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Welcome to Boys & Girls Club of Greater Shasta 

Working in the Boys & Girls Club movement is exciting, but at times, it can also be 

overwhelming. This Operations Manual has been developed to help you acclimate 

yourself to Club life, serving as a “guide” of sorts to help you navigate subjects ranging 

from informal guidance to crisis management. 

 

Our goal at the Boys & Girls Club of Greater Shasta is to enhance the quality of life of boys 

and girls who live in a diverse society. Our mission is to provide a positive environment 

that enables youth to achieve their full potential, with programs that develop values, skills, 

citizenship, character, leadership and good health. 

 

In order to achieve our goal, we need caring, hard-working, professional employees who 

are dedicated to making a difference. We know that this cannot be done alone. That is why 

we value each and every one of our employees. 

 

This Operations Manual is meant to be used as a guide, giving you the tools and 

fundamentals necessary to operate a fun, safe and positive Club. In an effort to respond 

to the needs of a growing organization, changes or additions to this Manual will be 

made when necessary and your feedback is always welcome. 

 

We are glad you have joined us and we hope you will find your work to be both challenging 

and rewarding. 

 
Sincerely, 

 

Noam Zimin 

Executive Director 
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Our Mission & Vision Statement 

Vision: 

We envision healthy, empowered and engaged youth who appreciate and respect 

themselves, each other, their families, the community and the environment. 

 

Mission: 

We empower youth to reach their full potential as responsible, caring and productive 

citizens through professionally led programs and activities that are fun, positive and 

relevant in a safe, supportive and healthy environment. 

 

WHAT WE STAND FOR! 

 

The Boys & Girls Clubs of Greater Shasta (BGCGS) is a youth development program for 

youth in grades 2nd through 8th. All of our sites offer a safe place for these children to 

learn, play and develop citizenship and leadership skills. Club programs and services 

promote and enhance the development of our members by instilling a sense of 

competence, usefulness, belonging and a power of influence, which is the Youth 

Development Strategy of the BGCGS. 

 

The Club focuses programming based on the Formula for Impact, which you’ll find below. 
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The formula is seemingly simple in approach; however we believe it will have tremendous 

results. We want to serve the youth who need us most as often as possible and provide 

high yield, engaging programs that will yield the following priority outcomes: academic 

success, good character & citizenship and the adoption of healthy lifestyles. 

 

Focusing on these areas provides the children who participate the opportunity to engage in 

programs that will enable them to develop positive self-images and reach their full 

potential. Every day members are helped with their homework, participate in organized 

sports and arts and crafts projects, and enjoy a nutritious snack. In addition to regular Club 

activities, members often attend field trips, hear interesting and relevant guest speakers, 

and have a regular schedule of prevention workshops and youth support groups. 

 

Dedicated, compassionate professionals and volunteers staff the Club. The BGCGS is 

steered by Noam Zimin, Executive Director, who has been a part of the local Club 

movement since 2016. The Board of Directors is a group of committed volunteers, who 

dedicate many resources to see that the Club continues to grow and meet the 

community's needs. 

 

Youth Development Strategy 

The philosophy underlying Boys & Girls Club programming is our Youth Development 

Strategy. This strategy defines how our youth development professionals and volunteers 

interact with young people. All programs and activities are designed to maximize 

opportunities for young people to acquire four basic "senses" which help them build self- 

esteem and grow into responsible and caring citizens. These four "senses" are: 

 

• A SENSE OF COMPETENCE - the feeling there is something boys and girls can do well. 

• A SENSE OF USEFULNESS - the opportunity to do something of value for other people. 

• A SENSE OF BELONGING - a setting where young people know they "fit" and are accepted. 

• A SENSE OF POWER OR INFLUENCE - a chance to be heard and to influence decisions. 

 

The principles of the Youth Development Strategy are used when developing every 

program and activity. We seek to identify and incorporate ways to enhance programs and 

activities through the conscious utilization of these youth development principles. 

 

When this strategy is fully implemented, self-esteem is enhanced and the environment is 

created which helps boys and girls achieve their full potential. 
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IMPORTANT TELEPHONE NUMBERS 

 

 

 
Date Revised: 1-1-2020 

Boys & Girls Clubs of Greater Shasta 

Crisis Management Plan 

 

The Crisis Management Plan has been developed for the safety of all members, staff, and 

volunteers at the Boys & Girls Clubs of Greater Shasta. This plan is to be implemented by all 

members, staff, and volunteers during any crisis situation. Our responsibility is to ensure 

the safety of all members during any crisis. For all staff and volunteers involved in a crisis, 

an accident report must be completed and submitted to a supervisor. 
 

Rescue: 911 

Police: 911 or non-emergency Mt. Shasta Police Department (530) 926-7539. 

Fire: 911 or non-emergency Mt. Shasta Fire Department (530) 926-7546 

 

American Red Cross: (530) 842-4476 

Center for Disease Control: 1-800-232-4636 

Environmental Protection Agency: 1-866-EPA-WEST 

National Center for Missing & Exploited Children: 1-800-843-5678 

Occupational Safety & Health Administration: 1-800-963-9424 

American Association Poison Control Center: 1-800-222-1222 

Probation: Juvenile (530) 841-4155 

Siskiyou County Sheriff’s Office (Livescan): (530) 842-8173; (530) 842-8315 

Animal Control: (530) 926-7540 

Mercy, Mt. Shasta: (530) 926-6111 

Dept. of Health and Human Services: (530) 841-2155 

Adult & Child Protective Services: (530) 841-4200 

24 hours Child Abuse Hotline: (530) 842-7009 

Reporting Child Abuse Form: http://www.caag.state.ca.us/childabuse/pdf/ss_8572.pdf 

Siskiyou County Health Department: (530) 926-4588 

Pacific Power: 1-888-221-7070 

Mt. Shasta Public Works Dept.: (530) 926-7510 

 

Site Numbers 

Sisson School Office: (530) 926-3846 

Sisson School Principal Riccomini (emergency only): (530) 859-3960 

Club phone: (530) 220-5055 

Administrative office: (530) 220-7623 

Noam Zimin, ED: (530) 220-4356 

http://www.caag.state.ca.us/childabuse/pdf/ss_8572.pdf
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Child Maltreatment 

 

Policy Statement: 

All Club employees are required by law to report all suspected cases of child abuse. Child 

abuse is any act of omission or commission that endangers or impairs a child’s physical or 

mental health and development: 

Public law 93-247 defines “child abuse and neglect as the physical or mental injury, 

sexual abuse, negligent treatment or maltreatment of a child under the age of 18 by 

a person who is responsible for the child’s welfare, under circumstances which 

indicate that the child’s health or welfare is harmed or threatened. The act of infliction 

injury or allowing injury to result, rather than the degree of injury, is the determinant 

of intervention.” 

 

Reportable abuse includes the following; 

 Physical abuse 

 Sexual abuse 

 Child exploitation, pornography, and prostitution 

 Willful cruelty or unjustifiable punishment 

 Neglect 

 Child endangerment 

 

Response to Abuse: 

Once abuse is suspected staff shall: 

1. Inform a Supervisor. 

2. Assess the member only to the extent necessary to confirm the suspicion. Respect 

the member’s privacy. 

3. Don’t go beyond assessment. Once you have enough information to suspect 

possible abuse turn it over to Child Protective Services (CPS). 

4. Contact CPS as soon as reasonably possible and speak to a social worker to report 

the incident by phone. Make sure to get the contact’s name for reporting purposes. 

Fill out a Suspected Child Abuse Report. 

5. Don’t judge, investigate, treat, or counsel. Keep the interview strictly confidential. 

6. If Police or CPS wants to interview the member, check their identification and then 

assist them in any way possible. 

7. Submit the completed Suspected Child Abuse Report within 36 hours. 

 

Report To: Siskiyou Co. Dept. of Adult & Child Protective Services 

818 S. Main Street, Yreka, CA 96097 

24 hour hotline: (530) 842-7009 
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CHILD ABUSE ORIENTATION 
 

Preventive Action: 

 All staff will be oriented on mandated reporting procedures. 

 All staff will be oriented regarding warning signs and indicators of child abuse and 

neglect. 

 All staff will be trained regarding appropriate discipline and supervision of members. 

 

All staff members will participate in a yearly mandated reports training provide by Siskiyou 

Community Services Council. New staff will participate in a four hour online training as 

instructed by their supervisor with in the first week of employment. Orientation can be found 

at http://www.mandatedreporterca.com/training/training.htm 

 

Who Must Report: 

Child Abuse Reporting Law, Section 11165.6 of the California Penal Code requires that any 

suspected case of child abuse, sexual abuse (Section 11165.1), neglect (Section 11165.2) or 

physical injury incurred by other than accidental means must be reported to Mt. Shasta 

Police Department at (530) 926-7540, the Siskiyou County Sheriff Department at (530) 841- 

2900, or Child Protective Services (530) 841-4200; after hours call: (530) 842-7009. 

 

Any child care custodian (teacher, administrative officer, supervisor of child welfare and 

attendance, or certificated pupil personnel employee of any public or private school; an 

administrator of a public or private day camp; a licensee, an administrator, or an employee 

of a community care facility licensed to care for children; head start teacher; a licensing 

worker or licensing evaluator; public assistance worker; employee of a child care institution 

including, but not limited to, foster parents, group home personnel and personnel of 

residential care facilities; a social worker or probation officer; any “medical practitioner”: 

physician and surgeon, psychiatrist, psychologist, dentist, resident, intern, podiatrist, 

chiropractor, licensed nurse, dental hygienist, medical technician or paramedic; and “non- 

medical practitioner”: county health employee, coroner, marriage, family, or child counselor, 

or a religious practitioner; any commercial film and photographic print processor, must 

report known or suspected instances of child abuse. 

 

Time: 

Report immediately or as soon as possible by telephone, and send a written report within 36 

hours of receiving the information concerning the incident. Section 11166(g) of the California 

Penal Code. When two or more persons who are required to report jointly have knowledge 

of a known or suspected instance of child abuse or neglect, and when there is agreement 

among them, the telephone report may be made by a member of the team selected by 

mutual agreement and a single report may be made and signed by the selected member of 

the reporting team. Any member who has knowledge that the member designated to report 

has failed to do so shall thereafter make the report. 

 

Failure to Report: 

Any mandated reporter who fails to report an incident of known or reasonably suspected 

http://www.mandatedreporterca.com/training/training.htm
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child abuse or neglect as required by Section 11165.9(3)(b) of the California Penal Code is 

guilty of a misdemeanor punishable by up to six months confinement in a county jail or by a 

fine of one thousand dollars ($1,000) or by both that fine and punishment. 

 
A custodian who knows or reasonably suspects a child in their protective custody has been 

the victim of child abuse or neglect shall, within 36 hours, send or have sent to the attorney 

who represents the child in dependency court a copy of the report prepared in accordance 

with Section 11166 of the California Penal Code. The agency shall maintain a copy of the 

written report. All information requested by the attorney for the child or the child's guardian 

ad litem shall be provided by the agency within 30 days of the request. 

 

Immunity for Liability: 

Section 11167(d)(1) of the California Penal Code states “the identity of all persons who report 

under this article shall be confidential and disclosed only among agencies receiving or 

investigating mandated reports, to the district attorney in a criminal prosecution or in an 

action initiated under Section 602 of the Welfare and Institutions Code arising from alleged 

child abuse, or to counsel appointed pursuant to subdivision (c) of Section 317 of the Welfare 

and Institutions Code, or to the county counsel or district attorney in a proceeding under 

Part 4 (commencing with Section 7800) of Division 12 of the Family Code or Section 300 of 

the Welfare and Institutions Code, or to a licensing agency when abuse or neglect in out-of- 

home care is reasonably suspected, or when those persons waive confidentiality, or by court 

order.” 

 

Professional Client/Patient Privilege: 

Neither the husband or wife, nor any professional-client/patient privilege shall be a ground 

for excluding evidence regarding an abused child in any judicial proceedings resulting from 

a report pursuant to the law. 

 

JUVENILE LAW – WELFARE AND INSTITUTIONS CODE 300 

Section 300 of the Welfare and Institutions Code provides that any person under the age of 

18 years may be in need of protection of the Juvenile Court if one of the following conditions 

exists: 

(a) Physical abuse by parent of guardian; (b) Physical or medical neglect, physical abuse by 

other household members; (c) Serious emotional damage; (d) Sexual abuse; (e) Severe 

physical or sexual abuse, (applies to minors under the age of five years; no reunification 

services required); 

(g) A minor left without provisions of support or care and supervision, (parents’ whereabouts 

are unknown , parents are incarcerated or institutionalized); (h) A minor has been freed for 

adoption; 

(I) Cruelty to a minor; (j) Minor’s sibling abused or neglected. 
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Authority to Hold Child: 

If a report is investigated and a minor is found to be in immediate need of medical care, the 

minor is in immediate danger of physical or sexual abuse, or the physical environment poses 

immediate threat to the child’s health or safety, a minor may be taken into protective custody 

by a law enforcement officer. A petition to declare the minor a dependent child must be filed 

in the Superior Court within 48 judicial hours of detention. 

 

Court Proceedings: 

In a proceeding before Superior Court, factual evidence that the child is abused or neglected 

must be presented. This may result with the child being placed by the Court temporarily out 

of the parents’ home or the child may be placed back with the parents under the supervision 

of Children’s Services Division (C.S.D.). 

 

If the child is ordered to be placed temporarily out of the home, reunification services are 

provided to reunite the family as soon as appropriate for protection of the minor. If the 

minor is placed with the parent, services are provided to prevent removal of the minor from 

the parent custody. 

 

Restraining Orders/Supervised Visits: 

If a family has a restraining order, it is Club policy that we will take a copy of the restraining 

order and lock it in a cabinet. If the restraining order is broken we will call the police 

department immediately and have the restraining order in hand when police arrive. We are 

not equipped to allow supervised visits. 

 
MOLESTED CHILD 

 

If a child has reported sexual abuse in the Club, staff shall follow the same procedures for 

Child Abuse and Neglect. Law enforcement officials must be notified immediately. If the 

suspected perpetrator remains on the premises, he/she shall be isolated from contact with 

children 
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TALKING WITH A CHILD WHO DISCLOSES ABUSE AND SUICIDE 

Below are some suggested guidelines to help you deal with a member who discloses 

physical or sexual assault or thoughts of suicide. 

1. Find a private place to talk with the member. Respect the member’s privacy. 

2. Try to stay calm. Your response will make a big impact on how the member feels 

about the assault now and later. Expressing shock or disgust, or getting upset only 

adds to the member’s concern about the assault. 

3. Believe the member. Express the belief to the member that she/he is telling you the 

truth. Too often children lack credibility. 

4. Reassure the member that she/he is not to blame for what happened, they have done 

the right thing by telling and that you realize how hard it was for her/him to tell you 

this. 

5. Listen to the member. Try to get the facts of the incident. Do not push or try to get 

the member to tell more than she/he is ready for. 

6. Find out what is happening to the member. Ask specific questions without leading the 

member. Like “Where was he touching or hurting you?” rather than “Is he touching 

your private parts?” 

7. Do not project or assume anything. Let the member tell the story. Leave out your own 

assumptions; you may be way off base. 

8. Deal with explicit language. A member may use explicit terms to discuss the 

experience. Be prepared. Don’t act shocked. 

9. Use the member’s own vocabulary. Members may have different terms to describe 

parts of the body. This is no time for an anatomy lesson. 

10. Be willing to talk with the member about the assault. Members need to talk about it 

in order to regain control and dispel their feelings of fear, anger, confusion, and 

victimization. 

11. Determine the member’s immediate need for safety and take the appropriate 

measures to assure that safety. 

12. Find out what the member wants from you. 

13. Validate the child’s feelings. Assure him/her that you still care and are still a friend, 

that she/he has a right to be safe, and that you will do your best to help protect 

her/him. 

14. Let the child know what action you will take and if you report, what will happen after 

the report is made. Make no promises you can’t keep. The child’s trust has already 

been shattered. 

 
WAYS TO RECOGNIZE CHILD MOLESTATION 

What to look for in identifying a sexually abused member: 

 Unusual knowledge and/or interest in sexual acts and terminology. 

 Torn, stained or bloody clothing. 

 Member acts unusually seductive with other children and adults. 

 Extreme fear of showers and restrooms. These are common places for sexual abuse to occur. 
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 Extreme fear of being alone with peers or adults. 

 Frequent absences from school that are explained by only one parent. 

 Repeated attempts to run away from home. 

 Unusual or offensive body odors. 

 Chronic illness, complaints of pain, evidence of physical trauma around genital areas, venereal disease or urinary 

infection. 

 Fear of interpersonal relationships. 

 Nightmares, consistent thumb sucking when member is too old for that behavior, or bedwetting. 

 Incontinent episodes while at the Club. 

 Bruises, burns, bleeding, or continuous injuries. 

 Difficulty in walking or sitting. 

 A strained or an overprotective relationship between the member and a parent or a parent refuses to allow member 

to participate in any social activity. 

 A member’s reluctance to be alone with one of the parents. 

 Acting out sexually in ways that are not developmentally appropriate, such as excess masturbation. 

 A parent may frequently arrange to be alone with a member in a room with the door closed. 

 One parent may try to alienate the member from the other parent. 

 Suicide attempts by parent or member. 

 Severe mood changes. 

 Member begins to “boss” other parent around. 

 Parent makes sexual remarks about member. 

 One parent wants member to sleep in the same bed. 

 Member says he/she has been told not to mention their secrets. 

 Lack of emotional involvement with the member, especially when assistance is being sought for the member. 

 Hesitation to seek medical help and/or unconvincing explanation of a member’s injuries. 

 Distorted belief in physical force. 

 Expectations for member are unrealistic given the age and maturity. 

 Family characterized by extreme paternal dominance. 

 Families characterized by marked role reversal between mother and daughter. 

 Families’ severe overreactions to member receiving any kind of sex education. 

 Families are socially isolated from rest of community and attempt to isolate member. 

 

PARENT/GUARDIAN UNDER THE INFLUENCE 

 

Policy Statement: The Club’s intention is to take all precautions when considering the 

safety and well-being of our members. A “parent/guardian under the influence” is an 

occurrence where a staff member suspects the individual picking up a member is under 

the influence of drugs and/or alcohol. 

 

Response: 

1. Using their best judgment, staff should access the individual and monitor 

their behavior, actions and make note of their description. 

2. Staff should notify Unit Director and alert them to the situation. 

3. Senior staff or Staff in Charge will notify authorities by calling 911, and if 

possible direct another staff to get the individual’s license plate number. 
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4. Senior staff or Staff in Charge will approach the individual and attempt to 

DELAY, DISTRACT and DISPLACE both parent/guardian and member, until 

authorities arrive. 

5. If parent/guardian refuses to cooperate, or the situation does not permit itself 

and they leave the Club, Senior Staff will once again notify the authorities by 

calling 911, and give a description of the person, vehicle, license plate number, 

detail of actions, and if possible a probable locale or direction. 

*In order to cooperate with the authorities, staff can give out any 

parent/guardian/member information that may assist law 

enforcement. 

 

Report To: Mt. Shasta Police Department (530) 926-7539 

Siskiyou Co. Adult & Child Protective Services 

818 S. Main Street, Yreka, CA 96097 

24 hour hotline: (530) 842-7009 

National Child Abuse Hotline: 1-800-422-4453 

 

6. Fill out and complete appropriate documentation such as Child Abuse report 

and incident report. http://www.caag.state.ca.us/childabuse/pdf/ss_8572.pdf 

 

MISSING CHILD 

 

Policy Statement: 

A member shall be considered missing if: 

1. Parents/guardians notify that the member is missing. 

2. Police notify that the member is missing. 

3. The member is not with the group at the end of a field trip or outing. 

 

Response to Emergency: 

If a member is reported missing, Staff shall: 

1. Notify the on-site Supervisor immediately of the situation. 

2. Search for the member, leaving at least one staff member with the rest of group. 

3. If the member is not found within 10 minutes after the designated departure, staff shall 

notify the Club and law enforcement immediately. 

4. Once the Club is notified of the missing member (field trip or at Club) a parent/guardian 

should be notified and their assistance requested. 

5. Suggest to the parents/guardians to file a missing person report with the 

 Mt. Shasta Police Department, 303 N. Mt. Shasta Blvd., Mt. Shasta, CA 96067; 

(530) 926-7540 

 Siskiyou County Sheriff Department, 305 Butte St., Yreka, CA 96097; 

(530) 841-2900 

6. Ask parent/guardian to notify us when the member is found. 

7. If a foster child leaves our facilities without permission you must contact their faster 

http://www.caag.state.ca.us/childabuse/pdf/ss_8572.pdf
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parent and then the local authorities and explain the situation. 

 

 

 

 

 

 
A missing child should be reported to the National Center for Missing and Exploited 

Children at 1-800-843-5678. 

 

Preventive Actions: 

 Inform parents/guardians of our pick up and sign out policy. 

 Inform parents/guardians of their responsibility to inform their child to stay at the Club. 

 Staff will be trained in group supervision techniques and front desk responsibilities. 

 

LICE-NO NIT POLICY 

 

Staff members are asked to inspect for lice when there is a suspected outbreak. If a member 

is found to have been infected with lice, they will be given a lice advice handout with a 

notification form, and will not be admitted back into the Club until he/she is completely free 

of lice. A list should be kept tracking those members who were sent home and staff is 

responsible for rechecking the members once they return to the Club. If a child continuously 

tries to return to the Club with head lice and their parents seem to be neglecting to get rid 

of the lice contact CPS. 

 

 
EMERGENCY EVACUATION POLICY 

 

FIRE EMERGENCY EVACUATION & BOMB THREAT 

 

Policy Statement: 

In the event of a fire or emergency evacuation, the Club’s main priority is the safety of its 

staff and members. In the event of a fire or bomb threat, staff will call 911 and the building 

will be evacuated in the fire drill style. The building should not be re-entered until cleared by 

law enforcement officials. 

 
Response to Emergency: Notify the Unit Director or the Executive Director. 
Follow safety procedures below. 

 Emergency: 911 

 Mt. Shasta Fire Department: (530) 926-7546 
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1. Staff shall supervise the evacuation of rooms stated in fire drill evacuation plan. 

2. Members and staff must be evacuated from the building. Members and staff must meet at the designated meeting 

area. If one exit is blocked, members will take the alternate route. All exits are to remain clear of any obstructions, 

including but not limited to; storage rooms. 

3. Front desk person will collect building keys, attendance sheet, and check and clear the front room, and bring all 

material to the designated meeting area. 

4. Staff will clear every room, closet and bathroom. Once all rooms are clear, staff will meet in the meeting area. 

5. Staff must make sure members exit in an orderly fashion and line up in single file lines at the meeting area in front of 

the staff/volunteers. Evacuate quickly without running. 

6. Supervisors will do one more walk through of facility and then meet at the meeting area. Supervisors cannot leave the 

Club until it is clear of all members, volunteers, and staff. Supervisors will ensure that both youth and staff are 

accounted for. 

 

7. Roll will be taken at the designated evacuation area with the attendance sheet. 

8. Staff and members shall remain in the designated evacuation area until the supervisor or staff-in-charge indicates 

that it is clear to re-enter building. 

9. If applicable – do not use elevators. 

10. Check for injuries; apply necessary CPR & First Aid. 

 

Preventive Actions: 

 Staff shall conduct fire drills periodically. The Unit Director shall record the date and times 

each drill is conducted and put in their facility binders.

 The Fire Department emergency response number (911) shall be posted at all phone 

locations.

 The emergency evacuation plan, including the location of emergency exits, evacuation 

routes, and fire extinguishers shall be posted throughout the Club.

 Staff shall treat all fire alarms as if there was an actual fire.

 

FLOOD 

 

Policy Statement: 

With advanced warning, the Club should be vacated, and all members and staff moved to 

higher ground. 

 

Response to Emergency: 

1. Monitor NWS (National Weather Service 1-541-773-1067) storm warning and flood 

advisories to determine severity, timing, and direction of storms and areas likely to be 

inundated. 

2. Follow fire drill procedures. 

3. Evacuate structure threatened and get to higher ground. Initiate damage assessment, 

and debris removal/clearance. 

4. Shut off the main electrical switch and gas line if appropriate. 
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EARTHQUAKE 

 

Policy Statement: 

In the event of an earthquake, the Club’s main priority shall be the safety of its staff and 

members. The Club’s facility equipment, food, water, and supplies shall be made available to 

members and staff. 

 

Response to Emergency: 

During a natural disaster such as an earthquake, the following guidelines must be followed 

by the staff members to maximize the chances of successful evacuation: 

1. Drop, Cover & Hold 

 Drop to the ground to prevent falls that may cause injuries.

 Cover yourself under a sturdy table, desk, or doorframe. Avoid places where object 

may fall from overhead storage or near outside walls and windows.

 Hold yourself firmly under a table or doorframe.

2. Once a building stops shaking, follow evacuation route(s) quickly. Do not use elevators. 

3. Once outside, stay away from buildings, trees, and electrical lines. 

4. Check for injuries; apply necessary CPR & First Aid. 

5. Call roll to account for every member and staff. 

6. Listen for instructions and information on the radio. 

7. Check for gas, water, sewage, or electrical damage of the building. 

8. Record members’ names and adult(s) who picked them up for documentation. 

 

Preventive Action: 

1. Staff shall conduct an earthquake drill quarterly. The Unit Director shall record the date 

and times the drill is conducted, and write a summary of the events. It should then be 

emailed to the Area Director for filing. 

2. Staff and members shall be taught to drop, cover, and hold using protection when possible. 

 

WEAPON AND VIOLENT BEHAVIOR 

 

Policy Statement: 

Members or guests possessing a dangerous weapon shall not be permitted in the Club. A 

dangerous weapon is any object which by the manner it is used or intended to be used is 

capable of inflicting bodily harm upon others. In cases that clearly involve a gun, or which 

involve any other weapon used in a threatening manner, the Police shall be called and the 

individual shall be subjected to immediate disciplinary procedures including expulsion from 

the Club. Any member who possesses a weapon upon entering the Club must turn it into the 

Unit Director or Lead Staff to lock up for the duration of their time at the Club. 

 

Violent behavior shall also be subject to immediate disciplinary action, and the Police shall 

be called. Such behavior includes assault with intent to do bodily harm, theft or extortion, 

arson, and sexual assault. 
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Response to Emergency: 

 All site staff have access to walkie-talkies and must use it to get help or call 911.

 Clubhouse – Walkie-talkies should be checked out at beginning of shift from the staff office.

 Teen Centers – Walkie-talkies should be checked out at beginning of shift from the staff 

office.

 Staff must get the members into a safe area by looking the members in the eyes, getting 

their attention and telling the members that there is “free ice cream” in the safest area, 

(i.e. inside or outside).

 Staff is responsible for protecting the members and ensuring their safety until 

authorities arrive.

 Staff must intervene without physical restraint or use of physical force unless involved 

in a life threatening situation.

 

Prevention Action: 

 All new staff and new members shall receive orientation regarding Club rules and 

procedures.

 Staff will test Walkie-talkies on a monthly basis and change batteries as needed.

 Members will be offered programs that teach how to manage their anger, solve 

problems through smart choices, and how to be sensitive to other people’s feelings.

 Staff shall be aware of conflicts between individuals and groups of individuals. Staff shall 

be able to identify threatening behavior and be aware of individuals who have history of 

disruptive behavior.

 Staff will inform fellow staff members of member behaviors and concerns through 

weekly staff meetings and wrap up meetings.

 Staff may request that members pull their pockets inside out, pull up their pant legs to 

their knees, lift up their shirt to their ribs to check for any weapons and open their bags 

to look inside.

 All complaints or concerns from community residents, parents/guardians or members 

shall receive immediate attention.

 

MEDIA 

Policy Statement: 

Under normal circumstances, the Executive Director shall inform staff in advance of any 

media visits. Also, under normal circumstances, the Board of Directors, _______ & _______ 

shall be the primary spokespersons for the Club. Others may be given the opportunity when 

the CEO and Board selects them. 

 

Photo and Media procedure: All photos must be approved by Unit Directors or senior staff 

in order to be released and ensure the confidentiality of members who may not be 

photographed. Once the photo is approved only the members 1st name and age can be 

released. This must be clarified with all media upon arrival and again when they leave the 
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premises. 

 

Response to Emergency: 

However, there may be cases when due to a Police report, accident, or some other issue 

related news story, the media will be present. The following procedures apply in these 

cases. 

 Attempt to keep the media outside the Club. Remember that the public’s right to know 

overrides any of the Club’s polices, so never use force. Remain as polite and composed 

as possible.

 Report the media’s presence to the Executive Director or staff person in charge.

 If you are the person in charge, determine why they are there, the story they are covering, 

and whom they want to speak with. “Before I can cooperate with you, I need to know…” 

If they want comments from youth on a news issue, tell them they are welcome to do 

that outside the building. “Our media releases for minors only cover promotion of the 

Club”

 Do not, under any circumstances, make any comments or provide any staff or member 

information. There is no such thing as “off the record.” Everything and anything you say 

to a reporter is fair game for news quotation.

 Call the Executive Director or Area Director to talk with the media situation or instruct 

you on how to proceed. The Board of Directors President, Boys & Girls Club Regional 

Representative, and Chief of Police must be notified and asked for input of the situation.

 

When the situation calls for an immediate response to accidents, police reports, or 

emergencies, do not respond to any questions or comments that accept responsibility or 

blame for the situation. A safe way to respond would be, “our ultimate concern is for the 

welfare of our member(s) and we are investigating the incident. We have no further 

comments at this time.” If the incident involves the Police, respond, “We will cooperate fully 

with the Police investigation…” 

 

TRAUMATIC EVENTS 

 
Policy Statement: The Club’s goal is to provide psychological services to support members 

and staff that experience traumatic events. A “traumatic event” is any occurrence that results 

in serious physical and/or psychological harm to a member or staff person. Traumatic events 

would include murder, assault, serious threat with a weapon, abduction or attempted 

abduction and a fatality or serious injury resulting from an accident or a natural disaster 

while at the Club or in connection with Club activities. 

 

Response: 

1. The staff in charge at the trauma scene shall contact the Executive Director to assess 

the incident and to determine the Club’s response. 

2. The Executive Director or his/her designee shall contact the approved counseling 

service to arrange for service. 
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3. Communication to families and employees who were not involved in the incident shall 

be the responsibility of the Area Director or his/her designee. 

4. The staff in charge shall be responsible for all communications with law enforcement 

personnel. 

5. External communication shall be the responsibility of the Executive Director. This 

includes communication with the media, the community, the Board of Directors, staff, 

and Boys and Girls Clubs of America. 

6. Workplace trauma assessment and group psychological debriefing for those people 

identified will be conducted within 48 hours of the incident. 

7. Individuals shall be encouraged to seek further counseling on a voluntary basis, as needed. 

8. Immediate family members of victimized individuals shall have access to the approved 

counseling services. 

9. The staff in charge shall be responsible for completing the incident report. 

10. Within six weeks after a major traumatic event, management staff will evaluate the Club’s 

response. The evaluation team should also include the staff in charge and approved 

counseling service involved in the event. 

 

FIRST AID AND CPR 

 

Policy Statement: 

Staff members, as employees, are required to be CPR & First Aid Certified. These first aid 

procedures are designed to serve as a reminder of the procedures you must follow to avoid 

needless tragedy. This section assumes each staff has the knowledge of the fundamentals 

of First Aid and CPR. 

 

 CHECK, CALL & CARE! 

 First Aid Kits – Are located behind front desk, in the staff room and in each classroom. 

 

Response to Emergency: 

1. Do just the minimum amount possible (stop bleeding, resuscitation, etc.) 

2. Cover the victim, but do not move him unless absolutely necessary. Keep the injured 

person lying down in a comfortable position. 

3. Keep members away. (Use other staff members and volunteers to help direct 

members away.) 

4. Notify the parents. If injured individual is an adult, call the emergency contact number 

located in the personnel file. 

5. If necessary call 911. 

6. Do not call an ambulance… if an ambulance is needed, the Police or Fire Department will 

call for the ambulance to respond. (You can be billed if you call an ambulance directly in 

the event the injured or parents refuse to pay.) 

7. Avoid contact with blood, body fluids, or other potentially infectious material by using 

protective equipment and safe practices. Any exposure must be promptly reported to 

the Supervisor. 



20  

8. Do not discuss the accident or make statements to the victim or bystanders about the 

condition of the victim. Your job is not to diagnose, evaluate, or give a prognosis. 

9. Complete and turn in an accident report to your supervisor that day. 

10. Since parents/guardians have control, custody and care of their children, it is 

recommended that staff obey the parents’ order to stop giving First Aid of any kind. 

Otherwise the parent might have a court action against the staff member and/or the 

Club. Also, if the staff disregards the parent/guardian and the child dies, the 

parent/guardian may sue the staff and/or the Club in a wrongful death action, which 

could result in damages collectable from the Club. 

11. For serious accidents or accidents which might have legal repercussions, submit a written 

report in addition to the accident report. These reports must be written the same day as 

the accident. 

 

*MOVING AN ACCIDENT VICTIM: A victim injured in a fall or crash should not be moved or 

manipulated more than absolutely necessary for their safety. Moving people with internal 

injuries can cause further damage, which may be fatal. When it is imperative to move an 

injured person, try to work a coat or blanket under his/her body and drag him/her gently, 

bending and turning his/her body as little as possible. Always remember that moving the 

victim of a neck or back fracture may drive bone splinters into the spinal cord to cause 

permanent paralysis. 

 

A REMINDER: As a courtesy, please follow-up accidents with a call to the individual or the 

parents of the individual the day following the accident. 

 

ACCIDENT REPORT: Complete accident report form IN DETAIL in ink. The report must be 

submitted to your supervisor that working day. Remember to describe the location of the 

injury, i.e., the right knee etc. 

 

EMERGENCY SHUT-OFF OF GAS, ELECTRICITY AND WATER 

 

Policy Statement: 

In the event of a gas, water, or electrical emergency, (Power Outage over 1 Hr.) the 

Club’s priority shall be the safety of its members. 

 

Response: 

In the event of a gas, electrical or water emergency the following guidelines shall be 

followed to minimize damage and increase safety. 

1. Follow Emergency Evacuation Policy if environment poses immediate danger. 

2. Notify Immediate Supervisor/Appropriate personnel (i.e. school officials, law 

enforcement etc.) 

3. If the gas or water needs to be turned off, evacuate the building and contact Principal 

Kale Riccommini at (530) 859-3960 and the Executive Director. 
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4. If environment poses no immediate threat, centralize members in the safest area with 

staff supervision. 

5. Contact Parent/Guardian to coordinate member pickup. 

6. Keep youth and parents/guardians informed and safe. 

 

OFFICE SAFETY 

 

Office work is rarely seen as a risky environment, however, if negligent, accidents can 

happen. It is easy to prevent falling accidents. Employees should always follow good office 

safety practices and be aware of their environment to avoid slips and falls. If you are injured 

on the job, within 24 hours a Supervisor must be contacted and a workman’s compensation 

form must be completed. Forms are located in the Administration office. 

 

1. Turn on office lights to ensure passageways are adequately lighted. 

2. Avoid horseplay. 

3. Avoid unnecessary haste. Do not run in work areas. 

4. Use ladders or step-stools to reach high places. Never climb onto a chair, drawer, or 

shelves. 

5. Keep hallways and stairwells neat and free of obstacles. 

6. Remove items that may pose a potential slipping hazard. 

7. Clean up spills as soon as they occur. 

8. Never obstruct your view when walking. 

9. Do not wear clothing that is too long or shoes that have slippery heels or soles. 

10. Hold the handrail when using stairs. 

11. Be careful when walking on wet surfaces or when entering a building while wearing 

wet shoes. 

12. Report uneven surfaces, such as loose or missing floor tiles. 

13. Always pick up stray pencils/pens, clips and papers. Do not leave open scissors lying 

on top of a desk 

14. Avoid stacking books or other materials to unsafe heights. Keep bottles and other 

objects away from windowsills. 

15. Never pull open more than one file drawer at a time, as this may cause the cabinet to 

overturn. Make certain that file cabinets are not blocking doors or passageways. 

Always close the file cabinet drawer when not in use. 

16. Always push in your chair when it is not in use. Do not lean back. Sit squarely upon 

the seat, not on the edge. 

17. Do not stand on chairs, boxes, shelves or crates. Use a stepladder. 

18. Report all defective equipment to your immediate Supervisor. Do not attempt to use 

defective office equipment until it is repaired. 

19. Always make sure electrical cords are not in precarious positions. Be aware of such 

office safety hazards and report them. Never over-load receptacles and plugs with 

appliances, computer cords, calculators or other office machines. 
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20. Avoid injury by keeping fingers away from the ejecting slot when loading or testing 

stapling devices. Make certain that your fingers are away from the cutting edge of the 

paper cutter before pressing down on the blade. 

 

13. LIFTING AND LIFTING POSTIONS 

 

1. Size up the load before you lift. Test by lifting one of the corners or pushing. If it is 

heavy or feels too clumsy, get a mechanical aid or help from another worker. Do not 

lift more than 50 pounds alone! 

2. Test the object's weight before handling it. If it seems too heavy or bulky, get assistance. 

3. Face the object, place one foot behind the object and one foot along its side. 

4. Bend at the knees. 

5. Get a firm balanced grip on the object. Use the palms of your hands, and use gloves 

if necessary. 

6. Keep the object as close to your body as possible. (Pull the load in close before lifting.) 

7. Lift by straightening your legs and standing straight up. 

8. Do not twist the back or bend sideways. 

9. Do not perform awkward lifts. 

10. Do not lift objects at arm's length. 

11. Make sure you have a clear path to carry the load. 

12. Set the load down properly. BEND KNEES AND NOT YOUR BACK 

13. Always push, not pull, the object when possible. 

14. If it is a long load, get help. Split the load into several smaller ones, when you can, to 

achieve manageable lifting weight. 

 

HAZARDOUS CHEMICAL EXPOSURES 

 

USE OF SOLVENTS AND CHEMICALS: 

Fumes from solvents should not be inhaled for long periods of time and should be used 

outdoors. If used indoors, always keep the room ventilated while working with any 

chemicals. Hands should not be subject to prolonged soaking in a chemical solvent. Typical 

hazards are paint thinner and chlorine. All agricultural sprays such as Malathion or parathion 

should not be allowed to rest on the skin. 

 

WASH AFTER USE - Flush promptly with water whenever a chemical has contacted the skin. 

Wash your hands and face with soap and water before eating. Never wash with solvents. 

 
USE ADEQUATE VENTILATION - Avoid inhalation of chemicals-- do not "sniff" to test 

chemicals. If a label dictates a requirement for adequate ventilation, forced ventilation may 

be needed. Do not rely upon an open window or door. If ventilation is inadequate, notify 

your Supervisor. Do not use mouth suction to pipette anything-- use suction bulbs or other 
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pipette filling devices. Do not bring food and drinks near solvents and chemicals. Confine 

long hair and loose clothing. Wear shoes at all times. Do not wear sandals or perforated 

shoes. 

 

USING TOOLS NEAR DANGEROUS CHEMICALS - If tools are exposed to corrosive chemicals 

neutralize them by cleaning them with lime-water or alkali carbonates. Avoid dropping your 

tools in acid, as they may cause a splash. 

 

READ THE LABEL - Before handling a chemical of any kind, always read the label. Know 

proper first aid procedures in the event of an emergency. Know the dangers of the substance 

you are handling. Pay attention to such words as: “warning,” “danger,” “poison,” “flammable,” 

or “harmful.” Should a dangerous substance injure you, seek immediate medical attention 

and provide the physician with a copy of the material’s label. If the label states Keep Away 

From Children then children should not use the product. 

 

KEEP AWAY FROM HEAT AND SOURCES OF FIRE - If a label cautions against subjecting the 

contents to heat and open flames; do not use the material within 25 feet of a source of 

ignition. When working in a service or refueling area, pay attention to signs prohibiting 

smoking. When working in such areas, make sure there is at least one fire extinguisher of at 

least a 20 B:C rating. If a fire extinguisher is not present or expired, notify your supervisor 

immediately. Unless an emergency exists, leave the fire extinguisher in its place. 

 

KITCHEN SAFETY 

Employers have the primary responsibility for protecting the safety and health 

of their workers. Employees are responsible for following the safe work 

practices of their employers. 

 
Slips, Trips & Falls 

 Keep all places of employment clean and orderly and in a sanitary condition. 

 Keep floors clean and dry. In addition to being a slip hazard, continually wet 

surfaces promote the growth of mold, fungi, and bacteria that can cause 

infections. 

 Keep aisles and passageways clear and in good repair, with no obstruction 

across or in aisles that could create a hazard. For example, provide floor plugs 

for equipment, so power cords need not run across pathways. 

 Provide warning signs for wet floor areas. 

 Keep exits free from obstruction. Access to exits must remain clear of obstructions 

at all times Exit Routes, Emergency Action Plans, and Fire Prevention Plans. 

 
Electrical Hazards 

 Identify and report any workplace hazards to supervisors. 
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 Attend any training meetings provided by employer. 

 Report any unsafe working conditions to supervisor. 

 Eliminating electrical hazards through safeguards and safe work practices including: 

 Use ground fault circuit interrupters (GFCIs) receptacles for your own protection if 

they are available. 

Receptacle type (GFCI) 

Become educated about electrical hazards. Understand how potential electrical accidents may occur 
and how to help avoid them. For example: 

 Do not put your fingers or other materials on the prongs of a plug while you are 

inserting it into an outlet. Keep your hands well back on the plug. 

 Remove plugs from receptacles by pulling on the plug, not the cord. Pulling on the 

cord could damage the cord and increase the risk of shocks. 

 Do not use damaged cords or receptacles. This may promote shocks. 

 
Damaged cord 

 Understand that touching the outside of a metal outlet box with one hand while 

plugging in an appliance with the other hand may complete the electrical "circuit," 

forcing current through you and exposing you to it. 

 Do not plug in electrical equipment with wet hands or while touching a wet or 

damp surface. Do not put your fingers on the prongs of a plug. 

Know emergency procedures and policies for electrical emergencies at work including: 

 Learn how to shut off the current (such as flip breakers, or lever switch, etc.) in case 

of an emergency. 

 Make sure electrical control panels are properly labeled. 

 Never touch an electrocution victim until the power has been turned off. 

 Never use faulty equipment or damaged receptacles and/or connectors. 

 Never plug in electrical equipment with wet hands or while touching a wet or 

damp surface. 

 Learn how to perform CPR. 

Burns and Scalds 

 Avoid steam; it can burn. 

 Open hot water faucets slowly to avoid splashes. 

 Test water temperatures in sinks before sticking your hands into them. 

Hazardous Chemicals 

 Read the product label and follow instructions and recommendations listed on the label. 

 Use the least toxic cleaning products possible. 

 Use any personal protective equipment provided by your employer such as 

gloves, eye goggles, and special aprons. 

 Be sure you are properly trained in the need for and use of personal protective equipment. 

 Use appropriate gloves to protect your hands from chemicals and sharp objects. 
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 After removing gloves, wash your hands with mild soap and water, and dry thoroughly. 

 Avoid latex gloves if you have been diagnosed with latex allergy. 

 Ask your employer about possible toxic effects of the chemicals you are required 

to use. You have the right to read Material Safety Data Sheets (MSDS) for any 

chemicals you use. MSDS provide employers and employees with information to 

protect themselves from hazardous chemical exposures and to work safely with 

chemical products. 

 Do not mix chlorine bleach and ammonia products together. This combination will 

create a toxic gas. 

 
Cuts 

 

Use any personal protective equipment your employer provides, including special gloves for 

clean-up duties. 

 Use a broom and dustpan to clean up broken glass; do not use your hands. 

 Let a falling knife fall. Do not try to catch it. 

 Do not store knives and other sharp objects in sinks between periods of 

use. An unsuspecting person could reach in and get cut. 

 Clean the knife immediately after use or place it in a dishwasher or a container 

labeled "for knives only." 

 

You can protect yourself from hazards by doing the following: 

 Wear provided personal protective equipment, especially heavy-duty gloves, 

while cleaning the bathroom 

 Do not touch any needles or drug items. If you see these anywhere, report it 

to your supervisor. 

 Do not compress garbage bags with your body (for example, stepping on a bag to 

smash it down); sharp items inside may stick or cut you. 

 Report immediately to your supervisor if you think you have been stuck or cut 

by a needle or any object that you believe has human blood on it. 

 
Fire Hazard 

 Extinguish hot oil/grease fires by using a class K fire extinguisher. 

 Never carry or move oil containers when oil is hot or on fire. 

 Never throw water on a grease fire; this will make the fire worse. 

 Empty grease traps frequently; do not allow them to overfill. 

 Understand the fire safety procedures in your workplace, including how to call for 

help, and follow them in a fire or other emergency. 

 Make sure that if you are working in a commercial kitchen that you know where to 

find and how to manually activate the cooking appliance fire suppression system. 

 Keep grilling surfaces clean and free from grease accumulations that might 
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ignite and cause a fire. 

 Avoid cooking areas unless your work requires you to be there. 

 Do not use frayed cords or defective equipment. 

 Do not store flammable items near heat-producing equipment or open flames. 

 Know fire alarm locations. 

 

If your employer expects you to fight fires: 

 Be sure you have been trained or request training. 

 Know the different types of fire extinguishers and how to use them correctly. 

 Always read the fire extinguisher label before using, to verify it is the correct type 

to use on the fire. 

 Always sound an alarm, summon the fire department and activate the 

fixed fire suppression system first, if applicable. 

Knife Safety 

Employers have the primary responsibility for protecting the safety and health 

of their workers. Employees are responsible for following the safe work 

practices of their employers. 

 Handle, use, and store knives and other sharp utensils safely. 

 Cut in the direction away from the body keeping the thumb out of the cutting line. 

 Keep your fingers and thumbs out of the way of the cutting line. 

 Avoid dangerous cutting positions. 

 Use a knife only for its intended purpose and use the appropriate knife for the cutting job. 

 Store knives, saws, and cleavers in a designated storage area when not in use. 

Do not store the blades with the cutting edge exposed. 

 Let a falling knife fall. Do not try to catch it. 

 Carry knives with the cutting edge angled slightly away from your body, with 

the tip pointed down to your side. 

 Place a knife that you are handing to someone down on a clean surface, and let the 

other person pick it up. 

 Do not store knives and other sharp objects in sinks between periods of use. 

 Do not touch knife blades. 

 Avoid placing knives near the edge of a countertop. 

 Do not talk with coworkers while using a knife. When interrupted, stop cutting and 

place the knife down on a secure surface. 

 Do not try to cut while distracted. 

 

Food Handling 

 

 All food handlers must take proper care in sanitizing their hands, food 

surfaces and dishes. 

 Proper food handling gloves need to be worn during any preparation, serving or 

storage of food. 
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 All food facilities and all equipment, utensils and facilities shall be kept clean, 

fully operative and in good repair. 

 Food should not be cross contaminated. Make sure to separate food accordingly. 

 All food should reach and or maintain their appropriate temperature for either 

holding or serving food. Cook and chill appropriately. 

 Food must be stored at least six inches off the floor and may not be on the ground. 

 Single service containers shall be obtained in sanitary packages, and shall be stored 

in a clean, dry place until used. They must be handled in a sanitary manner. The 

containers shall be protected from manual contact, dirt, vermin, and other 

contamination. 

 All appliances shall be used appropriately and in accordance with the owner’s manual. 

 Staff shall use caution when handling hot water from pots or faucet. 

 All knives and edged utensils will be used appropriately and handled safely. 

 When cooking food, staff will be aware of appropriate food temperatures, 

overflow, grease hazards or any other cautionary item. 

 

PLAYGROUND SAFETY 

The Club outdoor and playground area must be well managed and be a safe place for the 

members. Negligence, as far as safety is concerned, is an intolerable situation. Safety needs 

be the number one priority when supervising the members. 

PLAYGROUND EQUIPMENT AND SURFACE 

• Look out for tripping hazards, like exposed concrete footings, tree stumps, and rocks. 

• Make sure elevated surfaces, like platforms and ramps, have guardrails to prevent falls. 

• Check playgrounds regularly to see that equipment and surfacing are in good condition. 

• Carefully supervise children on playgrounds to make sure they're safe. 

• Balls should be kicked only where ample space is available. Volleyballs and 

basketballs are not to be kicked. If a ball goes on a roof or over a fence and into the 

street or a neighboring yard, the member should report it to the playground Staff, 

who will retrieve it. Members are not allowed to hang from basketball hoops. Bats 

must be watched for cracks and splinters. They are never to be thrown, and are not 

to be swung except in approved areas. Activities with bats must be strictly supervised 

with staff only. 

 

GATES - Before the Club opens staff must ensure that all gates are secured. Staff must be 

aware of all openings in the gates throughout the playground area and members are not 

allowed to leave or go in and out of the premises from the openings. 

 

GARDEN BOXES – Water is to be turned on when there is a structured activity and plant life 

is to be treated with respect. Members are permitted to be in the garden area with Staff in a 

structured activity. 

 

ANIMALS – Animals are not prohibited on all sites and in Club vehicles, unless approved by 
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a supervisor for a specific program with insured animals. This must be approved by the Area 

Director prior. To report any problems, call Animal Control Mount Shasta (503) 926-7540. 

 

MONTHLY INSPECTIONS - Monthly facility/safety inspections are to be completed by staff 

and annual inspections arranged through our insurance company. 

 

GENERAL CODE OF SAFE PRACTICES 

 

General 

1. All persons shall follow these safe practices and rules, render every possible aid 

to safe operations, and report all unsafe conditions or practices to their 

immediate supervisor. 

2. All worksites will remain clean and orderly at all times; and all work surfaces kept 

dry or appropriate means taken to assure the surfaces are slip-resistant. 

3. Supervisors shall insist on employees observing and obeying every rule, 

regulation, and order as is necessary to the safe conduct of the work, and shall 

take such action as is necessary to obtain observance. 

4. All employees shall be given frequent accident prevention instructions. Instructions 

shall be given at least quarterly. Accident prevention instructions will be specific to 

the industry at hand and the tasks performed. 

5. Anyone known to be under the influence of drugs or intoxicating substances which 

impair the employee's ability to safely perform the assigned duties shall not be 

allowed on the job while in that condition. Further such actions and usage will be 

investigated immediately. 

6. Horseplay, scuffling, and other acts which tend to have an adverse influence on the 

safety or well-being of the employees is prohibited in the workplace at all times. 

7. Work shall be well planned and supervised to prevent injuries in the handling of 

materials and in working together with equipment. 

8. No one shall knowingly be permitted or required to work while the employee's 

ability or alertness is so impaired by fatigue, illness, or other causes that it might 

unnecessarily expose the employee or others to injury. 

9. Employees shall be instructed to ensure that all guards and other protective 

devices are in proper places and adjusted, and shall report deficiencies promptly to 

their supervisor. 

10. Crowding or pushing when boarding or leaving any vehicle or other conveyance 

shall be prohibited. 

11. Workers shall not handle or tamper with any electrical equipment, machinery, or 

air or water lines in a manner not within the scope of their duties, unless they 

have received instructions from their supervisor. 

12. All injuries shall be reported promptly to their supervisor so that arrangements can 

be made for medical or first aid treatment. All medical procedures shall be conducted 

and documented in accordance with the company’s injuries/medical protocols. 
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13. When lifting heavy objects, the large muscles of the leg instead of the smaller 

muscles of the back shall be used. Company lifting protocols will be strictly 

followed. 

14. Inappropriate footwear or shoes with thin or badly worn soles shall not be worn. 

15. Employees shall cleanse thoroughly after handling hazardous substances, and 

follow special instructions from authorized sources. 

 

USE OF TOOLS AND EQUIPMENT 

 

16. All tools and equipment shall be maintained in good condition. 

17. Only appropriate tools shall be used for the job and will not be altered in any fashion. 

18. Portable electric tools shall not be lifted or lowered by means of the power cord. 

 

 
PERSONAL PROTECTIVE EQUIPMENT & CLOTHING 

 

19. Approved protective goggles or face shields will be worn if there is any danger of 

flying particles or corrosive materials, or where there is a risk of eye injuries and 

injuries such as punctures, abrasions, contusions or burns. 

20. Employees who require corrective lenses (glasses or contacts lenses) in work 

environments that require face or eye protection will wear only approved safety 

glasses, protective goggles, or use other medically approved precautionary 

procedures. 

21. Aprons, gloves, shields, or other protective devices will be worn to protect against 

cuts, corrosive liquids and chemicals. 

22. Only appropriate foot protection will be worn where there is the risk of foot injuries 

from hot, corrosive, poisonous substances, falling objects, crushing or penetrating 

actions. 

23. If deemed necessary by company and product safety regulations, approved 

respirators will be worn. 

24. Hearing protection will be worn per company policies and the Cal/OSHA noise standards. 

25. All protective equipment will be periodically inspected for usability and damage and 

kept in a sanitary condition ready for use. 

 

WALKWAYS, STAIRS & FLOOR SURFACES 

 

26. Aisles, exits and passageways will be kept clean and free from trip hazards at all times. 

27. Aisles and walkways will be clearly marked as appropriate. 

28. Damaged floors, sidewalks or other walking surfaces will be made safe, 

repaired or blocked immediately. 

29. On elevated surfaces, material piled, stacked or racked will be done so to 
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prevent from tipping, falling, collapsing, rolling, or spreading. 

30. All exits will be marked with an exit sign and illuminated by a reliable light source. 

 

PORTABLE LADDERS 

 

31. All ladders will be maintained in a good and clean operable condition. 

32. Ladders will not be used if there is evidence of damage or lack of maintenance, 

missing or broken rungs, steps, or cleats. 

33. It is prohibited to place ladders on boxes, barrels, or other unstable bases to 

obtain additional height. 

34. Ladders will not be placed in front of doors opening toward the ladder except 

when the door is blocked open, locked or guarded. 

35. Employees will face the ladder when ascending or descending. 

36. The top two steps of a ladder will not be used. 

37. Items will not be carried in hands while ascending or descending a ladder. 

38. Ladder will not be used as guides, braces, skids, gin poles, or for other than their 

intended purposes. 

39. Employees will only adjust extension ladders while standing at a base (not while 

standing on the ladder or from a position above the ladder). 

40. Work shall be so arranged that employees are able to face ladder and use both 

hands while climbing. 

41. Ladders are to be stored in proper locations out of the reach of members. 

 

ENVIRONMENTAL CONTROLS 

 

42. All work areas will be properly illuminated. 

43. All employees will be made aware of the hazards involved with the various chemicals 

they may be exposed to in their work environments, such as ammonia, chlorine, 

epoxies, and caustics. 

44. Employees will use a less harmful method or product if such is feasible. 

45. Personal protective equipment provided will be used and maintained wherever required. 

46. If respirators are required, the employee will follow the company written 

policies and procedures regarding respirator usage and selection. 

47. All restrooms and washrooms will be kept clean and sanitary. 

48. All employees will follow company procedures and training in regards to the 

proper manner of lifting heavy objects or performing repetitive lifting. 

 

FLAMMABLE & COMBUSTIBLE MATERIALS 

 

49. Combustible materials, debris, and waste will be stored safely and removed 

promptly in accordance with company procedures. 

50. Gasoline shall not be used for cleaning purposes. 

51. Only approved containers and tanks will be used for the storage, handling and 
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disposal of flammable and combustible liquids or substances. 

52. Flammable liquids will be kept in closed containers when not in use. 

53. Storage and handling of liquefied petroleum gas will be done so in accordance 

with the manufacturer and company procedures and protocols. 

54. Fire extinguishers will be inspected monthly and kept in an operable condition at all times. 

55. Employees will not obstruct or hang any items from or in the area around 

the fire extinguishers. 

56. Proper signage will be maintained regarding the locations of the fire extinguishers. 

57. Employees will be trained in how to use a fire extinguisher and the company’s 

policies regarding such. 

58. Nonsmoking signs and flammable materials posting will be maintained and posted 

where appropriate. No smoking is allowed within 25 feet of the premises. 

59. All spills of flammable or combustible liquids will be cleaned up promptly. 

 

ELECTRICAL 

 

60. All employees are required to report as soon as practicable any obvious hazards to 

life or property observed in connection with electrical equipment or lines. 

61. No employee shall attempt to repair any type of electrical items whatsoever unless 

they are trained to do so in the course of the duties. 

62. When electrical equipment or lines are to be serviced, maintained, or adjusted, 

necessary switches will be opened, locked-out and tagged whenever possible. 

63. All portable electrical tools and equipment will be grounded or of the double 

insulated type. 

64. All electrical appliances such as vacuum cleaners, polishers, vending machines 

will be grounded. 

65. All extension cords will have a grounded conductor, and be in good working 

order, free from splices or tape. 

66. In damp or wet locations, only electrical tools and equipment appropriate for the 

use of location or otherwise protected will be used. 

67. Metal ladders are prohibited in such areas where the employee could come in 

contact with energized parts of equipment, fixtures or circuit conductors. 

68. All disconnecting switches and circuit breakers will be legibly labeled to indicate their 

use or equipment served. 

69. Sufficient access and working space will be maintained about all electrical 

equipment to permit ready and safe operations and maintenance. 

70. All unused openings (including conduit knock outs) in electrical enclosure and fittings 

will remain closed with appropriate cover, plugs or plates. 

71. All electrical enclosure such as switches, receptacles, junction boxes, etc., will be 

provided with tight-fitting covers or plates. 
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INFECTION CONTROL 

 

72. Training and information programs will be provided for employees exposed 

to or potentially exposed to blood and/or body fluids. 

73. Infection control procedures will be instituted where appropriate, such as 

ventilation, universal precautions, workplace practices, and personal protective 

equipment. 

74. Employees will be made aware of specific workplace practices to follow when 

appropriate (hand washing, handling sharp instruments, handling of laundry, disposal 

of contaminated materials, reusable equipment, etc.). 

75. Personal protective equipment will be provided to employees and in all 

appropriate locations. 

76. The equipment will be provided for administering mouth-to-mouth 

resuscitation on potentially infected patients. 

77. All equipment and environmental and working surfaces will be cleaned and 

disinfected after contact with blood or potentially infectious materials. 

78. Infectious waste is to be placed in closable, leak proof containers, bags or 

puncture- resistant holders with proper labels. 



33 

 

 



 

MONTHLY SAFETY INSPECTION 

 
 

The following is the monthly safety inspection of the Boys & Girls Club of Greater Shasta. 

Any condition that is answered “no” will be corrected and the corrective action noted on 

this form. This form is to be turned in on a monthly basis to the Area Director with Monthly 

Directors’ reports. 

 

 
 YES NO 

Facility is being cleaned at the end of the working day.   

Equipment is put away when not in use.   

Cleaning supplies are put away and kept clear of debris and obstacles.   

Electrical cords are in good condition and placed so they will not be tripped 
over. 

  

Electrical appliances are disconnected when not in use.   

Equipment is in safe working condition.   

Play area is generally kept clean and clear of hazards that may cause injury.   

Employees are being safety conscious.   

A monthly safety briefing has been conducted.   

   

 

 

 

 

Remarks: 
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    Lines of Authority   

Each site has a Unit Director who is responsible for program quality and 

staffing programs. Program staff report to the Unit Director, and Unit 

Directors report to Area Director, who then reports to Executive Director. 

 

Boys & Girls Club of Greater Shasta’s Organizational Chart 

    Executive Board of Directors   

       

    Executive Director   

       

       

       

   

Area Director 

  

Office 

 

Finance 

Resource 

Development 
       

    Manager Director Director 

       

Unit Director  Unit Director  Unit Director   

 

      

Program Director  Program Director  Program Director   

       

Staff x 6  Staff x 6  Staff x 6   

       

Club House/Teen 

Center 

 Club House/Teen 

Center 

 Club House/Teen 

Center 
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The Boys & Girls Club of Greater Shasta 

Performance Review 

 

Name:  Evaluation Period:   

Department:  Position:     

 

4 

Excellent 

Performance 

3 

Good 

Performance 

2 

Satisfactory 

Performance 

1 

Needs 

Improvement 

Performance Value 4 3 2 1 

Job Competence: 

 Accepts and carries out assigned job responsibilities 

 The ability to do the job without undue supervision; completes workwithin 

reasonable time to meet deadlines 

 Acceptability of work performed; accuracy; precision; completeness, technical 

ability, running and planning programming, interaction with members/parents 

 Possesses skills and ability needed to perform job responsibilities; seeks to 

continue developing new skills 

    

Communication: 

 Communicates effectively with supervisor, employees, volunteers, peers, 

members, parents 

 Resolves conflict appropriately 

 Effectively demonstrates ability to get along with others and work cooperatively 

with supervisor or peers as a team 

 Effectively channels communication to those needing information and handles 
sensitive information appropriately 

    

Work Habits:     

 Follows schedules, organizes, plans, and prioritizes work 

 Proficiency in improving work methods and procedures as a means toward 

greater efficiency and quality of work 

 Ability to work independently 

 Observance/knowledge of safety policies and procedures and equipment 

 Knowledge of methods, materials, and other fundamentals necessary to perform 

job 
 Amount of work performed by employee in relation to standards for position 

Integrity/Accountability: 

 Holds self-accountable for assigned responsibilities; sees tasks through to 

completion in a timely manner 

 Uses honesty and appropriate disclosure with members, parents, board 

members, co-workers, and supervisors 
 Considers ethical issues before decisions are made 

    

Initiative and Attitude: 

 Willingness to conform to job requirements 

 Accepts suggestions for improvement 

 Takes initiative to improve outcomes, takes on new tasks if required, and 

performs required trainings 

    

Attendance: 

 Work attendance 

 Fills out time sheet regularly and correctly 

 Submits leave requests per procedures 

 Breaks and lunch breaks 

    

Personal Appearance: Attire appropriate for work; cleanliness, neatness and habits.     
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Ratings Definitions: 

 
Excellent Performance-job performance is consistently superior and significantly 

exceeds position requirements. 

Good Performance-job performance frequently exceeds position requirements. 

Satisfactory Performance-job performance consistently meets position 

requirements. 

Needs Improvement-job performance does not consistently meet position 

requirements and/or employee lacks skills required or fails to utilize necessary skills. 

 
1. Employee’s area of strengths, including examples and how they impact BGCGS: 

 
2. Employee’s areas for development and growth: 

 
3. Areas needing improvement: 

 
4. Review of previous goals/objectives: 

 
5. How can your supervisor support you in your job? 

 
6. Employees Comments: 

 
 

I have reviewed this evaluation with my employee 

Signature of Supervisor_   

 
Date:   

I have reviewed this evaluation with my supervisor 

Signature of Employee   

  I agree with the evaluation report 

  I wish to discuss this report with the Executive Director  Date:   
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The Boys & Girls Club of Greater Shasta 

Supervisor Performance Review 

 

Name:   Evaluation Period:   

Department:  Position:     

 

4 

Excellent 

Performanc 

e 

3 

Good 

Performanc 

e 

2 

Satisfactory 

Performanc 

e 

1 

Needs 

Improveme 

nt 

Performance Value 4 3 2 1 

Job Competence: 

 Accepts and carries out assigned job responsibilities 

 The ability to do the job without undue supervision; complete work 

within reasonable time to meet deadlines 

 Acceptability of work performed; accuracy; precision; completeness, 

technical ability, running and planning programming, interaction with 

members/parents 

 Possesses skills and ability needed to perform job responsibilities; seeks to 
continue developing new skills 

    

Communication: 

 Communicates effectively with supervisor, employees, volunteers, 

peers, members, parents 

 Resolves conflict appropriately 

 Effectively demonstrates ability to get along with others and work 

cooperatively with supervisor or peers as a team 

 Effectively channels communication to those needing information and handles 
sensitive information appropriately 

    

Work Habits: 

 Follows schedules, organizes, plans, and prioritizes work 

 Proficiency in improving work methods and procedures as a means 

toward greater efficiency and quality of work 

 Ability to work independently 

 Observance/knowledge of safety policies and procedures and equipment 

 Knowledge of methods, materials, and other fundamentals necessary to 

perform job 

 Amount of work performed by employee in relation to standards for position 

    

Integrity/Accountability: 

 Holds self-accountable for assigned responsibilities; sees tasks through 

to completion in a timely manner 

 Uses honesty and appropriate disclosure with members, parents, board 

members, co-workers, and supervisors 
 Considers ethical issues before decisions are made 

    

Initiative and Attitude: 

 Willingness to conform to job requirements 

 Accepts suggestions for improvement 

 Takes initiative to improve outcomes, take on new tasks if required, and 

perform required trainings 

    

Attendance: 

 Work attendance 

 Fills out time sheet regularly and correctly 

 Submits leave requests per procedures 
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 Breaks and lunch breaks     

 

1. Employee’s area of strengths, including examples and how they impact BGCGS: 

 

2. Employee’s areas for development and growth: 

 

3. Areas needing improvement: 

 

4. Review of previous goals/objectives: 

 

5. How can your supervisor support you in your job? 

 
 

Employees Comments: 

 

 

 

I have reviewed this evaluation with my employee 

Signature of Supervisor                                                                 

I have reviewed this evaluation with my supervisor 

Signature of Employee   

  I agree with the evaluation report 

 

  I wish to discuss this report with the 

CEO 

 

 
Date:   

 
 

Date:  

Date:   
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3 In the third column, explain the actions you will take to achieve this goal. 

4 In the fourth column, explain what support you need from others. 

5 In the fifth column, write down how you will know you are successful and when you expect to 
complete your goals. 

6 Finally, think about the obstacles you will encounter in reaching your goals, and what you can 
do to avoid or overcome them. 

Personal Goal Development Plan 

  

a. Target no more than three goals for addressing development needs of your 

unit/program and yourself. 

b. Be as specific as possible in writing your goals. For example, “improve my ability 

to communicate the importance of measuring impact to my staff” is much more 

useful than, “improve communication.” 

 
 

You should only be setting goals that will build the capacity of your unit/program to 

have greater impact and address critical leadership challenges. 
 

What you will do or change now. These are the specific things you can do or 

start immediately to begin achieving your goals. 

 

Support, in terms of time and/or resources: Specifically, what will you ask them to provide? 

 

 

Think of measurable outcomes and give an estimated date. 

 

 

Two of the most common obstacles are lack of time and/or support. 

Write your goals in the first column. 1 

In the second column, explain why each goal is important to you. 2 
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INDIVIDUAL GOAL  Development through experience   

DEVELOPMENT PLAN  70% of development comes from on the job learning 

and/or targeted work experiences like job rotations 

and special projects.  

GOALS 

Date:  

Name: 

Unit: 

 

Development through coaching and mentoring 

20% of development comes from coaching, 

shadowing and mentoring by senior leaders 

Job Title:   Development through formal learning  

   10% of development comes from formal 

learning opportunities like workshops, 

classroom sessions and/or reading 

 

Goals Importance Actions for Support Benchmark 

s 

Obstacles  

of Goals Developmen 

t 

Needed for Success 

  70     

20 
 

10 
 

  70     

20 
 

10 
 

  70     

20 
 

10 
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Boys & Girls Club of Greater Shasta Exit Interview 

The purpose of this exit interview is three-fold: to provide closure, to offer organizational feedback and 

analysis, and lastly, to guide a smooth transition for your successor. This interview is for internal purposes 

only; your answers will be shared only with the Chief Professional Officer and the answers gleaned will be used 

to provide adequate support for your peers and successor. 

1. How would you describe the training you received for your position? Was 

it adequate? What, if any, were the gaps? 

 

 
2. At what point during your tenure do you feel like you understood the mission of 

the Boys & Girls Club and the concept of “the movement?” 

 

 
3. What has been the most difficult aspect of this position? 

 

 
4. What has been the most rewarding aspect of this position? 

 

 
5. What are your reasons for leaving? 

 

 
6. What advice would you give your successor? 

 
7. What advice would you give whoever supervises your successor? 

 
8. What are the strengths and weaknesses of your peers? 

 

 
9. What are the strengths and weaknesses of the organization? 

 
Site Keys? Yes  No   Collected by:    

Advanced Security Code? Yes  No  Code:   

 

Address to mail W-2:   
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Employment Code of Conduct 

 

All staff and volunteers are a part of our organization to provide our members with a safe 

& positive environment, positive role modeling and guidance, trusting relationships, and 

unconditional acceptance and patience. The safety and security of the Club members is of 

utmost concern. The staff and volunteers are responsible for setting the example for our 

youth to follow. It is expected that all staff will conduct themselves at all times in a manner 

that will reflect the dignity and integrity of the Boys & Girls Clubs. Keep in mind that the 

youth will follow your lead. 

 

Guidelines: 

 When you walk in the Club doors, personal problems are left at the door. 

 Staff should know more about the members than the members know about the staff. 

 Obtain approval from your supervisor if you need to take member(s) out of the Club area. 

 Staff is not allowed to hang out or care for members outside of Club employment time. 

 Pass along any member concerns which you feel needs further attention to 

your immediate supervisor. 

 Do not put your hands on any child to get their attention or correct them. 

 Maintain control at all times and do not raise your voice or yell at a member 

for any reason. 

 Do not put yourself in a situation where you are alone with a member. 

 Do not give out any personal information including your home phone number or address. 

 Do not contact members outside of Club business. 

 Do not lend or borrow money or personal items to or from members. 

 Staff must not push their personal beliefs or values onto members, and 

refrain from getting in a situation where you are debating personal issues or 

beliefs. 

 

Way to begin and establish positive relationships with the members: 

 Introduce yourself to the members. 

 Introduce yourself when you see a new face. 

 Ask how their day was and what they did. 

 Find an area/program that interests you and get involved. 

 Talk to the members to find out their interests, hobbies & goals. 

 Reach out to that member who is off on their own or seems to be withdrawn. 

 Actively listen to the member’s needs. 

 Follow the motto “do unto others as you would have others do unto you.” 

 Treat members with respect and dignity. 

 Be dependable, keep your promise. 

 Set your boundaries and be consistent. 

 Catch the little things before they escalate into an unsafe situation. 

 Be yourself – Genuine! 

 Encourage positive verbal and physical interactions among peers. 

 Recognize their successes and good behavior. 

 Utilize your site based incentive program. 
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 Model what and how you would like the members to behave or interact with their peers. 

 Be patient, use positive words and “I” statements to express your feelings to the members. 

 Challenge members and allow them to succeed, but try not to get too wrapped up 

in your own success that you take away from the members. 

 Take opportunities to teach. 

 Always keep a smile on your face, be approachable, have open body language, and 

listen to everything that is going on around you. 

 Have and create FUN! 

General On-the-Job Procedures 

Daily Operating 

Procedures: Entering/Start 

of the Day 

1. Clock-in and report to your supervisor when you first come on duty. 

2. Read the communication board. 

3. Check the daily calendar and your inbox for staff & Club information. 

4. Check email if applicable 

5. Complete the opening procedures checklist. 

6. Communicate with fellow staff members regarding room coverage. 

7. Report to your program area. 

8. Prepare your area, check supplies and cleanliness. 

9. Make sure you have incentives/Club Bucks for the members. 

10. Obtain program sign-in sheet for designated area. 

11. Greet and give direction to volunteers. 

12. If you have any questions, ask. 

13. Follow the specific operating procedures for whatever area you are working in. 

 

Exiting/End of the Day 

1. Leave the activity area clean with all equipment put away in its proper place. 

2. Work as a team to complete closing procedures. 

3. Complete Club cleaning assignments. 

4. Fill out any necessary incident reports. 

5. Check email if applicable and delete unneeded emails. 

6. Make sure all lights are turned off and all windows are closed and locked. 

7. Turn off all appliances if applicable. 

8. Lock and secure all doors, gates etc. 

9. Do a final facility check for lights, windows, doors and overall Club. 

10. Ensure HVAC and thermostats controls are turned off and are on proper settings. 

11. Leave the facilities in numbers and never leave a staff person alone with members. 

12. Clock-out. 

13. Set the alarm and wait outside the Club until you hear it activate. 
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Accidents & Injuries: 

Recognize, Respond & Report. Employees must handle all accidents and/or injuries related 

to staff or members with the appropriate first aid procedures. Refer to First Aid & CPR in 

the Crisis Management Section of this binder. All injuries which require any type of first aid 

or attention must be documented using a member incident report. Employees are 

responsible for documenting and reporting the incident to their immediate supervisor 

within 24 hours. All head, neck and upper torso injuries require parent/guardian contact 

and recommendation of medical review must be made. Follow up on incident that evening 

and the next day. 

 

After-Hours Use of Building and Property: 

Currently there is no after-hours use of the buildings and property. No members or staff 

should be on the grounds or in the buildings except during regularly scheduled work hours 

or with supervision of the CEO or school principal. 

 

Announcements: 

Daily announcements for our members are to be conducted by all staff regarding daily 

schedule, events, program activities, field trips and issues. Announcements should inform 

and be interactive and entertaining for our members. 

 

Appearance, Uniforms, Dress and Grooming: 

All staff must be visible to all members, volunteer staff and the public by wearing BGCGS 

logo wearables – a t-shirt, sweatshirt and/or jacket. Staff nametags should be worn at all 

times and on the upper torso. Staff nametags that are on belt or pant loops are 

unacceptable. Staff should be dressed and groomed in appropriate good taste and in 

appropriate attire based on position. 

Please consult supervisor about individual expectations. Wear appropriate pants, shorts, 

dresses and skirts. Make sure accessories are safe and easy to move around in, and wear 

comfortable closed toed walking shoes. Undergarments must be covered by clothing. Hair 

must be well groomed and neatly combed.  Beards and mustaches must be short and 

well kept. BGCGS uniform may not be worn during social engagement activities involving 

alcohol, gambling or in any inappropriate or illegal activity. 

 

Bulletin/Programming Boards: 

All staff are responsible for advertising their programs and activities on the bulletin 

boards throughout the Club. They need to be neat, kept updated and changed quarterly 

and/or when your programs change. 

 

Things to consider when creating a programming board: 

 If it is bright it will draw members’ and parents’ attention. 

 Make sure that the print is large enough for a little person to read it or to be 

read from a distance. 

 Spelling must be correct. 

 Put the program’s mission or goals. 

 Post past projects, present projects, and what’s to come in the future. 



53  

 There should be pictures of members in action. 

 Remember that these boards should be informative. Parents should be able to 

walk up to the board and know what’s going on. 

 Consider having a parent section- how they can help or be involved. 

 Trivia questions are a great way to bring members to the board. 

 If you have lots of space on your board and don’t know what to do with it: Go 

to BGCA.net and see if there is any information you may use for your board. 

Each program is different, talk to your Unit Director and see if he/she has any 

additional ideas. 

 

Calendars: 

Prior to the Club opening each day, the front boards need to have the programs and 

activities listed for the day. All Unit Directors should be checking BGCA.net daily for new 

programming contests and activity information. 

 

Cash Handling/ Money Orders/Membership Cards: 

Staff should never accept money or donations without prior approval from their 

supervisor. All money collected is to be turned in daily to their supervisor and deposited 

to the Accounting Manager weekly. Money should be counted by two people and include 

signatures of each counter when turned in to the Accounting Manager. Money turned in 

should be labeled with the date, Site and Program (i.e. Torch Club, Recycling and Special 

Events). 

 

To obtain a check request form: 

- Check request form may be obtained by Site/Unit Directors. 

- Check request forms should be secured at least two weeks prior to desired event. 

 

Checks: 

- A check must be used the day obtained or returned to Site/Unit Director the same 

day if not used. 

- Immediately after purchase is complete turn in receipts to Site/Unit Director. 

- Petty cash checks should not be used for purchases over $50 unless approved by 

supervisor and Finance Director in advance 

- Completed Supplies Requisition form(s) and original receipt(s) should be turned in to 

supervisor by the end of your shift on the day of purchase. 

 

Confidentiality: 

Information regarding Club members, staff and volunteers, both verbal and written, is 

privileged and confidential and is on a need to know basis. Personal information is not to be 

released without written consent of the individual involved (i.e. membership files and 

personnel files). What is heard at the Club stays at the Club. Follow confidentiality procedures 

on all Club documentation, and refer to Health Insurance Portability and Accountability Act 

of 1996 (“HIPAA”). 
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Controversial Issues: 

All staff is responsible for maintaining a broad and inclusive environment. Children need to 

hear a variety of viewpoints in order to form their own opinions and convictions. For this 

reason, staff are free to express their personal general beliefs on social, economic, 

religious and political issues. However, staff must not talk about controversial issues 

outside of approved program curriculum and/or representing them as beliefs of the Club, 

Boys & Girls Clubs of America and/or their co-workers. If you have the instinct that 

something should not be talked about follow that instinct and ask your Unit Director to 

clarify and help you come to a conclusion. If a member brings up a serious controversial 

issue, please notify your supervisor. Remember a safe way to respond to potentially 

controversial topics is to refer the youth back to their parents/guardians to continue the 

conversation. Staff can also communicate if they don’t feel comfortable addressing certain 

general beliefs or personal topics. 

 

Copy Machine: 

The copy machine is for staff use only. Members are not allowed to use the copy machine. 

If any problems arise please report them to your immediate supervisor. 

 

Daily/Room Schedule: 

Club entrances should have the schedule of the day listed on a daily basis. 

 

Donations: 

A supervisor must approve all donations and upon approval the donor must complete a 

Community In-Kind Contribution form. It is important to give immediate verbal thanks. If 

the donor doesn’t want to fill one out, ask the value of the donations. Then fill out the form 

and write anonymous on the form. This form should be given to the Office Manager within 

a week. 

A thank you from the site and the Executive Director will follow. 

 

Food and Studying: 

Personal food will not be allowed in any of the activity areas, nor will studying or free 

reading while supervising. Staff may not take food from the members, or eat with the 

members unless it is with a program. Breaks need to be taken away from the members. 

 

Front Desk: 

All staff working the front desk area are responsible for answering phones, checking in and 

out members, checking in and out equipment, supervising and maintaining technology, 

addressing and assisting the public and visitors, and maintaining the paperwork and 

documents for membership. The front desk should always be clean, presentable and have 

information for members, families and the public. Excellent customer service is essential  

at the front desk. Each site has a procedure for their front desk operations. See: Director of 

First Impressions job description. 
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Gifts & Gratuities: 

Advance approval from your supervisor is required before an employee may accept or 

solicit a gift of any kind from a member, supplier or vendor representative. Employees are 

not permitted to give gifts to members and/or suppliers unless Club sponsored and 

approved by supervisor. 

 

Good Housekeeping: 

Good work habits and a neat place to work are essential for job safety and efficiency. 

Staff is expected to keep the Club organized and put materials in their proper place 

after use. Staff should get members active in clean-up during Club operating hours. 

After closing, complete cleaning duties and assist other staff if finished early. All staff 

areas must be neat, clean, organized and free of clutter. Refer to Unit Director for Site 

specific housekeeping procedures. 

 

Keys: 

Employees are responsible for all assigned and accessible keys of the Club. Keys may not 

be loaned out without prior approval from a supervisor. Loss of a key will amount to the 

employee being charged the replacement cost of the key and/or changing all locks. Keys 

must be turned into your supervisor upon termination of employment. 

 

 
Kitchen: 

Members should never be in the kitchen without staff supervision. The kitchen should be 

cleaned every day and after every program that is run within the kitchen. Snack is served 

every day out of the kitchen so cleanliness is required by the Health Department. Knives 

and other sharp objects should always be put away out of members’ reach. Refer to 

Kitchen Safety Section. 

 

Paperwork and Documents: 

At each front desk, copies of all forms and Club documents are kept in a master’s 

binder. It is the responsibility of the Unit Director to ensure that extra copies are on 

hand. 

 

Personal Belongings: 

The Club cannot be responsible for the loss of personal funds or belongings, nor is it 

covered by insurance for such loss. Therefore, it is the responsibility of each staff to 

adequately safeguard personal belongings by locking them in the staff office or storage 

areas. 

 

Program Articles: 

All staff participates in writing articles promoting their programs for the monthly report 

and e- newsletter. Staff members will be notified by their supervisor when their articles 

along with a photo of each program are due for publication. These summaries will be 

submitted to the Executive Director for editing, review, and print in our Newsletter. 
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Restrooms: 

Restrooms are a hot spot. For Clubs with one restroom, only one member should be 

allowed at a time. Bathroom activity should be monitored by the Director of First 

Impressions. If a Club member needs to use the restroom, they must obtain a bathroom 

pass from the Director of First Impressions. The main bathroom entrance door must 

remain open at all times. If more than two members go into the bathrooms at one time 

a staff member must check the area and make sure the restrooms are being used 

properly. 

 

Adults cannot use the designated Club member restroom. There is a separate “Adults 

Only” restroom on-site for all Staff, Volunteers and Adult Visitors. Club members are not 

allowed to use the “Adults Only” restroom. 

 

Safe Conduct: 

Always be alert while in the work area. Work at a safe speed for the job and conditions. 

Never take unnecessary risks. Most accidents occur when a procedure of safety has been 

overlooked. Be proactive, not reactive! Remember, safety is our number one priority. 

 

Safe Point of Contact: 

This position encompasses an open door policy and suggests that employees share their 

questions, comments, concerns, or complaints with someone who can address them 

properly. In most cases, an employee’s supervisor is the best person to address an area of 

concern. However, if you are not comfortable speaking with your supervisor, have a 

complaint against your supervisor, or are not satisfied with their response, you are 

encouraged to speak with the Safe Point of Contact, CEO BGCGS, Noam Zimin at (530) 220- 

4356. 

 

Security/Fire Alarm: 

All Club sites are equipped with security and fire alarms in all buildings. If any of the 

alarms are set off for any reason, your club’s alarm company must be contacted to verify if 

it is an emergency or false alarm. 

 

Fire: Each site has an Emergency Fire Alarm lever that will sound when pulled. If the alarm 

goes off and there is not a fire in the building, check all smoke detectors in each room for a 

solid red light at the base of the alarm to determine which alarm was triggered. Notify 

Principal Riccommini and follow his directions. 

 

Staff Meetings: 

Employees are required to attend all staff meetings as announced and/or listed. These 

meetings are required as part of the regular work schedule. Should scheduling conflict 

prevent one’s ability to participate in meetings let Site/Unit Director know immediately. 

 

Snack: 

Snack is served and documented daily. All staff must abide by safe food handling practices 

before participating in the snack program. Refer to Site/Unit Director for Site specific snack 
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procedures. 

 

Storage Areas: 

All storage areas must be clean, organized and have a clear walk way to abide by state 

and federal Fire Safety Codes. 

 

Supervision: 

Employees are responsible for ensuring the safety and security of the Club. Staff is 

responsible for covering every room where members are located and communicating with 

one another to ensure that every room is covered. (1:20 Ratio throughout the Club, 1:10 

Field 

Trips) Members should never be left alone or unsupervised. Refer to the Supervision 

section in the Policies and Procedures section. 

 

Telephone Usage/Technology: 

Good business practice dictates that our office telephones be restricted to the business of 

the organization. Staff should inform their friends and relatives that they are to restrict 

personal calls except in the case of an emergency. Likewise, employees are asked to make 

calls of a personal nature only when absolutely necessary and provided they are local, non- 

toll calls. It is the policy of the Club not to disclose any personal telephone number or 

address of staff, volunteers or members to anyone. Cell phone usage/text messaging is not 

permitted while on the clock. MP3 players or any other portable devices should not be 

carried or used while on the clock. Using your phone or a portable music device is against 

policy and is a distraction against the safety of our members which is our first priority. 

 

Time Sheets: 

Employees are responsible for clocking in and out daily using the Member Tracking System. 

Staff must clock in and out for their lunch break and comply with Labor Laws. Staff must 

obtain approval prior from the Area Director in order to work overtime. If you forget to 

clock-in or out communicate with your supervisor immediately. 

 

Thermostat Settings 

Employees are responsible for energy conservation while here at the Club. If heat is 

needed put thermostat at a comfortable setting and remember to turn off when leaving 

building. 

 

Tobacco Use: 

Use and possession of any tobacco product is prohibited in Club vehicles, while conducting 

Club business, involved in Club activities and on Club property. Staff should not smell like 

tobacco while working or smoke within a three-block radius of the Club. 

 

Visitors: 

All visitors must be checked-in at the front desk. Visitors are not allowed in any area of the 

building without being accompanied by a staff member. It is every staff member’s 

responsibility to address anyone who is not recognized as a fellow employee, volunteer 

and/or parent. Under no circumstances will visitors be allowed in confidential, 
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unauthorized or potentially hazardous areas. All visitors should be greeted with a smile 

and asked “how can I help you”? If you feel the visitor is a danger to the Club, follow 

Suspicious Person and Lockdown procedures found in the Crisis Management 

section of this binder. Communicate with all staff and make sure all staff and volunteer 

are aware of the situation. Refer to site specific orientation manual for proper visitor 

policy. 

 

Whistleblower Policy: 

The Boys & Girls Clubs of Greater Shasta requires all employees to observe high standards 

of business and personal ethics in the conduct of their duties and responsibilities. We 

must practice honesty and integrity in fulfilling our responsibilities and our organizational 

goals, and comply with all applicable laws and regulations. 

 

It is the responsibility of all employees to comply with the policy and report violations or 

suspected violations related to policy, conduct, and law. No employee who in good faith 

reports a violation of policy, conduct and or law shall suffer harassment, retaliation or 

adverse employment consequences. Any employee who retaliates against someone who 

has reported a violation in good faith is subject to discipline up to and including 

termination of employment. This Whistleblower Policy is intended to encourage and 

enable employees and others to raise serious concerns within the organization prior to 

seeking resolution outside the organization. 

 

This policy encompasses an open door policy and suggests that employees share their 

questions, comments, concerns, or complaints with someone who can address them 

properly. In most cases, an employee’s supervisor is the best person to address an area of 

concern. However, if you are not comfortable speaking with your supervisor, have a 

complaint against your supervisor, or are not satisfied with their response, you are 

encouraged to speak with the Safe Point of Contact in the Human Resources Department. 

A full investigation will take place until the issue reported is solved and closed. 

 

Working Conditions: 

The physical working conditions in the Club must comply with legal requirements of safety 

and sanitation. It is the responsibility of all staff to immediately report to their supervisor 

and correct, if possible, hazards which may come to their attention. A daily opening check 

list of the Club should be performed to determine if the facility and its equipment are free 

from safety hazards. 
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FUNDAMENTALS OF LEADERSHIP 

 

1. GOALS/OBJECTIVES (What you are trying to achieve) 

 Game/Activity/Program 

 Impact the Youth 

 Measurable 

 

2. SAFETY (Ground Rules) 

 Number one priority 

Physical/Psychological/Emotional 

 Establish Boundaries (involve group) 

 

3. TEAMWORK 

 Constant Communication (Everyone should be on the same page) 

 Understanding Each Other’s Role 

 Respect and Support Each Other 

 Don’t Criticize 

 

4. TECHNIQUES 

 Attention Getting 

 Positioning 

 Dividing Groups (Mingling/bonding opportunities) 

 DDADA (Describe, Demonstrate, Ask for Question, Do it, Adapt it) 

 Know When to Say When (Go with the flow) 

 Sequencing 

 Assessing 

 End it Well (Do it Big, Do it Right & Do it With Style) 

 

5. SETTING THE STAGE (Presentation) 

 Expression 

 Enthusiasm (Smile/cheer/yell/standing ovations) 

 Story Line (creative/apply to current trend) 

 Voice Projection 

 Motivation/Energy Raisers 

 Build Trust 

 

6. PRACTICE 

 With Different Ages/Types of Groups 

 With Different Sizes/Numbers 

 With Varying Abilities 

 In Different Environments 

 Practice Leads to Self-Improvement 
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Conflict Resolution 

 

OTFD- Open the Front Door 

When disciplining our members, we utilize consequences. We facilitate the discipline 

process; we do not enforce punishment. As facilitators we ask questions that enable our 

members to: 

 

OBSERVE the situation 

THINK: why they thought it happened 

FEEL: explain how it made them feel (one word) 

DESIRE: express their expectations of the other person 

 

The following are some basic steps in assisting members in a conflict: 

1. Ask the member(s) involved to move with you to a quiet, safe area away from the 

other members. Bear in mind that staff members should avoid being isolated or 

alone with individual members. Your Unit Director can help identify safe areas for 

conflict management. 

2. Ensure that a volunteer or other staff member can supervise your area. 

3. Explain to the members the rules of talking through an issue, problem or concern. 

 One person may talk at a time. 

 Respect each other. 

 No interrupting, name calling, threatening or physically harming one another. 

 No yelling at or blaming each other. Members must take responsibility for 

their own behavior. 

 Ask for the member’s agreement to the rules and if all agree proceed. 

 Staff will pick who talks first. 

4. Listen to all sides of the story. 

5. Repeat back to the members what you heard. 

6. Explain to the members what you observed and your concerns. 

7. Allow the members to evaluate their behavior and what could have been done differently. 

8. Ask for the member’s agreement to the rules and, if all agree, proceed. 

9. Encourage members to agree to shake hands and/or 

apologize. 

 

Discipline Actions Steps: 

1. Remind the Club member of the specific rule and what behavior is expected. 

2. “Time Ins” or “Time Outs”: members will remain with a staff or go to the staff office 

to take a break from the activity they were participating in; in order to regain control 

of their behavior. 

3. Verbally communicate with parent/guardian regarding the member’s behavior. 

Discuss the incident in a wrap-up and briefly document the conversation in an 

incident report. 

4. Incident Report: document on-going issues or Major Behavior Infractions in an 

Incident Report. 

5. Suspension and Repeat of Member Orientation: members who have major 

behavioral infractions will result in immediate suspension and may not return 
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without repeating orientation. 

6. Behavior Contract/Behavior Improvement Action Plan: if a child is suspended 

several times, a behavior contract will be drawn up by the Unit/Site Director or 

Staff Mentor. A parent conference will be held to discuss the contract. The Club 

member, their parent/guardian and Unit Director will all agree upon the terms. 

7. Long-Term Suspensions or Expulsion: must be approved by Area Director prior. 
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The 7 Fs 

 

Faith in youth 
Try to imagine the Club atmosphere when the staff is motivated by these articles of faith: 

 Children will grow straight unless something in their living conditions makes 

them deviate. 

 This deviation had purpose and represents the child’s attempt to get around 

harmful conditions. 

 When youngsters get around whatever makes them deviate, they will start to 

grow straight again. 

 Every individual is as unique as his or her fingerprints and given favorable 

conditions that uniqueness will find expression. 

Growing individuals-like young fruit trees, if given the right soil and the right climate, 

will blossom and bear fruit, each in his or her own time and in his or her own way. 

 

Fondness 
Fondness for their uniqueness and for their potentiality. The “own true self” must be loved, 

not a false self. If your concept of “self” is somewhat unclear, bear in mind the self of the 

Commandment which tells us, “Love thy neighbor as thyself,” or the self that Socrates had 

in mind when he said, “Know thyself,” or the self of Shakespeare’s, “This above all: to thine 

own self be true, and it must follow as the night the day, Thou canst not be false to any 

man.” 

 

Firmness & Friction 
Firmness is the essential attribute of the respected and respectful authority. Where staff 

have this firmness, friction with youth becomes inevitable. Therefore, staff must have the 

capacity for friction. 

 

Our culture frowns upon friction among individuals and this has reached a point where 

many find it impossible to say “no” and stick to it. This widely prevailing tendency to avoid 

conflict and friction in human relationships has led to the expression of “the blind 

leading the blind.” Many people find it difficult to understand & accept the concept of 

healthy friction. Yet in human affairs, as well as in the inorganic world, nothing can be 

created without friction. You cannot have heat, light or sound without friction and you 

cannot have the spark of life without friction. 

 

The friction of everyday conflict, of healthy discipline and of disagreement and debate help 

us to face reality, makes us aware of our distinctiveness and that of others and leads to 

refinement, clarity, and truth. We see this healthy friction every day among club members 

in their rough & tumble play…like puppies in a basket. Early & continued suppression of 

this kind of healthy friction leads to explosive and destructive friction. 

 

The “cult” of over permissiveness blurs a youngsters feeling of identity; we must 

recognize healthy friction as one great means of differentiating the self from the non- 
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self and thus reinforcing the feeling of identity. Insofar as we respect the uniqueness 

and dignity of the individual, we must accept healthy friction. 

 

Frankness 
It is, after all, a golden rule that we avoid pretense and dissembling and that in all our 

dealings with young people we remain frank, honest and straightforward. In certain 

circumstances, however, adults have difficulty in admitting to a youngster that they can’t 

answer their question. Frankness stems from a healthy humility and a willingness to admit 

that there are many times when you are puzzled or bewildered. But such admission must 

always be accomplished by evidence that you want to and are going to do something 

about it. When a youngster poses a question that you can’t answer immediately, make a 

great impression upon him or her. If you can, say, “Well, I don’t know. Let’s try and find 

out.” 

 

There is a situation which frequently develops in a Club when a staff member, quite 

unwittingly and with the best intentions, is not completely frank. In their eagerness to 

bring a somewhat shy, withdrawn youngster into an activity, a staff member frequently 

understates the difficulty of the activity and says, “Come on Joe, try it. It’s easy.” Hiding the 

facts from the youngster often fails to bring about the desired result and might make 

many youngsters even more hesitant. 

An informed staff member would say, “This activity will take a lot of practice and it’s pretty 

difficult…it took me quite a while to get the knack of it.” By presenting the situation in this 

honest way, the staff member will more likely get greater participation because the shy 

youngster won’t feel ashamed if they fail. 

 

Most life situations frankly and truthfully presented to youngsters are challenging. You 

don’t have to minimize them or exaggerate them. 

 

Fairness 
We are inclined to underestimate the growing youngster’s sensitivity to anything that 

smacks of favoritism. In the healthy competition of a dynamic Boys & Girls Club, we are 

constantly in the position of passing judgment, and we must exercise the greatest fairness. 

 

The issue of fairness arises when children expect to be treated as if they were all the same. 

We know that no two children are the same, that each is an individual, but because there is 

strong tendency to confuse equality with identity, we must get it over in every way we can 

that we treat children as being equal with opportunity and advantages. 

 

Fun 
It is not only essential that we enjoy being with youngsters, but it is also extremely 

important for them to see us having fun on our own, independently of them. 

 

Children are natural and down to earth, and we must be, too. We must love and listen to 

children, particularly to the child in ourselves. The capacity for humor, humility, and love 

for the beginning of things permits us to view ourselves in perspective; it dissolves our 

false pride and enables us to laugh at ourselves. 
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Staff Positioning in Program Areas 

It is critical that a staff member ALWAYS knows what is taking place in their assigned 

program area. To know this, staff must ALWAYS be in a position to see the entire program 

area and ALWAYS be in a position where a Club Member or a Guest will ALWAYS see the 

staff member. 

 

Things to Remember to be in the Proper Position: 

 As much as possible, stay on the outside of the activity area, facing the activity. 

Keep your back to the wall or outside of the area. Constantly move around the 

perimeter of your area. BE ACTIVE AND ENTHUSIASTIC! 

 When talking to a member or a visitor, place the person in front of you or next to 

you so that while you are talking….you still have a clear view of the activity. DO 

NOT let your conversation affect your ability to observe what is taking place. 

 If you make a correction with a member…call the youth to you or meet them at the 

perimeter of the activity area. For example ...do not go to the middle of the gym 

during a scramble dodgeball game. You will not be able to see half of the activity 

area. 

The equipment is for the youth. DO NOT PARTICIPATE UNLESS THERE ARE TWO FACILITATORS! 

 You may need to demonstrate or play at the beginning to get the activity started, 

and then back out once it’s flowing. An exception is pitching in softball, whiffle ball 

or kickball. This is to ensure that all participants will get an equal opportunity to 

succeed. But remember, the staff member is there to supervise the activity, not 

play. 

 NEVER leave your activity area without your supervisor’s approval. We can’t 

supervise what we can’t see. 

 Be aware of everyone in your area. While officiating a table tennis tourney, you are 

also responsible for the behaviors of the two members sitting at another table 

playing checkers as well as the members participating in your tourney. 

 Always be active. NEVER sit or stand in one spot “holding up the wall.” When you 

are constantly moving around you will limit the time for negative behavior because 

you create the impression that you’re “everywhere.” 

 

Final Points 

 You are the authority in your activity area. Although the activities are for the 

members, you are the one who controls them and makes them happen. 

 It is your responsibility to do this by enforcing the standards of behavior and 

enforcing all rules of the Club and the individual games. 

 When one staff member “looks the other way” or ignores the same rules, it makes 

all of the staff look bad and the entire Club loses respect in the eyes of the member. 

Do not make the mistake of saying, “Well, that’s Doug’s rule. Do we have to go by it?’ 

Rather, you should say, “It’s the Club’s rule and that is the way it is going to be.” 

 As a staff member, you must be firm and fair at all times. Members respond 

unfavorable to you at times, don’t take it personally. 

 One of the most important aspects of growing up is learning to follow the rules and 

learning that we don’t always agree with or like the decision made. Just like in real 
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world, we still have to make the best of the situation. 

 If there is a rule or decision that you personally disagree with, discuss it with your 

supervisor privately. NEVER openly question or criticize a decision or a rule in front 

of a member. 
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Guidance is the Foundation for a 

Boys & Girls Club Program 

 
Self-image—the critical component of a guidance program 

What is the self-image? 

 What I think of myself 

 What others think of me 

 

Influences on a child’s self-image 

 Family 

 School 

 Church 

 Peers 

 Neighborhoods 

 Physical 

conditioning 

 Appearance 

 Ethnicity 

 Health 

 Public figures 

 Music 

 TV, radio, movies 

 Work 

 Youth 

service 

organization 

 

Facts regarding these influences 

 Top 3 influences in 1996 Family Peers Church 

 Top 3 influences today Family Peers School 

 Parents are the greatest influence for children ages 10 & younger. 

 Peers are the greatest influence for youth ages 11 & older. 

 
Self-image is the main spring for success or failure as a human being! 

 
To have a high self-image, a young person must be convinced that: 

1. I am loveable 

2. I am competent 

 
There is a difference in being loved and feeling loved. 

 

Clues to a poor self-image 

 Lying 

 Foul language 

 Cheating 

 Dishonesty 

 Poor loser 

 
 Rejection 

 Fighting 

 Graffiti 

 Bad 

manners 

 
 Loneliness 

 Bothering others 

 Attitude problem 

 Asking for money 

 

Extreme negative behavior can be seen from these clues 

 Drugs 

 Running 

away 

 Stealing 

 Gang 

Involvement 

 School Drop out 

 Assault 

 Vandalism 

 Alcohol use 

 Suicide 
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Things done at the Boys & Girls Club that affect a child’s self-image 

1. Limit the time for negative experiences. 

2. Staff example--positive role models. 

3. Provide recognition, attention and a positive atmosphere. 

4. Control the peer group. 

5. Reinforce positive behavior—do not accept negative behavior. 

6. Provide opportunities for success. A diverse program offers many areas to succeed. 

7. Hygiene & physical conditioning. 

8. Referrals 

Informal Guidance Method 

 
We limit the time for negative experiences. 

When a youth is at the Boys & Girls Club, they receive supervision and are removed from 

many of the negative influences of the streets. 

Through staff example we provide strong, positive role models. 

If a member has no father or mother, they model themselves after those around them. 

Even youth with both parents and solid families can be exposed to negative figures who 

may influence their behavior and development. At the Boys & Girls Club, we provide 

positive role models on both the peer and adult levels. 

We provide recognition, attention and acceptance. 

All youth need recognition and attention from peers and adults. Many youth look for 

recognition and acceptance among undesirable gangs and other groups in school and on 

the streets. We let youth know they are accepted in the positive climate of their Boys & 

Girls Club. 

We control peer groups. 

At the Boys & Girls Club we can direct the energy of young people into properly supervised 

group programs, teams, and other activities. Here we can make sure peer pressure from 

friends and teammates is of a positive nature. 

 

We reinforce positive behavior. 

When youth exhibit negative behavior they often achieve a quick result, such as adult 

attention or group acceptance. At the Boys & Girls Club we feel it is important to reinforce 

positive behavior. We are quick to let a youngster know they are doing the correct thing by 

giving a pat on the back, awards for real achievements and some words of 

encouragement when the going gets tough. We do not accept negative behavior. 

 

Our diverse program offers opportunities for each member to succeed. 

We feel that a boy’s or girl’s self-image is the most important factor in development as an 

individual and responsible citizen. We build on many small successes to let each Club 

member know they have the ability to realize their potential. 

 

Hygiene and Physical Conditioning. 

We need to provide guidance and leadership to young people with changing bodies and 
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teach the importance of a healthy lifestyle. 

 

 
 

Referrals 

When we are unable to handle specific problems, we make referrals to other organizations 

so that a trained professional can give their attention to the individual situation. 

SIMPLE RULES TO REMEMBER 

 

 Members are not to be left unattended at any time. Appropriate judgment must be 

used at all times. We are responsible for the members who are entrusted in our 

care! 

 If a member is ill while attending an activity, the parent/guardian should be 

contacted immediately and the appropriate action must be taken. The health and 

welfare of the larger group is of prime importance, particularly when it’s 

something contagious. 

 Staff should arrive no less than ten minutes prior to the beginning of the program 

and be prepared to stay afterwards for clean-up and evaluative purposes. 

 Upon arrival to an area, the site must be inspected for safety purposes. Any hazard 

must be corrected, removed if possible, or be reported directly to a Supervisor. 

 If you arrive in an area and it has been broken into, or if there are signs of 

vandalism or theft, call a supervisor immediately. Call 911 first if you feel there is a 

possible immediate danger. 

 Staff is expected to dress appropriately. Staff shirts/jackets must always be worn. 

 Activities should be age-appropriate and normalizing in nature. 

 Seasonal calendars are to be planned by all staff assigned to a given program. 

Member input should be strongly considered 

 Staff must be prepared for all scheduled activities, and also have various 

spontaneous activities at their disposal. (See Boys & Girls Back Pocket 

Handbook or YDT for ideas) 

 Members should be involved with the set-up process and clean-up for each activity. 

 Staff should arrange for their one program substitutes when missing a program. 

 
WHEN WORKING WITH OUR MEMBERS….. 

 Let members take the initiative whenever possible. 

 Avoid interrupting a member’s activity. Encourage them to finish what they are doing. 

 Be generous in giving deserved praise. 

 Listen carefully when a member has something to tell you. Always try to get down 

to their eye level by sitting or squatting. Active listening is essential. 

 Laugh with the members, NOT at them. 

 Do programs with members not for them. Become an active participant. 

 Use positive suggestions. Avoid “don’ts” and “no’s”. Say “please” followed by 

the action you would rather see. 

 Talk with other adults only when necessary, such as directing volunteers for 

support. Staff should not be clustered together, and personal matters should 
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not be discussed at work. 

 Discuss the members with other adults only in conferences, never in front of the children. 

 Remember that each member is unique, and that every day can bring different 

challenges and needs to each member. 

WHEN SPEAKING WITH PARENTS/GUARDIANS…. 

 Be aware of differences in developmental, economic, social and cultural backgrounds. 

 Be specific regarding the member’s behavior: avoid generalities and comparisons 

with other members. 

 Be tactful and do not pry in to the parents/guardian’s feelings and personal matters. 

 Indicate genuine interest, sincerity, and professional demeanor at all times. 

Greet parents/guardians daily. 

 Be aware that some parents/guardians will be defensive of their child. On the other 

hand, some parents will be hypercritical of their child. Always try to share positives 

with the parents. We shouldn’t only talk to parents when a challenge or discipline 

situation occurs. 

 ALWAYS support fellow staff members’ decisions and never put down another 

staff member. (If there are any questions, discuss the situation with a supervisor 

prior to or after the fact.) 

 Be aware that some parents may ask or expect you to do things that are outside 

of your scope of work. Be tactful in educating and or reminding them of your 

boundaries and your scope of work. Also be aware of resources that are available 

to them. 
 

Effective Guidance Procedures 

 

Providing guidance and disciplining members is one of your most important 

responsibilities. It is a complicated set of skills that continues to develop as long as you 

work with young people. Our goal is to ‘help youth help themselves’ through guidance and 

discipline. It’s our goal that our members develop the skills to be self-directed and self- 

disciplined. 

 

Guidance: is a process whereby staff assist youth in making appropriate and satisfying 

adjustments in their lives. It is meeting the needs of youth and helping them to develop the 

skills and attitudes necessary to bring about these adjustments. 

Discipline: is holding youth accountable for their behavior. 

Self-Directed: is having the skills and attitudes needed to established goals and a plan to 

achieve these goals. Staff and volunteers must believe members have the capacity to solve 

their problems. Our role is to facilitate this process. 

Self-Discipline: is the ability that enables an individual to succeed, carry out plans, and 

make wise choices. Have youth hold themselves accountable for their actions. 

 

Behavior Management Techniques: 

1. Members attend orientation to learn Club rules. 

2. Involve the members in the development of program rules. 

3. Maintain consistent behavior expectations and reinforce the Mission Statement 

and Core Values. 
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4. Guide children by setting clear, constant, fair limits for program behavior. 

5. Use natural and logical consequences. 

6. Redirect children to a more acceptable behavior or activity. 

7. Use positive reinforcement, including a positive behavior recognition program. 

8. Make eye contact and listen when members talk about their feelings and frustrations. 

9. Guide members to resolve their own conflicts through the use of conflict resolution skills. 

10. Use effective praise that is immediate, sincere, and specific. 

11. Modify and structure the environment to attempt to prevent problems before they occur. 

 

Effective methods of communication when correcting a member: 

1. Correct a member away from other members. 

2. Be constructive, not demeaning or repressive, in all dealings with members. 

3. Always listen to all sides of a situation before coming to a decision. 

4. Be consistent and enforce behavioral standards. Remember to be firm, friendly and fair. 

5. Follow-up with members to ensure that they understand the follow-through with 

any consequences of their misbehavior. 

6. Maintain your poise at all times; do not lose your temper. Remember not to take 

things personally. If you feel that you cannot handle the situation in an objective 

manner consult with another staff member to resolve the conflict fairly. 

7. Bear in mind that misbehavior might be caused by other influences. 

 

 
Effective guidance is not easy. It requires patience, creativity and above all faith in our 
members’ capacity for self-discipline. Resorting to negative language, threats and 
arbitrary punishment hinders the development of positive relationships and creates 
an unwelcoming, unsafe environment. 

 
 

Rewards and Incentives 

 

At the BGCGS, we emphasize positive reinforcement and youth recognition. A well- 

designed incentive and recognition program empowers our youth, promotes self- 

discipline and creates a positive Club environment for all participants. By highlighting 

positive behaviors and achievements, we create an environment that is both physically 

AND emotionally safe and we stay true to our motto: “Great Futures Start Here.” 

 

Staff members and volunteers who demonstrate a functional understanding of our Reward 

and Effective Guidance Policies will create positive ongoing relationships that will play a vital 

role in the development of our youth. 

 

It is important that youth development staff highlight and focus on the strengths and 

successes of Club members. We do this by implementing a variety of reward methods by 

using individual and group acknowledgement and encouragement. Incentive methods are 

divided into two categories: Intrinsic and External rewards. 
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 Intrinsic- rewards are placed on the value of a youth’s internal growth in self- 

esteem and supporting the “whole child.” This is achieved by: 

 Verbal encouragement 

 “Pat on the back” 

 Opportunities to help Club members, staff and/or facility 

 Leadership roles within the Club 

 Communicating achievements to parents 

 External- is an immediate and long term reward system that provides the 

youth with material items such as: 

 Club Bucks and incentive store 

 Field trips from program participation 

Each site is responsible for having both Intrinsic and External Incentive Programs in place 
and needs to be able to articulate their specific program to members, parents/guardians 
and volunteers. Site specific Incentive Programs for both reward categories need to be 
outlined specifically in the site orientation manual. 

We recognize our Club youth for Good Character: 

 Service to others 

 Civic engagement 

 Good citizenship 

 

Our Clubs’ Youth Recognition Program: 

Our program recognizes and empowers youth to support and influence their Club and 

community, sustain meaningful relationships with others, develop a positive self-image and 

good character, participate in the democratic process and respect their own and other’s 

cultural identities. Through this process we recognize youth each month as Youth of the 

Month, Scholar of the Month and Sportsperson of the Month. Each awardee has the 

opportunity to be recognized in our Annual Youth Recognition Event and has the chance to 

be awarded as the Youth of the Year, Scholar of the Year and Sportsperson of the Year. 

Teens who are awarded the Youth of the Year are eligible for the National Youth of the 

Year Program and will compete against other Club members from across the region with 

the potential of being named the Youth of the Year for Boys & Girls Club of America. If 

chosen, youth receive multiple scholarships, press opportunities and the chance to meet 

the President of the United States. 

 

Qualifications for Youth/Mentor of the Year: 

The qualities that make someone a potential Youth of the Year should be promoted and 

reinforced throughout the Club every day. The program’s primary objective is character 

development. Through their daily interactions with young people, Club professionals can 

encourage and reinforce traits and values such as caring, honesty, fairness, responsibility 

and respect for self and others, thus building good character in members. Be sure to 

review progress of the Youth of the Year program at regularly scheduled staff meetings so 

all staff members understand their role in encouraging members to merit Youth of the 

Year consideration. 

 

Major Behavioral Infractions & Consequences: 
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The following are guidelines to effectively resolving serious incidents. All final decisions 

will be made in the best interest of the Club member(s) involved and are at the discretion 

of the Unit Directors and/or Executive Director. Please refer to “Reward and Effective 

Guidance Procedures” for additional resources on procedures for minor and ongoing 

behavior issues. 

Assault upon a member: 

Consequences: 
Minimum: Suspension, incident report, member/staff conference, parent/guardian 

conference, possible police report filed. 

Maximum: Police report filed, 6-month suspension and/or recommendations for 

expulsion from the Club. 

 

Assault upon a staff or volunteer: 

Consequences: 
Minimum: Suspension, member/staff conference, parent/guardian conference, possible 

police report filed. 

Maximum: Police report filed, 6-month suspension and/or recommendations for 

expulsion from the Club. 

 

Disruption of Club activities/willful defiance of Club staff & volunteers: 

Consequences: 
Minimum: Time out or time in, member/staff conference, sent home for the day & 

discussion with parent/guardian. 

Maximum: Week suspension, member/staff conference, parent/guardian conference 

and discussion amongst staff regarding reducing days and times at the Club. 

Damaging Club or private property: 

Consequences: 
Minimum: Time out or time in, member/staff conference, parent/guardian conference. 

Maximum: 6-month suspension, member/staff conference, parent/guardian conference, 

police report filed, restitution of property and discussion amongst staff regarding limiting 

days and times. 

 

Forgery: 

Consequences: 
Minimum: Member/staff conference, parent/guardian conference. 

Maximum: Week suspension, member/staff conference, parent/guardian conference. 

 

Possession of a weapon: 

Consequences: 
Minimum: Week suspension, parent/guardian conference, possible police report 

filed, confiscation of weapon. 

Maximum: Police report filed, 6-month suspension and/or recommendation for 

expulsion from the Club. 

 
Possession of Drugs, alcohol, intoxicants and illegal substances: 
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Consequences: 

Minimum: Two weeks suspension, possible police report filed, confiscation of substance, 

required to participate in SMART Moves and/or possible referral to drug intervention 

program. Maximum: Police report filed, 6-month suspension, required participation in 12- 

week SMART Moves program and/or referral to drug intervention 

 
Possession of stolen Club or private property: 

Consequences: 
Minimum: Week suspension, member/staff conference, parent/guardian conference, 

possible police report and restitution. 

Maximum: 6-month suspension, member/staff conference, parent/guardian conference 

and discussion amongst staff regarding reduced days and times. 

 

Profanity, vulgarity or obscene act: 

Consequences: 
Minimum: Member/staff conference, parent/guardian conference, suspension. 

Maximum: Week suspension, member staff conference, parent/guardian 

conference and discussion amongst staff regarding reducing days and times. 

 

Sexual harassment: 

Consequences: 
Minimum: Member/staff conference, parent/guardian conference. 

Maximum: Week suspension, member/staff conference, parent/guardian 

conference and discussion amongst staff regarding Club expulsion. 

 

Stealing/Extortion: 

Consequences: 
Minimum: Week suspension, member/staff conference, parent/guardian conference, 

possible police report filed and restitution. 

Maximum: 6-month suspension, member/staff conference, parent/guardian 

conference, police report and discussion amongst staff regarding reducing days and 

time. 

 

Threatening another member, staff or volunteer: 

Consequences: 
Minimum: Possible suspension, member/staff conference, parent/guardian conference. 

Maximum: Possible police report filed, 6-month suspension and/or discussion amongst 

staff regarding Club expulsion. 

 

Tobacco Use: 

Consequences: 
Minimum: Week suspension, member/staff conference, parent/guardian conference, 

possible required participation in SMART Moves sessions. 

Maximum: 6-month suspension, possible police report filed, mandatory participation in 

SMART Moves sessions and discussion amongst Club staff regarding reducing days and 

time. 

All of these situations require staff to file an incident report. 
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Developing and Implementing Programs at the Boys & Girls Club 

 

As a staff member of the Club developing and implementing activities and programs is a 

major part of the job. You learn to become a maker of magic for all the young people who 

enter the facility. At the Club we offer programs from within the Boys & Girls Clubs of 

America five core program areas of Character & Leadership, Education & Career 

Development, Health & Life Skills, the Arts, and Sports, Fitness & Recreation. Programs are 

planned experiences, whereas activates are spontaneous unplanned experiences for the 

members. To ensure that we create an environment where every member can feel 

comfortable and that they belong, activities and programs need to be designed for 

individuals, small group, and large groups. A critical aspect to successful programming is to 

incorporate the strengths, interests and needs of our youth. You must also take into 

consideration that the program/activity must be safe, gender inclusive and age 

appropriate, adaptable for special needs and accessible to all members and within budget. 

An open door policy applies for all of our programs. Members have the option and the 

right to come and go from an activity or program at their own will. The challenge for all 

staff is to develop and implement programs and activities that will hold the interest of the 

members. In order to meet this challenge, staff initially need one to three months to 

acclimate themselves to the Club and to build the relationships needed to sustain a quality 

and meaningful program. A staff’s ability to facilitate a program depends upon the rate at 

which they familiarize themselves with the Club and its program and at what point the Unit 

Director feel the staff is ready for the responsibility. 

 

How to Develop a Program: 

1. Initially meet with your supervisor to discuss the staff’s strengths as well as the 

member’s needs and interests of your unique site. Discuss ideas for specific activity 

options, program resources and possible program dates and times. Set a follow-up 

date where you can present these program specifics. 

2. At the follow-up meeting with your supervisor, have a completed program 

description outlining your program name, its goals and objectives, budget and 

materials needed. 

3. Complete and submit new program sessions outlining each program. These plans 

should be planned at least 1-3 months in advance. 

4. Create and submit for approval from your supervisor a program flyer to advertise 

your program (Club logo, who, what, where, when, why and how about your 

program). Create your bulletin board to highlight your program and flier where you 

can draw attention to projects and recognize youth for participation. 

5. First check supplies and inventory to see if your site has the appropriate materials 

needed. Also be creative in looking for alternative materials and resources that will 

still support program’s needs. Finally, submit a supply request for the program at 

least 2 weeks in advance. 

6. Actively advertise and recruit for your program and promote at the Club 

during announcement times. 

7. Including guest speakers and technology into your program is a Club expectation. It 

is the staff’s responsibility to coordinate outside speakers and field trips for their 

program at least quarterly. 
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8. When conducting a field trip see the Field Trip Policy section. If Club transportation 

is needed staff will also need to follow the steps outlined in the organization’s 

Driver Policy. Staff must first be cleared by our insurance and will need to have 

signed a Club’s Driver Policy. 

 

How to Implement a Program 

1. Remember your 5 P’s (Prior Planning Prevents Poor Performance) 

2. Check prior to your program that all supplies, permission slips and outside 

contact are ready to go. 

3. Implement the program during the scheduled times and days. 

4. Set-up supplies and get the program ready at least 5 minutes in advance. 

5. Have Incentives/Club Bucks/Certificates ready to distribute during program. 

6. Obtain a member attendance log. 

7. Announce and recruit members into the program throughout the Club. 

8. Conduct an icebreaker, name game, get-to-know-you type game or other 

attention grabber. 

9. Begin the program by introducing the activity and reviewing rules, 

expectations and consequences. 

10. Have fun, but be safe and aware of the dynamics of the group at all times. 

11. Look for ways to include ongoing character and leadership opportunities and 

experiences for our members through daily interactions and planned activities. 

12. Get members involved in clean-up and make sure it is done during your program 

time. Make sure the space is as clean as when you started or cleaner. 

13. Maintain attendance binder for each program. 

14. Make sure to update your bulletin board quarterly with pictures and projects, if 

appropriate. Staff should constantly be taking pictures and using their bulletin 

board to both recognize participants and to increase program interest. 

 

Evaluation: 

1. Ask members for feedback every time your program runs. Use informal and formal 

ways of gathering feedback. Use focus groups, question boxes and general 

discussion to find out what members like about your program. 

2. Members should complete a member evaluation form twice in your program 

duration. Once in the beginning of the program, and once towards its 

conclusion. 

3. Unit/Site Director will evaluate the program at least once. 

4. Consistently ask for feedback from your supervisor and peers. 

5. Discuss ways how you can adapt you program to better meet the needs 

of your participants, Club and community. 
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How to Develop a Lesson Plan 

 
To begin, ask yourself three basic questions: 

 

Where are your members 

going? How are they going to 

get there? 

How will you know when they’ve arrived? 

 

Then begin to think about each of the following categories which form the organization 

of the plan. While planning, use the questions below to guide you during each stage. 

 
Goals determine purpose, aim, and rationale for what you and your members will engage 

in during Club time. Use this section to express the intermediate lesson goals that drew 

upon previous plans and activities and set the stage by preparing members for future 

activities and further knowledge acquisition. The goals are typically written as broad 

educational or unit goals adhering to State or National curriculum standards. 

 

What are the broader objectives, aims, or goals of the unit plan/curriculum? 

What are your goals for this unit? 

What do you expect members to be able to do by the end of this unit? 

 

Objectives-This section focuses on what your members will do to acquire further 

knowledge and skills. The objectives for the daily lesson plan are drawn from broader aims 

of the unit plan, but are achieved over a well-defined time period. 

 

What will members be able to do during this lesson? 

Under what conditions will members’ performance be accomplished? 

What is the degree or criterion on the basis of which satisfactory attainment of the 

objectives of the lesson is reached? 

 

Materials- This section has two functions: it helps other teachers quickly determine a) how 

much preparation time, resources, and management will be involved in carrying out this 

plan and 

b) what materials, books, equipment, and resources they will need to have ready. A 

complete list of materials, including full citations of textbook or story books used, 

worksheets, and any other special considerations are most helpful. 

 

What materials will be needed? 

What textbooks or story books are needed? (Please include full bibliographic 

citations.) What needs to be prepared in advance? (Typically for science classes and 

cooking or baking activities.) 
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Lesson Description- This section provides an opportunity for the author of the lesson to 

share some thoughts, experiences, and advice with other teachers. It also provides general 

overview of the lesson in terms of topic focus, activities, and purpose. 

 
What is unique about this lesson? 

How did your members like it? 

What level of learning is covered by this lesson plan? (Think of Blooms Taxonomy: knowledge, 

comprehension, application, analysis, synthesis, or evaluation.) 

 
Lesson Procedure 

This section provides a detailed, step-by-step description of how to replicate the lesson 

and achieve lesson plan objectives. This is usually intended for the teacher and provides 

suggestions on how to proceed with implementation of the lesson plan. It also focuses on 

what the teacher should have the students do during the lesson. This section is basically 

divided into several components: an introduction, a main activity, and closure. There are 

several elaborations on this. 

 
Introduction 

How will you introduce the ideas and objectives of this lesson? 

How will you get members’ attention and motivate them in order to hold their 

attention? How can you tie lesson objectives with members’ interests and past 

classroom activities? What will be expected of students? 

 
Main Activity 

What is the focus of the lesson? 

How would you describe the flow of the lesson to another teacher who will 

replicate it? What does the teacher do to facilitate learning and manage the 

various activities? 

How can this material be presented to ensure that each member will benefit 

from learning experiences? 
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Activity / Program Assessment 

Date of Activity:   Time of Activity:   

Activity Description      

 

 

 

Number of staff facilitating activity:  _ Number of volunteers helping staff:   

 

 

What are the goals of the activity? (What is the program purpose, what is the final outcome?) 

1.   

 

2.   

 

3.   

 

 

Objectives: (What are the tasks that will be done in order to reach goals above?) 

1.   

 

2.   

 

3.   

 

 

Evaluation 

Did the members enjoy the activity?    

 
 

Would you suggest doing this activity again?   

 
 

What went well?   

 

 

Recommended Improvements:   
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Member Program & Staff Evaluation 

 
Program Name:  _Date: 

Please circle the appropriate number in response to the following areas: 

1= No 2=Sometimes 3=Yes 

I learned something from the program 1 2 

 

 

 
3 

 

 I had fun in the program 1 2 3 

I made friends in the program 1 2 3 

I was bored in the program 1 2 3 

Staff asked me for ideas and suggestions 1 2 3 

I understood the program 1 2 3 

I had a chance to help 1 2 3 

I liked the program 1 2 3 

I like the staff 1 2 3 

What would make the program better? 

What is the best part of the program? 

 

Member Program & Staff Evaluation 

 
Program Name:  Date: 

Please circle the appropriate number in response to the following areas: 

1= No 2=Sometimes 3=Yes 

I learned something from the program 1 2 

 

 

 
3 

 

 I had fun in the program 1 2 3 

I made friends in the program 1 2 3 

I was bored in the program 1 2 3 

Staff asked me for ideas and suggestions 1 2 3 

I understood the program 1 2 3 

I had a chance to help 1 2 3 

I liked the program 1 2 3 

I like the staff 1 2 3 

What would make the program better? 

What is the best part of the program? 
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Supervisors Session Evaluation 

 

Program Presenter:   Program Name:    

Date of Observation:  Start time:  End time:    

 

Core Program Area (circle one) CLD ECD HLS ARTS SFR 

Rating Score: (fill in) 5=Excellent 4=Good 3=Fair 2=Poor  

1=Very Poor Pre-Program 

   Provided a detailed session plan   Identified program goals & objectives 

   Provided a member sign in sheet   
Volunteers were requested

 

   Created a bulletin board, flyer or promotional materials   Program was set up ahead of 

Program 

   Effective use of time    

time 

   Use of example and demonstration   Clearly described the session 

   Knowledge of subject matter   Organized and well prepared 

   The session met criteria of core program area   Use of volunteers/members (circle) 

Teaching Techniques 

   Integration & involvement of members into the program      

Appropriate for the members 

   Asks the members for questions   Voice 

   Motivation & enthusiasm   Adaptabilit 

   Rapport with 

youth 

Educational 

Components: 

y Attitude 

 
 

 

 

Evaluator Recommendations: 

 

 

 

Overall Rating:   

Unit Director:   Date:  

Staff Signature:  Date:   
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Supervisors Program Evaluation 

Interview What has been the most successful part of your program? 

 

 
What has been the most challenging part of your program? 

 

 

 
Discuss at least one thing that you have learned? What have you had to adapt? 

 

 

 
What can I do to help your program? 

 

 

 
Discuss at least one thing you can improve in your program. 

 

 

 
Any other comments or concerns? 
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Drivers Policy 

Our company's code of conduct states that, "While driving company vehicles, staff must comply with traffic legislation, be 

conscious of road safety and demonstrate safe driving and other good road safety habits when driving on company business". 

Any personal violations on an employee’s personal driving record can impact the ability to be a driver for the Club. 

The following actions in company vehicles will be viewed as serious breaches of conduct and may lead to disciplinary 

consequences up to and including termination: 

(Please mark the following stating you have read and understand.) 

□ Drinking or under the influence of drugs while driving; 

□ Driving while disqualified, or not correctly licensed; 

□ Driving while texting or talking on a cell phone even when using wireless, hands-free device or personal dataassistants; 

□ Reckless or dangerous driving causing death or injury; 

□ Failing to stop after a crash; 

□ Any actions which warrant suspension of a license. 
Responsibilities as an employee: 
Drivers of The Boys & Girls Clubs vehicles will: 

(Please mark the following stating you have read and understand) 

□ Hold a current driver license for the class of vehicle driven and current effective insurance coverage with required 
insurance minimums of $100,000/$300,000; 

□ Immediately notify a supervisor if a driver license has been suspended or cancelled, or has had limitations placed upon it; 

□ Comply with traffic legislation when driving a company vehicle; 

□ Wear a safety belt at all times; 

□ Reserve vehicle through Business Manager via email, please include your direct supervisor; 

□ Obtain the vehicle inspection binder and complete inspection check list for all areas necessary prior to leaving the 

parking lot. Complete the return to lot section upon returning to the parking lot. Document vehicle defects 

on Vehicle Inspection Form and report to the Business Manager when returning the vehicle. If Business 

Manager is not in the office leave a note and follow up with an email include your supervisor; 

□ Use the Travel Attendance form when transporting youth; 
□ Staff may transport members for Club activities in Club or personal vehicles provided all requirements are met 

and the appropriate forms are filled out. Policy prohibits a one staff to one child ratio for transport. 

□ Vehicle must be returned clean and with no less than a half a tank; 

□ Be responsible and accountable for actions when operating company vehicles; 

□ Display the highest level of professional conduct when driving motor vehicles; 

□ Assess hazards while driving and anticipate 'what if' scenarios; 

□ Drive within the legal speed limits, including driving for road conditions; 

□ Report any near hits, crashes and scrapes to a supervisor, including those which do not result in injury; 

□ Take regular and adequate rest breaks; 

□ Stop when tired; 

□ Plan the journey, taking into consideration pre-journey work duties, the length of the trip and post-journey commitments; 

□ Stay overnight if driving time and non-driving duties exceed 10 hours in one day; 

□ Take breaks every two hours; 

□ Food and drinks are not permitted inside the vehicles; 

□ Use daytime running lights on the open road; 

□ Supervisor explanation of vehicle inspections and checkout procedures; 

□ If an accident happens while driving a Club vehicle follow the following steps and take down the following information: 

get the other vehicle’s driver info (driver license number, insurance information and phone number), call the police to 

file a police report, call your immediate supervisor (if unavailable call the Area Director or Director of Finance), grab the 

camera from the first aid/accident kit and take pictures of the scene and all damages to all vehicles involved (use a 

camera phone if needed; pictures must be taken), then fill out an incident report ASAP. If medical attention is 

necessary, attend to all medical needs first because safety is our number one priority. 

Responsibilities of the Boys & Girls Clubs as an employer: 

The employer will not require staff to drive under conditions which are unsafe and/or likely to create an unsafe environment, physical 

distress, fatigue, etc. I HAVE READ AND UNDERSTAND THE DRIVER POLICY AND AGREE TO ITS TERMS. 
 

Employee Print Name Date Employee Signature Date 

 

 
Supervisor Signature Date 
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Field Trip Policy/Reservation Procedures 

 

Clearance and Planning: 

Field trips are encouraged to be conducted quarterly for core program area. Field trips must be 

completely planned at least two weeks prior to trip. If the field trip is over night or out of the 

county it must be cleared by the Area Director. Depending on the type and size, field trips should 

be promoted throughout the Club through flyers, brochures, announcements, newsletter article 

and/or bulletin boards. 

 If the Club vehicle is required it should be reserved with the Business Manager two weeks 

prior to the field trip. 

 A letter to the parent should go out one week prior stating where, when, why, and how’s of 

the field trip. This should request payment to cover any additional costs or request 

supplies that the youth might need. 

 Staff are responsible for making a phone call the day before the trip to confirm contact 

information and to remind parents/guardians of drop-off and pick-up times and supplies 

needed. 

 Staff must fill out Field Trip Attendance Form prior to leaving on field trip and 

preform attendance checks regularly. Staff must enforce the “buddy system.” 

 The member to staff and/or volunteer ration should be 5:1 for ages 6-10 and 6:1 for ages 11-18. 

 Staff are responsible for finding their own volunteers. 

 Staff should arrive at least 30 minutes prior to departure and be available to answer any 

questions. 

 Members who have behavior challenges and/or special needs should be assigned to 

a staff or long-term volunteer. 

 Prior to leaving, all members should be informed of all rules and expectations including 

safety and consequences for behaviors on the trip. 

 

On the Field Trip: 

 Remember safety and supervision is our number one priority; every staff 

member must understand their role and be on the same page. 

 While on the trip the leader must have a completed copy of the Travel Attendance Form, 

a first aid kit and a cellular phone and/or walkie-talkie. 

 Roll should be taken a minimum of five times. Prior to leaving, when reaching 

destination, during the trip, prior to returning, and upon returning. If at a park or 

playground, a random head count should be done about every 15 minutes to ensure 

that all members are accounted for. 

 When walking or riding, members need to be instructed to stop on the sidewalk at every 

intersection. Staff should position themselves in front, throughout the middle, and in the 

back. When crossing the street, staff should position themselves in the middle of the 

intersection until all members have reached the other side. Staff should block and direct 

traffic. 

 If members are allowed to leave the group, they should be given explicit instructions on 

the time and place to check-in with staff throughout the day (only with buddy system and 

Unit Director Approval). 
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Travel Attendance Form 

 

Staff Names:  Total Number of Youth   

 

Date: Attendance 
Check- Initial 

Parent/Guardian 
Contact Info./Called 

Medical 
Conditions 

Emergency 
Contact 

Youth Name Prior to 
Leaving 

During 
Event 

Prior to 
Return- 
ing 
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How to Attend a Conference 

 
Subject to certain conditions with prior approval, an employee may be entitled to 

reimbursement for travel related expenses for work-related training to include mileage, 

transportation, lodging and daily per diem for meals. Staff should submit a leave 

request with appropriate documentation for any training requests to their supervisor. 

 

Lodging and per diem rates are set in conformance with federal government 

guidelines for the region, and mileage is reimbursed at the approved rate. On the 

leave request, include time leaving and returning and total per diem request. Break 

down per diem of $60 per day in whole or partial increments depending on departure 

and return times and any meals provided by the training. Per diem is broken down by 

$15 for breakfast, $20 for lunch, and 

$25 rate for dinner. Whole day per diem is paid if staff leave before 10 am and return 

after 6 pm. The Club pays for approved non-luxury lodging of $120 per night. Original 

reimbursement requests for everything but per diem should be submitted to 

accounting staff. 

 

If a travel advance is needed and/or an employee attends a conference, the employee 

must fill out the Check Request Form and turn in the documentation approved by the 

employee’s supervisor no later than seven days before the scheduled business trip. 

 

1. Obtain permission from Area Director or Executive Director. 

2. Submit necessary paperwork for registration or talk to supervisor about doing so. 

3. Review conference schedule (choose/highlight sessions that you want to attend if not 

previously chosen for you). 

4. Submit Request for Leave form. 

 

Prepare for departure for the Club: 

 Confirm Registration: With list of registered workshops 

 Confirm travel arrangements such as airfare, rentals or reservations, etc. 

 Type up a memo with important information to relay to staff while you are gone. 

 Appoint a person to be the lead while you are gone. 

 Pick up per diem check from Accounting Manager for meals and expenses. 

 Get directions to the conference, hotel and back. 

 Bring business cards- Conferences are network central! 

 Meet with staff to find out if there is any information that you could look into at the conference. 

 Change email and/or voice mail messages to inform the public about your absence, when 

you will be returning and who to contact in your absence. 

 

What to pack: 

 Professional Attire: 

o Wear comfortable, yet professional attire for workshops. 

o Suit for awards/recognition dinner. 

 Items for Conference: 
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o Bring B&G Club shirts and or collectable items for the Swap Shop. 

o Personal office supplies; bag, pens, pad of paper, highlighter, business cards, etc. 

o B&G Club Info., newsletters, calendars to share with other Clubs. 

 

Refer to the conference packet to find out if more is required 

 
 Bring spending money for 

fun! When you arrive: 

 Check in to your hotel. 

 Find out the location of the conference registration location. 

 Register and sign-in at the beginning time to ensure that you get all your sessions. 

 Review and locate where your sessions will be held. 

 Mark the sessions and locations of all the sessions that the entire staff will be attending. 

 Arrange meeting times and places for meals and breaks. 

What to do at the conference: 

 You are a representative of the Club and must always maintain your professionalism. 

 Reach out to those around you, introduce yourself, share ideas, ask questions & speak 

out about what we are doing at our Club. 

 Search, seek & find Clubs that are doing what we want to do. Pick their brains and get their 

cards. 

 Find our Regional Representative. Get to know him/her by asking questions and getting the 

latest information. 

 Offer to help out in any way. 

 Go to a session that might benefit another staff member that wasn’t able to attend. 

 Network- get business cards! 
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REQUEST FOR LEAVE TIME 

 

EMPLOYEES—after completing this request, submit it to your supervisor. 

I would like to apply for a; 

 Vacation Day(s) Paid Unpaid (circle one) 

 Sick Leave Paid Unpaid (circle one) 

 Personal Holiday 

 Training Paid Unpaid (circle one) 

 

The dates I will be absent are: 

(list each date or date range that you will be absent, i.e. Nov 1, 2014; Nov 2,2014; Nov 3, 2014; 
or Nov 1-3, 2014) 

 

 
Total PAID vacation/sick HOURS I would like to use:    

Total UNPAID vacation/sick HOURS I would like to use:     

Training: Leave  Return  Per diem request: 

$   Time Date  Time Date 

My first date back to work will be:    

It is my understanding that failure to return on the above date or failure to notify the Boys 

and Girls Club that I wish an extension can result in separation. 

 
 

Printed Name Employee Signature Date 

I have discussed this with the employee and give my approval. 

 

CEO Signature Date 

 

 Employee has earned vacation/sick allowance 

 

 Employee has  hours available for leave.     

CPA 

 

Date 
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SUPERVISORS FIRST REPORT OF INJURY 

 
(File report immediately with the Executive Director) 

 

Name of Injured:  Age  Sex  

Was family contacted? Y N 

Address    Phone  

Date  Time  Supervisor   

Where did the accident happen?    

Who was in charge of the accident?                                                                                                    

Was it free play or an organized activity?   

Describe in full how the accident happened? (use back if more space is needed)   
 

 

State nature and extent of Injury   
 

 

 

Other parties Involved? YES NO if yes please list: 

1) Name:  Age_   

If Minor, Parent/Legal Guardian Name    

Address:   City:  

State:  Zip:   Phone #:    

 

2) Name:  Age_   

If Minor, Parent/Legal Guardian Name    

Address:   City:  

State:  Zip:   Phone #:    

Witnesses 

1) 

Name:    Age:   

Address:    City:   

State:  Zip:  Phone #:     
 

2) 

Name:    Age:   

Address:    City:   

State:  Zip:  Phone #:     

 
 

Reporter 

Name:  Phone #:    

Address:   City:  

Date of Report:    Time of Report:    
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Other Pertinent Information (Check all that apply) 

 First Aid given- Type:   
 

 

 
 Did injured party return to activity? 

 
YES 

 
NO 

 Was injured party assisted off floor? YES NO 

 Did injured party leave facility? YES NO 

 If minor, did parent pick up? YES NO 

 Did injured party go to hospital? YES NO 

 If yes, was ambulance called? YES NO 

 Please list any other pertinent information:   
 

 

 

 

 

Was paramedic unit called?  Name & Phone of family contacted    

Who administered First Aid Treatment?                                                                                             

Was injured sent to clinic, doctor or hospital?   How soon after?                        

Name of doctor, clinic, hospital.   Staff member making report    

 

 

Signature of Staff Member Making Report   

 

 
 

Report reviewed by:  Unit Director 

Report reviewed by:   Area 

Director 

Report reviewed by :  Executive Director 
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-Behavior: 

_ Refusing to follow directions 

_ Throwing things 

_ Teasing others 

_ Destroying Property 

_ In an unsupervised area 

_ Not keeping hands to self 

_ Hitting others 

_  Inappropriate 

language Other 

Incident: 

Got hit with 

ball Got a 

bruise 

_ Needed a bandage 

_  Got hit by a member 

Collided with a 

member 

_ Hit by thetetherball 

_ Needed an ice pack 

Other-   - - - - - - - 

 
 

 

 

 

What was said/What happened: 
 

 

 

 

 

 

 

 

 

 

 

 

 

Other recent behaviors: 
 

Current "stuff ' going on: 

 

 

 

Outcome/What member was told, suspension, e tc.: 

 

 



Staff to member ratio: 

 

Employee Name: Date: 

NEW EMPLOYEE ORIENTATION CHECKLIST 
 

 
 

This tool is designed for directors to orientate new staff members. 

BGC History/Mission 

 

  BGC History/Mission & Vision 
 

Accounting Processes 

  Needed Supplies 

  Requesting Payments 

  Accounting Forms 
 

Club Site Specific information (First Day) 

  Staff Lounge and Personal Areas 

  Staff Daily Communication Board 

  Member Rules 

  Room Rules 

  Keys 

  Clipboards 

  Name Tag and Staff Shirt 

  Wall Photo and Bio (With in the first week) 
 

Information Technology 

 

Access BGCA.net (Courses completed within the first week of 

employment) 
 

CORE 

  Child Safety 

  Developmental Characteristics of Youth 

  Providing Informal Guidance and Discipline Techniques 

  Orientation to the Outcome Driven Club Experience 

  Gmail 

  www.facebook.com/bgcsiskiyous 
 

Office Services 

 

  General Mailing 

  Supplies 

  Printing 

http://www.facebook.com/bgcredwoods
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BGC General Information 

  Building Access/Exit Doors 

  Security 

  Volunteers/Guests- sign and handbook 

  Accident Prevention 

  In Case of Emergency 

  Location of First-Aid Kits 

  Smoke-Free Environment 

  Lights/Heaters/Fans 

  Recycling 

 

Miscellaneous 

 

  Conflict Resolution (Open the Front Door) 

  Our Five Core Programming Areas; Education and Career Development, Health and 

Life Skills, Character and Leadership Development, Sports Fitness and Recreation 

and The Arts. 

  Formula for Impact 

  Parent Handbook 

  Information Binder 

 

Human Resources Overview 

  Employee Handbook 

  Work Schedule 

  Lateness & Absences 

  Pay periods 

  Overtime- Must be preapproved by Area Director 

  Breaks and Lunch requirements 

  Dress Attire- Staff Shirt required no excessively tight or loose clothing. 

  Introductory Employment Period 

  Job Description/Performance Standards 

  Performance Development Process 

  Employment Policies 

    a. Safety & Security Policy 

    b. Confidentiality 

    c. Personal Telephone Calls 

    d. Disciplinary Action Process 

  BGCGS Staff Code of Conduct 

  BGCGS Code of Ethics 

  Training & Development Opportunities 

  Employee Communications 

  Locating Human Resources Forms 

  Operations Manual 

Please initial in the space provided to indicate that you have been informed of the 

above process/procedures. Employee initials:  Verifier’s 

initials:    
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Employee Name: Date: 

NEW EMPLOYEE ORIENTATION 

CHECKLIST 

 

 

 
 

Retirement 

  Pension 
Plan 

Employee Benefits and Leave Policies 
(See Finance Manager for additional 

training) 

 

 

Time Off 

  Holidays 

  Vacation Accruals and Policy 

  Sick Leave Accruals and Policy 

  Jury Duty 

  Miscellaneous Leave (inclement weather, voting, etc.) 

  Bereavement leave 
 

Safety and Leaves of Absence 

 

  Worker’s Compensation 

  Family Medical Leave Act 

  Disability Leave 

  Request for Leave Procedures 
 

Payroll Information 

 

  Timesheets-MTS 

  Pay Stubs 

  Tax Forms 

  Direct Deposit 

 

 

 

 

Please initial in the space provided to indicate that you have been informed of the 

above process/procedures. Employee initials:  Verifier’s 

initials:    
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Opening Check List 

Week of:     
 
 

Staff please initial daily as you 
complete. Monday Tuesday Wednesday Thursday Friday 

Perform a safety walk through of the 

building; insure that all doors & windows 

were locked 

and nothing was vandalized. If so make a 

report on the bulletin board. 

     

 

Check phone messages & e-mail and 

return promptly. 

     

 

Check & update MTS (member & 
employee attendance) 

     

Perform a walk through and note all cleaning 

tasks. 

     

 

Turn on the lights & heaters (if necessary) 

     

 

Open all blinds and unlock the internal doors. 

     

 
 

Comments and/or Concerns: (explain any damages or other issues) 
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Closing Check List 

Week of:     
 

 

Monday Tuesday Wednesday Thursday Friday 

 

Put all computers to sleep 

     

 

Job time is complete; Stack chairs, empty 

trash, sweep floors & stairs, dust, recycle, 

etc. 

     

 

Make sure ball closet is locked and there is 

not equipment left out 

     

 

Bring in all clothing/ backpacks left outside 

     

 

Lock all cabinets 

     

 

Clean Cubbies, move items to the lost & 

found 

     

 

Close, lock windows 

     

 

Turn off the lights & heater 

     

 

Make sure all money is locked up 

     

 

Make sure doors are COMPLETELY shut & 

LOCKED! 

     

      

Comments and/or Concerns: (explain any damages or other issues) 
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Cash Procedures for Events-Boys & Girls Club of Greater Shasta 

 

1. If change is needed for the event, request an amount from the Office Manager two weeks 

prior to the event. If other items such as paper, calculator are needed, this should be 

requested at the same time. 

2. Prior to the event, obtain the change fund, lock box and cash count sheet from 

administrative staff. The change fund will be counted with event staff. 

3. Keep the cash in the locked cash box in a locked secure area prior to the event. 

4. Event staff determines who will be responsible for maintaining cash, taking in money and 

making change. This person(s) should be instructed on cash procedures including 

safeguarding of the cash box during the event. 

5. At the conclusion of the event, two staff/volunteers should separately count the money and 

record the amount on the cash count sheet placed in the lock box with the cash. 

6. Any expenditure such as food purchased for event staff on the day of the event should be 

purchased with petty cash rather than revenues from the event. Receipts should be 

placed with the petty cash. 

7. Designated staff will secure the cash in a locked area. Staff will take the cash with all 

accompanying paperwork to administrative staff the next business day for recording and 

deposit. 

 

PETTY CASH POLICY & PROCEDURES 

 
PROCEDURES 

 

 Each club maintains a small petty cash fund of $50-$100 per club. 

 

 Petty cash is kept in a locked box in a secure office location. 

 Executive Director to designate which staff can access petty cash and what approvals are 

neededprior to purchasing. 

 When staff purchases an item, fill out petty cash receipt slip listing date, description of item 

purchased, and sign. Staple receipt from store to petty cash receipt and place in box where 

petty cash is kept. 

 When cash count is low and needs replenishment, staff takes petty cash and store 

receipts to Accounting Manager to request reimbursement for amount of receipts. 

 Petty cash box subject to unannounced surprise counts for accuracy by administrative staff 
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Boys & Girls Club of Greater Shasta 

Check Request 

 

Payee  Date   

Address    

Description        

Amount Acct Name Dept Acct # Inv # Inv Due  

      

      

      

      

      

      

      

 
Total  Requested by:   CPO Approval    

Special Instructions:       

This check is to be:  
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BOYS & GIRLS CLUB OF GREATER SHASTA 

MISSING RECEIPT FORM 
 

This form should be completed for any check reimbursement transaction that does NOT 

have documentation from the merchant. This should be provided to the Accounting 

Manager with the disbursement request. 

 

Staff Name: Phone: 

 

Department: 

 

Vendor/Merchant 

Name: 

Transaction Date 

(month/day/year): Transaction 

Amount (Total Cost): 

Description/Quantity/Cost Per Item/Total Cost: (Add an additional sheet if necessary): 

Reason Original Documentation is Not Available 

 

Staff Certification Signature: 

I attest the information provided is true and an accurate description of the details of the 
purchase. I confirm that every attempt to obtain a duplicate receipt by contacting the 
vendor has been made, but have been unable to do so and also hereby certify the 
following: 

• All items purchased were for BGCGS, and no personal purchases were made. 

• Original documentation is not in staff’s possession for the reasons statedabove. 

 

Staff Signature:   Date:    

 

Office Manager: 
I have accepted the staff’s explanation of the loss and inability to obtain a duplicate receipt; 
therefore, I am authorizing payment of the receipt or invoice in light of the circumstances involved. 

Print Name: 

 

Signature:  Date:    

$ 
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Vision Computer Programming Services Member Tracking System 

How to Enter New Members 

1) Log in to the Membership Tracking System (MTS) 

2) Click the Members button from the Main Menu 

3) Click the New Member button in the lower left hand corner 

4) Type in the First, Middle and Last name (middle name is optional) and hit enter 

a. The system will search for possible duplicate members – if possible 

duplicates are found, move to instructions for duplicate members on the 

next page. 

5) Choose if this new member is either the 1st one of their family (1st in Family), or if 

they have other family members that are already entered into the system (Add 

Member of Different Existing Family) 

a. 1st in Family – Continue to step 6 

b. Add Member of Different Existing Family – Select the household this new 

member is a part of and the relationship to that person. Uncheck the box to 

make this person a contact. 

6) Fill in: 

a. Gender 

b. Ethnicity 

c. Date of Birth 

d. The Age Group will automatically populate 

e. Select “Active” Status 

f. Press the CALC button to assign the member a membership number. On our system, this 

will most likely bring up number 21. Highlight this number, delete, and press CALC again. 

Record this number on paperwork in the upper left corner. 

g. Set Entry Date to the first date the member was active at the Club 

h. Select the Member Type (Most members should be “regular”) 

i. Select if the member requires a parent/guardian to be named when the child is picked up. 

j. Check the checkbox that the member needs an ID card 

k. Click OK 

7) You are now on the main members form 

8) At a minimum, the following fields need to be filled in (you’ll notice some of the fields 

will have drop down menus for you to select from and not have to type the 

information): 

a. Address 

b. City 
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c. State 

d. Zip 

e. County (Use “Humboldt”, not “Humboldt County”) 

f. Phone/E-mail (This is the MEMBER’S phone/e-mail, NOT their parents) 

g. School (If school is not listed, leave blank) 

h. Grade Level 

i. Other fields are optional and can be populated as you’re instructed to do so 

9) Move to Contacts tab 

10) Click New Contact in the lower left corner 

11) Enter the contact’s name 

12) Choose the relationship this person is to the member 

13) Check the appropriate boxes (The contact listed on the membership application 

should be the Primary Contact, unless informed otherwise) 

14) Matches MAY appear in the “Similar Name” box. If one of these is the same person 

you are entering, select that person and click Use Name Selected Above. (ONLY do 

this if this new person is a match to someone who is ALREADY in the database) If not, 

move to step 15. 

15) Click Continue With New Contact 

16) The screen will now show households in the system with the same last name as 

this new contact. Choose one of the options: 

a. Continue Adding Contact with a New Household – If this contact does NOT 

live at the same house as either the member, or any other contact or other 

member already registered in the system 

b. Add contact to same household as  - If this contact lives at the same house 

as the member you are working on 

c. Use Household Selected Above – If this contact lives at the same house as one 

listed on the screen, click on that household, then click the Use Household 

Selected Above button. You can search for household’s that are under different 

names by typing the name into the “Other Households with this name” box, and 

pressing enter. 

17) Fill in any information you have for this contact. PHONE NUMBER is the most important field! 

18) If there are other contacts you have been given for this member, click the New Contact 

button in the lower left, and follow steps 11-17 again for each new contact 

19) Fill in additional tabs if you have been instructed to do so 

20) When finished, you may return to the Member tab to enter a new member following 

these instructions from step 3, or click the Close button in the lower right to return to the 

Main Menu. 
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Duplicate Members 

 

Having duplicate members in the system causes reports to show inaccurate information, 

and makes for problems when searching for member data. When entering a new member, 

if a similar match comes up on the new member screen, you can identify possible 

duplicates in a few simple steps. 

 

1) Select the member from the list that MAY be a potential duplicate. 

2) Click the Jump to this Member button 

3) If this appears to be the person you were about to enter, review the information 

and update data as needed. If this is not the member you were about to enter, 

click the New Member button in the lower left and either enter them as a new 

member, or check another potential duplicate from the list. NOTE: If at any time 

you are unsure, ask a supervisor to help you decide. Accidently duplicating data is 

VERY difficult to clean up later. 

4) If you are positive this new member is NOT a duplicate, click Yes on the pop- 

up to continue entering the new member’s information and return to step 6. 

NOTES: 

· Follow the steps above for all new members and contacts. 

· Fill in all fields that the member has filled in on an application. 

· It is recommended to have at least two contacts per member and that each contact 

have two phone numbers. 

· A hardcopy of the member’s information can be printed by clicking on the HARDCOPY 

button on the bottom of the main members form. 

 
Working with Attendance 

There are many features in the Membership Tracking System (MTS) that have to do 

with attendance. Below are instructions for just a few commonly used attendance 

features. 

Scanning In and Out Using Quick Entry 

Using Quick Entry is the easiest way to track attendance for members, employees and 

volunteers. 

Log in to the Membership Tracking System (MTS) with your user name. 

21) Click the Quick Entry button from the Main Menu. 

22) The computer will show a date and time. Verify that the date and time shown is 
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accurate, and if so, click Yes. If the date and time is not accurate, most likely the date 

and time on the computer is off. Click No and close MTS. Correct the computer’s date 

and time, then open MTS again. 

23) You’re now ready to start scanning/clocking in. The default activity should be 

general attendance. Alter the screen options based on how you’ve been trained 

to do so. Some examples are: 

a. For members, you can have them sign into general attendance, or 

select the activity/club they will be attending that day. 

b. For staff & volunteers, MTS will automatically recognize that they are a staff or 

volunteer and clock them in and out of Staff Hours. If you wish, you can 

change the activity to show Staff Hours, but it isn’t necessary. 

24) To clock in simply enter a last name or at least the first three letters. If there is 

more than one person, MTS will bring up a list to choose from. For example, if you 

enter “Hur” in the field, MTS will bring up all people in the system with last names 

beginning with “Hur.” 

25) Depending on how your workstation is set up, once you have put in the right person, 

you will either click Yes to continue, No to cancel, or the computer will automatically 

go to the screen to clock in the next person. 

26) Clock each person out using the same process. 

 

Processing Batch Attendance 

 

There may be times when you want to process check-ins or check-outs for many 

members at once. For example, if you pick up a group of members to all arrive at once, or 

if there is a field trip and members aren’t at the site to check-in. NOTE: This feature is not 
available for Staff/Volunteers. If you need to enter attendance for multiple 
staff/volunteers, do so through the Attendance or Time Card screens. 

 

1) Log in to the Membership Tracking System (MTS) with the user name QE. 

2) Set the Activity that members are clocking-in to. 

3) Click on Open Batch Attendance Form 

4) Select to enter members by membership number, name, or barcode scan. 

5) Enter each member. 

6) Click Process Attendance 

7) Click Close 

8) You will now return to Quick Entry to continue scanning. 
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Other Quick Entry Features 

 

There are other features in Quick Entry besides simply scanning in or out. The blue 

question mark button in the lower right gives details of all of the features. Below are 

some that are commonly used. 

 

Action Field: You can change the action if you’d like to do something other than scanning 

people in or out. For example, view a member’s information if you quickly need to reach 

their parent, or urgently need medical information. The buttons in the upper right will also 
perform the same tasks as the list in the Action Field. 

 

Fire Drill Report: This report is designed to print directly to a printer without any 

intervention. If there is an emergency in your facility and all of your members have checked 

in thru Quick Entry you can push the Fire Drill Report button and the report will print for 

you. This report will contain a list of those members who are still checked into your facility 

with the scan in time and their Primary Contact and Phone Number. 

 

End of Day Report: This report lists all members who have checked in for the chosen day 

and includes their member #, status and type. The report displays a total member count 

and allows for staff signature and date at the bottom for verification purposes. The report 

also provides summary choices for Membership Status, Membership Type, Gender, Age 

Group, School Grade, School and Ethnicity. 

 

Get Quick Counts: This is a continuous report that can be refreshed to show how many 

members have checked into your building(s) at any given moment. You can optionally 

choose 1 or many days, units and activities. If members are actively entering your facility 

or checking in for programs then click the Refresh button to see LIVE information. 

 
Undo: This screen is used to quickly undo a scan that was entered by mistake. Click on 

the person’s name that was mistakenly entered and click the Undo button then click 

Back to Scanning to continue recording attendance. 

 

Entering Attendance through the Attendance Calendar 

 

There may be times you wish to enter attendance through the Attendance Calendar. For 

example, if you have an activity that is off-site so members are unable to scan-in, or 

perhaps a member forgot to scan in for a particular day. 

 

1) Log in to the Membership Tracking System (MTS). 

2) Click the Attendance Calendar button from the Main Menu. 

3) Select the Activity from the drop down menu in the upper left. 

4) Verify the Month and Year at the top of the screen and change if necessary. 
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5) There are many other options at the top of the screen that you may or may not wish 

to use. Ask a supervisor if you are unsure about using any of the options. 

6) Locate the member and date you wish to add their attendance. 

7) To count them as present for the entire period (for example if Power Hour was 

scheduled from 1pm-2pm), you can simply put a capital X in the box. To fill in 

specific times they attended an activity, double click on the box and fill in the 

appropriate in and out times. NOTE: If only tracking General Attendance, it is best to 

put in and out times if this information is available. 

8) Click the Close button when finished. 

 
Working with Time Cards 

 

Most of the Time Card settings are established in the Organizational 

Information/Standards section of the Membership Tracking Program. Only those with 

administration knowledge of the program should access this area. For safety, access to 

the Organizational Information/Standards is turned off to most users. 

 

Entering Time on Time Cards Manually 

 

There are a few times when you may want to enter times manually onto Time Cards. 

This includes: 

 

 Sick/Vacation Time 

 Staff/Volunteers that have forgotten to clock in or out through Quick Entry 

 Staff/Volunteers that have hours for an activity that was off-site and thus 

they were not able to clock in or out through Quick Entry 

To manually enter times onto time cards follow these steps: 

 

28) Log in to the Membership Tracking System (MTS) 

29) Click the Staff/Volunteers button from the Main Menu 

30) Along the top, click on the Time Card tab 

31) Select your Pay Period dates from the drop down menus, or by using the red 

arrows or calendar. 

32) Enter the Date, Time Type (leave blank if regular time), the In Time and the Out Time 

33) Move to the next line and repeat step 5 for all times you wish to fill in manually. 

34) When done, you can move to another tab, another staff member or click Close, 

MTS will automatically save. 

NOTE: After managing the time card process several times, you will find what works 
best for you, either to enter manual times daily or at the end of the pay period when 
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you Retrieve and Build Time Cards. Manually adding times for staff that have forgotten 
to clock in or out, for example, may be easiest at the end of the pay period, while 
sick/vacation time may be easiest when done daily. 

 

Reviewing, Editing and Printing Time Cards for Staff and Volunteers 

 

1) Log in to the Membership Tracking System (MTS) 

2) Click the Staff/Volunteers button from the Main Menu 

3) Along the top, click on the Time Card tab 

4) If you have previously run time cards, the fields will already be populated 

5) Select your Pay Period dates from the drop down menus, or by using the red 

arrows or calendar. 

6) Click on the Retrieve & Build Time Cards button NOTE: If you receive a pop-up 

message stating that “There are x records that have entry times but not exit times” 

please review the filling in exit times portion of these instructions before continuing. 

7) Choose one of the following options: 

a. All Staff/Volunteers – To build time cards for staff and/or volunteers from all units 

b. Staff/Volunteers for Unit – To build time cards for staff and/or volunteers 

from a specific unit 

c. Specific Staff/Volunteer – To build time cards for only one specific 

staff or volunteer 

8) Choose how data will be deleted and replaced. Choose option D. NOTE: If you have 

run the Retrieve and Build for this pay period once before, and you need to run it 

again, contact your system administrator or Vision computing to be sure you select the 

correct option. 

9) If there are holidays within this pay period that you want to count as hours for ALL 

of the staff/volunteers you are working on, click the Select Holidays to Add to Time 

Cards button. 

a. Check the check boxes to add each holiday listed to time cards. 

b. Fill in the times for that day that you want to use. 

c. Click Return to Retrieve and Build Time Card 

d. Check the check box “Add Time Card Record(s) for Holidays” 

10) Click Continue with Time Card Retrieve and Build 

11) Review time cards, and fill in Time Types as needed. Any blank time types will simply 

be viewed as regular hours worked. 

12) If any more times need to be manually added, do so now. You can scroll through 

employees using the red arrows in the upper right corner of the screen, or the drop- 

down list. 
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13) When finished, click the Print Time Cards button 

14) You can now select the content you want printed on your time card: 

a. Page break the time cards – puts each person’s time card on a new page 

b. Show Social Security # - prints the person’s social security number on the time card 

if this has been entered into the system 

c. Show Time Type – this will have a box on the time card specifically showing 

if someone has more than 40 hours in a week. If using this option, select 

the Single Week radio button, and enter 40 in the # of Regular Hours field. 

d. Include Grant/Funding Sources Details – Not yet utilized by BGCGS 

e. Always check the checkbox for overlapping time card entries. 

f. Employee Footer Message – any text in this box will display at the end of the 

time card 

g. On the Select Staff Whose Time Card Will Print you can set your printing 

options if you want to print ONLY staff or ONLY volunteers, specific staff, 

specific positions, specific groups, etc. 

15) Click the appropriate button to Preview, Print, Export, Close or Close to Main Menu 

NOTE: If you preview, use the Esc key to exit the preview and return to this menu 

 
Re-Printing or Viewing Time Cards 

 

1) From the Time Cards tab in the Staff/Volunteer section of the Membership 

Tracking System, select the Staff/Volunteer from the list in the upper right 

corner. 

2) Select the Pay Period you wish to re-print, click the Print Time Cards button 

3) Choose your options. Be sure to select the “Individual Staff” from the “Select Staff 

Whose Time Cards Will Print” tab. 

4) Preview/Print as needed. 


