking on new endeavors. Part-time employees may also be eligible to 
participate in training sessions that pertain to the services they provide at the Northern Middlesex 
YMCA. Some training programs will be mandatory, based on the employee’s position. 

All employees may find training modules available on the Y exchange that may be pertinent to their 
field of work here at the Northern Middlesex YMCA at www.ymcaexchange.org. There are 
numerous additional training events, seminars and conferences offered locally, regionally or 
nationally. 

Payment of tuition, registration, fees, travel, and other expenses related to individual growth 
experiences may be made available to regular full-time employees if approved by the supervisor in 
advance. 

Non-exempt employees will get paid for time necessary to attend employee meetings and approved 
professional development programs. The Northern Middlesex YMCA has the right to set a different 
rate of pay for employee time spent in professional development. 

Occasionally the Y may offer limited tuition reimbursement for academic courses. Please speak to 
your supervisor or Human Resources Representative for more information. 

802. Licenses and Certifications 

Certain positions at the Y require specific licenses or certifications, and employees in those positions 
are responsible for maintaining valid licenses and/or certifications in order to continue in those 
positions.  Employees must notify the supervisor immediately of any adverse change in license or 
certification status. Please submit updated licenses and certifications to the supervisor before they 
expire, so that the Y can maintain current records. 

803. Professional Society Dues 

Membership dues may be paid for job related professional societies with the approval of the 
President/CEO. The Y supports employee membership in the YMCA Young Professionals 
Network (YPN) by paying the employee’s dues for the first year. 

804. Recognition of Outstanding Performance 

The YMCA recognizes that outstanding staff is what makes an organization great. The Y strives to 
serve our community through a wide variety of programs and services that support youth 
development, wellness, and social responsibility. Committed, creative and intentional staff helps the 
Y fulfill our mission. 

http://www.ymcaexchange.org/
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The YMCA provides a bonus of $50 to $500 in recognition of staff who through hard work achieve 
in one of the below strategic Y goal areas. Staff must be nominated for the award by a supervisor. 
The Y executive leadership will determine whether to approve the nomination and the value of the 
stipend. 

Nominations can be made at any time for the following achievements: 

Collaboration, Community Partnership 

Building community partnerships that allow the YMCA to better serve our community, grow 
revenue, and increase the reach of the Y. Example: Y staff collaborates with another human service 
agency to write a grant and develop a new youth development program. Y staff partners with a local 
business to offer a corporate wellness program. 

Innovation 

The YMCA must be constantly looking for new opportunities to grow, to improve programming, 
and realign resources to better serve future business models. Innovative staff is constantly looking 
for new opportunities, ways to make improvements, and eliminate waste. Example: Y staff 
proposes a new creative use of space to introduce a new wellness program. Business office finds a 
new service that cuts cost and improves efficiency. 

Program Growth 

A healthy Y is constantly growing and adapting to emerging business opportunities. Y staff that 
develop new revenue generating programs are key to a strong Y. Example: New water exercise 
program increases annual revenue by $5000 and grows membership. Childcare program opens a new 
classroom. 

Philanthropy 

YMCA staff plays a very important role in the philanthropic success of the organization. Y staff who 
are committed to supporting the philanthropic efforts of the Y by creatively telling the Y story, 
engaging in fund raising efforts, and providing strong cases for program impact assure that the 
YMCA is able to serve all in our community. Example: Y staff creates a program video that is used 
to promote giving at the Y. Staff develops a task force that results in a positive fund raising event. 

Outstanding Commitment to the Mission 

Employees who exemplify the Y’s mission in their day to day engagement with members, colleagues, 
and program participants. Positive role models who inspire others and those that step up, help out 
and exude positive energy. 

805. Performance Appraisals 

Performance appraisals may be conducted annually at the discretion of the Y. Performance 
appraisals focus on work results and skills. Appraisals also indicate areas of strength and areas for 
improved performance and personal growth. At this time, the employee and supervisor will create 
the Annual Employee Goal Setting Plan for employee development. 
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900. BENEFITS FOR FULL TIME EMPLOYEES 

901. Benefits Overview 

The Y offers a comprehensive range of employee benefits to provide for the health and welfare of 
full-time employees and their dependents. Eligibility for some benefits may depend on the number 
of hours worked. There may be a waiting period for some benefits following employment in an 
eligible class. Temporary employees are not eligible for Y benefit programs. The benefits offered 
include the following: 

• Holidays 
• Paid Time Off 
• Jury Duty Leave 
• Bereavement Leave 
• Healthcare Plan (Medical, Dental, Vision, Prescription) 
• Life Insurance/Accidental Death and Dismemberment Insurance (including Voluntary Life 

Insurance) 
• Long-Term Disability Insurance 
• Short-Term Disability Insurance 
• Retirement Plan 
• Flexible Spending Account 
• Section 125 Premium Conversion Plan 
• YMCA Membership 
• Professional Dues 
• Nancy Meyers Emergency Assistance Fund 
• Worker’s Compensation 
• Unemployment Compensation 
• Social Security/Medicare 

More specific information regarding coverage, rules of eligibility, and other terms and conditions for 
benefits provided through third-party vendors are described in the Summary Plan Descriptions 
provided to each eligible employee. The formal plan documents and insurance policies, which are 
the ultimate source of authority for eligibility and for all benefit determinations and all other rights, 
remedies and liabilities to these benefits, are available for examination at the employee’s request. The 
policies and procedures set forth in the formal plan documents and insurance policies control and 
supersede anything stated in this Handbook. Benefits which the Y offers directly, rather than 
through a third-party provider, are described in more detail in this section. 

902. Holidays 

The Northern Middlesex YMCA is typically closed in observance of the following six (6) holidays 
each year: 

New Year’s Day 
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Memorial Day 
Independence Day 
Labor Day 
Thanksgiving 
Christmas 

A holiday schedule will be published each year indicating the dates the Y will close for each holiday. 

Full-time employees scheduled to work at least thirty (30) hours per week are eligible for holiday 
pay. The employee will receive holiday pay for the number of hours the employee is normally 
scheduled to work that day. If a holiday falls on a day the employee is not scheduled to work, the 
employee will not receive holiday pay. In order to be eligible for holiday pay, the employee must be 
at work or on an approved, paid absence on the scheduled workdays immediately preceding and 
following the holiday. 

Part-time, seasonal, temporary, and casual employees are not eligible for holiday pay. 

The Y maintains regular business hours on the days preceding and following holidays, and 
employees are expected to work their normal hours unless on an approved absence. 

903. Paid Time Off 

The Northern Middlesex YMCA offers paid time off to all regular full-time employees who work at 
least thirty (30) hours per week. Paid time off may be used for any reason, including but not limited 
to vacation, illness of the employee or a family member, personal business, inclement weather, or 
religious or commemorative observance. 

Part-time, seasonal, temporary, and casual employees are not eligible for paid time off. 

Amount of Paid Time Off 

Regular full-time employees hired before January 1, 2019 and scheduled to work at least forty (40) 
hours per week accrue paid time off based on length of service, as follows: 

Completed Length of Service Bi-Weekly Accrual Rate Annual Equivalent 
   
30 days 5.85 hours 19 days (152 hours) 
3 years 7.38 hours 24 days (192 hours) 
5 years 8.92 hours 29 days (232 hours) 
10 years 9.23 hours 30 days (240 hours) 

Regular full-time employees hired on or after January 1, 2019 and scheduled to work at least forty 
(40) hours per week accrue paid time off based on length of service, as follows: 

Completed Length of Service Bi-Weekly Accrual Rate Annual Equivalent 
30 days 3.69 hours 12 days (96 hours) 
1 year 5.85 hours 19 days (152 hours) 
3 years 6.46 hours 21 days (168 hours) 
5 years 7.38 hours 24 days (192 hours) 
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10 years 7.69 hours 25 days (200 hours) 

Regular full-time employees scheduled to work at least thirty-five (35) hours per week but less than 
forty (40) hours per week accrue as above, but the accrual rate will be pro-rated based on the 
employee’s scheduled hours per week. 

Regular full-time employees scheduled to work at least thirty (30) hours per week but less than 
thirty-five (35) hours per week accrue paid time off based on length of service, as follows: 

Completed Length of Service Bi-Weekly Accrual Rate Annual Equivalent 
30 days 2.77 hours 72 hours 
2 years 3.23 hours 84 hours 
5 years 3.69 hours 96 hours 

For an employee who comes to the Northern Middlesex YMCA directly from another YMCA, 
continuous full-time service with the prior YMCA will be included in the calculation of length of 
service for purposes of PTO accrual. 

The paid time off accrual rate will increase during the pay period of the employee’s relevant 
anniversaries. 
 
An employee may request up to 5 days of PTO before it is accrued as follows: 

• IT IS NOT AN EXTENSION OF PAID LEAVE.   
• THE NEED FOR PTO IS DUE TO UNEXPECTED FAMILY OR MEDICAL/HEALTH EMERGENCY. 
• THE EMPLOYEE HAS MANAGED THEIR PTO RESPONSIBLY.   
• PTO MUST BE APPROVED BY A SUPERVISOR AND HR.  
• EMPLOYEE MUST AUTHORIZE IN WRITING THE DEDUCTION FROM THE FINAL PAYCHECK IF 

THERE IS A NEGATIVE PTO BALANCE AT TIME OF SEPARATION.    

Requesting Accrued PTO  
PTO for planned absences must be submitted for supervisor approval through the payroll system. 
Planned absences must be approved in advance by a supervisor.  Employee must submit PTO 
requests as far in advance as possible, a minimum of three weeks advanced notice is required for 
PTO request of one week or greater.  
 
Employee request will not be granted for the following reasons:  

• EMPLOYEE HAS NOT REACHED HIS/HER 3 MONTH ANNIVERSARY. 
• EMPLOYEE DOES NOT HAVE ADEQUATE PTO EARNED. 
• THE EMPLOYEE REQUESTED PTO WILL CAUSE UNDUE HARDSHIP AS A RESULT OF PRESSING 

NEEDS OF THE OPERATION AND/OR JOB DUTIES, SEASONAL NATURE OF JOB 
RESPONSIBILITIES, OTHER MEMBERS OF THE ORGANIZATION/DEPARTMENT HAVE 
APPROVED PTO AT THE SAME TIME, EMPLOYEE HAS NOT PROVIDED SUPERVISOR ADEQUATE 
TIME TO SECURE COVERAGE OF DUTIES, OR OTHER CIRCUMSTANCES WARRANT THE DENIAL 
OF THE PTO REQUEST.  

• EMPLOYEE (NON-EXEMPT) IS USING PTO FOR UNSCHEDULED HOURS OR TO COMPENSATE 
FOR UNEXCUSED ABSENCE AND/OR TARDINESS. 
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The employer can and will request employee PTO be used during shutdown/slowdown of program 
and/or operations and decrease in job duties.  The employer can require employees to use 
accumulating PTO at any time it deems necessary to adequately manage business operations.  

Exempt employees must use paid time off in increments of one-half day (4 hours). Non-exempt 
employees using paid time off must use a minimum of one hour. 

Extended Sick Leave Bank 

If an employee has accrued but unused PTO at the end of the calendar year, up to one (1) week of 
PTO will be added to an Extended Sick Leave Bank (ESLB). An employee may accumulate up to 
thirty (30) days in the ESLB (240 hours for an employee scheduled to work at least 40 hours per 
week, pro-rated for employees scheduled to work fewer hours). An employee who is eligible for 
Family and Medical Leave may use ESLB time for this purpose; see the Family and Medical Leave 
policy below for more details. 
If the employee has accrued but unused PTO at the end of the calendar year and has the maximum 
number of hours in the ESLB, the employee may carry over up to one (1) week of PTO. Any 
additional PTO will be forfeited at the end of the calendar year. Exceptions to this policy can be 
made by the CEO when unexpected demands on an employee’s job responsibilities make it 
extremely difficult for the use of PTO over a prolonged period of time.   

Termination of Employment 

At the time of termination, any paid time off taken but not accrued will be deducted from the final 
paycheck. In the event of a layoff or a resignation with sufficient notice, pay will be granted for 80% 
of accrued but unused paid time off. Paid Time Off in the ESLB or carried over from the prior 
calendar year will not be included in the final payout. No accrued but unused paid time off will be 
paid to individuals with less than six months’ service, whose employment has been terminated for 
any reason, or who resign without sufficient notice. Sufficient notice is considered to be four weeks 
for exempt employees and two weeks for non-exempt employees, provided to the supervisor in 
writing. Use of paid time off will not be approved during the notice period. 

904. Inclement Weather and Unplanned Facility Closure  

The Y will make every effort to continue operations during inclement weather, power failures, or 
other disruptions; therefore, all employees are expected to make reasonable and prudent efforts to 
attend work; essential staff (building maintenance and child care) are expected to make every effort 
to report to work, consistent with the employee’s safety. In the case of severe conditions, the 
President/CEO or a designee may make the decision to close the facility. Employees can receive 
inclement weather information from the Y app or by calling the Y’s phone number, 860-347-6907, 
and selecting 6 for the inclement weather line. 
 
If the Y facility is closed for a full day due to inclement weather or an unplanned event it is expected 
that non-essential exempt and non-exempt full time employees will work remotely when possible.  
An exempt or non-exempt full time employee can also use PTO if they choose to take the day off or 
work a partial day. Full time employees whose job does not allow for remote work will be paid for 
the hours they had been scheduled for the day, for a maximum of two days in a calendar year. Any 
additional inclement weather days will require the use of PTO.  If the Y facility opens later than 
normal or closes early non-exempt full time and part time employees will be paid for actual hours 



NORTHERN MIDDLESEX YMCA EMPLOYEE HANDBOOK 

  40 

worked.  
 
If the Y is open, non-essential employees who do not report for work must use available PTO 
unless they have been granted advanced approval by a supervisor to work remotely. Non-exempt 
employees must document all work hours in the payroll/timekeeping system.   

An employee who is not able to work the full scheduled hours either on-site or from home will be 
expected to use available PTO to make up the full scheduled hours; if a non-exempt employee has 
no PTO available, the time will be unpaid. 

905. Jury Duty 

A full-time employee who is called to jury duty will be entitled to be compensated for serving for a 
period of up to five (5) days within a calendar year. The employee will be paid only for days on 
which the employee is scheduled to work and will be paid for the scheduled number of hours. If 
required to serve beyond this time, employees may use available Paid Time Off to minimize any 
income loss. Part-time and temporary employees are not eligible for paid time off for jury duty. 

The employee must provide a copy of the jury duty summons to the supervisor in advance. On days 
when the employee is excused or are released before noon by the court, the employee is expected to 
report to work. During the assignment time, the employee must also remain in contact with the 
supervisor. 

906. Bereavement Leave 

In the event of a death in the employee’s immediate family, a full-time employee may take up to 
three (3) days of bereavement leave with pay as needed to attend the funeral and make personal 
arrangements. The immediate family is defined as the employee’s spouse, civil union partner, or 
domestic partner, parent, child, sibling, grandparent, grandchild, niece, nephew, step-parent, or step-
sibling; the parent, child, sibling, or grandparent of the employee’s spouse, civil union partner, or 
domestic partner; the employee’s child’s spouse, civil union partner, or domestic partner; any child 
for whom the employee is legal guardian; or any member of the employee’s household related by 
blood or marriage. 

Part-time, seasonal, temporary, and casual employees are not eligible for paid bereavement leave. 

907. COBRA Continuation of Insurance Coverage 

If an employee participates in the Y’s health insurance plan, then the employee and covered 
dependents may have the opportunity to continue health insurance benefits for a specified period 
under the provisions of the federal Consolidated Omnibus Budget Reconciliation Act (COBRA) 
when coverage for the employee and covered dependents would otherwise end because of a 
qualifying reason. 

In the event of divorce, legal separation, or a child's loss of dependent status, the employee or a 
family member must notify the plan administrator within sixty (60) days of the occurrence of the 
event. 

The plan administrator will notify the individuals eligible for continuation coverage of their right to 
elect COBRA continuation coverage and provide information on the procedure for electing 
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coverage. Individuals who receive COBRA benefits will be required to make premium payments 
according to the Y’s COBRA procedure, or else coverage will terminate. 
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1000. BENEFITS FOR PART-TIME AND FULL-TIME EMPLOYEES 

1001. Benefits Overview 

The Y provides the following benefits to part-time and full-time employees; however, some benefits 
have eligibility requirements, which are briefly described below. You may contact the Human 
Resources Office for more information and enrollment information, if necessary. 

• Retirement Plan 

• YMCA Membership 

• Nancy Meyers Emergency Assistance Fund 

• Worker’s Compensation 

• Unemployment Compensation 

• Social Security/Medicare 

1002. Y Membership 

Northern Middlesex YMCA employees are provided with a Y family membership at no charge as 
well as discounts on Y programs.  
 

Employment Category: Exempt 

Regular  
Full-Time Non-
Exempt 

Regular  
Part-Time 
Non-Exempt 

Temporary/ 
Casual On-Call/ 
Volunteer 

Membership Level FitPlus FitPlus Regular Regular 
Program Discount 

• Premium Camp 

• Birthday Party 

• All other programs 

 
50% 
50% 
75% 

 
50% 
50% 
75% 

 
25% 
25% 
25% 

 
N/A 

Annual Discount Limit $2,500 $1,000 $500 N/A 

Benefits Begin At hire At hire Individual at 
hire, family after 
3 months  

 

Individual at hire, 
family after 3 
months 

Family Membership Benefit 

The family membership benefit provides the employee and all eligible dependents of the employee 
with access to YMCA facilities at no charge. For more information on available facilities, 
membership policies, and the definition of eligible dependents, see the Northern Middlesex YMCA 
membership materials or ask a member of the Membership staff. 

Program Discount Voucher Benefit 

• Employees and their eligible dependent family members may use the Program Discount 
Voucher for all programs except those conducted by the Ingersoll Center For Children, the 
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Schwarz Men’s Residence, Personal Training, and programs with very limited capacity or 
significant expense to the organization. 

• An employee who has no eligible dependents may use this benefit for extended family 
members (parents, adult children, grandchildren, siblings, nieces, and nephews). For 
purposes of this benefit, the Fitness Plus Center is considered a program. 

• Part-time employees may use the Program Discount Voucher for the Fitness Plus Center. 

• The discount on premium camp programs will be offered for one child per summer. The 
employee or family member will be required to pay any additional fees unique to that camp 
program. 

• For Aquatics programs, employees must register at the front desk (not on-line) during the 
second week of registration. 

• Program cancelations and refunds will be handled according to the standard Program 
Refund Policy for members. 

• The Program Discount Benefit cannot be combined with the Financial Assistance benefit 
available to members. The employee must choose to use either the Program Discount 
Benefit or the Financial Assistance benefit. 

• Employee voucher is deemed null and void at the time of resignation or termination from 
employment or if an employee becomes an on-call employee.   

Eligibility 

A temporary or casual on-call employee, must work at least once in every 30 day period in order to 
continue to qualify for the Membership Benefit. If there are no hours worked for 30 days, the 
individual may purchase a membership, or the membership will be terminated. 

An exempt employee who leaves the Northern Middlesex YMCA employment in good standing (i.e., 
resigns with adequate notice or is laid off) after at least ten years of service will be awarded free 
membership for life, as long as he or she resides in the Northern Middlesex YMCA service area and 
follows membership rules and policies. 

Usage 

Employees may use the Y facilities as a member before or after their work day or during lunch, as 
long as this does not interfere with their assigned work schedule. Non-exempt employees must 
punch out when stopping work to use the fitness facilities. The President/CEO can revoke  
membership privileges for current and past employees or family members for inappropriate and/or 
unsafe conduct. 

1003. Nancy Meyers Emergency Assistance Fund 

In honor of Nancy Meyers, former Northern Middlesex YMCA Vice President for many years, we 
have developed an emergency assistance fund to help our employees who may be faced with a 
financial emergency. To apply, please write a letter explaining why a specific amount of money is 
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needed and submit letter to HR. A committee will review the submission to determine eligibility. 
Your letter will be confidential. Our hope is to make this money go as far as it can in helping our 
employees through a difficult period. Employees are limited to one request per year and three 
requests during their tenure. Employees must have at least six months of continuous employment to 
apply. The committee has the right to deny requests and will often provide a combination of a no 
interest loan and grant. Payment is never made to the individual. 

1004. Workers Compensation 

The State of Connecticut requires that employers carry workers’ compensation coverage. This is 
designed to provide you with benefits for any injury you may suffer in connection with your 
employment. Under the provisions of the law, if you are injured while at work, you are eligible to 
apply for workers’ compensation. Should you need to file a claim for a job-related injury, speak to 
your supervisor IMMEDIATELY so proper claims forms can be completed and filed. Any work 
related injury must be reported within 24 hours or your workers’ compensation claim may 
be denied, and the cost of the medical treatment would be under your medical insurance, if 
any. 

1005. Unemployment Compensation 

If an employee becomes unemployed or laid off through no fault of his or her own, he or she may 
be eligible to receive unemployment compensation. The Y pays a premium to the appropriate 
governmental entity responsible for paying this benefit. Information concerning unemployment may 
be obtained by contacting a local unemployment insurance office. 

1006. Social Security/Medicare 

Social Security (Old Age, Survivors, Disability and Medicare Hospital Insurance) is provided for all 
wage earners, subject to the Social Security Act. Under the Social Security Act, a percentage of an 
employee’s pay is deducted, and the Y makes a contribution credited to the employee. 
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1100. LEAVES AND EXTENDED ABSENCES 

1101. Leaves of Absence – General Policies 

The Y offers several types of leave of absence to employees who have a qualifying need for such a 
leave. This section covers policies which apply to Family and Medical Leave, Pregnancy Leave, and 
Personal Leave. The following sections provide information on specific types of leave. 

The employee must request any leave of absence in writing, as far in advance as possible. In an 
emergency, the employee is expected to contact the Y by telephone within one (1) or two (2) 
business days of learning of the need for leave, or as soon as practicable, and to follow up in writing. 

A leave of absence of more than thirty (30) days may affect time off accrual. Typically the employee 
must use all available Paid Time Off before taking unpaid leave. An employee may not use Paid 
Time Off that has not yet been accrued for a leave of absence. PTO accrual will be prorated, based 
on hours worked while on Intermittent FMLA. 

An employee will not receive holiday pay for a holiday which falls during a leave of absence, unless 
the day before and the day after the holiday are taken as approved paid time off. 

Employees on leave should contact the supervisor at least two (2) weeks before the end of the leave 
to inform the Y of their availability to return to work. Failure to return from leave, or failure to 
contact the supervisor on the scheduled date of return, may be considered a voluntary termination 
of employment. 

A leave of absence which is covered under worker’s compensation insurance or disability insurance 
may run concurrently with Family and Medical Leave, Pregnancy Leave, Parental Leave, or Personal 
Leave, where applicable. 

1102. Family and Medical Leave 

Employees may be eligible for up to twelve (12) weeks of leave per year under the federal Family 
and Medical Leave Act of 1993 (“FMLA”). To be eligible, employees must have completed one year 
of service (which need not be consecutive) and have worked at least 1,250 hours in the twelve (12) 
month period preceding the request for leave. The Y will calculate the FMLA year on a rolling basis, 
looking back on the relevant time period to determine the amount of leave available. 

Employees may also be eligible for up to sixteen (16) weeks of leave per two-year period under the 
Connecticut Family and Medical Leave Act (“CTFMLA”). To be eligible, employees must have 
completed one (1) year of service (which need not be consecutive) and have worked at least 1,000 
hours in the twelve (12) month period preceding the request for leave. 

If an employee is eligible for both federal and Connecticut Family and Medical Leave, the two types 
of leave will run concurrently. 

The employee must use all accrued Paid Time Off and then use all available Extended Sick Leave 
Bank time. This time will be treated as part of the Family and Medical Leave and will not extend the 
total amount of FMLA leave available. The remainder of FMLA leave will be unpaid. If the 
employee qualifies for disability insurance benefits, Paid Time Off and Extended Sick Leave Bank 
time will be used to supplement the insurance payment, not to replace it. 
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Leave may be taken for the following reasons: 

• The birth of a son or daughter; 

• The placement of a son or daughter through adoption or foster care; 

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

• Under the CTFMLA only, to care for a civil union partner or the parent of the employee’s 
spouse or civil union partner; 

• The employee’s own serious health condition; 

• To care for a spouse, child, parent, or next of kin (or under the CTFMLA, civil union 
partner or parent of the employee’s spouse or civil union partner) who is a member of the 
Armed Forces, including a member of the National Guard or Reserves, who is undergoing 
medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise 
on the temporary disability retired list, for a serious injury or illness. (26 weeks of leave for all 
types of FMLA leave in a 12 month period are available in this case); or 

• Under FMLA only, a qualifying exigency arising out of the fact that a spouse, son, daughter, 
or parent is on active duty, or has been notified of an impending call to active duty status, in 
the Armed Forces in support of a contingency operation (“qualifying exigency”). 

The Y may require certification and possibly recertification of the need for leave for a serious health 
condition, military caregiver leave, or leave for a qualifying exigency. When leave is requested, the 
employee will be provided with detailed information regarding the requirements for certification and 
recertification. 

The employee’s health insurance and other employee benefits continue during approved Family and 
Medical Leave under the same conditions as if the employee continued to work. The employee must 
make arrangements with the Y to pay the employee premium during the leave for any benefit plan, 
such as health insurance, which requires an employee premium. If the employee does not return to 
work after leave is exhausted, the Y may collect from the employee all of the health insurance 
premiums it paid on the employee’s behalf during the leave. 

Employees may be eligible under certain circumstances for either reduced leave (working fewer 
hours per day than normally scheduled) or intermittent leave (taking leave on non-consecutive days). 
If such leave is taken, the employee may be transferred to another  similar position during the term 
of the leave where necessary. 

Upon return to work at the end of an approved leave of absence, the employee will be reinstated to 
the original or to an equivalent position, with equivalent pay, benefits, and other terms of 
employment. However, if the employee would have lost his or her position due to a work force 
reduction and/or layoff during the leave period, the employee will not be entitled to reinstatement 
to the pre-leave or an equivalent position. 

Leave to care for a new child must be completed within twelve (12) months of the birth or 
placement of the child. 

Spouses employed by the same employer are limited to a total of twelve (12) weeks of FMLA leave 
in any twelve (12) month period, or sixteen (16) weeks of CTFMLA leave in any twenty-four (24) 
month period, if the leave is taken for the birth, foster care placement or adoption of a child, or for 
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the serious health condition of a parent. Spouses are also limited to a total of twenty-six (26) weeks’ 
leave during the one (1) year period for military caregiver leave. These limits do not apply in the case 
of leave for other reasons. Each spouse may be entitled to additional leave for other qualifying 
reasons under the Act, such as the employee’s own illness or for the serious illness of the employee’s 
child. 

1103. Pregnancy Leave 

The Y will grant a reasonable leave of absence without pay to an employee who is unable to 
continue working as a result of a disability relating to pregnancy, in accordance with all applicable 
laws. 

In addition, if an employee needs a reasonable accommodation due to pregnancy, childbirth, or 
needing to breastfeed or express milk at work, the Y will provide such an accommodation unless it 
will create an undue hardship for the Y. An employee who would like to discuss a reasonable 
accommodation or would like more information should speak with her supervisor or Human 
Resources Representative. 

The employee’s health insurance and other employee benefits continue during approved Pregnancy 
Leave of up to thirty (30) days, under the same conditions as if the employee continued to work. 
The employee must make arrangements with the Y to pay the employee premium during the leave 
for any benefit plan, such as health insurance, which requires an employee premium. If the employee 
does not return to work after leave is exhausted, the Y may collect from the employee all of the 
health insurance premiums it paid on the employee’s behalf during the leave. If Pregnancy Leave 
lasts longer than thirty (30) days, employee benefits may be terminated; the employee will be offered 
COBRA coverage for eligible plans and may be reinstated to eligible insurance plans upon return to 
work. 

1104. Personal Leave 

In certain circumstances, the Y may approve a personal leave of absence without pay, but with 
continuation of health insurance and other employee benefits, for a period of up to thirty (30) days. 
Examples of qualifying reasons for a personal leave of absence include a serious health condition of 
the employee or an immediate family member where FMLA leave is not available or has been 
exhausted; matters related to family violence of which the employee is a victim; required court 
attendance; or other urgent personal business. The Y may consider the length of service, the reason 
for the requested leave, the length of leave requested, the impact on the department, and any 
applicable laws in deciding whether to approve a request for a personal leave of absence. 

The employee’s health insurance and other employee benefits continue during approved Personal 
Leave of up to thirty (30) days, under the same conditions as if the employee continued to work. 
The employee must make arrangements with the Y to pay the employee premium during the leave 
for any benefit plan, such as health insurance, which requires an employee premium. If the employee 
does not return to work after leave is exhausted, the Y may collect from the employee all of the 
health insurance premiums it paid on the employee’s behalf during the leave. If Personal Leave lasts 
longer than thirty (30) days, employee benefits may be terminated; the employee will be offered 
COBRA coverage for eligible plans and may be reinstated to eligible insurance plans upon return to 
work. 
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1105. Military Service 

When you are called or recalled or voluntarily enlist for active duty, or are subject to National Guard 
or Reserve training, the Y provides a military leave of absence without pay. Re-employment rights 
correspond with those provided in federal and state laws. 
If you are a full-time employee who is on a military leave, the Y will pay the difference between 
regular salary and pay received while on duty for a maximum of two weeks per year. Alternatively, a 
full-time employee may opt to take vacation, personal and/or sick leave and keep the military pay.  
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1200. ENDING Y EMPLOYMENT 

1201. Ending Y Employment 

Employees who choose to resign from their employment with the YMCA are asked to do so in 
writing to the supervisor. Employees who resign without sufficient notice (two weeks for non-
exempt employees and four weeks for exempt employees) will not be eligible for payment of 
accrued but unused paid time off. See the Paid Time Off policy for more information. 

At the time of separation for any reason, the employee must return all Y owned property, including 
keys, identification cards, and badges, no later than the last day of work. Any confidential or 
proprietary information should also be returned, and no copies should be retained. 

Separating employees may contact the YMCA Retirement Plan at 1-800-RET-YMCA to find out 
about options with regard to their retirement accounts. Employees participating in the Y’s medical 
insurance plans will be provided with information regarding COBRA coverage. 

It is important to provide the Y with any address changes after separation so that year-end tax 
information (Form W-2) and other correspondence can be sent. 

The employee’s complimentary Y membership will end as of the last day of employment. The 
separating employee may speak to the Welcome Center regarding continuing membership. 
 
 
 



 

 

NORTHERN MIDDLESEX YMCA 

Putting Our Mission to Work 
Strengthening the Foundations of Community through Youth Development, Healthy Living 

and Social Responsibility. 
 

 
 Y volunteers and staff are committed to: 
 
 Teach youth positive life skills, values, and an ethic of service through: 

➢ Leading by example 
➢ Building personal relationships 
➢ Programs with purpose 

 
 
 Support and strengthen families through: 

➢ Nurturing healthy relationships 
➢ Dependable caring leadership 
➢ Family fun 

 
 
 Develop health in spirit, mind and body through: 

➢ Providing professional guidance 
➢ Encouraging acceptance 
➢ Promoting balanced lives 

 
 
 Offer quality experiences that are affordable and efficiently managed through: 

➢ Financial assistance 
➢ Effective partnerships 
➢ Continuous improvement 

 
 
 Encourage participation by all members of our community through: 

➢ Embracing diversity 
➢ Caring about each person 
➢ Engaging volunteer leadership 

 
 
 Create an environment where everyone aspires to be their best through: 

➢ Setting high expectations 
➢ Practicing personal integrity 
➢ Celebrating achievement 
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Acknowledgement of Receipt and Understanding of Employment Handbook 

 

I have received the Employee Handbook of the Northern Middlesex YMCA. I have read the 
Employee Handbook and have been given an opportunity to ask questions of my supervisor and/or 
Human Resources Office with respect to any information contained in the Employee Handbook. 

I understand that the Employee Handbook, and any provisions contained therein, are not intended 
to be a contract of employment and that either I or the Y may terminate my employment at any time 
for any reason, or for no reason. Any exceptions to the general rule of employment-at-will must be 
in writing signed by the President/CEO. 

I understand that the Y may modify, revise, amend and/or revoke this Employee Handbook or any 
provision contained therein at any time without prior notice. I further understand that the Y may 
implement and enforce policies, practices and procedures that do not appear in this Employee 
Handbook, also without prior notice. 

I also understand that any photos that are taken of me during the course of my employment with 
the Y may be used in future promotional materials 

I have read the Employee Handbook and will abide by the rules of the Y as stated therein. 

I understand that no one at the Y is authorized to promise me anything contrary to the foregoing. 

 

Employee Signature:  ___________________________________________________________  

Printed Name:  ___________________________________________________________  

Date:  ___________________________________________________________  
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