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DISCLAIMER – PLEASE READ CAREFULLY 
 

 
Human resources policies and procedures, by their nature, are constantly under review 
as they are affected by changes in applicable laws, regulations, and economic conditions 
as well as by changes in the ways in which the MetroWest YMCA conducts business.  The 
MetroWest YMCA necessarily reserves the right to modify, revoke, suspend, terminate, 
or change any and all such policies and procedures unilaterally as the association deems 
appropriate, with or without notice, at any time.  The content of this Employee Handbook 
neither creates substantive rights for employees nor changes the at-will employment 
status of employees.  Specifically, employment at the MetroWest YMCA is for an indefinite 
period of time and is terminable at any time with or without cause.  The content of this 
Employee Handbook does not create any contracts or make any promises of any kind to 
employees about the terms and conditions of their employment. It should not be relied 
upon as doing so.  Throughout this document, the “MetroWest YMCA” will be referred to 
as the “Y”.   This disclaimer applies to the entire Employee Handbook. 
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ARTICLE I    PREAMBLE 

The goal of the MetroWest YMCA is to consistently attract, develop, motivate and retain the 
most competent employees possible to aid the Y in the achievement of the objectives of the 
Young Men’s Christian Association. 

ARTICLE II    PURPOSE 

This handbook is established for the purpose of defining and coordinating the personnel 
administration of all individuals employed by the Y.  It is intended to ensure fair and equitable 
treatment of all employees and to promote open communication between supervisors and 
employees.   

It is also the purpose of this handbook to help employees understand what it means to work 
at the Y and to encourage them to improve their competence in the performance of their 
responsibilities. This handbook should serve as a device for helping all employees better 
understand, not only their benefits and privileges, but also their responsibilities and duties as 
employees of the Y. 

ARTICLE III    ADMINISTRATION 

The Board of Directors of the Y employs the President as Chief Executive Officer to whom it delegates 
responsibility for the administration of personnel matters according to an adopted policy.  All 
other employees are employed by the President or his/her designee.  The direct administration 
of this handbook and supervision of all staff, therefore, is the responsibility of the President.  
Responsibility and authority, however, may be delegated to others, as appropriate, by the 
President. The Employee Handbook seeks to: 

a) Inspire the securing and developing of high quality personnel. 

b) Ensure fair and impartial treatment of personnel employed by the Y. 

c) Make available standard personnel procedures, as hereinafter set forth. 

d) Foster the well-being, efficiency, and growth of all employed personnel. 

The Human Resources Committee reviews the Employee Handbook annually; however, policy 
may be unilaterally changed more frequently, or not at all, at the sole discretion of the Board 
of Directors and/or its designees, with or without advanced notice to employees to comply 
with changes in local, State or Federal law and/or Y goals and objectives.   
   

ARTICLE IV    COVERAGE 

SECTION 1.  EMPLOYEES COVERED 

All employees are employees at will and are covered by this handbook and the policies within.  
They include salary exempt, non-exempt, full-time, part-time and seasonal temporary 
employees.  (See the following section.) 

METROWEST YMCA 
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SECTION 2.  DEFINITIONS 

The following definitions apply to this document and will be used throughout. 

A. SALARY EXEMPT – Those employees who are paid a salary and are not subject to 
premium pay for overtime as defined by the Fair Labor Standards Act of 1938, as 
amended (the Act). Employees in the following classifications are “exempt” employees 
as defined by the Act:  Executive, Administrative, Professional or Outside Sales.  An 
employee whose role meets one or more of these classification definitions, may be 
paid on a salary basis, as an exempt employee rather than paid hourly. Exempt 
employees are expected to work beyond their scheduled work hours whenever 
necessary to complete their work without being eligible for or receiving overtime 
compensation.  

B. NON-EXEMPT – Those employees who are paid an hourly rate for all hours worked.  
As defined by the Fair Labor Standard Act, the term “non-exempt employee” refers 
to an employee who by the nature of the work performed is eligible for minimum wage 
and overtime pay under the Fair Labor Standards Act.  In Massachusetts, non-exempt 
employees are paid at one-and-one-half times their hourly rate for hours worked over 
40 hours in a work week. 

C. FULL-TIME – Those employees who work 35 hours or more per week on a regularly 
scheduled year round basis.  They may be designated as exempt or non-exempt.   

D. PART-TIME – Those employees whose regular work schedule, not including 
unscheduled extra work hours he or she may be asked to work, are fewer than 35 
hours per week, on a regularly scheduled year round basis.   

E. SEASONAL OR TEMPORARY – Those employees who are employed for a particular 
period of less than nine (9) months in duration regardless of the number of hours 
worked per week.    

ARTICLE V    EMPLOYMENT 

SECTION 1.   EMPLOYMENT POLICY 

The Y seeks to employ personnel who meet high standards of educational and occupational 
qualifications, who can advance Y objectives, who have capacity for growth and who will 
become an integral part of the Y.  In recognition of the purpose of the Y to serve the needs 
of society, employees should possess a cooperative spirit and hold the good will of their 
associates, the clientele they serve and the public at large.  They should strive to grow and 
to improve their own performance. 

All employment practices shall be based on the purpose and philosophy of the Y and be 
consistent with all applicable laws.  

SECTION 2.  OFFICIAL EMPLOYER 

All employees are covered by the provisions of this handbook and are subject to the policies 
established by the Board of Directors. 
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SECTION 3.   OPEN APPLICATION 

The Y strives to provide the opportunity for promotion within the organization whenever 
possible.  All such promotions are based on the performance of the applicant and his/her 
qualifications for the job. The Y also supports and participates in the open application process 
of the YMCA of the USA for salary exempt staff. The Y encourages employees to recognize 
that reasonable tenure in a position is necessary to both professional development and Y 
goals. 

SECTION 4.   EQUAL EMPLOYMENT OPPORTUNITY STATEMENT 

The Y provides equal employment opportunities (EEO) to all employees and applicants for 
employment without regard to race, creed, color, religion, gender, gender identity, national 
origin, age, mental or physical disability, genetic information, marital status, sexual 
orientation, status as a covered veteran, citizenship, or other protected class in accordance 
with applicable federal, state and local laws. The Y complies with applicable federal, state, 
and local laws governing nondiscrimination in employment, including all terms and conditions 
of employment as well as recruitment, hiring, compensation, promotion, job assignments, 
transfers, demotions, training, leaves of absence, layoff, benefits, termination, and employer-
sponsored activities, including social and recreational programs.  

The Y strives to create a respectful workplace and engaging in any act which illegally 
discriminates against another employee will not be tolerated.  

SECTION 5. NONDISCRIMINATION AGAINST AND ACCOMMODATION OF 
INDIVIDUALS WITH DISABILITIES 

It is the policy of the Y that we will not discriminate against qualified individuals with 
disabilities with regard to any aspect of their employment. The Y is committed to complying 
with the American with Disabilities Act of 1990 and its related Section 504 of the Rehabilitation 
Act of 1973.  The Y recognizes that some individuals with disabilities may require 
accommodations at work.  The Y complies with the Americans with Disabilities Act (ADA) and 
applicable state and local laws providing for nondiscrimination in employment against qualified 
individuals with disabilities.  The Y also provides reasonable accommodation for such 
individuals in accordance with these laws.  It is the Y’s policy to, without limitation: 

1. Ensure that qualified individuals with disabilities are treated in a nondiscriminatory 
manner in the pre-employment process and that employees with disabilities are 
treated in a nondiscriminatory manner in all terms, conditions, and privileges of 
employment. 

2. Administer medical examinations, such as second-medical-opinion or fitness-for-
duty exams, (a) to applicants only after conditional offers of employment have 
been extended and (b) to employees only when justified by business necessity. 

3. Keep all medical-related information confidential in accordance with the 
requirements of the ADA and retain such information in separate confidential files. 

4. Provide applicants and employees with disabilities with reasonable 
accommodation, except where such an accommodation would create an undue 
hardship on the Y. 
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5. Notify individuals with disabilities that the Y provides reasonable accommodation 
to qualified individuals with disabilities, by including this policy in the employee 
handbook and by posting the Equal Employment Opportunity Commission's poster 
on not discriminating against individuals with disabilities and other protected 
groups conspicuously in the break room at the Y’s Framingham Branch and at the 
Family Outdoor Center in Hopkinton.  

Procedure for Requesting an Accommodation Based on a Physical or Mental Impairment 

Qualified individuals with disabilities may make requests for reasonable accommodation to 
Human Resources. On receipt of an accommodation request, the appropriate member of 
management will meet with the requesting individual to discuss and identify the precise 
limitations resulting from the disability and the potential accommodation that the Y might 
make to help overcome those limitations.   

Human Resources in conjunction with the appropriate management representatives identified 
as having a need to know (e.g., the individual's supervisor), will determine the feasibility of 
the requested accommodation, considering various factors, including, but not limited to, the 
nature and cost of the accommodation, the availability of tax credits and deductions, outside 
funding, the facility's overall financial resources and organization, and the accommodation's 
impact on the operation of the facility, including its impact on the ability of other employees 
to perform their duties and on the facility's ability to conduct business. 

The Human Resources Director will inform the employee of the Y’s decision on the 
accommodation request or on how to make the accommodation. 

Procedure for Requesting an Accommodation Based on Religion 

If you require an accommodation for a sincerely held religious practice, please contact Human 
Resources. The Y will work with you to help assess whether your request can be reasonably 
accommodated, taking into account the Y’s business needs, resources, your job description, 
and other relevant factors. If the request imposes an undue hardship on the Y, the request 
for accommodation may not be able to be provided.  

SECTION 6.   PRE-HIRE, MEDICAL EXAMINATION, LEGAL COMPLIANCE, RECORDS 

A. PRE-HIRE - Individuals seeking employment will be required to complete the 
appropriate application form.  All employees will be required to submit to a Criminal 
Offender Record Information (CORI) check and Sexual Offender Record Information 
(SORI) check.  If applicable to the position, an investigation of one’s driving record 
will be required. 

B. MEDICAL EXAMINATION - All job offers may be made contingent upon the successful 
completion of a job-related medical examination designed to determine if the 
prospective employee is capable of doing the essential functions of the job with or 
without “reasonable accommodation”.  The Y provides applicants and employees with 
reasonable accommodation required by, and in accordance with applicable law. 

C. HEALTH SCREENING - Staff may be required to participate in post-employment job-
related physical exams, random drug screening and post-accident drug screening, 
upon request. 



 

[5] 

 

D. LEGAL COMPLIANCE 

1. In cases where state licensing is required, employees must show proof of meeting 
such requirements. 

2. Employees must submit documentation which complies with the hiring procedures 
set forth by the Immigration Reform Act. 

E. RECORDS - All employees, once hired, will be required to complete all forms and 
reporting procedures deemed necessary by the Y’s Finance and HR Departments, 
National YMCA Employee Benefits Administration, and Y USA. 

SECTION 7.   ORIENTATION 

All employees shall participate in a New Employee Orientation program.  Orientations shall be 
offered on a regular basis. 

SECTION 8.   EMPLOYEE TRAINING 

Employees shall participate in appropriate in-service training programs as required.  
Attendance at special training events, conferences, or schools may be authorized by the 
Supervisor after receiving the approval of the President.  

SECTION 9.   ORIENTATION PERIOD 

Notwithstanding your status as an employee-at-will, all employees are subject to a three (3) 
month orientation period ("Orientation Period") during which time you will not be entitled to 
any vacation or sick benefits. Within a few weeks prior to the end of the Orientation Period, you 
will be evaluated to determine whether your employment will continue.  If your employment is 
continued, you will be credited with service from your first day of employment, although earned 
vacation time will not be accrued. Earned sick leave time will be accrued from the first day of 
employment pursuant to the Massachusetts Earned Sick Leave Law. If there are concerns about 
your performance during the orientation period, the orientation period may be extended for an 
additional 1-3 months to determine if you have successfully completed your orientation period.   

The employee’s job performance will be evaluated on an ongoing basis. (See Article VII, 
Section 2) 

Satisfactory completion of the orientation period does not imply a salary adjustment and 
employees who continue to be employed after the orientation period will continue to be 
employed on an at-will basis. 

While all employees will earn sick time during the orientation period, they may not use any 
of their accrued sick time during the orientation period.  

Also, during the orientation period full-time employees may apply for available health benefit 
plans and will be able to go on to such insurances at the appropriate time, and all employees 
are covered by such other insurances as may be required by law.  Employees are not eligible 
to take vacation during the three month Orientation Period of employment without prior 
agreement at time of hire.  
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SECTION 10.   VOLUNTARY CONTRIBUTIONS 

All employees are encouraged to support the YMCA’s philanthropic interests such as the 
Annual Campaign and the United Way. Choosing not to participate or contribute will not reflect 
negatively on the employee. 

ARTICLE VI    CONDITIONS OF EMPLOYMENT 

SECTION 1.    REQUIRED DOCUMENTATION AND TRAININGS 

All employees are required to complete a CORI (Criminal Offender Record Information) 
request form and submit to a CORI record check prior to starting employment and annually 
thereafter.  

All employees are subject to a SORI (Sexual Offender Record Information) record check prior 
to starting employment. 

All employees are required to read, understand and acknowledge understanding of the Child 
Abuse Prevention Policy, Child Abuse Prevention Code of Conduct, Child Abuse Reporting 
Procedures and Social Networking Policy prior to starting employment. (See appendices I, II, 
and III of this Handbook.) 

All employees are required to complete the Child Sexual Abuse Prevention online training prior 
to starting employment and annually thereafter. 

All employees are required to complete the Blood Borne Pathogen training online prior to 
starting employment and depending on the position, certain employees may be required to 
repeat the Blood Borne Pathogen training annually.  

All employees are required to complete the National YMCA New Employee Orientation online 
prior to their start date. 

All employees are required to attend the MetroWest YCMA New Employee Orientation within 
60 days of their hire date.  

SECTION 2.    HOURS OF WORK 

The immediate supervisor is responsible for preparing, approving and supervising the work 
schedule for all of his or her employees. State and Federal Laws regarding hours of labor shall 
govern all such working schedules.  Employees are entitled to a 30-minute unpaid meal break 
when working a period of more than 6 consecutive hours (except for those signing Meal Break 
Waivers). Overtime for non-exempt employees must be approved in advance by the 
supervisor and is computed at one-and-one-half times the employees’ regular hourly rate for 
all hours worked in excess of forty (40) hours in the work week. Please note that seasonal 
summer camp employees are subject to different regulations regarding overtime. Whereas 
hourly paid employees must be paid for all time working on the Y’s behalf, whether on-site or 
remotely, all hourly employees are expressly directed to not take or make work related calls  
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during non-work hours. Similarly, hourly paid employees should not check or send work 
related emails during non-work hours. In the event an hourly paid employee conducts work 
related tasks outside of his or her work schedule without express permission in advance, they 
will be paid for all work so performed, but will also be subjected to discipline for violating the 
policy against performing extra work without prior approval. All hourly paid employees are 
required to keep track of all hours worked in a given work week and must provide written 
notice to management of any extra hours he or she worked at the end of each week in which 
those extra hours were worked.   

SECTION 3.   PERSONNEL, PAYROLL AND ASSOCIATION RECORDS 

Personnel, payroll and time records of all employees will be maintained in accordance with 
applicable law and Y policy.  Employee records will be kept as confidential as possible.  Only 
those with a need to know will be permitted access to necessary information.   

To ensure personnel records are accurate and up to date, changes to the following can be 
made by the employee in the online payroll system or notify the Payroll Manager in the 
Finance Office immediately if there is any change in the following: Name, Address, Email 
Address, Phone Numbers, Emergency Contact Information, and Tax Exemptions. 

Employees must keep all Y information and documentation confidential. 

The Y maintains personnel files on each employee.  These files contain documentation 
regarding all aspects of the employee's tenure with the Y, such as performance appraisals, 
beneficiary designation forms, disciplinary notices, and letters of commendation, among 
others.  You may review your personnel file on an annual basis.  If you are interested in 
reviewing your file, contact Human Resources.  

As stated above, to ensure that your personnel file is up-to-date at all times, notify Human 
Resources of any changes in your name, telephone number, home address, marital status, 
number of dependents, tax exemptions, emergency contact, beneficiary designations, 
scholastic achievements, the individuals to notify in case of an emergency, and so forth.  The 
Y will notify an employee within 10 days of our placing any information in your personnel file 
that may be used to negatively affect your qualification for employment, promotion, transfer 
or additional compensation. Moreover, the Y will notify you within 10 days of any information 
placed in your personnel file that may reflect the possibility that you could be subject to 
disciplinary action. 

A "personnel record" is a record kept by the Y that identifies an employee and may affect or 
be used to consider that employee's qualifications for employment, promotion, transfer, 
additional compensation or disciplinary action. An employee may request access to his or her 
personnel file on two separate occasions in a calendar year. Additionally, an employee's 
request to review his or her personnel file that originates from a notification of negative 
information added to the personnel record does not count toward the limit of two annually 
permitted reviews.  

SECTION 4.   GARNISHMENT AND WAGE ASSIGNMENTS 

The Y’s policy is consistent with applicable law. 
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SECTION 5.   CONFIDENTIALITY POLICY  

In the course of their job duties with the Y, many employees have access to confidential 
information and records, including registration, membership, medical, personnel, fundraising, 
planning, financial, and business records. Y staff members have a duty to keep information 
confidential. The misuse, unauthorized access to, or mishandling of confidential information 
will result in disciplinary action, up to and including immediate termination of employment. 

SECTION 6.   SECONDARY EMPLOYMENT POLICY 

While employed by the Y, employees are expected to devote their energies to their jobs with 
the Y.  Therefore, employees will not be permitted to engage in the following types of 
secondary employment: 

a) Secondary employment that conflicts with an employee’s work schedule, duties and 
responsibilities 

b) Secondary employment that creates a conflict of interest 

c) Secondary employment that in any manner interferes with performance of the 
employee’s job with the Y 

d) Secondary employment that requires the employee to conduct work or related 
activities on the Y’s property and/or use the Y’s facilities and/or equipment 

e) Secondary employment that directly or indirectly competes with the program or 
financial interests of the Y 

“Secondary employment” includes both self-employment and employment by others.   

Employees who wish to engage in secondary employment that may create a real or apparent 
conflict of interest must submit a written request to their supervisor explaining the details of 
the secondary employment.  The department manager must authorize it in writing and 
forward it to the Human Resources Department for final approval and inclusion in the 
employee’s personnel file. 

Authorization to engage in secondary employment can be revoked at any time.   

SECTION 7.   CONFLICT OF INTEREST POLICY 

Employees should avoid any situation that involves or may involve a conflict between their 
personal interest and the interests of the Y. As in all other duties, employees dealing with 
members, vendors, contractors, competitors, or any person doing or seeking to do business 
with the Y are to act in the best interest of the Y.  Employees are not to receive personal gain 
or incur obligation to others at the expense of the Y.  

Examples of such conflicts include, but are not limited to, the following:  

a) ownership by the employee or by a member of their family with a significant interest 
in any outside enterprise which does or seeks to do business with the Y   

b) staff employed with an outside enterprise that does or is seeking to do business with 
or is a competitor of the Y 
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c) personal benefit from any Y transaction including sale, purchase, rent, lease of 
property, services, or supplies  

d) any other arrangements or circumstances, including family or other personal 
relationships, which might dissuade the employee from acting in the best interest of 
the Y 

e) unauthorized use of materials, equipment, facilities, or other YMCA assets for personal 
purposes 

f) accepting gifts, entertainment, loans, compensation, concessions, or benefits of any 
kind from a supplier to the Y 

Employees should make prompt and full disclosure in writing to their supervisor of any 
potential situation which may involve a conflict of interest.  

The supervisor will discuss the conflict or potential conflict of interest with the designated 
senior manager who will consult with the Human Resource Director to determine the existence 
and nature of the conflict of interest and appropriate course of action.   

SECTION 8.   PUBLIC RELATIONS AND OUTSIDE ACTIVITIES 

While employees are free to exercise their full liberties as citizens, including the right to 
express their personal convictions on social, economic, religious and political issues, they 
must refrain from giving the impression that they are speaking on behalf of the Y.  Only 
authorized individuals may do so. 

It is also Y policy to respect employee privacy concerning activities outside the workplace; 
however, these activities must not pose a conflict, or appear to conflict, with Y interests within 
the meaning of applicable policy and law.  For example, the activities must not interfere or 
appear to interfere with the employee’s or other employee’s workplace safety or performance 
of job duties or impact adversely the Y’s business interest, including the Y’s reputation. 

SECTION 9.   HARASSMENT POLICY 

A.   SEXUAL HARASSMENT POLICY  

Introduction.  The Y depends upon a work environment of tolerance and respect for 
the achievement of its goals. The Y is committed to providing a working environment 
that is free of all forms of abuse or harassment. The Y recognizes the right of all 
employees to be treated with respect and dignity. 

Sexual harassment is a form of behavior that adversely affects the employment 
relationship. State and Federal law prohibit such behavior. Sexual harassment of 
individuals occurring in the workplace or in other settings in which individuals of the 
Y may find themselves in connection with their employment is unlawful and will not 
be tolerated by the Company. The Y also condemns and prohibits sexual or other 
harassment by any applicant, client, vendor or visitor. 

Because the Y takes allegations of sexual harassment seriously, we will respond 
promptly to complaints of sexual harassment and where it is determined that 
inappropriate conduct has occurred, we will act promptly to eliminate the conduct and 
impose such corrective action as is necessary, including disciplinary action where 
appropriate, including discharge. 
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It is important to note that while this policy sets forth our goals of promoting a 
workplace that is free of sexual harassment, the policy is not designed or intended to 
limit our authority to discipline or take remedial action for workplace conduct which 
we deem unacceptable, regardless of whether that conduct satisfies the definition of 
sexual harassment. 

 Definition of Sexual Harassment. Sexual harassment does not refer to purely 
voluntary social activities. It refers to behavior which is not welcomed by the 
employee, which is personally offensive to him or her, and which undermines morale 
and/or interferes with the ability of the employee to work effectively. While it is not 
possible to list all of the circumstances that may constitute sexual harassment, 
depending upon the totality of the facts, including the severity of the conduct and its 
pervasiveness, following is a list of situations that could constitute sexual harassment: 

a) verbal abuse of a sexual nature; 

b) use of sexually degrading words; 

c) jokes or language of a sexual nature; 

d) conversation or gossip with sexual overtone; 

e) obscene or suggestive gestures or sounds; 

f) sexually-oriented teasing; 

g) verbal comments of a sexual nature about an individual's appearance or sexual 
terms used to describe an individual; 

h) inquiries into one's sexual experiences; 

i) discussion of one's sexual activities; 

j) comments, jokes or threats directed at a person because of his/her sexual 
preference; 

k) unwelcome and repeated invitations (for lunch, dinner, drinks, dates, sexual 
relations); 

l) demand for sexual favors accompanied by an implied or overt threat concerning 
an individual’s employment status or promises of preferential treatment; 

m) physical contact such as touching, hugging, kissing, stroking, fondling, patting, 
pinching or repeated brushing up against one's body; 

n) deliberate bumping, cornering, mauling, grabbing; 

o) assaults, molestations or coerced sexual acts; 

p) posting or distributing sexually suggestive objects, pictures, cartoons or other 
materials; 

q) sexually-oriented letters or notes; 

r) sending offensive or discriminatory messages or materials through the use of 
electronic communications (e.g., electronic mail, including the Internet, voice mail 
and facsimile) which contain overt sexual language, sexual implications or 
innuendo, or comments that offensively address someone's sexual orientation; 

s) staring at parts of a person's body; 

t) sexually suggestive gestures, leering; and 
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u) condoning sexual harassment. 

Sexual harassment is not limited to prohibited behavior by a male employee toward a 
female employee. Sexual harassment can occur in a variety of circumstances. Here 
are some things to remember: 

a) A man as well as a woman may be the victim of sexual harassment, and a 
woman as well as a man may be the harasser; 

b) The harasser does not have to be the victim's supervisor; 

c) The victim does not have to be of the opposite sex from the harasser; 

d) The victim does not have to be the person at whom the unwelcome sexual conduct 
is directed. The victim may be someone who is affected by the harassing conduct, 
even when it is directed toward another person, if the conduct creates an 
intimidating, hostile, or offensive working environment for the co-worker or 
interferes with the co-worker's work performance. 

Individual Responsibilities.   Each individual of the Y is personally responsible for: 

a) ensuring that his/her conduct does not sexually harass any other employee or 
person with whom the employee comes in contact on the job, such as an outside 
vendor; 

b) cooperating in any investigation of alleged sexual harassment by providing any 
information he/she possesses concerning the matter being investigated; 

c) actively participating in efforts to prevent and eliminate sexual harassment and to 
maintain a working environment free from such discrimination; and 

d) ensuring that an employee who files a sexual harassment claim or cooperates in 
an investigation may do so without fear of retaliation or reprisal. 

The Rule.   The Y does not tolerate sexual harassment. It is, therefore, against the 
policy of the Y for any individual, male or female, to harass another individual sexually, 
that is, by making unwelcome sexual advances, requests for sexual favors, or other 
uninvited verbal or physical conduct of a sexual nature when: 

a) submission to such conduct is made either implicitly or explicitly a term or condition 
of an employee's employment; 

b) submission to, or rejection of, such conduct by an individual is made the basis for 
employment decisions affecting the employee; 

c) such conduct has the purpose or effect of interfering with an individual's work 
performance; or 

d) a hostile or intimidating work environment is created for the employee, or 

e) such conduct has the purpose or effect of interfering with an individual's work 
performance. 

It is also against the policy of the Y for an individual to sexually harass any person 
with whom the employee comes in contact on the job or to engage in any harassment 
or inappropriate or unprofessional conduct in the workplace. 
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Retaliation.  Retaliation against an individual for filing a complaint of sexual 
harassment or against any individual for cooperating in an investigation of a sexual 
harassment complaint is against the law. 

Violation of Policy.   Any individual violating this policy will be subject to appropriate 
discipline, including possible discharge. 

B. SEXUAL HARRASSMENT PROCEDURES FOR COMPLAINTS 

Complaint.  The Y has designated a Sexual Harassment Grievance Officer. The current 
Sexual Harassment Grievance Officer is the Human Resources Director. He/She can be 
reached at 508.879.4420, ext. 24.  

If any individual believes he or she has been subjected to sexual harassment, the 
individual should initiate a complaint by contacting the Sexual Harassment Grievance 
Officer as soon as possible. The individual should file the complaint promptly following 
any incident of alleged harassment. The individual should be aware that the longer the 
period of time between the event giving rise to the complaint and the filing, the more 
difficult it will be for the Sexual Harassment Grievance Officer to investigate what 
occurred. The individual will be requested to write out his or her complaint to document 
the charge. 

If an employee prefers to discuss a possible sexual harassment problem with his or her 
supervisor, the employee may always do so, but employees do not have to go through 
the regular chain of supervision when reporting sexual harassment and may go directly 
to the Grievance Officer. 

Investigation.  On receiving the complaint, the Sexual Harassment Grievance Officer 
or the Chief Operating Officer will promptly investigate the matter. If after the 
completion of this preliminary investigation it is determined that there is reasonable 
cause for finding a violation of this policy, the Y will notify the complainant and the 
charged employee of the finding orally.  The charged employee will be requested to 
respond to the complaint.  Additional investigation will be made to the extent 
appropriate in each case.  This process will be confidential to the extent consistent with 
an effective investigation, subject to the business needs of the Y. 

Decision.  After the response of the charged individual has been made, and any further 
investigation that may be warranted has been carried out, the Y will make a final 
decision.  If the Y finds that the allegations in the complaint have been established by 
the investigation further action will be taken. 

C. STATE AND FEDERAL AGENCIES  

The Massachusetts Commission Against Discrimination (“MCAD”), located at 436 
Dwight Street, Room 220, Springfield, MA 01103 (413) 739-2145, One Ashburton 
Place, Room 601, Boston, MA 02108 (617) 994-6000, or 455 Main Street, Worcester, 
MA 01608 (508) 799-8010 is responsible for enforcing the Massachusetts Sexual 
Harassment Law, and the U.S. Equal Employment Opportunity Commission (“EEOC”) 
is responsible for enforcing the federal law prohibiting sexual harassment. The EEOC is 
located at JFK Federal Office Building, Government Center, Room 475, Boston, MA 
02203.  They may be contacted at the above addresses.  A complaint to the MCAD 
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must be filed within 300 days.  A complaint under the federal law should be filed within 
300 days. 

D. PROHIBITION OF OTHER FORMS OF DISCRIMINATORY HARASSMENT 

It also violates this policy to create a hostile work environment on the basis of race, 
creed, religion, mental or physical disability, national origin, color, ancestry, gender, 
gender identity, age, marital status, citizenship, veteran’s status, genetic information, 
sexual orientation, or other protected class. Determination of whether particular 
conduct is subject to disciplinary action under this policy is made on an individual basis, 
in light of all the facts and circumstances.  The following are examples of behaviors, 
which to the extent they make fun of, denigrate or are based on or directed toward an 
individual’s or group’s race, creed, religion, mental or physical disability,  national 
origin, color, ancestry,  gender, gender identity, age, marital status, citizenship, 
veteran’s status, genetic information, sexual orientation, or other protected class; may 
constitute harassment under this policy.  This is not an exhaustive list: 

a) Jokes, comments or innuendos 

b) Epithets or slurs 

c) Display of objects, posters, cartoons or pictures 

d) Displaying, sending, forwarding, downloading or otherwise distributing 
materials via Internet, computer or e-mail 

e) Other verbal or physical conduct that shows hostility or aversion 

While harassing conduct is unlawful only if it affects tangible job benefits, interferes    
unreasonably with work performance or creates an abusive or hostile work 
environment, this policy forbids harassing conduct even when it does not rise to the 
level of a violation of law.   

SECTION 10.   CONFLICT RESOLUTION POLICY 

The employer recognizes there will be problems and disagreements regarding any term or 
condition of employment in the normal work environment. Employees should avail themselves 
of the Harassment Policy (Section 9, page 9-13) procedures for any concerns falling within 
the scope of that section.  For all other concerns, they should reference this section. 

It is expected that supervisory staff will recognize and strive to expeditiously and equitably 
resolve employee concerns brought to their attention.  Employees shall follow the appropriate 
guidelines in seeking a resolution.  In general, the guidelines are: 

Step I: 

Employees are expected to discuss their concerns with their immediate supervisor to 
the extent they feel comfortable doing so. 

Step II: 

Should the concern remain unresolved, the supervisor and/or employee will arrange 
for a meeting with the next level of supervisor for all involved parties to discuss the 
concern. When possible, the meeting should take place within the next five (5) 
working days.  
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Step III: 

If the matter is still unresolved, the employee may present concerns to the Human 
Resource Director and/or Chief Operating Officer for review. 

Step IV: 

If the situation warrants, the matter will be presented to the President of the Y and 
the decision of the President shall be final.  

SECTION 11.   WHISTLEBLOWER POLICY 

All Y employees are encouraged to report either orally or in writing to their immediate 
supervisor, or alternate line of authority, all evidence of activity by a Y employee that may 
constitute:  

a) Corporate Fraud; 

b) Unethical Business Conduct; 

c) A violation of State or Federal law; or 

d) Substantial and specific danger to the employee’s or public’s health and 
safety. 

Any Y employee who in good faith reports such incidents as described above will be protected 
from threats of retaliation, discharge, or other types of discrimination including, but not 
limited to, compensation or terms and conditions of employment that are directly related to 
the disclosure of such reports.  In addition, no employee may be adversely affected because 
the employee refused to carry out a directive which, in fact, constitutes corporate fraud or is 
a violation of State or Federal law. 

Any employee who wants to report evidence of alleged improper activity as described above 
should contact his/her immediate supervisor, or that supervisor’s manager.  Instances where 
the employee is not satisfied with the supervisor or manager’s response, or is uncomfortable 
for any reason addressing such concerns to their supervisor or the manager of such 
supervisor, the employee may contact the President of the Y.  If the employee is 
uncomfortable for any reason contacting the President, the employee may contact the chair 
of the Audit Committee of the Board of Directors.  Employees are encouraged to provide as 
much specific information as possible including names, dates, places, and events that took 
place, and the employee’s perception of why the incident(s) may be a violation.  Anonymously 
written or telephone communications will be accepted.  Employees who choose to identify 
themselves will receive a reply to their report within twenty (20) working days or as soon as 
practicable thereafter. 

CHIEF EXECUTIVE OFFICER  AUDIT COMMITTEE, CHAIR                                             
Richard MacPherson, President  Dan Romano                                               
MetroWest YMCA    Gray, Gray & Gray                                                      
280 Old Connecticut Path   150 Royall Street, Suite 102                                       
Framingham, MA  01701   Canton, MA  02021                             
508.879.4420, ext. 27   781.407.0300 

SECTION 12.   SAFETY AND SECURITY 

All employees have an obligation to support and abide by any safety or security programs 
that may be instituted. 
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Security is everyone’s responsibility. Be alert.  If you have any questions about unauthorized 
personnel or other security matters, report your concerns immediately to your supervisor.   

Safety Policy.  The personal safety and health of each employee of the Y is of primary 
importance. To the greatest degree possible, management will provide all mechanical and 
physical facilities required for personal safety and health in keeping with the highest 
standards. 

The Y will maintain a safety and health program conforming to the best practices of 
organizations of this type. To be successful, such a program must embody the proper attitudes 
toward injury and illness prevention on the part of both supervisors and employees. It also 
requires cooperation in all safety and health matters, not only between supervisor and 
employee, but also between each employee and his fellow workers. Only through such a 
cooperative effort can a safety record be established and preserved in the best interest of all. 

Our objective is a safety and health program that will reduce to a minimum the number of 
disabling injuries and illnesses, not merely in keeping with, but surpassing, the best 
experience of other operations similar to ours. 

SECTION 13.   EMPLOYMENT OF RELATIVES POLICY 

Employing relatives has the potential to create real or perceived conflicts of interest. It may 
also result in favoritism or partiality toward an employee, whether real or perceived. 

Relatives of employees are not to be employed in a position that entails direct supervision 
where one relative reports to the other. Relatives may also not be employed to occupy a 
position in the same line of authority (i.e., chain of command) where a relative can initiate or 
directly participate in an employment action. Relatives are defined as follows: parents, 
children, spouse, siblings, domestic partners, and family members or employees living in the 
same household. 

The Y prohibits Management from engaging in romantic relationships with non-management 
employees.  Relationships between Management and non-management employees raise 
issues of equity, fairness, and favoritism, and therefore will not be permitted.  If the Y 
becomes aware of any such relationship, both parties will be interviewed, and if they wish to 
continue the relationship, one of the employees may be asked to pursue other positions or 
opportunities within the Y. 
   
Relationships between non-management employees are not addressed by this policy.  
However, if a relationship between employees results in disruptions in the workplace, or 
disrupts performance, the matter will be addressed as appropriate, and discipline may be 
imposed. 

Any exception to this policy must be approved by the President or other designated member 
of management, who will determine whether the working relationship would create a conflict 
of interest or the appearance of favoritism. 

SECTION 14.   REFERENCE CHECK POLICY 

The policy of the Y is to provide only the dates of employment and the descriptions of the 
jobs performed about current or former employees.  
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If a current or former employee requests that additional information be provided, and the Y 
feels that providing the additional information would be acceptable under the circumstances 
and/or according to state law, the employee will be required to sign a release authorizing the 
Y to disclose such additional information to prospective employers or others.  

Employment information and references may only be provided by staff with firsthand 
knowledge of the employee’s work and who have been in a direct supervisory role to the 
employee or serve as a senior manager to the employee’s supervisor. 

SECTION 15. SOLICITATION, DISTRIBUTION & ACCESS POLICY  

Non-employees should not be present on Y property except as an incident to membership or 
as a visitor or guest authorized by Y administration. Persons not employed by the Y may not 
solicit or sell, or distribute any literature on Y property for any purpose at any time, nor come 
on Y property for such purposes. 

Employees may not solicit or sell, or distribute any literature on Y property at any time in the 
working areas of the Y, and/or when the person soliciting or the person being solicited is on 
working time. Working time is the time employees are expected to be working and does not 
include rest, meal, or other authorized breaks. Non-working areas include the break room 
and lobby.   

Y employees may not solicit or sell, or distribute non-work-related literature to any visitor at 
any time for any purpose.  

The above restrictions apply to solicitations and distributions on behalf of organizations, 
including charitable organizations, with the limited exception of campaigns or programs in 
support of or sponsored by the Y. 

SECTION 16.   BULLETIN BOARDS 

The bulletin boards at any of the Y’s locations are the property of the Y. They are an unofficial 
means of communication between the Y, employees and members. Only authorized personnel 
may post, remove or alter items on the board. All such postings must be approved by the 
Branch Executive. 

SECTION 17.   DRESS CODE 

All employees are required to wear a name tag or other form of approved staff identification 
100% of the time, including while working in a program operating off-site.    

It is expected that all employees will dress in a neat, appropriate manner for their position. 
Please refer to company and/or department specific dress code policies. 

SECTION 18.  DRUG-FREE WORKPLACE POLICY 

It is the policy of the Y to provide a drug-free workplace for all of its employees. 

Accordingly, the Y hereby notifies every employee that the manufacture, distribution, 
dispensation, possession or use of a controlled substance is prohibited when in the employ 
of the Y. 
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Violation of this policy shall result in a disciplinary action, including, but not limited to, 
suspension and/or termination. 

The purpose of establishing a drug-free work place is to inform Y employees about: 

a) the serious danger of drug abuse in the workplace; 
 

b) the Y's policy of maintaining a drug-free workplace; 
 

c) the availability of drug counseling, rehabilitation, and employee assistance 
programs; and 

 
d) the consequences of employee drug use in the workplace (see paragraph 3,  

above). 

As stated above, the Y establishes, as a condition of employment, that each employee must 
abide by the drug-free workplace policy; and that each employee must notify the Y within 
five days (5) of any conviction for violation of any federal or state criminal drug law occurring 
in the workplace. 

The Y may require any employee who violates this Policy to participate in an approved drug 
abuse assistance rehabilitation program. 

All employees will be given a copy of this policy to retain and review. 

The Y will make a good faith effort to maintain a drug-free workplace through implementation 
of this policy statement. 

Alcohol & Recreational Marijuana.  Employees are prohibited from using or being under 
the influence of alcohol while performing company business for the Y, while operating a motor 
vehicle in the course of business or for any job-related purpose, or while on company premises 
or a worksite.   

Illegal Drugs.  Y employees are prohibited from using or being under the influence of illegal 
drugs while performing Y business. Employees may not use, manufacture, distribute, 
purchase, transfer or possess an illegal drug while in any Y facilities, or while performing Y 
business.  This policy does not prohibit the proper use of medication under the direction of a 
physician; however, misuse of such medications is prohibited.  

Using, possessing, manufacturing, selling or distributing illegal drugs or drug-related 
paraphernalia while on Company premises or on work time; and possessing or using alcoholic 
beverages on Y premises shall be cause for IMMEDIATE DISMISSAL.  

SECTION 19.  ZERO TOLERANCE FOR WORKPLACE VIOLENCE 

The Y has a zero-tolerance policy concerning threats, intimidation and violence of any kind in 
the workplace either committed by or directed to our employees. Employees who engage in 
such conduct will be disciplined, up to and including immediate termination of employment. 

Employees are not permitted to bring weapons of any kind onto Y premises or to Y functions. 
Any employee who is suspected of possessing a weapon will be subject to a search at the 
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company's discretion. Such searches may include, but not be limited to, the employee's 
personal effects, desk and workspace. 

If an employee feels he or she has been subjected to threats or threatening conduct by a 
coworker, vendor or customer, the employee should notify his or her supervisor or another 
member of management immediately.  

ARTICLE VII    WAGE AND SALARY ADMINISTRATION 

It is the Y’s position to offer a well-balanced compensation program.  The Y strives to pay 
employees fairly in relation to the contribution they make to the Y’s success and within the 
Y’s available resources. 

SECTION 1.   PAY PERIODS 

All employees are paid bi-weekly, which means that there will usually be 26 pay periods in a 
year. 

SECTION 2.   PERFORMANCE APPRAISALS 

Generally, written appraisals reviewing performance for the past year are conducted annually.  
The purpose of the performance appraisal is to provide performance feedback, improve and 
upgrade performance, and discuss objectives of personal growth and job related goals. 
Performance appraisal ratings are based upon productivity and job performance. Although 
annual performance appraisals are intended to be linked to salary increases, they do not 
necessarily imply a salary adjustment.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

Additional performance appraisals may be conducted at the request of either the supervisor 
or the employee.  All performance appraisals are retained in the employee’s personnel file 
and must be signed by both the supervisor and employee. If the employee refuses to sign, 
this will be noted.  Annual performance appraisals normally will be completed as follows: 

 Full-Time Exempt – March 
 Full-Time Non-Exempt – July 
 Part-time Hourly – Anniversary Date 

The Y reserves the right to forego conducting performance appraisals and it further reserves the 
right to alter the timing of any performance appraisals it may decide to conduct. The Y’s decision 
to forego conducting a performance review does not in any way change or alter the at-will nature 
of an employee’s employment.  

SECTION 3.    SALARY ADJUSTMENT 

Salary adjustments are based upon such criteria as performance and results achieved.  The 
Y’s Board of Directors acts in relation to the President’s and Human Resource Committee’s 
recommendations and approves the plan for granting increases.  Salary adjustments will be 
considered and granted in a non-discriminatory manner.   
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ARTICLE VIII    EMPLOYEE BENEFITS 

SECTION 1.   BENEFITS REQUIRED BY LAW 

A. SOCIAL SECURITY – All employees are required to participate in the Federal 
Insurance Contributions Act system known as Social Security.  Employee and 
employer share in the contribution to Social Security in such proportions as mandated 
by law. 

B. WORKERS’ COMPENSATION – All employees are covered against the hazards of 
occupational accidents and illness on the job through compensation insurance as 
required by the State’s Worker’s Compensation Laws.  The employer pays the entire 
cost of insurance. 

C. UNEMPLOYMENT COMPENSATION – All employees are covered by this insurance 
to provide security for those persons unemployed through no fault of their own.  The 
employer pays the entire cost of this insurance. 

D. HEALTH CARE BENEFITS – All full-time exempt and non-exempt employees are 
eligible to participate in a health care benefit plan offered by the employer.  
Participation is optional and the costs will be shared by the employee and the 
employer in a contribution formula subject to annual review.  The employee’s 
contribution of the total monthly premium will be deducted from their bi-weekly 
paycheck on a pre-tax basis. Plan options are available for both health and dental 
coverage. The specific regulations regarding benefits, limits, classifications, 
definitions and general provisions are covered in the summary plan descriptions at 
www.ybenefits.org.  The employee’s participation in any of the plans must be decided 
within the initial 30 days of employment.  The only other time employees may enroll 
or change plans is during the open enrollment period or if there is a qualifying event. 

 Employees who are hired as part time staff that qualify for medical benefits under 
the Patient Protection and Affordable Care Act (PPACA) during the pre-defined look 
back measurement periods will be offered the opportunity to enroll in the medical 
plans offered by the MetroWest YMCA for that year. This qualification under PPACA 
will not change their status as a regular part time employee. Any part-time employee 
whose regularly scheduled work hours are 30 more per week will be eligible for health 
insurance in the same manner as are full-time employees.  

E. FAMILY AND MEDICAL LEAVE ACT (FMLA) 

 Basic Leave Entitlement.  Eligible employees who work for a covered employer can 
take up to 12 weeks of unpaid, job-protected leave in a 12-month period calculated 
as a “rolling” 12-month period measured backward from the date of any FMLA leave 
usage for the following reasons: 

a) The birth of a child or placement of a child for adoption or foster care; 

b) To bond with a child (leave must be taken within 1 year of the child’s birth or 
placement); 

c) To care for the employee’s spouse, child, or parent, who has a qualifying serious 
health condition; 

http://www.ybenefits.org/
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d) For the employee’s own qualifying serious health condition that makes the 
employee unable to perform the employee’s job; 

e) For qualifying exigencies related to the foreign deployment of a military member 
who is the employee’s spouse, child, or parent. 

An eligible employee who is a covered service member’s spouse, child, parent or next of 
kin may also take up to 26 weeks of FMLA leave in a single 12-month period to care for 
the service member with a serious injury or illness. 

An employee does not need to use leave in one block. When it is medical necessary or 
otherwise permitted, employees may take leave intermittently or on a reduced schedule. 

Employees may choose, or an employer may require, use of accrued paid leave while 
taking FMLA leave.  If an employee substitutes accrued paid leave for FMLA leave, the 
employee must comply with the employer’s normal paid leave policies. 

Benefits and Protections.  While employees are on FMLA leave, employers must 
continue health insurance coverage as if the employees were not on leave. 

Upon return from FMLA leave, most employees must be restored to the same job or 
one nearly identical to it with equivalent pay, benefits, and other employment terms 
and conditions.   

An employer may not interfere with an individual’s FMLA rights or retaliate against 
someone for using or trying to use FMLA leave, opposing any practice made unlawful 
by the FMLA, or being involved in any proceeding under or related to the FMLA. 

Eligibility Requirements.  An employee who works for a covered employer must 
meet three criteria in order to be eligible for FMLA leave.  The employee must: 

 Have worked for the employer for at least 12 months; 

 Have at least 1,250 hours of service in the 12 months before taking leave;* 
and 

 Work at a location where the employer has at least 50 employees within 75 
miles of the employee’s worksite. 

*Special “hours of service” requirements apply to airline flight crew employees. 

Requesting Leave.  Generally, employees must give 30-days’ advance notice of the 
need for FMLA leave.  If it is not possible to give 30-days’ notice, an employee must 
notify the employer as soon as possible and, generally, follow the employer’s usual 
procedures. 

Employees do not have to share a medical diagnosis, but must provide enough 
information to the employer so it can determine if the leave qualifies for FMLA 
protection.  Sufficient information could include informing an employer that the 
employee is or will be unable to perform his or her job functions, that a family member 
cannot perform daily activities, or that hospitalization or continuing medical treatment 
is necessary.  Employees must inform the employer if the need for leave is for a 
reason for which FMLA leave was previously taken or certified.  

Employers can require a certification or a periodic recertification supporting the need 
for leave.  If the employer determines that the certification is incomplete, it must 
provide a written notice indication what additional information is required. 
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Employer Responsibilities.  Once an employer becomes aware that an employee’s 
need for leave is for a reason that may qualify under the FMLA, the employer must 
notify the employee if he or she is eligible for FMLA leave and, if eligible, must also 
provide a notice of rights and responsibilities under the FMLA. If the employee is not 
eligible, the employer must provide a reason for ineligibility.  

Employers must notify its employees if leave will be designated as FMLA leave, and if 
so, how much leave will be designated as FMLA leave.  Enforcement 

Employees may file a complaint with the U.S. Department of Labor, Wage, and Hour 
Division, or may bring a private lawsuit against an employer. 

The FMLA does not affect any federal or state law prohibiting discrimination or 
supersede any state or local law or local law or collective bargaining agreement that 
provides greater family or medical leave rights. 

F. AN ACT RELATIVE TO PARENTAL LEAVE –  (Expanded Maternity Leave Law) 
 
An Act Relative to Parental Leave expands the current maternity leave law, G.L. c. 
149, § 105D, which is enforced by the Massachusetts Commission Against  
Discrimination (MCAD). Currently, Massachusetts law requires employers with six or 
more employees to provide eight (8) weeks of unpaid maternity leave for the purpose 
of giving birth or for the placement of a child under the age of 18, or under the age 
of 23 if the child is mentally or physically disabled, for adoption. The new law went 
into effect on April 7, 2015 and expands the current leave law in the following ways: 
 
The Maternity & Parental leave law is now gender neutral. Both men and women are 
entitled to unpaid parental leave. 
 
1. The new parental leave requirement applies to full time employees who have 

completed a probationary period, which cannot be longer than three (3) months, 
or who have worked full time for the employer for at least three (3) consecutive 
months, whichever is shorter.  
 

2. In addition to requiring leaves for births and adoptions of children under the age 
of eighteen (18), or under the age of twenty-three (23) if the child is mentally or 
physically disabled, the new law covers employees intending to adopt a child who 
is placed with them, or who are caring for a child through a court order, for 
example as foster parents. 
 
An employee on parental leave for the adoption of a child shall be entitled to the 
same benefits offered by the employer to an employee on parental leave for the 
birth of a child.  
 

3. If two employees of the same employer give birth to or adopt the same child, the 
two employees are entitled to an aggregate of 8 weeks of leave. 
 

4. An employee seeking leave must provide at least 2 weeks’ notice of the anticipated 
date of departure and the employee’s intention to return.  The employee shall 
notify their employer as soon as practicable if the date of return is delayed for 
reasons beyond the individual’s control. 
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5. If the employer agrees to provide parental leave for longer than 8 weeks, the 
employer must reinstate the employee at the end of the extended leave unless it 
clearly informs the employee in writing before the leave and before any extension 
of that leave, that taking longer than 8 weeks of leave shall result in the denial of 
reinstatement or the loss of other rights and benefits. 
 

6. Employees returning from leave shall be given their same or a similar job, with 
the same status, seniority, pay, and length of service credit, wherever applicable, 
from the date the leave began. 

 
An employer will not be required to restore an employee to the same or a similar position 
if other employees in the same or similar position have been laid off during the employee’s 
leave because of economic circumstances or other operating conditions. An employee on 
parental leave under such circumstances, however, will still retain preferential 
consideration for another position to which he or she may be entitled as of the date of the 
leave. 

Maternity and Parental leave will not affect an employee’s right to receive vacation 
time, sick leave, bonuses, advancement, seniority, benefits, credit for length of 
service, benefits, or other programs or plans that he or she was eligible for when the 
leave began. 

Any employer policy or collective bargaining agreement which provides for greater or 
additional benefits than those outlined in this notice shall continue to apply.  

G. SMALL NECESSITIES LEAVE ACT  (“SNLA”) 
 
POLICY 

Eligibility. Employees that have been employed by the Y for at least twelve (12) 
months and have provided 1250 hours of service to the Company during the previous 
twelve (12) month period of time are eligible for leave under the Massachusetts Small 
Necessities Leave Act (“SNLA.”) 

Purpose and Amount of Leave.  An eligible employee is entitled to 24 hours of    
SNLA leave for any of the following purposes: 

1. To participate in school activities directly related to the educational advancement of 
the eligible employee’s son or daughter, such as parent-teacher conferences or 
interviewing for a new school; 
 

2. To accompany the eligible employee’s son or daughter to routine medical or dental 
appointments or appointments, such as check-ups or vaccinations; or 
 

3. To accompany the eligible employee’s elderly relative to routine medical or dental 
appointments or appointments for other professional services related to the elder’s 
care, such as interviewing at nursing or group homes. 

Twelve Month Period.  The twelve (12) month period shall be the calendar year. 

Intermittent Use of Leave.  Eligible employees may use SNLA leave in increments 
of time of one (1) hour or more. 
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Use of Accrued Leave.  Eligible employees that have accrued vacation, personal or 
sick leave (for medical appointments only) at the time they use SNLA leave will be 
required to use such accrued leave during the time they are on SNLA leave. 

Eligible employees that do not have accrued vacation, personal or sick leave (for 
medical appointments only or as otherwise permitted by the Y) at the time they use 
SNLA leave will receive unpaid leave. 

Return to Work.  An employee that receives SNLA leave will be restored to the 
position he or she held when the SNLA leave commenced. 

PROCEDURES 

Notice.  Eligible employees must request SNLA leave at least seven (7) days in 
advance of the time for which SNLA leave is requested whenever the need for SNLA 
leave is foreseeable.  If the need for SNLA leave is not foreseeable, an eligible 
employee must give the Y notice as soon as practical.  All notices to the Y shall be 
made in writing unless circumstances prohibit written notice. 

Certification.  Each time an eligible employee takes SNLA leave, the eligible 
employees must complete a certification form.  Certification forms are available from 
the Human Resources Office and on the Employee Portal of the Y’s website.  As 
required by law, the certification will be maintained in the eligible employee’s 
personnel file for three (3) years. 

H. BREAKS FOR NURSING MOTHERS - The Y complies with applicable federal and 
state laws regarding breaks for nursing mothers.  Generally, unless otherwise 
provided by law, the Y will provide nursing mothers unpaid reasonable break time to 
express breast milk for a nursing child for one year after the child's birth and each 
time the employee needs to express milk. The nursing mother will be provided a place, 
other than a bathroom, that may be used to express breast milk and that is shielded 
from view and free from intrusion by coworkers and the public. 
 

I. ACT RELATIVE TO DOMESTIC VIOLENCE 
 
Basic Leave Entitlement.  The Act Relative to Domestic Violence (“ARDV”) requires 
employers with 50 or more employees  to provide up to 15 days of unpaid, job-protected 
leave per rolling 12-month period to employees who are victims of domestic violence, 
sexual assault, kidnapping and/or stalking.  The ARDV also provides leave to employees 
who need time off from work due to the abuse of a covered family member, including a 
spouse, domestic partner, individuals having a child in common, child, parent, 
grandparent, grandchild or sibling. 

ARDV Leave Purposes.  ARDV leave must be taken for purposes directly related to the 
abusive behavior, such as seeking or obtaining medical attention, counseling, victim 
services, or legal assistance; securing housing, obtaining a protective order from a court, 
meeting with a district attorney or other law enforcement official; attending a child custody 
hearing; or addressing other issues directly related to the abusive behavior against the 
employee or family member of the employee. 

Employee Responsibilities.  Before taking ARDV leave, an employee must do the 
following: 
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a) Exhaust all of his or her accrued paid time off, including, but not limited to sick 
time, vacation days, and personal time.   

 
b) Provide advance notice of their need for leave whenever possible, unless the 

employee or a covered family member faces imminent danger to his or her health 
or safety.  

 
c) If imminent danger prevents the employee from providing advance notice, the 

employee must notify the employer within three (3) work days that the leave was 
taken or is being taken and was related to one of the covered domestic violence-
related reasons.  If the employee cannot notify the employer himself or herself, a 
family member, counselor, or helping professional may do so on the employee’s 
behalf.  

 
d) The employer may require the employee to provide documentation supporting the 

need for ARDV leave.   
 
Confidentiality.   ARDV information may only be shared: (1) with the employee’s written 
permission; (2) when required to do so by law or in order to cooperate with law 
enforcement; and (3) if the disclosure is necessary to protect the health and safety of the 
employee or coworkers. 

Prohibited Acts by Employer. The employer may not terminate or reduce employment 
benefits based on the use of ARDV leave, and the employer may not discipline an 
employee for unauthorized absences if the employee provides documentation supporting 
the need for ARDV leave within 30 days of the last date absent.  An employer may not 
retaliate against users of ARDV leave.   

SECTION 2.   BENEFITS PROVIDED BY THE YMCA (NOT REQUIRED BY LAW) 

A summary description of each of the following plans or programs will be supplied to all eligible 
employees at the time of hire or as plans are amended or changed. Employees should notify 
the Human Resource Office of any name, address or marital status changes as they relate to 
benefit status and records.  (For more information, contact the Human Resource Office.) 

A. GROUP LIFE, ACCIDENTAL DEATH AND DISMEMBERMENT – This benefit will be 
made available by the employer to all full time (35+ hours) employees. 

B. SHORT TERM DISABILITY BANK–Full time (35+ hours) employees only: See page 
31, Section G, Sick Leave.   

C. LONG TERM DISABILITY – Provided by the employer to all full-time (35+ hours) 
employees. 

D. RETIREMENT FUND – The Y participates in the Y Retirement Fund administered by 
the National Retirement Fund. The Y and participating members are subject to the 
Retirement Fund By-Laws. 

1. As a condition of employment, all employees must be enrolled in the Retirement 
Fund as soon as they are eligible.  Upon eligibility, the employee will receive 
notification along with a packet of information. 
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2. Employees become eligible when they have completed 1,000 hours of service 
during each of any two 12-month periods, beginning with their date of hire 
(“anniversary date”).  These 12 month periods do not have to be consecutive.   

3. Employees are enrolled on the first day of the month following their anniversary 
date, after they complete the service requirement if they are age 21.  If the 
employee’s anniversary date falls on the first of the month, they are enrolled on 
their anniversary date.   

4. If the employee is not yet 21, but has met the service requirement, the employee 
is enrolled on the first day of the month after they turn 21.  If the employee was 
born on the first of the month, they are enrolled on their 21st birthday.   

5. Employees who are vested participants of the Retirement Fund and who transfer 
from another Y will have this benefit continued without interruption at the 
MetroWest YMCA’s contribution rates. 

6. All employees are eligible to participate in a 403(b) Smart Account, a tax deferred 
savings plan, from the first day of employment, regardless of age or hours 
worked.  This account allows employees to save money on a pre-tax basis through 
payroll deduction. Information regarding the 403(b) Smart Account can be found 
in the new hire packet.  

 
E.  HOLIDAYS  

      FULL-TIME (35+ HOURS) EMPLOYEES 

The following holidays are officially recognized by the Y as paid holidays for all full-        
time employees. 

 

 

 

1. In order to be eligible for a holiday, employees must be employed by the Y on the 
date in which the holiday falls. 
 

2. Holidays may not be taken in advance of the actual date of the holiday. 
 
3. Any paid time off taken for holidays other than the eleven (11) stated above must be 

in accordance with policy and approved by the supervisor in advance and charged as 
a vacation day. 

 
4. Based on the needs of the Y, employees may be required to work on the above 

holidays and will be eligible to take a substitute holiday as approved by their 
supervisor during the current calendar year.  Cash shall not be paid in lieu of holiday 
time not taken. 
 

New Year’s Day      President’s Day    Patriot’s Day   
Memorial Day      Fourth of July    Labor Day  
Columbus Day      Veteran’s Day    Thanksgiving 
Christmas Day      Floating Holiday (1)                                      
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5. The employee must be employed on or before June 30 in a calendar year to be eligible 
for the floating holiday in that calendar year. The floating holiday must be approved 
in advance by the supervisor. 

HOLIDAYS:  PART-TIME EMPLOYEES 

Part-time employees who are scheduled to work twenty (20) hours or more per week 
on a regularly scheduled year round basis will be paid for holiday time-off as follows: 

 

 

1. Employees will be paid for holidays that fall on a scheduled workday.    Their pay 
will be calculated based on the number of hours they would be regularly scheduled 
to work on that particular day if it were not a holiday. 

2. Employees will only be eligible for the above holiday time-off pay if they maintain 
a regularly (20) hours or more per week. 

F. VACATION  

The Y believes it is in the best interest of the Y and the employees if employees 
annually take vacation away from their jobs. Employees may be required to use 
vacation time to cover approved leave covered by the Family and Medical Leave Act 
(FMLA), unless that leave falls within an eligible eight (8) week period of Maternity 
Leave under the Massachusetts Maternity Leave Act Guidelines. 

 FULL TIME (35+ HOURS) EMPLOYEES 

During the first calendar year of employment, regular full-time (35+ hours) employees 
who began employment between January 1st and March 31st will be entitled to one (1) 
week paid vacation to be taken after completion of the three (3) month orientation period. 

Regular full-time employees who are employed by the Y on the applicable January 1 
date described below, will be granted: 

1. On January 1 of the calendar year immediately following the calendar year during 
which employment began, two (2) weeks paid vacation.  

 According to the same schedule described above, vacation will later be 
granted as follows: On January 1 of each subsequent calendar year, two (2) 
weeks paid vacation. 

 After completing three full (3) calendar years, three (3) weeks paid vacation;  

 After completing five full (5) calendar years, four (4) week paid vacation;  

 After completing fifteen full (15) calendar years, five (5) weeks paid vacation. 

2. All consecutive years of full-time salary exempt and non-exempt Y employment 
will be counted when determining years of service for this policy. 

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



 

[27] 

 

PART-TIME BENEFIT EMPLOYEES 

Part-time employees who are scheduled to work twenty (20) hours or more per week 
on a regularly scheduled year round basis will be paid for vacation time off as follows: 

1. On January 1st of the calendar year immediately following an employee’s benefit 
eligibility, he/she will be eligible for one (1) week of paid vacation during that 
calendar year, as long as the employee maintains eligibility. 

2. After two (2) full calendar years of eligibility, paid vacation will increase to two 
weeks per calendar year. 

3. The vacation week pay will be equal to the employee’s average work week pay 
for his/her regularly scheduled year round position of employment. 

ALL VACATION ELIGIBLE EMPLOYEES 

In addition to the policies outlined above, the following conditions govern the 
vacation policy for all employees: 

 
1. Vacations are based on the calendar year.  (Vacation time is earned in one 

calendar year to be taken in the following calendar year.) 

2. Employees must complete their three (3) month orientation period before taking 
paid vacation time off. 

3. No more than two (2) consecutive weeks of vacation time off may be taken 
without prior approval by the President. 

4. Vacation time does not carry over from year to year unless approved in writing 
by the President. Vacation must be taken by December 31 of the year in which it 
was granted.  Cash shall not be paid in lieu of vacation time not taken.  

5. A Y recognized holiday falling within an employee’s vacation period will be counted 
as a holiday. 

6. Scheduling vacations is the joint responsibility of an employee and his/her 
supervisor.  All vacation time must be requested in advance in writing, and 
approved by the supervisor.   

7. Vacations cannot be scheduled in increments of less than four hours (i.e. no less 
than one-half (½) day) unless it is being used to cover otherwise unpaid Family 
Medical Leave Act (FMLA) time.  In that case, it may be taken in hourly 
increments. 

8. Full-time employees coming to the MetroWest YMCA from another Y shall receive 
credit for prior years of consecutive full-time service when determining vacation 
allowance.   

9. At the time of separation, employees shall receive compensation for unused 
vacation time.  Vacation will be paid for at the employee’s regular base rate. 
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G. SICK LEAVE                                                                                                

 FULL-TIME (35+ HOURS) EMPLOYEES 

Full-time employees shall be allowed ten (10) days sick leave per year after 
completing one (1) year of employment.  During the first calendar year of 
employment, the employee will have earned three (3) days sick leave after completing 
his/her first ninety (90 days) of employment.  The employee shall then earn one 
additional sick day, to a maximum of ten (10) days, for each month worked after the 
ninety (90) day period.   

Unused sick leave is cumulative from one employment year to the next for use as a 
Short Term Disability Bank as follows: 

Employees will be allowed to carry over sick days, up to sixty (60) days, in a sick 
bank reserve to be used for approved short term disability coverage only.   

No cash or other reimbursement will be given for unused days accumulated in an 
employee’s sick bank at time of separation from Y employment. 

 

PART-TIME EMPLOYEES – MASSACHUSETTS EARNED SICK TIME POLICY 

Accrual of Sick Time. All part time employees shall be eligible to accrue and use 
paid sick time.  Sick time accrues at the rate of one hour for every thirty hours worked 
per calendar year, up to a maximum of forty (40) hours.  Up to forty (40) hours of 
unused sick time may be carried over into the following year.  

 
Use of Sick Time. Part time employees may not use more than forty (40) hours of 
accrued sick time per calendar year. Accrual of sick time begins on the employee’s 
date of hire, but employees may not use such earned sick time until 90 days after 
their start date. 

 
ALL EMPLOYEES (FULL & PART TIME)  – MASSACHUSETTS EARNED SICK 
TIME POLICY 

1. Sick time is provided to allow employees to:  
 

a) care for employee’s own physical or mental illness, injury, or other medical 
condition that requires home, preventative or professional care;  

 
b) care for a child, parent, spouse, or parent of a spouse who is suffering from 

a physical or mental illness, injury, or other medical condition that requires 
home, preventative or professional care;  

 
c) attend routine medical and dental appointments for themselves or for their 

child, parent, spouse, or parent of a spouse; and   
 

Policy for use of STD Bank:                                                                            
1st   – 20th Business days of leave 100% Pay                                      
21st  – 40th Business days of leave   80% Pay                                  
41st – 60th Business days of leave   70% Pay 
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d) address the psychological, physical, or legal effects of domestic violence.  
 

2. Use of sick time for other purposes is not allowed and may result in an employee 
being disciplined. 

 
3. Employees may not use sick time if the employee is not scheduled to be at work 

during the period of use. An employee may not accept a specific shift assignment 
with the intention of calling out sick for all or part of that shift.  

 
4. Earned sick time may be used for full or partial day absences. The smallest 

amount of sick time that an employee can take is one hour. Sick time cannot be 
used as an excuse to be late for work without notice of an authorized purpose.  If 
an employee’s absence from work requires the MetroWest YMCA to call in a 
replacement worker to cover the absent employee’s job functions, the MetroWest 
YMCA may require the absent employee to use an equal number of hours of sick 
time as were worked by the replacement.  

 
Absence Notification Procedures.  

 
1. If an employee determines that the employee needs to be absent, to be late or 

to leave work early, the employee must give advance notice to his or her 
supervisor. Notice should be provided in person, by telephone or e-mail.  

 
2. If the absence is foreseeable (for example, if the employee will be absent to 

attend a previously scheduled appointment), the employee must provide seven 
days advance notice, or more if possible.  

 
3. If the absence is not foreseeable, the employee must provide notice to his or her 

supervisor within thirty minutes of the start of the work day to receive pay for a 
sick day.  However, if an employee’s supervisor requires a specific notification 
policy other than the above mentioned (i.e., childcare and early morning opening 
staff) the employee must follow his/her supervisor’s instructions for reporting 
absences.   

 
4. If notice within thirty minutes of the work day is not feasible due to accidents or 

sudden illness, notice must be provided as soon as practicable.  
 
5. If an employee is going to be absent on multiple days, the employee or the 

employee’s surrogate (e.g., spouse, adult family member or other responsible 
party) must provide notice of the expected duration of the leave or, if unknown, 
provide notice on a daily basis, unless the circumstances make such notice 
unreasonable.  

 
Verification of Use of Sick Time.  

 
1. The MetroWest YMCA will generally require an employee to submit a doctor’s note 

or other documentation from a health care provider to support the use of sick 
time if the absence: 
 
a) exceeds 24 consecutively scheduled work hours or three  consecutive days 

on which the employee is scheduled to work;  
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b.  occurs within two weeks prior to an employee’s final scheduled day of work 
(except in the case of temporary employees); or  

 
c.  occurs after four unforeseeable and undocumented absences within a three 

month period; or 

d. for employees aged 17 and under, the absence occurs after 3 unforeseeable 
and undocumented absences within a 3 month period. 

2. Required documentation must be submitted within seven days of the absence. 
Additional time may be granted for good cause shown.  

 
3. If an employee fails to timely comply with the MetroWest YMCA’s documentation 

requirements, the MetroWest YMCA may recoup the sick time paid from future 
wages.  

 
4. In cases where the MetroWest YMCA has a reasonable belief that the employee’s 

return to work could present a significant risk of harm to the employee or others, 
the employee may be required to provide a fitness for duty certificate prior to 
returning to work. 
 

Company Expectations Regarding Attendance. Employees should remember that 
regular, reliable attendance and timeliness is expected. If an employee is repeatedly 
absent, late or leaves work early for reasons not covered by earned sick time, is 
absent or tardy for more than 40 hours in a year, commits fraud or abuse by engaging 
in an activity that is not consistent with allowable purposes for sick time or exhibits a 
clear pattern of taking sick time on days just before or after a weekend, vacation or 
holiday, the employee may be subject to disciplinary action.  

 
Payout of Sick Time. No compensation will be paid for unused sick leave at the time 
of termination or at the end of any calendar year in which sick time accrued.  
  
Interaction with Other Types of Leave.  If any time off covered under this policy 
is also covered under the MetroWest YMCA’s FMLA, Parental Leave, Domestic Violence 
Leave, SNLA leave or other leave of absence policies, sick time shall run concurrently 
with such leave. Employees may choose to use, and the MetroWest YMCA may also 
require employees, to use earned sick time to receive pay for absences under other 
leave policies if those absences would otherwise be unpaid.  

             
H. PERSONAL EMERGENCY AND BEREAVEMENT LEAVE – Personal leave with pay, 

not to exceed three (3) days in a calendar year, may be granted to full time employees 
for the death of a loved one or critical illness of an immediate family member.  Any 
additional requests for time, must be approved by the President or his designee.  

I. NON-EMERGENCY LEAVE – Leaves with or without pay in excess of three (3) days 
in any one (1) calendar year for personal leave not previously defined may be 
approved by the President and will be considered on a non-discriminatory basis and 
the basis of individual circumstance. 

J. JURY DUTY – Employees who are called for jury duty will receive full pay during this 
period and must return to the Y any compensation received for this duty excluding 
transportation costs. Seasonal or temporary employees will not be eligible for paid 
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leave for jury duty that exceeds their anticipated employment end date. 
Documentation of jury duty must be provided by the employee upon completion of 
such service prior to receiving pay for jury duty leave.  Jury duty will not affect 
vacation earned.  If an employee is dismissed early from Jury Service, he/she must 
report to work if at least four (4) hours remain in his/her regularly scheduled work 
day. 

K. MILITARY SERVICE – If an employee is called or recalled for active duty, the 
employer grants an official leave of absence without pay.  Re-employment rights 
correspond with those provided for under federal and state law. 

 Employees who are in the State or National Military Reserve organizations and are 
required to serve on annual active duty for training, may use their vacation time for 
such training and receive full pay to the limit of allowed vacation time.  Otherwise 
eligible employees receive time off without pay. Employees must submit a copy of 
their military orders with a written request to their supervisor at least one (1) month 
before training date.  Upon return to work, verification of attendance at training must 
be submitted to the supervisor.   

 Employees requesting additional time off or time with pay (other than vacation) must 
have approval in advance from the President. 

L. Y MEMBERSHIP & PROGRAM OPPORTUNITIES 

1. All full-time employees, their spouses and dependent members of their families, 
as well as retired full-time staff living in the Y service area, are granted full 
membership privileges.  Full-time employees, only, will be granted a locker based 
on availability, if requested. 

2. All part-time employees will be granted full membership privileges for themselves 
only.                                  

3. Full-time employees, as well as their spouse and dependent children may enroll 
in Y programs at a reduced rate.  The rate is a discount of 25%. 

4. Part-time employees who work twenty (20) hours or more per week on a regularly 
scheduled year round basis may also receive a 25% discount on classes for 
themselves only. 

5. If normally available at the Y, as space allows and consistent with Child Watch 
Department policies, child watch may be provided for staff during their work 
hours.  

  ARTICLE IX – INCLEMENT WEATHER CLOSING PROCEDURES 

SECTION 1.   GENERAL GUIDELINES   (Inclement Weather Policy available through 
HR or your supervisor) 

1. The Y will make every effort to remain open, contingent upon the safety of 
employees and members. 
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2. Y staff are not to call radio and television stations directly with closing 
information.  Information will be given out by the President or her/his designee. 

3. Employees should contact the Y or their supervisor to determine if the Y is open 
and/or if programs have been cancelled. 

4. Employees who report to work will be paid through the end of their regular shift, 
if the Y closes during the shift. 

5. In all cases, employees shall make the determination to travel if the weather is 
questionable.   

6. If the Y remains open and employees choose not to report to work, employees 
will not be paid.  Benefit eligible employees will be required to use an available 
vacation day or holiday (sick time cannot be used).   

ARTICLE X – EXPENSES AND ALLOWANCES 

Expenses incurred while on Y business shall be recognized as proper charges, if approved 
in advance by the individual’s supervisor. 

a) Reimbursement shall be allowed for taxi fares, toll fees, etc., and private 
automobile mileage at the current IRS rate per mile. 

b) Membership dues and meals will be paid for at service clubs and organizations 
such as Rotary, Lions, Kiwanis, Chamber of Commerce, AYP, etc. only after 
approval of the immediate supervisor and President. 

c) Requested consultative work by the professional staff involving local, regional 
or national Y bodies may be undertaken if approved by the President, and does 
not exceed (5) consecutive working days. Any fees received will be designated 
as income to the Y unless otherwise authorized by the President. 

d) Other requests will be considered and evaluated by the President as the need 
arises. 

e) Expense statement forms along with backup receipts must be submitted to be 
reimbursed for mileage and other approved expenses.                                

ARTICLE XI - SEPARATIONS 

Y employees are employed at-will, meaning that they are subject to termination 
at any time, for any reason, with or without cause or notice.  At the same time, 
employees may terminate their employment at any time for any reason.   

By definition, the term “separation” shall refer to any and all terminations of the 
relationship between an individual whatever classification, as employee and the Y.  The 
employment of any employee may be terminated at any time for any legal reason 
including, but not limited to the following reasons: 
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SECTION 1.  VOLUNTARY SEPARATION 

A. NO CALL / NO SHOW 

When an employee is absent for more than one (1) working day, and such 
absence is not approved in advance or reported by the employee within ½ hour 
of the employee’s starting time of the second scheduled working day, 
employment shall be considered as voluntarily terminated by the employee. 

B. RESIGNATION AND RETIREMENT 

This is a separation resulting from an employee’s voluntary choice, for whatever 
reason.  The Y strongly encourages full-time exempt employees to provide a 
minimum of thirty (30) days written notice of resignation and all other 
employees to provide a minimum of two (2) weeks written notice.    Upon receipt 
of notice from an employee that he or she is resigning, the Y reserves the right 
to relieve the resigning employee of his or her job before the conclusion of the 
notice period. When the Y does so, it shall have no further financial obligation 
to the resigning employee.   

SECTION 2.   INVOLUNTARY SEPARATION 

A. REDUCTION IN WORK FORCE - A reduction in work force refers to 
those separations imposed by the Y due to business reasons including, 
but not limited to economic necessity, operational/program changes, 
reorganization or other reasons requiring a reduction in the number of 
employees.   

B. DISCHARGE - Employees may not be dismissed without prior consultation with 
the department manager’s supervisor and approval of the President or 
designated representative. 

An employee may be dismissed for any legitimate business reason such as 
unsatisfactory performance and/or conduct, which may include incompetence in 
meeting performance standards, failure to complete assigned tasks, loafing, 
incompetence or neglect of duties, misconduct, repeated absence from work, 
repeated tardiness, or any other action which affects job performance.                  

Neither corrective or disciplinary action nor any other provision of this policy 
alters the at-will status of employees or creates a contractual obligation for the 
MetroWest YMCA.  Employees may or may not undergo any or all of the following 
steps in any progression:  

1. A verbal warning which notifies the employee of unsatisfactory 
performance. 

 
2. A written warning stating the infractions.  The employee and supervisor 

must sign.  The warning should include recommended guidelines for 
performance improvements, and a time frame during which improvements 
in performance can be made.  All warnings must be reviewed by the Human 
Resource Director before being placed in the employee’s personnel folder. 
If an employee refuses to sign the warning, this will be noted. 
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C. GROSS MISCONDUCT - Discipline up to and including immediate dismissal will 
result when an employee engages in any of the following examples of gross 
misconduct. 

a) Involvement in child abuse.  

b) Abusive behavior towards a member, program participant, fellow staff 
member or any other guest of the Y. 

c) Use of, or being under the influence of, alcoholic beverages or non-
prescribed and/or illegal controlled substances while at work; or possession 
of non-prescribed and/or illegal controlled substances. 

d) Illegal, immoral or other inappropriate behavior while on duty or on Y 
premises. 

e) Illegal, immoral or other inappropriate actions outside the workplace that 
reflect negatively on the Y, or on the employee’s job function at the Y. 

f) Carrying, using or threatening to use any weapon while on duty or on Y 
premises. 

g) Falsification of Y records, including time cards, customer checks and 
personnel records. 

h) Discrimination against or harassment of a co-worker, supervisor, 
participant/member because of race, creed, religion, mental or physical 
disability, national origin, color, ancestry, gender, gender identity, age, 
marital status, citizenship, veteran’s status, genetic information, sexual 
orientation or other protected class. 

i) Obtaining employment through the use of false statements or information. 

j) Wrongful appropriation for personal use of goods or materials owned by the 
Y. 

k) Breach of the Y Employee Code of Conduct. 

l) Breach of a duty reasonably owed the Y.  

m) Fighting, swearing, or using abusive language while at work. 

n) Violation of safety and security procedures or sanitary rules. 

o) Absenteeism or tardiness without prior notification to supervisor or without 
a valid excuse; excessive absenteeism or tardiness. 

p) Smoking on Y property. 

q) Being insubordinate to a supervisor. 

r) Defaming a Y representative or fellow employee. 

The above list of examples of gross misconduct is not all-inclusive.  

D. SUSPENSION/INVESTIGATORY LEAVE OF ABSENCE - If a situation 
warrants time to evaluate and collect data relative to any employee’s 
performance for gross misconduct which may result in discipline up to and 
including termination, the employee may be put on a paid or unpaid leave of 
absence until all the facts are gathered.  The leave of absence will be 
documented and signed by both the supervisor and the employee. 
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Approval must be given by the President or his/her designee prior to any 
suspension, if practicable, or as soon as possible thereafter.  Once information 
has been collected to the Y’s satisfaction, a meeting will be scheduled with the 
employee to review the incident or infraction. 

1. If, in the Y’s sole discretion, the data does not sufficiently evidence grounds 
for termination, the employee will receive full re-instatement with back 
pay.  A follow-up document will be placed in the employee’s personnel file 
clarifying the situation. 

2. If, in the Y’s sole discretion, the data sufficiently evidences grounds for 
discipline up to and including termination, the employee will be disciplined 
or dismissed immediately without back pay. 

Please Note:  

All employees have the right to appeal his/her dismissal by utilizing the Conflict 
Resolution Policy (Article VI, Section 10, page 16). 

Upon termination, all Y property including, but not limited to keys, badges, files, 
records, membership lists, cell phones, calculators, cameras and Y issued 
clothing, must be turned in, properly accounted for and in good condition.  

No Y representative is authorized to modify this status for any employee or enter 
into an agreement, oral or written, that changes the at-will relationship.  No 
statements made in any agreement, oral or written, change the at-will 
relationship.  No statements made in pre-hire interviews or discussion or in 
recruiting materials of any kind alter the at-will status in any way. 
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APPENDIX I 

 

METROWEST YMCA CODE OF CONDUCT 

YMCA employees will report to their supervisor any indication of or warning signs concerning 
abuse involving a child, inappropriate behavior by an employee/volunteer, AND any instances 
of employees violating this Code of Conduct. YMCA employees who identify suspicious 
behavior or a violation of policy by a fellow employee must report the event immediately to 
their supervisor or if not available, the Branch Executive or Manager on duty, or to the Human 
Resource Department.  Also, as it relates to child protection, all YMCA employees fall under 
the MA guidelines of Mandated Reporting and are mandated by law to report all incidents of 
suspected abuse or neglect of children under the age of 18.   

The MetroWest YMCA has established the following Code of Conduct Policy for all 
MetroWest YMCA employees. 

The MetroWest YMCA reserves the right to take any corrective action it deems appropriate 
where, in its opinion, an employee fails to adhere to the standard of conduct, or in any other 
way acts in contradiction of the interests of the MetroWest YMCA or interferes with the 
relationships between the MetroWest YMCA and its members, its employees, and the general 
public.  Corrective action will generally take the form of progressive discipline (i.e., 
reprimand/suspension/discharge).  However, the seriousness of an employee’s conduct, as 
determined exclusively by the MetroWest YMCA, will determine the severity of any disciplinary 
action. 

1. At all times employees and volunteers are required to adhere to and comply with all 
written and stated policies of the MetroWest YMCA.  This includes the Mission and 
Character Values of Caring, Honesty, Respect and Responsibility.   

2. The MetroWest YMCA does not discriminate or interfere with the lifestyle of its employees, 
however, it does require that in the performance of their job all employees will abide by 
the standards of conduct set forth by the YMCA. 

3. Employees are required to have regular attendance (i.e., to be at work every day); to be on 
time for work (i.e., to be at his or her work station, ready to begin work, at the scheduled 
starting time); to be physically and mentally prepared for the job to be done; to put in a full 
day’s work; to recognize and respond positively to supervision; to learn the job at hand, as 
well as new jobs; to modify work habits and schedules as required; to respond to the 
operational needs of the MetroWest YMCA and the needs of its members; and to cooperate 
with fellow employees and all others with whom work-related interactions occur.     

4. Employees and volunteers must appear clean, neat, and appropriately attired including 
ID badge while on duty.   

5. The YMCA reserves the right to review an employee’s public My Space/Blog/Facebook, 
etc. sites.  Employees may be subject to termination if the sites are deemed inappropriate 
and do not meet YMCA values. 
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The following list identifies by way of examples, but not limited to, a number of typical types of 
conduct for which the more severe penalties of suspension or discharge may be imposed by the 
MetroWest YMCA following the first offense: 

a) Falsification of employment application, personnel record, payroll record, or other 
record. 

b) Obtaining employment through the use of false statements. 

c) Violation of the MetroWest YMCA’s policies prohibiting unauthorized disclosure of 
confidential and proprietary information.  

d) Recruiting YMCA participants to another competitive business or activity.  

e) Theft, wrongful appropriation, and other forms of dishonesty, including, but not 
limited to, the unauthorized use of the MetroWest YMCA’s time, material, equipment, 
or property. 

f) Any conduct that is deemed to be physically, emotionally, verbally or sexually 
abusive. 

g) Discrimination against or harassment of a co-worker, supervisor or 
participant/member because of race, creed, religion, mental or physical disability, 
national origin, color, ancestry, gender, gender identity, age, marital status, 
citizenship, veteran’s status, genetic information, sexual orientation, or other 
protected class.  

h) Inappropriate language, jokes, or sarcasm and/or use of threatening, intimidating, 
coercive, harassing, abusive, or vulgar language, sharing intimate details of one’s 
personal life or engaging in any actual or threatened inappropriate conduct in the 
presence of or directed toward any MetroWest YMCA member, child, parent, 
employee, or others with whom work-related interactions occur, regardless of where 
or when the use of such language or conduct occurs. 

i) Defaming a YMCA representative or a fellow employee. 

j) Insubordination in any form. 

k) Violation of safety and security procedures. 

l) Carrying, use of or threatening to use any weapon while on duty or on the 
premises. 

m) Using, possessing, or being under the influence of alcohol or illegal drugs during 
working hours, or on YMCA property or program sites.   

n) Smoking or use of tobacco on Y property or in the presence of children or parents 
during working hours.   

o) Fighting, horseplay, practical jokes, or other disorderly conduct which either does, or 
has the potential to, result in property damage or injury to a MetroWest YMCA 
employee or others. 

p) Sleeping on the job or otherwise neglecting job duties. 

q)  Engaging in any other conduct which in the MetroWest YMCA’s sole discretion, has a 
detrimental effect on the MetroWest YMCA or its members. 
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                  APPENDIX II 

METROWEST YMCA CHILD PROTECTION POLICY 

The increasing incidence of reported child abuse has become a critical national concern.  This 
is a special concern of the MetroWest YMCA because of our organization’s role as an advocate 
for children and our responsibility for enhancing the personal growth and development of both 
children and adults in all MetroWest YMCA programs.   

Your position with the YMCA may not involve working directly with children, but it is important 
to the YMCA that ALL employees are aware of the expectations and approved conduct for 
employees and volunteers who interact with youth. It is likely that you will encounter children 
and/or youth programs throughout your role at the YMCA, and as a YMCA employee or 
volunteer you are a crucial component of creating an abuse-free zone at the YMCA. Be aware 
of the following requirements regarding conduct with children: 

1. Reference checks on all prospective employees and program volunteers will be conducted, 
documented and filed prior to employment.  A program volunteer is any person who is 
put in place to work at the MetroWest YMCA to assist in any activity on a regular basis, 
including coaches.  
 

2. All employees and program volunteers must have an annual background check (CORI – 
Criminal Offense Record Inquiry).  Employment or continued employment and/or 
volunteer services will be determined based on the information obtained in the CORI 
reports.   

3. In order to protect MetroWest YMCA employees, volunteers and program participants, at 
no time, may a staff person or volunteer be alone with a single child where others cannot 
observe them.  When supervising children, employees and volunteers should space 
themselves in a way that other staff or volunteers can see them.  

4. Within all licensed YMCA programs or other YMCA organized programs where participants 
are under the age of eleven (11), employees shall never leave a child unsupervised. 
Children must always be within sight and sound of an employee. Employees will utilize 
face counts attendance and the “rule of three” (where an employee is one of the three) 
during all transitions. During YMCA programs, all children must be supervised at all times 
in order to prevent sexual contact and aggression. 

a. The “rule of three” specifies that there should always be at least three people 
present – i.e., one employee and two or more children, or two employees and one 
child, NOT three or more children unsupervised. 

5. All employees and program volunteers will complete a Child Abuse Prevention training as 
required by the MetroWest YMCA within the approved time period. 

6. Parental permission must be given to take photos of YMCA participants. Employees are 
not permitted to use personal cell phones to photograph YMCA participants without YMCA 
approval. Employees and volunteers cannot use photographs taken at YMCA programs 
and/or of YMCA participants for purposes other than those directly related to the program 
or to the YMCA.   
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7. Employees and volunteers may not have private outside contact with children they meet 
in YMCA programs or at the YMCA and should never be alone with children they meet at 
the YMCA. Employees and volunteers whose children have relationships with other 
children who participate in YMCA programs should never arrange one on one contacts nor 
put themselves in a position that causes them to be alone with those children. This 
includes babysitting, sleepovers, inviting children to your home and any contact via 
electronic means. Employees and volunteers are expected to notify the YMCA if a pre-
existing relationship with a child or family exists.   

8. Employees are not allowed to contact any YMCA member or program participant under 
the age of eighteen (18) for non-related YMCA communication. This includes, but is not 
limited to, contacts via email, instant messaging, text messaging, cellular/regular phone, 
social networking pages or other communication vehicles.  Employees will not share their 
personal contact information with any children participating in YMCA programs. 

Any and all contact made by the YMCA or on behalf of the YMCA shall be ONLY via 
approved YMCA issued communication accounts, such as, but not limited to, phone/cell 
phone, YMCA email account, YMCA approved/sanctioned social networking page or web 
site. 

9. Restroom supervision for all licensed YMCA programs or other YMCA organized programs 
where participants are under the age of eleven (11):   When multiple children are in the 
bathroom or locker room, YMCA employees will be standing in the doorway so they can 
have at least auditory supervision of the children. This policy allows privacy for the 
children and protection for the employee (not being alone with a child).  The same 
bathroom supervision standards apply to off-site locations as well. 

a) While assisting younger children, doors to the facility must remain open.   
b) No child, regardless of age, should ever enter a bathroom alone on a field trip.   

10. Employees will respect children’s rights to not be touched in ways that make them feel 
uncomfortable, and their right to say “no”.  Other than diapering, children are not to be 
touched on areas of their bodies that would be covered by a bathing suit.  

11. Employees are not allowed to transport children in their own vehicles except for 
emergencies. Should an emergency occur and personal transportation is necessary, a 
second person is required to ride along. In such instances, employees must notify and 
get approval of a management level director before providing transportation.   

12. Employees and volunteers will not give gifts (even small gifts), ask kids to keep secrets, 
or show favoritism to certain children. All will abide by the YMCA’s approved physical and 
verbal guidelines set forth for interactions with youth as outlined in state guidelines and 
YMCA trainings (regarding sitting on laps, frontal hugs, secrets, tickling, etc). 

13. In a licensed program, under no circumstances should employees release children to 
anyone other than the authorized parent, guardian, or other adult authorized by the 
parent or guardian (written parent authorization on file with the YMCA). Drop-off and 
pick-up procedures must always be followed.  If there is any doubt regarding the identity 
of the person picking up, ID will be required. For all other programs, employees are 
expected to follow all department specific procedures for child pick-up.   

14. Employees may not date program participants under the age of 18 years of age. 

15. Employees should never abuse children, including: 

        Physical abuse: strike, shake, slap 
Verbal abuse:  humiliate, degrade, threaten 
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  Sexual abuse:  inappropriate touch, exploitation, verbal exchange 
   Mental abuse:  shaming, withholding love, cruelty 

  Neglect:  withholding/forcing food, water, basic care, etc. 

16. Employees must use positive techniques of guidance, including redirection, positive 
reinforcement and encouragement rather than competition, comparison and criticism.                                        

a) Employees will have age appropriate expectations and set up guidelines and 
environments that minimize the need for discipline.                                              
 

b) Physical restraint (supportively holding a child in the least restrictive way) is used only 
in pre-determined situations (necessary to protect the child or other children from 
imminent danger. All incidents must be immediately reported to your supervisor, 
parent notified (always maintaining confidentiality) and documented.  

17. Employees should report any concerns about a child’s physical condition, noting any 
fever, bumps, bruises, burns, etc. to a management level director.  Questions or 
comments will be addressed to the parent or child in an open-ended, non-threatening 
way.  Any questionable marks or responses will be documented and reported to a 
management level director. 

18. Employees shall respond to children or families with respect and consideration and treat 
all children or families equally regardless of race, creed, religion, mental or physical 
disability, national origin, color, ancestry, gender, gender identity, age, marital status, 
citizenship, veteran’s status, genetic information, sexual orientation, or ability to pay.  
Care will be given to respect children’s special needs.  

19. Employees are expected to serve as positive role models for youth by exhibiting 
professionalism in all interactions, portray an attitude of respect, loyalty, patience, 
courtesy, tact, maturity and always maintain the confidentiality of children and families. 

20. Employees are required to read and sign all policies related to preventing, recognizing, 
responding, and documenting and reporting child abuse and attend trainings on the 
subject, as instructed by a supervisor. 

21. Employees and volunteers must be free of physical and psychological conditions that 
might adversely affect children’s physical or mental health.  If in doubt, an expert should 
be consulted. 

22. The MetroWest YMCA has an open door policy, which encourages parents to drop by and 
observe at any time the program their child is participating in.    

 

 

 

Revised 02/21/2012 
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APPENDIX III 

METROWEST YMCA CHILD ABUSE REPORTING PROCEDURES 

The MetroWest YMCA advocates a positive guidance and discipline policy with an emphasis on 
positive reinforcement, redirection, prevention, and the development of self-discipline.  At no 
time will the following disciplinary techniques be tolerated:  physical punishment, striking, 
biting, kicking, squeezing, shaming, withholding food or restroom privileges, confining 
children in small locked rooms or verbal or emotional abuse.  Affectionate touch and the warm 
feelings it brings is an important factor in helping a child grow into a loving and peaceful adult.  
However, YMCA staff and volunteers need to be sensitive to each person’s need for personal 
space (i.e., not everyone wants to be hugged).  The YMCA encourages appropriate touch; 
however at the same time it prohibits inappropriate touch or other means of sexually 
exploiting children. 

In the event that there is an accusation of child abuse, the YMCA will take prompt and 
immediate action as follows: 

1. At the first report or possible (probable) cause to believe that child abuse has occurred, 
the employed staff person it has been reported to will notify the program director, who 
will then review the incident with the YMCA President, or his/her designate.  However, if 
the program director is not immediately available, this review by the supervisor cannot in 
any way deter the reporting of child abuse by the mandated reporters.  Most states 
mandate each teacher or child care provider to report information they have learned in 
their professional role regarding suspected child abuse.  In most states, mandated 
reporters are granted immunity from prosecution. 

2. The YMCA will make a report in accordance with relevant state or local child abuse 
reporting requirements and will cooperate to the extent of the law with any legal authority 
involved. 

3. In the event the reported incident(s) involve a program volunteer or employed staff, the 
President will, without exception, suspend the volunteer or staff person from the YMCA. 

4. If appropriate, the parents or legal guardian of the child(ren) involved in the alleged 
incident will be promptly notified in accordance with the directions of the relevant state or 
local agency. 

5. Whether the incident or alleged offense takes place on or off YMCA premises, it will be 
considered job related because of the youth-involved nature of the YMCA. 

6. Reinstatement of the program volunteer or employed staff person will occur only after all 
allegations have been cleared by DCF to the satisfaction of the persons named in #1 above 
and EEC, if relevant. 

7. All YMCA staff and volunteers must be sensitive to the need for confidentiality in the 
handling of this information, and therefore, should only discuss the incident with the 
people directly involved. 
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APPENDIX IV 

 
SOCIAL NETWORKING POLICY 

OPENING STATEMENT: 

Families entrust their children to the MetroWest YMCA’s care for childcare, day camp, 
afterschool and other youth programs. Our promise to these families is that we will provide a 
safe environment in which all participants are treated in a caring, honest, respectful and 
responsible way. Our mission charges us to “build a healthy spirit, mind and body for all.”  

THE METROWEST YMCA CODE OF CONDUCT FOR PERSONAL WEB SITES AND WEB-
LOGS (BLOGS) AND OTHER SOCIAL NETWORKING SITES: 

As a paid YMCA employee, it is every staff member’s responsibility to deliver on the Y’s 
promise and mission and to project and further the mission. This includes all dealings with 
the community, inside and outside the workplace, both on and off duty. It is the responsibility 
of any Y employee to avoid any inappropriate speech or behavior in the presence of our 
community members at all times. No one should have reason to be offended or embarrassed 
by a YMCA staff member’s speech, appearance or conduct.  

The YMCA’s code of conduct and personnel policies detail the Y’s expectations and your 
responsibilities as a staff member; however the advent of personal web sites and blogs and 
other social networking (i.e. Facebook, Twitter) as well as other forms of technology have 
increased our exposure and the risks to our reputation. For this reason, the YMCA has 
developed these standards of behavior in electronic and virtual public forums.  

Your YMCA telephone answering message, voicemail, personal website, email address, text 
messages, blog posts and Facebook interactions are all accessible to the community at large. 
Therefore, they must be consistent with the YMCA’s mission and values.  

Employees are responsible for the content of all text, audio or images that are placed or sent 
over the Internet. Fraudulent, abusive, profane, harassing or obscene messages are expressly 
prohibited. No messages with derogatory or inflammatory remarks about an individual’s or 
group’s race, religion, national origin, physical attributes or sexual orientation may be 
transmitted. Information transmitted should not violate or infringe upon the rights of others.  

If you choose to post a personal website, or to participate in social media, (i.e. 
Facebook) chat rooms or blogs, the following guidelines must be followed:  

1. The YMCA Code of Conduct stipulates that staff members are prohibited from arranging 
outside contact with members or program participants in YMCA related activities who are 
under the age of eighteen (18). Under no circumstances should an employee encourage 
access or provide access information to his or her personal website or blog to a teen member 
or program participant under the age of (18) eighteen.  

2.  The use of photos, logos or images of the YMCA or its programs is prohibited.  
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3.  If you use the YMCA’s name (including names of camps or other programs) in any such 
communication, you should be especially careful to support and certainly not harm or ridicule 
the YMCA’s image or mission and it must be approved by an executive director prior to 
posting.  

4.  YMCA staff must uphold the YMCA’s value of respect for the individual and avoid making 
defamatory statements about YMCA supervisors, employees, members, participants, clients, 
partners, affiliates and others including competitors.   

5.  Your personal website should be marked “private,” so only the people that you have invited 
may access your page. As an employee, you are prohibited from inviting YMCA youth 
(campers, program participants, members, etc. under the age of 18) to access your website.  

6.  Any personal website, blog or Facebook interaction should not contain commentary that 
violates the YMCA’s policies on harassment or discrimination.  

7.  You are solely responsible for any legal liability arising from or relating to the content from 
your personal website and/or blog.  

8.  Any opinion referencing the YMCA, its programs, members, participants, staff or 
volunteers, etc.,  must include a disclaimer stating that the views expressed are yours alone 
and that they do not necessarily reflect the views of the YMCA. (Sample: “Unless otherwise 
noted, the views expressed are mine alone and not those of my employer.”) 

9.  Media inquiries: If a member of the media contacts you about any YMCA post or discussion 
thread, you are to forward that media inquiry to the MetroWest YMCA Public Relations 
Director.  

10. YMCA staff should promote the core values of caring, honesty, respect and responsibility 
in their speech and behavior at the YMCA, with the community and in any public forum.  

11. Any information that is confidential or proprietary to the YMCA should not be disclosed to 
any third party. Additionally, you are strictly forbidden from posting copyrighted material or 
any intellectual property that belongs to another organization or to someone else.  

12. Unless specifically authorized by the YMCA, time spent participating in the above 
mentioned computer activities is prohibited on YMCA property and program facilities, and /or 
utilizing YMCA equipment. If a manager determines that an employee is not working to their 
full potential because of personal misuse of YMCA technology, disciplinary action will be taken 
up to and including termination of employment.  

The YMCA does not intend to interfere with any employee’s private life, but publicly observable 
communications, actions or words are not private. All YMCA staff must use good judgment 
and discretion. If you want your use of technology to be private, do not allow it to be seen in 
the electronic public forum. If you or your words are public, make sure they are not 
contradicting with your role at the YMCA and they are reflective of the mission and values of 
our association.  
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ACKNOWLEDGMENT: 

I acknowledge that as an employee, I am a representative of the MetroWest YMCA and that 
program participants, campers, parents, and other staff members may associate me and my 
actions with the YMCA. I recognize that my actions may positively or negatively impact the 
YMCA, thus I hereby agree to be bound by the general YMCA rules as well as those governing 
online communications both during the period of my employment and after I cease to be 
employed by the YMCA.  

I will not send, share or post e-mail, blogs, images, videos or content that is cruel, demeaning, 
disrespectful or intentionally hurtful to a member of the YMCA community or to any 
membership participant from a YMCA program. I will not download, share, send or post 
material of a sexual nature, or which includes nudity, violence, drug or alcohol use, illegal 
actions, or any activity which is counter to YMCA values. I will respect the boundary between 
members, program participants, campers and staff members particularly when it comes to 
my online communications.  

I agree that such actions are not in line with the values of YMCA, or the teachings of YMCA 
core values of Caring, Honesty, Respect, and Responsibility. I agree that the harm caused by 
such actions may have a negative impact on my reputation and may injure the self-esteem 
of members of the YMCA community and therefore may result in the termination of my 
employment. 

I agree:  

• TO set my Social Networking sites to Private so that only individuals that I approve 
may see the content of my site.  

• NOT to upload any inappropriate material (videos, photos, music, etc) that could 
damage the reputation of the MetroWest YMCA.  

• NOT to upload any material (videos, photos, music, etc) of “Campers”, “Program 
Participants” or “Members” or any material that identifies me as a YMCA staff member.  

• NOT to accept “Program participants, members, students or campers who are minors” 
as “Friends” so they have unlimited access to my site.  

• To report any and all inappropriate internet use of the MetroWest YMCA network to 
my supervisor.  

I agree to be bound by the MetroWest YMCA Code of Conduct and rules as well as those 
governing online communications both during the period of my employment and after I cease 
to be employed by the MetroWest YMCA.  
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        METROWEST YMCA 
 
 
 
 

EMPLOYEE HANDBOOK RECEIPT FORM 

I have received my copy of the Employee Handbook which outlines my privileges and 
obligations as an employee of the MetroWest YMCA.  I understand that all employees 
are employees at-will. I agree that I have fully read and I am familiar with all policies 
found within this Handbook, and I understand that it constitutes the personnel 
policies of the MetroWest YMCA and that as an employee, I am governed by it. 

Since the information and policies are subject to change without notice by action of 
the Board of Directors; I understand that any changes in the personnel policies as 
listed herein that are made by the Board of Directors will supersede the previous 
policies, provided that the employees of the MetroWest YMCA are notified of such 
changes through normal channels. 

 
 

________________________________      _____________________ 
Employee’s Signature         Date 

 
 

___________________________________ 
Employee Name (Print) 

 
 

___________________________________      ________________________ 
Supervisor’s Signature         Date 
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