
 1 

 

 
 

 
 
 

OPERATIONS HANDBOOK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 2 

 

Table of Contents 
Mission Statement ......................................................................................................................................................... 4 
Operations Handbook .................................................................................................................................................... 4 
Management Statement on Safety ................................................................................................................................. 5 
Safety Committee .......................................................................................................................................................... 5 
One on One Contact Policy ........................................................................................................................................... 6 
Mandated Reporting of Suspected Child Abuse ............................................................................................................ 9 
Background Check Policy ........................................................................................................................................... 10 
Restroom Usage Policy ............................................................................................................................................... 11 
Bullying and Harassment Policy ................................................................................................................................. 12 
Critical Incident Reporting .......................................................................................................................................... 14 
Club Violence and Prevention Policy .......................................................................................................................... 14 
Parents/Guardians under the Influence ........................................................................................................................ 15 
Bring Your Own Device (BYOD) Acceptable Use Policy .......................................................................................... 16 
Safety Rules ................................................................................................................................................................. 18 
Staff Supervision Requirements .................................................................................................................................. 19 
Membership Policies ................................................................................................................................................... 20 
Medication Policy ........................................................................................................................................................ 21 
Disciplinary Policies for Club Members and Guest..................................................................................................... 21 
Boys & Girls Clubs of Bay County Procedures ........................................................................................................... 23 
Administrative Procedures........................................................................................................................................... 24 
Program Schedules/Calendars ..................................................................................................................................... 24 
Financial Procedures .................................................................................................................................................... 25 
Purchasing Standard Procedures .................................................................................................................................. 27 
Contracts and Service Agreements .............................................................................................................................. 27 
Inventory...................................................................................................................................................................... 28 
Buildings and Facilities ............................................................................................................................................... 28 
Transportation/Vehicles ............................................................................................................................................... 31 
Activities Away from the Club .................................................................................................................................... 34 
Injuries ......................................................................................................................................................................... 35 
Fire ............................................................................................................................................................................... 36 
Power Failure ............................................................................................................................................................... 36 
Emergency Closings .................................................................................................................................................... 36 
Housekeeping .............................................................................................................................................................. 36 
Repairs ......................................................................................................................................................................... 37 
Visitors ........................................................................................................................................................................ 37 
Volunteers.................................................................................................................................................................... 37 
Policy Guide Receipt and Acknowledgement Form .................................................................................................... 38 
 



 3 

 
 
 
 
 
 
 
 
 
 
  



 4 

Mission Statement 
 
To enable all young people, especially those who need us most, to reach their full 
potential as productive, caring, responsible citizens. 
 
To ensure that our programs operate safely and prove to be enjoyable to participants as 
well as creating a fun environment for all. 
 
A Boys and Girls Club Provides: 

 A safe place to learn and grow 
 Ongoing relationships with caring, adult professionals 
 Life-enhancing programs and character development experiences 
 Hope and opportunity 

 
 

Operations Handbook 
 

The purpose of this handbook is to acquaint you with the basic policies, rules and 
procedures of the Boys & Girls Clubs of Bay County, Inc.  These policies, rules and 
procedures apply to all employees, volunteers and established sites. In order to 
maintain compliance with the Department of Children & Families, the Club's programs 
that are governed or licensed through the state of Florida may require additional policies 
and procedures not listed in this handbook.  These policies and procedures can be 
found in the Boys & Girls Club Parent Handbook.   
 
These policies, rules and procedures contained in this handbook are subject to 
modification or revision at any time.  These policies, rules and procedures are 
developed and periodically reviewed by the Board of Directors with the participation of 
the CEO and final approval by the Board of Directors.  The Board retains final 
responsibility and authority for the approval of policies, rules and procedures.  All 
employees of the Boys & Girls Clubs of Bay County will be notified in writing of any 
changes. 
 
A copy of this handbook will be maintained at each operating location and will be 
available to any employee of the Club upon request. 
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Management Statement on Safety 
 

The management of the Boys & Girls Clubs of Bay County recognizes its responsibility 
to establish and maintain a safety and accident prevention program to encompass every 
function wherever located.  Accident prevention is the responsibility of each supervisor 
and employee.   
 
Every employee has a vested interest in safety, and the responsibility to act in the 
interest of safety for others, and to protect Club property from loss or damage.  This 
requires cooperation with fellow workers and with management in doing everything 
possible to correct unsafe conditions, eliminate unsafe practices and prevent loss from 
whatever source.  All accidents or incidents must be reported on the standard accident 
report forms. 
 
The goal of any safety program is to eliminate accidents, prevent injury to persons and 
damage to property, and to protect the interests of the Boys & Girls Clubs of Bay 
County, Inc., its employees, volunteers and members from accidents.  To attain this 
goal, the organization devotes considerable effort to provide a safe working 
environment and adequate safeguards against accident hazards through the proper use 
of equipment, methods and trained personnel.  The primary concern is to prevent 
unsafe acts and eliminate unsafe conditions for the overall safety of club members and 
staff. 
 
Management's goal is to provide a safe work place with safe equipment operated by 
safe workers to minimize the accident and loss potentials inherent in any operation.  To 
meet this goal, we need your full support and cooperation. 

 
 

In addition to local safety practices and reporting, there is also a Toll-Free Child 
Safety Helpline.  Through our partnership with Praesidium, one of the nation’s leading 
safety experts, Boys & Girls Clubs of America provides a confidential, toll-free Child 
Safety Helpline to all current or previous Club staff, members or families to report any 
incident or situation in which they feel unsafe. To access the Child Safety Helpline, 
call 866-607-SAFE (7233) or email SafeClub@Praesidiuminc.com. 
 

 
Safety Committee 

 
The Boys and Girls Club of Bay County shall have a safety committee chaired by an 
active board member that leads the Safety Agenda.  This committee shall: 

 Meet at least 3 times per year 
 Implement solutions to ensure the safety of all members, staff, volunteers, and 

visitors 
 Verify the organizations submission of an annual online safety assessment 
 Review the results of all safety assessments to identify areas for improvement 
 Review the organization’s safety policies 
 Submit Committee chair name and contact information annually to the BGCA 
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One on One Contact Policy 
 
The Boys & Girls Clubs of Bay County is committed to providing a safe environment for 
members, staff, and volunteers. To further ensure their safety, the Organization 
prohibits all one-on-one interactions between youth and staff and volunteers, including 
board members.   
 
AS A GENERAL RULE: 
 
Staff shall NOT  

 Initiate one-on-one contact with a member.  
 Have a private meeting or communication with a member. This includes in-

person meetings and virtual communications such as texting, video chat, and 
social media.  

 Transport one member at a time. This includes personal and private vehicles.  
 

Staff shall  
 Ensure meetings and communications (in-person and virtual) between members 

and staff and volunteers include at least three individuals.  
 Ensure in-person meetings take place in areas where other staff and/or members 

are present.  
 Communicate to another staff if an emergency situation arises.  

 
Exceptions may only be made when delivering medical or counseling services by a 
licensed, trained therapist, or similar professional or in an emergency situation. All 
exceptions shall be documented and provided to Club leadership.  
 
Staff shall immediately inform Club leadership if a staff member, volunteer, or board 
member violates this policy. Should any adult staff, volunteer, or board member violate 
this policy, the Organization will take appropriate disciplinary action, up to and including 
termination. 
 
1. What exactly is one-on-one contact? 

a) One-on-one contact is defined as any private contact or communication 
(including electronic communication) between a member under the age of 18 and 
an adult, including staff, volunteers, board members, and others that may come 
in contact with members during regular programming and activities. 
i) What is private contact/communication?  Private contact is any 

communication, in person or virtual, that is between one youth member and 
one adult that takes place in a secluded area, is not in plain sight, and/or is 
done without knowledge of others. Private places can include, but are not 
limited to vehicles, rooms without visibility to others, private homes, hotel 
rooms, outside areas where no one else is present, etc. Examples of private 
contact include, but are not limited to: 

(a) Meeting behind closed doors (in rooms without windows or visible 
sightlines) or any other spaces that are not visible to others (including 
outdoor areas). 

(b) One staff member transporting one member in a vehicle 
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(c) Electronic communications (text, video, social media, etc.) between 
one member and one adult. 

 
ii) What is public contact/communication? Public contact is any communication 

or meeting, in-person or virtual, that is between at least three individuals, 
including two staff and one member, one staff and 2 members, and variations 
of this combination. Examples of public contact include, but are not limited to: 

(a) Meeting in plain sight of others (i.e. in a quiet corner of an active 
games room) 

(b) Transporting members via public transportation (bus, taxis, train, air, 
etc.) or transporting multiple members. 

(c) Electronic communications (text, video, social media, etc.) between 
multiple members and adults (i.e. group chats). 

(d) Public places can include, but are not limited to buses, airports, 
shopping malls, restaurants, schools, etc 

 
2. How will this policy affect mentoring programs? 

a) Mentorship is a key component of Boys & Girls Club programming and has 
tremendous impact on members. Prohibition of one-on-one contact does not 
have to negatively impact mentor programs and/or relationship building. Mentors 
are encouraged to adjust their practices to include: 
i) Holding mentor and coaching sessions in areas where other staff and/or 

members are present or can see you. For example, in large rooms where 
meetings are visible but not heard. 

ii) Copying parents, staff, or other members (when appropriate) on written 
and/or electronic communications. 

iii) Scheduling meetings during Club hours and at the Club site. 
iv) Documenting interactions between mentors and youth. 

 
3. How does this affect travelling to external and/or off-site events and activities? 

a) When travelling to external events such as Keystone, Youth of the Year, or other 
off-site events, the one-on-one policy shall continue to be followed. 

b) Should the Club take responsibility for transporting members to and/or from an 
event, one staff member should not transport one single child at any time in a 
vehicle. Accommodations shall be made to ensure at least 3 people (2 staff and 
one member or one staff and 2 members) are together when traveling. As an 
alternative, public transportation may be used (i.e. taxi, Uber, bus, train, air, etc.). 
If this arrangement presents staffing or budget challenges, consider the following: 
i) Inviting parents or guardians to attend and/or chaperone their child. 
ii) Including additional youth (i.e. Junior Youth of the Year) and/or staff in travel 

plans. 
iii) Coordinating with other Clubhouses or nearby Organizations to travel 

together. 
iv) Travelling with additional staff or members. 

c) Parents and guardians should also provide written consent in each instance a 
member travels to any off-site event. 

d) Similar practices should be in place when coordinating field trips for multiple staff 
and members.  
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4. What if I partner with a local mentoring organization in my community? 

a) If you partner with a local mentoring organization, such as Big Brothers Big 
Sisters, all efforts should be made to ensure mentors abide by Club policies, 
including background check requirements 

b) External mentors should agree to and abide by all Club safety policies and 
procedures. 

c) A written agreement should be in place to determine how and when the external 
organization assumes custody and responsibility of the member and is clearly 
communicated to parents or guardians. 

d) Documentation should be maintained on each mentoring interaction.  
 
5. How does this policy affect transportation to and from my Clubhouse? 

a) When transporting members to and/or from a Club sponsored event or activity, 
single members should not be transported alone with one staff person. 

b) Consider the following to accommodate single children: 
i) Modify bus or van routes so single children aren’t picked up first or dropped 

off last. 
ii) Use a bus aide if available. 
iii) Pick up and drop off children in groups. 
iv) Modify staff schedules to ensure multiple staff are present.  

 
6. Are there exceptions to this policy? 

a) Exceptions can be made when delivering medical or counseling services by a 
licensed, trained therapist or similar professional (i.e., counselors, social 
workers). 

b) Exceptions can be made when the emotional or physical safety of a member is at 
risk and a private, one-on-one communication is deemed necessary by Club 
leadership. All instances of exceptions should be communicated with Club 
leadership and documented. If medical care is given, Clubs should reference 
HIPAA for state-specific guidance. 

c) In emergency situations, which could create a safety risk, exceptions can be 
made, i.e., if a member is not picked up by a parent and leaving them alone at 
the Club could be a safety risk. 

d) Should exceptions need to be made, the Club shall have policies in place to 
monitor interactions, including, but not limited to: 
i) Disclosing the meeting to Club leadership and regularly checking-in with the 

member and adult during conversations. 
ii) Placing time limits on conversations. 
iii) Meeting in rooms with clear sight lines (i.e. rooms with windows, glass doors). 
iv) Documenting the interaction. v. Disclosing the emergency situation to another 

staff member. 
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Mandated Reporting of Suspected Child Abuse 

 
What is a mandated reporter? 
 
A mandated reporter is a person who, because of his or her profession, is legally 
required to report any suspicion of child abuse or neglect to the relevant authorities. 
Typically, these professions include people who have frequent contact with children. 
Additionally, Florida requires that any person who suspects child abuse or neglect must 
report regardless of profession. 
 
Are Boys and Girls Club employees and volunteers considered mandated 
reporters? 
 
Yes, all Boys & Girls Club employees, volunteers, and board members should report 
any suspicion of child abuse or neglect to local authorities. As an organization that 
prides ourselves on serving young people, especially those who need us most, it is 
imperative that we work to protect every child who walks through our doors. 
 
What are the responsibilities of mandated reporters? 
 
The circumstances under which a mandatory reporter must report suspect abuse is 
when a reporter, in his or her official capacity, suspects or has reason to believe that a 
child has been abused or neglected or is in danger of being abused. Reporters are 
required to report the facts and circumstances that led them to suspect abuse, but they 
are not required to and should not attempt to investigate the circumstances of the 
suspected abuse. Reporters are discouraged from asking the child or others involved 
probing questions or investigating physical signs of abuse; instead, report to the proper 
authorities that have been trained to investigate. 
 
What are the penalties for not reporting? 
 
Failure to adhere to mandatory reporting requirements is a crime and can lead to 
significant fines and even incarceration. It’s important to note that penalties often apply 
to the staff person that failed to report and to the Organization as a whole, opening the 
Organization up to additional liability and exposure to legal action.   
 
How do I report suspected child abuse? 
 
Suspected child abuse shall be reported to the Department of Children and Families by 
the use of the child abuse hotline: (800) 96-ABUSE. 
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Background Check Policy 
 

The Boys & Girls Club of Bay County is committed to selecting and retaining the best 
staff and volunteers to serve our youth. As part of the initial selection process and on an 
on-going basis, Boys & Girls Clubs of Bay County will conduct background checks in 
accordance with the following policy. 
 
Boys & Girls Clubs of Bay County will conduct criminal background checks of all 
employees, including minors, board volunteers, and others who serve on a standing 
committee, and conduct background checks on all volunteers, including partners and 
minors, who have direct, repetitive contact with children. Name‐based or fingerprint‐
based record searches may be used in any combination but will, at a minimum,  

a) verify the person’s identity and legal aliases through verification of a social 
security number, 

b) provide a national Sex Offender Registry search,  
c) provide a comprehensive criminal search which includes a national search,  
d) provide a comprehensive local criminal search which includes either a statewide 

criminal search or county level criminal search, depending on your jurisdiction (a 
current list of jurisdictions can be found at www.bgca.net/childsafety), and  

e) include here any additional background check criteria required by your 
organizational policies, funding, or licensing agencies or required in your 
jurisdiction, such as motor vehicle records, child abuse registry, or credit checks.  

 
Such checks will be conducted prior to employment and at regular intervals not to 
exceed twelve (12) months. 
 
All background check findings will be considered when making employment or volunteer 
decisions. It is the policy of Boys & Girls Clubs of Bay County that an employee or 
volunteer will be automatically ineligible for employment or volunteer service, if such 
individual:  

a) refuses to consent to a criminal background check,  
b) makes a false statement in connection with such criminal background check,  
c) is registered, or is required to be registered, on a state or national sex offender 

registry,  
d) has been convicted of a felony consisting of:  

a. murder,  
b. child abuse,  
c. a crime against children, including child pornography,  
d. domestic violence,  
e. abduction or human trafficking,  
f. a crime involving rape or sexual assault,  
g. arson,  
h. weapons, 
i. physical assault or battery,  
j. drug possession, drug use or distribution of drugs in the last 5 years or, 

e) has been convicted of a drug‐related offense committed within the last five years, 
or  
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f) include here any additional hiring exclusions required by your organizational 
policies, funding, or licensing agencies or required in your jurisdiction.  

 
Boys & Girls Club of Bay County will conduct reference checks on any candidate for 
employment or volunteer service. Should candidates for employment have previous 
experience with a Boys & Girls Club, a reference from the former Boys & Girls Club 
supervisor will be obtained by Boys & Girls Club of Bay County prior to extending an 
offer for employment or volunteer service. 
 
E-Verify is a web-based system that allows the Boys & Girls Clubs of Bay County to 
confirm the eligibility of our employees to work in the United States. Boys & Girls Clubs 
of Bay County verifies the identity and employment eligibility of newly hired employees 
by electronically matching information provided by employees on the Form I-9, 
Employment Eligibility Verification, against records available to the Social Security 
Administration (SSA) and the Department of Homeland Security (DHS). All employment 
is contingent upon background verification and E-verify eligibility.   
 
 

Restroom Usage Policy 
 
The Boys & Girls Clubs of Bay County is committed to providing a safe environment and 
enforces the following restroom policy for members, staff, volunteers, and other adults. 
 
Restrooms located at the CC Moore Unit, the Chapman Unit, and the Hilton Teen 
Center have been designated to be used by members, staff, and club visitors. The 
restrooms at the Frank Brown Park Beach Unit are designated as public restrooms.  
 
All restrooms shall be regularly monitored by designated staff at a schedule set by each 
Unit Director. Monitoring includes walk-throughs, inspections, and periodic spot checks 
to monitor club member behavior and the use of the facilities.  
 
Staff Shall: 

 Limit the number of restroom users at one time. 
 Implement a restroom inspection and monitor schedules 
 Abide by all staff codes of conduct to include the safety and security of club 

members 
 I. Use the restroom only when it is not occupied by a club member 
II. Use the "one foot in, one foot out" method of checking to see if the restroom is 
occupied and to clear the restroom for staff and or adult visitor usage. 

 When possible have a staff person to monitor the restroom entrance and prevent 
a club member from entering while an adult visitor or staff person is occupying 
the restroom 

 When possible have a responsible club member stand guard outside of the 
restroom at the entrance to prohibit the entrance of other club members. 

 Upon the entry of an adult visitor, or staff into the restroom, a procedure of 
marking the bathroom as "Occupied by Adult" should be easily visible, thereby 
notifying club members not to enter the restroom until it is not occupied by an 
adult visitor or staff 
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 Report all unacceptable restroom conditions to the Unit Director 
 Document, in writing, restroom conduct incidents and report them to the Unit 

Director, Area Director, and CEO as soon as possible. 
 

Bullying and Harassment Policy 
 
Bullying and Harassment 
 
It is the policy of the Club that all of its members, employees, personnel, volunteers and 
visitors have a setting that is safe, secure, and free from harassment and bullying of any 
kind.  The Club will not tolerate bullying or harassment of any type.  Conduct that 
constitutes bullying and/or harassment, as defined herein, is prohibited. 
 
Consequences 
 
For any Club member, employee, personnel, volunteer and/or visitor who commits an act 
of bullying or harassment, or who is found to have wrongfully and intentionally accused 
another of an act of bullying or harassment, concluding whether a particular action or 
incident constitutes a violation of this policy requires a determination based on all of the 
facts and surrounding circumstances. The consequences and appropriate remedial 
action for Club members, employees, personnel, volunteer and/or visitor who commit acts 
of bullying or harassment, or who are found to have wrongfully and intentionally accused 
another of an act of bullying or harassment may range from positive behavioral 
intervention up to and including temporary suspension or permanent expulsion from the 
Club if a member, termination if an employee or personnel, and banishment or exclusion 
from all Club facilities and events if a volunteer or visitor.  If warranted or otherwise 
required by law, reports to appropriate law enforcement officials concerning the alleged 
conduct shall be initiated. 
 
Procedures for Reporting 
 
At each Club unit or facility (including at or during Club sanctioned or sponsored events 
held offsite), the Unit director shall be responsible for receiving complaints alleging 
violations of this policy.  All Unit directors are required to report the alleged violations of 
this policy to the CEO of the Club as soon as practicable, preferably the same day as the 
conduct is reported or witnessed, but at least within twenty-four (24) hours the conducted 
is reported or witnessed.  In addition to reporting the conduct to the Club CEO, if the CEO 
or Club employee or personnel suspect the alleged conduct might constitute a crime, 
report of the alleged conduct to appropriate law enforcement officials is mandatory.  Club 
members, volunteers and visitors shall be encouraged to report conduct prohibited by this 
Policy to the Club CEO.  This Policy shall encompass any conduct which occurs, or is 
alleged to have occurred while occupying or utilizing any motorized vehicle used by the 
Club for conducting its normal business (i.e. buses, vans, etc.). 
 
Use of Physical Restraint 
 
On rare occasions, it may be necessary to physically restrain or remove a Club member 
from a program or activity in order to prevent injury or the threat of injury to the member, 
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to staff members or to the public at large.  This should be done in the least restraining 
manner possible, given the specific circumstances of the situation and the disruptive 
individual. 
 
 
Appropriate incident reports should be completed as soon as possible after the incident 
is resolved. Call Parents immediately to pick up the club member.  
 
Procedures for Investigating 
 
In the event investigation of a reported act of bullying or harassment is deemed to be a 
Club-related activity, the procedure below shall be included in the investigation: 
 

1. The CEO or his/her designee employed by the Club shall initiate the 
investigation into the alleged conduct. 

2. The conduct shall be documented appropriately including obtaining 
statements from the alleged victim, the alleged perpetrator, and any 
witnesses to the conduct.  Each individual shall be interviewed separately 
and individually and at no time should the alleged perpetrator and the 
alleged victim be interviewed together. 

3. The investigation shall include the gathering and evaluation of relevant facts 
including, but not limited to: 

a. A description of the incident(s); 
b. How often the conduct has occurred; 
c. Whether there have been past incidents or past continuing patterns 

of behavior; 
d. The relationship between the parties involved; 
e. The characteristics of the parties involved (i.e. age, gender, etc.); 
f. The identity and number of individuals who participated in bullying or 

harassment behaviors; 
g. Where the alleged conduct occurred; 
h. Whether the conduct has adversely affected the victim’s Club 

experience; and 
i. The date, time and method in which the parents or legal guardians 

of all parties involved were contacted. (NOTE: If notice to parents or 
legal guardians would adversely affect or impair the health, safety 
and welfare of the Club member, or if such notice would impair or 
adversely affect the efforts of law enforcement in the event the 
conduct constitutes an act or acts which require mandatory reporting, 
such considerations may dictate the timing of parental or legal 
guardian notification. 

 
Whether a particular action or conduct constitutes a violation of this policy requires a 
determination based on all the facts and surrounding circumstances and includes: 
 

1. Recommended remedial steps necessary to stop the bullying or 
harassment; and 

2. A final written report to the CEO or CEO’s designee with recommendations 
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for disciplinary actions if it is determined that bullying or harassment has 
occurred. 

3. If a crime has been committed, law enforcement shall be notified 
immediately. 

 

Critical Incident Reporting 
 
In addition to reporting potential criminal matters to law enforcement immediately, 
allegations that fall within the following categories must be reported to BGCA within 24 
hours pursuant to Boys & Girls Club membership requirements: 
 
1. An instance or allegation of child abuse, including physical, emotional or sexual abuse; 

sexual misconduct or exploitation against any child (Club-related or not) by a current 
employee or volunteer or any Club-related instance by a former employee or 
volunteer. 

2. An instance or allegation of child abuse, including physical, emotional or sexual abuse; 
sexual misconduct or exploitation by a youth towards another youth at a Club site or 
Club sponsored activity. 

3. A major medical emergency with a child, personnel, or volunteer at a Club site or Club 
sponsored activity leading to extended hospitalization, permanent injury or death or a 
mental health crisis with a child requiring outside care. 

4. A child who may be abducted or missing from a Club site or Club sponsored activity. 
5. A known or suspected felony-level criminal act committed at a Club site or Club 

sponsored activity. 
6. The misappropriation of organizational funds in the amount of $10,000 or greater or 

any amount of federal funds. 
7. Any criminal or civil legal action involving the organization, its employees or 

volunteers, as well as any changes in the status of an open organization-related legal 
action. 

8. Negative media that could compromise the reputation of the organization or the Boys 
& Girls Club brand. 

9. Any other incident deemed critical by the organization. 
10. Failure of an inspection by a childcare licensing agency or organization. 
11. When in doubt, report or contact your Director of Organizational Development (DOD). 
 
 

Club Violence and Prevention Policy 
 
BGBC is committed to a safe working environment for all its employees. BGBC will not 
tolerate workplace violence, defined as threats, threatening behavior, acts of violence, 
“horseplay” that may be dangerous, or any conduct that threatens, intimidates, or 
coerces employees, customers, vendors, business associates, or visitors. Workplace 
violence can also include, but is not limited to, assault, injury, battery, physical or cyber- 
stalking, property damage, homicide, abusive or threatening acts, and/or acts of 
sabotage. All employees, customers, vendors, business associates, and visitors should 
be treated with courtesy and respect at all times. 
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BGBC also prohibits the possession or use of any weapon, including, but not limited to, 
firearms, knives or other weapons, on BGBC property. Where geographical 
laws/statutes conflict with this policy, the law/statute will apply. The BCBC reserves the 
right to enforce this policy if there is reason to suspect such person is violating this 
policy. 
 
This policy applies to all BGBC employees, volunteers, onsite contractors, vendors, 
customers, business associates, or visitors. 
 
REPORTING PROCEDURES AND INFORMING THE CLUB  
 
If you see anyone in immediate danger, call 911. To repeat: if you believe there is an 
imminent threat, call 911. Employees should not place themselves in peril, nor should 
they attempt to intercede during an incident.  
 
Violations of this policy and suspicious individuals or activities must be reported as soon 
as possible to the unit director, area director, or CEO. All employees are personally 
responsible for reporting any actual or potential violations of this policy. BGBC also 
encourages employees to bring any disputes to the attention of their unit director before 
a situation escalates to threats or violence. 
 
INVESTIGATIONS AND ENFORCEMENT 
 
BGBC will investigate all reports of violations of this policy and of suspicious individuals 
or activities. BGBC will not retaliate against employees making good-faith reports of 
violation of this policy or suspicious individuals or activities. To maintain workplace 
safety and the integrity of its investigation, BGBC may suspend employees suspected of 
violating this policy, either with or without pay, pending the outcome of the investigation.  
 
Anyone who violates this policy will be subject to prompt disciplinary action up to and 
including termination of employment. BGBC may also choose to seek the arrest and 
prosecution of the person(s) involved. 
 
 

Parents/Guardians under the Influence 
 
When staff members suspect that a parent/guardian, who is picking their child up from 
our program, is under the influence of drugs or alcohol, these procedures should be 
followed: 
 
1. Alert the Unit Director or staff person in charge that the parent/guardian is under the 

influence and distract the child to keep them away from the parent/guardian while 
the staff speaks to the parent/guardian. 

2. The Unit Director or Lead Staff should speak to the parent/guardian in his/her office 
with the door open or away from the main population of members.  Explain the 
concerns regarding sending the child home (in a vehicle) with the parent/guardian 
who appears to be under the influence.  Tell them by law, you can't release that child 
to them. Call the emergency numbers listed on the membership forms, and try to get 
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someone else to come and pick up the child. 
3. If no one else is available to pick up the child, call the police department and explain 

the situation. 
4. If you are unable to detain the parent/guardian and prevent them from taking the 

child, call the police and give them a description of the vehicle and license number. 
5. Do not:   
 a.   Use force with either the parent/guardian or the child. 

b. Accuse the parent/guardian of intoxication - just tell them you are concerned 
that they seem to be under the influence. 

c. Argue with the parent/guardian about their intoxication. 
d. Make accusations about their status as a parent. 

6.   Do: 
a. Be non-confrontational. 
b. Be firm about your desire to see that the child is taken care of and the child's 

safety is most important. 
 
 

Bring Your Own Device (BYOD) Acceptable Use Policy 
 

The BGBC adopts this policy to maintain a safe and secure environment for members, 
staff, volunteers and others. Personally owned devices are permitted for use during 
Club time for Club purposes and in approved locations only.  
 
A personally owned device includes all member-owned existing and emerging 
technologies and devices that can take photographs; play and record audio or video; 
input text; upload and download content and/or media; and transmit or receive 
messages or images.  
The Club expressly prohibits the use of personally owned devices in locker rooms, 
restrooms and other areas where there is an expectation of privacy.  
 
Members bear the burden of responsibility to ask staff when they aren’t sure of the 
permissibility of a particular use of technology prior to engaging in the use.  
 
Any inappropriate use of a personally owned device, as determined by Club staff, can 
lead to disciplinary action including, but not limited to, confiscation of the device, 
immediate suspension from the Club, termination of membership, or other disciplinary 
actions determined to be appropriate to the Club’s existing disciplinary policies 
including, if applicable, referral to local law enforcement.  
 
Inappropriate communication includes, but is not limited to, obscene, profane, lewd, 
vulgar, rude, inflammatory, threatening, or disrespectful language or images typed, 
posted or spoken by members; information that could cause damage to an individual or 
the Club community, or create the danger of disruption of the Club environment; 
personal attacks, including prejudicial or discriminatory attacks; harassment 
(persistently acting in a manner that distresses or annoys another person) or stalking 
others; knowingly or recklessly posting false or defamatory information about a person 
or organization; and communication that promotes the destruction of property, including 
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the acquisition or creation of weapons or other destructive devices. If a member is told 
to stop sending communications, that member must cease the activity immediately. 
 
Members may not use any technology to harass, threaten, demean, humiliate, 
intimidate, embarrass, or annoy their peers or others in their community. This behavior 
is cyberbullying, which is bullying that takes place using emerging technologies and 
devices. Examples of cyberbullying include mean text messages or emails; rumors sent 
by email or posted on social networking sites; and embarrassing pictures, videos, 
websites or fake profiles. Any cyberbullying that is determined to disrupt the safety 
and/or well-being of the Club, Club member, Club staff or community is subject to 
disciplinary action.  
 
Monitoring and inspection. With parent permission BGBC reserves the right to monitor, 
inspect, copy and review a personally owned device that is brought to the Club.  
Parents/Guardians may refuse to allow such inspections. If so, the member may be 
barred from bringing personally owned devices to the Club in the future.  
 
Internet access. BGBC reserves the right to monitor communication and Internet traffic, 
and to manage, open or close access to specific online websites, portals, networks or 
other services. Members must follow Club procedures to access the Club’s Internet 
service.  
 
Loss and damage. Members are responsible for keeping the device with them at all 
times. Staff are not responsible for the security and condition of the member’s personal 
device. Furthermore, the Club is not liable for the loss, damage, misuse or theft of any 
personally owned device brought to the Club.  
 
Parental notification and responsibility. BGCA’s Internet Acceptable Use Policy restricts 
the access of inappropriate material. However, supervision of usage may not always be 
possible while members use the Internet. Due to the wide range of material available on 
the Internet, some material may not fit the particular values of members and their 
families. Because of this, it is not practical for BGCA to monitor and enforce a wide 
range of social values in student use of the Internet. If parents do not want members to 
access information beyond the scope of the Internet Acceptable Use Policy, parents 
should instruct members not to access such materials.  
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Safety Rules 
 

 All employees will wear appropriate personal protective equipment such as safety 
glasses, gloves, or hearing protection for the task. 

 All employees will wear appropriate clothing to match the type of work being done.  
 All employees are encouraged to use ergonomic equipment, when available.  
 In all emergency situations (power failure, tornado, fire or medical situation, etc.), 

staff will follow Boys & Girls Clubs of Bay County's policies. 
 All employees will use proper lifting techniques when lifting or moving items. Use 

two-person team when lifting items in excess of 50lbs. 
 All eligible drivers will have a valid driver’s license, have a safe driving record as 

approved by our auto insurance company, and practice defensive driving 
techniques. 

 All employees will ensure that supplies, equipment and tools are properly stored 
prior to and after use, per policy. 

 Staff will report unsafe conditions to their supervisor immediately. 
 
No minor -- under age 18 -- is allowed to use hazardous materials at the Club.  This 
includes all cleaning materials.  Club members and teen community service volunteers 
are not allowed to use hazardous materials. 
 
Staff members who use hazardous materials must wear the appropriate protective 
gloves and/or goggles and Personal Protective Equipment (PPE) for the task. 
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Staff Supervision Requirements 
 
Overall Program Inside Building: 
 
 At all times, when Club sites are open to members, there must be at least two adult 

staff members or two adult volunteers and at least one adult staff member. 
 Volunteers are not in charge, nor should they be left alone with club members 
 Do not be left alone with a club member - move to an area where other staff are 

present if you find that children are leaving or haven't arrived yet. If opening or 
closing a club or area, ensure that you are never alone with a child. See also policy 
regarding One on One Contact with Children. 

 
Club activities should be under continuous supervision by an appropriate adult and 
should maintain reasonable ratios when supervising youth. The ratio should be based 
on an organization’s experience, common practices in the community, and/or standards 
set by Club leadership. 
 

Type Adults Youth 
Drop-in 1 25 

Instructional 1 20 
Group Clubs 1 15 

Teams 1 15 
Field Trips 1 15 
Day Camp 1 10 
Day Trips 1 8 

Overnight  1 (with 
minimum of 2 
adults 
present)  

6  

Swimming  1 Lifeguard  25 Swimmers  
Swimming  1 Spotter  10 Swimmers  
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Membership Policies 
 
The Boys & Girls Clubs of Bay County is open for membership to any child 6 through 18 
years of age, regardless of race, color, creed, or economic circumstance.  Any child 
wishing to join must complete all forms required and furnish a release signed by a 
parent/guardian. 
 
All membership fees in the Club shall be for either the Summer Program or After-School 
Program.  All memberships expire at the end of the cycle where new forms are required.  
Membership is mandatory for participation in Boys & Girls Clubs sports programs as 
well.  If a child is unable to pay the membership fee, summer fees or other fees, he/she 
should be referred to the Unit Director to schedule a payment plan.  Scholarships are 
available upon discussion with management. 
 
Membership Participation 
 
The child's participation in activities is a part of being a member.  No charge shall be 
made for participation in regular Club activities.  However, there may be a charge for 
certain foods and field trips.  All areas of the Club are available to members, subject to 
specific policies in the particular areas. 
 
Client Guests 
 
Club members may bring friends to the Club for a one-time visit for free.  If the visitor 
wants to attend after one visit, a membership form must be filled out, and a membership 
fee must be paid. The friend must have prior authorization from the parent to attend to 
accommodate for transportation and he or she must provide emergency contact 
numbers. 
 
Club Operating Hours  
 
After-School Hours: 
CC Moore Unit  Monday-Friday    2:00 pm - 6:30 pm      
Hilton Teen Center  Monday-Friday    3:00 pm - 6:30 pm 
Chapman Unit  Monday-Friday    2:00 pm - 6:00 pm 
Waller    Monday-Friday    2:00 pm - 6:00 pm 
Frank Brown Park Unit Monday-Friday    2:00 pm - 6:00 pm 
 
Summer & Out-of-School Hours: 
CC Moore Unit  Monday-Friday    7:30 am - 5:30 pm      
Hilton Teen Center  Monday-Friday    7:30 am - 5:30 pm 
Chapman Unit  Monday-Friday    7:30 am - 5:30 pm 
Waller    Monday-Friday    2:00 pm - 6:00 pm 
Frank Brown Park Unit Monday-Friday    7:30 am - 5:30 pm 
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Medication Policy 
 
No medication (prescription or over the counter) will be administered at any Unit unless 
these guidelines are followed: School Readiness Health & Safety Standards should be 
followed. 
 
 A copy of the prescription or bottle label with directions for dosage must be on file 

with the Unit Director. 
 The name of the child who will be taking the medication must be on the prescription.  

No prescription medication will be given with another person's name on the label. 
 All medication must have a permission note from the parents/guardians with 

instructions for administering the medication, including a beginning date and ending 
date, dosage, child's name, and the parents/guardians signature.  At the time of 
dispensing, a log shall be made on a slip. 

 All medications (prescription or over the counter) will be kept in a secured cabinet by 
the front desk.  The front desk staff person or staff person designated by the Unit 
Director will administer medication.  

 No more than one month's worth of medication will be kept at the Center.  The 
person responsible for dispensing medication will make sure on a weekly basis to 
check for expired prescriptions and take the proper precaution when disposing of 
them.  The parents/guardians will be notified when disposal takes place.   Daily 
doses must be labeled with the child's name, the medication name, and the parents’/ 
guardians' name and phone number. 

 

Disciplinary Policies for Club Members and Guest 
 
Discipline is essential to creating a learning environment that is positive, supportive, and 
safe. To create this environment, the following principles for conduct have been set for 
each Unit: 
 
 Practice the golden rule - treat others the way you would like to be treated. 
 This is your Club - help keep it in good shape. 
 Use appropriate language. 
 When the staff asks for your attention, stop, look and listen. 
 Run only in the gym or outside play areas. 
 Keep your hands, feet and other objects to yourself. 
 
These rules are explained to all members and reviewed periodically so that 
expectations are clear.  It is not possible to list all of the unacceptable behaviors at the 
Club, but the following are examples of actions that are not allowed and will result in 
disciplinary steps: 
 
 Use of inappropriate language and gestures. 
 Inappropriate touching, hitting and fighting. 
 Presenting a danger to oneself or other members, staff and volunteers. 
 Bringing weapons or dangerous articles to the Club.  
 Bringing alcohol, drugs or tobacco into the Club.  
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 Vandalism of property belonging to the Club or that of others. 
 Going into off-limit areas of the Club. 
 Disobeying rules established for field trips and vehicle rider safety. 
 Leaving the group setting without permission. 
 Stealing. 
 Harassing members, staff and/or volunteers. 
 Repeated ignoring or disobeying of staff or volunteer directions. 
 
When infractions of the Boys & Girls Clubs of Bay County rules occur, they can be dealt 
with up to and including: time outs, exclusion from activity, working off the infraction, 
removal from Club facility, suspension, or expulsion. 
 
Timeouts   
 
Timeouts are used to give the child an opportunity to sit out of an activity and "rest" a 
moment until he/she is calm enough to rejoin the activity.  Time out will be located in a 
designated area.  The amount of time will be determined by the seriousness of the 
infraction and age of the child. 
 
Exclusion from Activity   
 
This is another measure, more stringent than timeouts.  A member must behave 
responsibly at the Club or he/she cannot participate in all Club privileges.  Staff 
members may exclude the child from their department for a definite time period.  After 
consultation with the Unit Director, the child may be excluded from other activities as 
well (such as field trips, etc.).  Specifications will be discussed with the child, including 
time limits (for example, if art materials are misused, the child would not be permitted to 
participate in the art program the next day or week). Withholding lunch or snack will not 
be used as a discipline method. 
 
Working off the Infraction   
 
It is possible to set up a specific work program whereby the child can work off the 
infraction.  Efforts should be made to make the work related to the infraction and age 
appropriate. 
 
Removal from Club 
 
If at any time a child's actions warrant immediate removal from the Club, staff may, in 
consultation with the Unit Director, contact the parents/guardians immediately to come 
and pick the child up. 
 
Suspension  
 
Repeated violations of Club rules and/or a serious infraction will lead to suspension.  
Suspension is at the discretion of the Unit Director, and its length will be determined by 
the seriousness of the infraction.  Suspension signifies that the member is not 
displaying cooperation and that membership in the Club is being jeopardized.   
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Expulsion  
 
A serious infraction and/or repeated suspensions and violations of Club rules will lead to 
total expulsion from the Club.  Expulsion is at the discretion of the CEO in consultation 
with the Unit Director & Area Director.  A letter will be issued to the parents/guardians 
outlining this action. 
 
Please note that all letters to parents/guardians, or contract with a child for behavior 
change, should be written within one day of the offense.  They do not need to be 
lengthy, but should be prompt.  A copy of the letter/contract will be forwarded to the 
Area Director & CEO.  
 
Whenever an infraction is serious enough to warrant discussion with the member's 
parents/guardians, an incident report form must be filled out and given to the Unit 
Director for discussion with the parents/guardians. 
 
At no time will any staff member be allowed to use any form of corporal punishment with 
a member.  Any staff member who is alleged to have participated in aggressive physical 
contact with another staff member or member will be immediately suspended with pay 
from duty pending an investigation.  Parents/Guardians of any member who has been 
injured by a staff member will be contacted immediately and informed of the incident.  
Should the allegations be proven true, the staff member will be disciplined according to 
the standards set forth in the Employee Handbook. 
 

 
 

Boys & Girls Clubs of Bay County Procedures 
 

 All members must check in as they enter each day. 
 Members should bring their membership cards (if available) every day.  If a member 

loses their card, a replacement fee will be charged per occurrence. 
 Only members are allowed in our facilities except for special outreach events.  Non-

members are allowed one visit prior to joining.  Non-members are prohibited from 
riding in CLUB vehicles. 

 Members must stay in the facility unless participating in a supervised outside activity.   
 Be proud of your facility.  Keep the Club clean.  Food will be eaten only in 

designated areas. 
 Club staff are not responsible for any toys, electronics, or personal property brought 

to the Club.    
 Bikes are to be parked only in a designated area.  They should be locked by the 

Club member. 
 All injuries or accidents must be reported immediately to the staff. 
 Members may use the phone at front desk staff person’s discretion. 
 Different programs and activities will be available in different areas of the Club.  

Members are encouraged to choose an activity and participate.  
 Membership fees area not refundable unless approved by the Area Director or CEO. 
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Administrative Procedures 
 
Program Schedules/Calendars 
 
All staff will participate in planning meetings and submit their ideas for programs, 
activities and field trips to the Club Director in a timely manner for inclusion on program 
schedules and calendars for the three program planning sessions (Summer, 1st 
Semester of School, & 2nd Semester of School). The Unit Director is responsible for 
compiling program and field trip schedules and calendars and obtaining the approval of 
the Area Director prior to publication. 
 
Activity Reports/Program Binders/Logs 
 
For every program that falls within their responsibility, staff members are required to 
complete program participation forms which include, but not limited to, attendance, 
licensing requirements, grant requirements or reimbursement requirements.  These 
forms should be turned in to the supervisor as specified based on the specific 
requirements.  Any comments, suggestions or special problems that occurred in each 
program should be included.  The designated staff member responsible for compiling 
these reports for submission to the Unit Director or Area Director or appropriate agency 
should receive these reports in a timely manner. 
 
Donation and Fund Requests 
 
The Unit Director, Area Director, or CEO must approve requests to businesses, 
foundations, community organizations, and other entities for donations or funding. Any 
outside group wanting to sponsor a fundraising event for the Boys & Girls Clubs of Bay 
County must have the approval of the CEO or VP of Resource Development on the 
Board of Directors. 
 
Time Sheets/Cards 
 
All non-exempt staff members are required to fill out their time sheets daily.  Each 
employee is responsible for filling out his/her own time sheet and submitting the time 
sheet on the day paychecks are distributed. The appropriate supervisor will verify all 
time sheets and calculate total hours worked during the pay period.  Any fraudulent 
reporting on the time sheets will be cause for disciplinary action up to and including 
immediate dismissal. Grant time sheets may be requested of exempt, as well as non-
exempt, employees.  Specific time periods as related to the grant may be different than 
other time periods.  
 
Punctuality 
 
The importance of being on time and ready to work cannot be overemphasized.  If an 
employee is to be late for work, he/she is responsible for contacting his/her immediate 
supervisor as soon as possible so that other arrangements can be made.  Non-exempt 
staff will be paid to the following ¼ hour after their scheduled time if they arrive late. 
(i.e., 9:05 would mark 9:15 on time sheet).  If this tardiness becomes habitual, the 
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employee may be placed on probation or dismissed. 
 
Staff Meetings 
 
Full-time staff will meet twice a month (except during summer) as scheduled by the Area 
Director or CEO and more frequently if needed.  Part time program staff will meet weekly 
as scheduled by the Unit Director. 
 
Use of Telephone During Club Hours 
 
The Boys & Girls Clubs of Bay County maintains phone lines in each Club site.  The 
purpose of these lines is to conduct Club business.  Calls by members will be allowed 
only to parents/guardians and kept to a minimum time.  Unless an incoming call to a 
member is from a parent/guardian, a message will be taken rather than calling the child 
to the phone.  In the event that a staff member must make a personal call, it must be of 
minimum duration and when the staff member is not on assignment directly supervising 
an area.  No long distance calls may be made from Club phones except for Club 
business by permission of the Unit Director. If a staff member receives a call when on 
assignment, a message will be taken, and the call may be returned later.  No staff will 
be allowed to leave a program area unattended to answer a personal phone call.  Cell 
phones will not be used for personal use during regular work hours.  
 
Staff Use of Keys 
 
Staff members must sign for Boys & Girls Clubs of Bay County keys issued to them. 
Under no circumstances may duplicates be made without prior authorization by the 
Area Director or CEO.  They must also submit a report detailing the circumstances of 
the loss and replacement of keys. 

 
 

Financial Procedures 
 
Daily Cash Control 
 
All payments to the Boys & Girls Club will be entered in the receipt book at each unit. 
The money will be put in a cash bag along with the receipts and put in the safe until 
brought to the corporate office at the agreed upon time and interval.   Weekly, the funds 
will be reconciled with the corporate office records and prepared for deposit. The 
receipts binder will be returned to the corporate office for audit purposes.  Monies 
received through the sale of supplies and special fund raising projects will be strictly 
accounted for by the staff member charged with the particular activity.  Adequate 
records will be maintained on all such sales, indicating cost, gross sales and profits.  
Two persons shall secure the funds until it is time to count the cash.  At that time, two 
persons shall be present for the counting and recount of the funds for the special event 
up to and including deposit of such funds.  
 
 
Expense Procedures 
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1. Expenses are received by the Boys & Girls Clubs of Bay County, in the following 

ways: 
a. Mailed to the Post Office Box 
b. Mailed to the Facility 
c. From the Staff 
d. ACH payments 
e. Credit cards 
f. Payment letters/invoices to parents 

 
 
2. All purchases must be approved by the Unit Director, Area Director, CEO, or when 

over an agreed to amount, the Board of Directors. 
 
3. The Area Director or CEO must approve all purchases charged on club credit cards. 

 
4. Payment Policy: 

a. All invoices are coded by the individual that purchased the item and turned 
into the Unit Director or the Area Director and the CEO for approval 

b. The CEO will forward the approved purchase order to the Business Manager 
for posting. 

c. All expenses are based on the Board of Directors approved budget. 
d. The Business Manager will issue checks. 
e. The Business Manager cannot sign checks. 
f. The CEO signs all checks, and if over $500, an additional signature of an 

appropriate Board member is necessary.  If the CEO is absent, a single 
Board member with signing authority may sign checks under $500 but two 
Board members must sign checks over $500. 

g. In the absence of the CEO, the Business Manager may review purchase 
orders prior to cutting checks. 

 
5. Payment Schedule: 

a. All invoices will be paid weekly when possible.  Purchase orders turned in by 
Wednesday of the current week will be processed for payment that week.  

b. Checks over $500 may take longer to process but will be processed at a 
minimum on meeting days for the Finance Committee and Board of Directors.  

 
6. Payroll: 

a. All time sheets are to be turned into the supervisors in a timely fashion as to 
produce required payroll checks or direct deposit initiated.  

b. All payrolls should be handled with direct deposit.  If any payroll checks are 
processed, the CEO will sign these check and if over $500 an additional 
signature of an appropriate Board member will be garnered.  

 
7. Non-Budgeted Expenses: 

a. The CEO can approve up to $500 in non-budgeted items.  Limit of the CEO 
approvals may not exceed $2,500 per year without Finance Committee 
approval. 
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b. The Finance Committee can approve up to $1,000 in non-budgeted items.  
Limit of approvals not to exceed $5,000 per year without approval of the 
Board of Directors.  

c. All non-budgeted items over $1,000 must have the Board of Directors 
approval. 

 
 
8. Expense Statements: 

a. The Treasurer or designee(s) reviews and approves all financial statements 
from the Boys & Girls Clubs of Bay County to be filed for audit. 

b. The Finance Committee/Treasurer presents the summary of the financial 
statement to the Board of Directors at each Board meeting for questions and 
comments. 

 
9. Audit: 

a. All financial information is available for review by an outside auditor annually 
selected and approved by the Board of Directors. 
 

 

Purchasing Standard Procedures 
 
Contracts and Service Agreements 
 
The CEO of the Boys & Girls Clubs of Bay County negotiates contracts and service 
agreements for the organization. 
 
 Contracts and service agreements must be included in the annual operating or 

capital budget of the Boys & Girls Clubs of Bay County. 
 The CEO of the Boys & Girls Clubs of Bay County cannot negotiate contracts or 

service agreements for more than one year.  If extended over a year, the Finance 
Committee must approve it. 

 
The Treasurer or Executive Board must approve all new contracts and service 
agreements on non-budgeted items.  New contracts and service agreements must be 
put out for competitive bid. 
 
 A minimum of two bids must be received when possible. 
 Bay area businesses will be solicited when at all possible in the bidding process. 
 The lowest bid is not always accepted.  Businesses that contribute to the Boys & 

Girls Clubs of Bay County should be taken into consideration. 
 

All records of contracts and service agreements are kept on file in the administrative 
office. 
 
 The CEO is responsible for the compliance of contractors and all contracts and 

service agreements, unless the Board approves a different representative. 
  
 



 28 

Vendor Relationships 
 
It is our policy to maintain and practice the highest possible standards of business 
ethics, professional courtesy and competence in all of our dealings.  At all times, 
applicable laws must be scrupulously observed.  We will provide equal opportunity for 
all suppliers to make price and specification quotations and guarantee the confidentiality 
of all suppliers to make price and specification quotations.  Personnel may not engage 
in transactions between the Boys & Girls Clubs of Bay County and any company in 
which they or their relatives or relatives of employees have a financial interest without 
prior approval of the CEO or Board of Directors.  Relatives are defined as:  father, 
mother, brother, sister, grandparent, spouse, uncle, aunt, father-in-law, mother-in-law, 
brother-in-law, and sister-in-law.  Personnel shall not accept gifts, loans, entertainment, 
or other special favors from vendors intended to influence purchasing decisions.  
Luncheons, dinners and local social events, which facilitate working relationships, are 
acceptable provided the employee keeps himself free of any obligations. 
 

 

Inventory 
 
Administration shall conduct a physical inventory every two years.  An inventory control 
book shall be maintained by the Area Director listing inventory, location and status. 
 
 

Buildings and Facilities 
 
Membership Use of Facilities 
 
The primary purpose of Boys & Girls Clubs of Bay County and its facilities is to serve its 
membership.  No outside activities conflicting with regular member activities or in any 
way denying the use of the facilities by the members during operating times may be 
scheduled unless authorized by CEO or the Board of Directors. 
 
Use of Facilities by Outside Organizations 
 
Use of the facilities of the Boys & Girls Clubs of Bay County by outside organizations 
must not conflict with scheduled Club activities.  A rental request form will be submitted 
to the CEO, per our written policies.   The CEO will have final approval/disapproval of all 
outside organizations using our facilities.    
 
Policies for Dances, Outside Use and Rentals of the Boys & Girls Clubs of Bay 
County   
 

1) Events must end no later than 10:30 p.m. 
 

2) The group who sponsors the event must provide adequate security, besides 
the 1-15 adult ratio.  Adequate security will be defined as checking all bags 
and purses at the door, pat downs.  
. 

3) No one will be admitted to the event one hour before closing. 
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4) There is to be no use of alcohol, drugs, smoking, or "vaping." in the building 

or on the premises at any time. 
 

5) The facilities will be maintained and cleared of all rubbish and litter that has 
been directly caused by the leasing party.   

 
6) A certificate of insurance showing the Boys & Girls Clubs of Bay County, Inc. 

as an additional insured, will be provided before premises are leased.  
General liability limit in the amount of $1,000,000 will be provided.  In the 
event that the leasing party is an individual, a certificate of insurance from 
their homeowner’s policy will be provided showing at least $1,000,000 limit of 
liability.  

 
7) The leasing party will hold the Boys & Girls Clubs of Bay County harmless 

and indemnify them against any and all damages, losses, claims, and 
demands whatsoever arising out of their use of the facilities. 

 
8) Facility rental will be available only during non-operating hours of the Boys & 

Girls Clubs of Bay County. Rental will be on a first-come basis with 
preference given to organizations holding events for children and their 
families. 

 
 
 

9) Fees for club facility usage shall be established by the Club and CEO and 

may be subject to change as defined by the contract or agreement of use. 

CC Moore Unit Gym Hilton Teen Gym 
1-2 hrs. $ 50.00 1-2 hrs. $100.00 
2-4 hrs.  100.00 2-4 hrs.   200.00 
4-6 hrs.  150.00 4-6 hrs.   300.00 
6-8 hrs.  200.00 6-8 hrs.   400.00 
8 + Negotiated 8 + Negotiated 

 
10) A Boys & Girls Clubs of Bay County professional staff member will be 

required to open and close the building.   
 
11) The Boys & Girls Clubs of Bay County staff will advise the leasing group of all 

safety precautions and emergency procedures to include the location of fire 
extinguishers, location of fire alarms, location of first-aid kits, and location of 
working telephone. 

 
12) No equipment will be allowed to leave the building except with a staff member 

in the course of their employment.  This includes tables, games, and gym 
equipment.    
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Use of Facilities by Staff After Hours 
 
The Center facilities are primarily to be used for Center members during Center hours.  
Any staff member who wishes to use the facilities at other times must have the 
permission of the CEO. 
 
Smoking Policy 
 
The Boys & Girls Clubs of Bay County believes in supporting youth in staying free from 
substance use.  Because use of tobacco is considered a gateway drug and a health 
hazard, the Club is a tobacco-free environment to include vaping.  The use of tobacco 
or vaping will not be allowed by staff members, volunteers or visitors in any Boys & Girls 
Clubs of Bay County vehicle or program facility.  Staff, volunteers or members will not 
be allowed to use tobacco while participating in Club related activities outside or away 
from the Boys & Girls Clubs of Bay County facilities. 
 
Smart Moves Policy  
 
The Club is committed to the prevention of drug/alcohol use and early sexual 
involvement among youth in Bay County.  We ask that all members, parents, staff, and 
volunteers join in the effort to bring about a better future for our youth.   
 
 The Club is drug free and tobacco free zone.  Use of tobacco, drugs or alcohol is not 

allowed by members, staff, volunteers, or Board members in any Club building.  
  
 The use of alcohol at any Boys & Girls Clubs of Bay County fundraising event or 

similar event should not occur when members are present.  Random exceptions will 
be made based on CEO & Board approval. 

 
 Appropriate behavior should be followed by Club members in interpersonal 

relationships between club members of any sex (i.e. no kissing, hugging, hand 
holding, etc.) in and around the club or club functions.  

 
 Absolutely no drug paraphernalia is allowed in and around the Club. 
 
 Members, staff, volunteers, and Board members are to refrain from wearing clothes 

displaying drug, alcohol, violence, or sexual messages within the Boys & Girls Club 
or related functions.  Staff, volunteers, and Board members are encouraged not to 
wear clothing displaying these messages at all demonstrating a positive role model 
for all club members at all times. 

 
 These rules are to be observed during trips conducted by the Boys & Girls Club and 

whenever representing the Boys & Girls Club in public. 
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Transportation/Vehicles 
 
Transportation Policy- Vehicle Operations 

 
Boys & Girls Club vehicle drivers will be at least 21 years of age, hold a valid Florida 
Driver’s License and have at least three years of experience as a licensed driver, 
regardless of age. The driver’s record will be checked through the Department of Motor 
Vehicles, and a copy will be kept at the insurance company office file and for the 
licensed program in the director’s office. A copy of the license will also be on file. If at 
any time a driver should have a traffic violation or lose their driver’s license, the driver 
will immediately report this to their supervisor.  
 
Drivers will be educated on the schedule and Boys & Girls Clubs of Bay County policies, 
including discipline and health issues, before they are permitted to transport children.  
The educational session will be documented and put in their file.  A trained substitute 
driver will be used in the event of a regular driver’s absence.  

Driver Qualification Requirements 

All Drivers of any Club vehicle shall possess a valid and current driver’s license.  Any 
vehicle which requires its operator to have a valid and current commercial driver license 
(CDL) or equivalent, shall possess same and shall keep it current during the duration of 
their employment with the Club.  A file for each and every such driver shall be 
maintained by the Club and shall include a copy of the employee’s driver license and a 
copy of the driver’s current DOT medical card/certificate, if applicable.   

All drivers shall be required to complete an application for employment, provide 
evidence of their qualifications to operate a commercial motor vehicle (if applicable), 
pass a drug/alcohol screening at the time of hiring and have a verification of their motor 
vehicle record (MVR) conducted.  All drivers may be subjected to random drug/alcohol 
screenings during the duration of their employment.  Drug and/or alcohol testing shall 
also be conducted in accordance with all federal and/or state regulations in the event of 
an accident involving a Club vehicle. 

 

Vehicles Used by the Boys & Girls Clubs of Bay County, Inc. 
 
The Boys & Girls Clubs of Bay County does not provide regularly scheduled 
transportation. 

All vehicles are owned by the Boys & Girls Clubs of Bay County or we utilize an 
established rental company that is properly licensed. The vehicle shall be registered in 
the state of Florida and in safe operating condition.  The vehicle shall be enclosed.  If a 
child is to be transported by truck, he or she may only be transported in the cab.   
 
The Unit Director of our programs shall retain evidence of the vehicle’s safe operating 
condition at 12-month intervals on the department’s Vehicle Safety Inspection Form.  
The club's owned vehicles will receive regular inspections and tune-ups from a 
professional authorized auto repair service.  The Area Director will provide written 
completed statements of inspections on a quarterly basis.  These inspections will 
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provide documentation to ensure cleanliness, an updated first aid kit, and ensure that 
regular safety inspections are completed.  Prior to operating a vehicle, the driver will 
conduct a vehicle check. Documentation will be recorded on the Boys & Girls Clubs of 
Bay County Vehicle Checklist.  Any problems with the vehicle shall require a phone call 
to the Area Director immediately.  A copy of each vehicle inspection will be given to the 
CEO to be filed monthly. 
 
Van & bus drivers will be responsible for keeping the vehicle clean, uncluttered and free 
of obstructions on the floors, aisles, and seats each time they exit the vehicle. 
 
The vehicle will be equipped with a binder containing the following information:  1) 
vehicle registration, 2) Vehicle Safety Inspection Form (Department of Health and 
Family Services Form CFS-0052), and 3) Child Information containing parent phone 
and address. 

Safety 

The Club is responsible for the child during the time the child is being transported on a 
field trip.  The information carried in the vehicle for each child transported shall include: 
an address and telephone number where a parent or other adult can be reached in an 
emergency. 

All persons riding in the vehicle must wear seat belts if it has them (buses are 
excluded).  Seat belts may not be shared.  When there is club contracted transportation 
and seat belts are not required, the manufacturer shall determine the capacity of the 
vehicle.   
 
Children will never be left unattended in a vehicle.  Children will be checked in and out 
of the vehicle each time they embark or disembark.  After transporting a child to his or 
her destination, an adult shall wait until the child enters the building or is in the custody 
of an adult designated by the parent, unless otherwise authorized by the parent of a 
school-age child. The van or bus driver will walk to the back of the van and view that 
each seat is empty prior to storing and locking the vehicle.   If a bus is used, the trip 
person in charge will do a walkthrough prior to the bus leaving the premises.  The van 
driver will initial the walkthrough on the field trip roster. 
 
The Boys & Girls Clubs of Bay County prohibits smoking on the premises and in any 
Club owned vehicles.   
 
The vehicle shall be equipped with a first aid kit.  
 
Vehicle Liability Insurance 

 
The Boys & Girls Clubs of Bay County will carry vehicle liability insurance on each 
vehicle. Insurance information is available upon request.  
 
Accidents and Breakdowns 
 
In the event of an accident or breakdown, the driver should first maneuver the vehicle to 
the safest side of the road, preferably the right hand side if at all possible. The driver 
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should turn off the ignition, set the parking brake and turn on the hazards.  Use the 
vehicle phone to call the police and the Boys & Girls Clubs of Bay County if there is an 
accident.  In the event of a breakdown, the driver will contact the Boys & Girls Clubs of 
Bay County.  Another vehicle will be sent to pick up the children if necessary.  It is 
important for all adults to remain calm and reassure the children.  The driver must stay 
with the children except in the circumstances described below.  Parents will be notified 
in the event of an accident.  The center shall submit a copy of any accident report to the 
CEO after the occurrence of an accident involving a vehicle transporting children.   
 
Evacuating the Vehicle 

 
In most cases, the children should remain in the vehicle, but there are exceptions to this 
rule. Take any paperwork with you pertaining to the children on the trip. 
 
Fire, danger of fire or gas leaks:  A vehicle should be stopped and evacuated 
immediately if the engine or any other part of the vehicle is on fire.  The driver should 
specify a meeting area a safe distance from the vehicle and have the children go there 
and remain there until all danger has passed.  If the vehicle is near an existing fire and 
unable to be moved, or near gasoline or other explosive materials, children should also 
be evacuated.  
 
Unsafe position: In the event that the vehicle is stopped because of an accident, 
mechanical failure or poor road conditions, the driver must determine if it is safe for the 
children to remain in the vehicle.  Children must leave the vehicle if the final stopping 
point is in the path of a train, if there is danger of collisions (in normal conditions the 
vehicle should be visible with 300 feet), or if the vehicle comes to rest near a body of 
water or steep hill and is danger of moving.  In the last examples, the driver must be 
certain that the manner in which the evacuation is carried out will not increase the 
likelihood of the vehicle moving.  
 
If the vehicle must be evacuated, the driver should quickly identify a spot to which 
children can be taken to that is away from traffic and is a safe distance from the vehicle.  
As children are removed from the vehicle, have them proceed immediately to the 
designated spot. If possible, enlist the help of a passerby to remain with the children 
until all are safely out of the vehicle.  
 
Calling the Police Department  
 
 Police should be summoned if: 
 Any other vehicle is involved 
 Any property damage 
 Any injuries 
 
The driver should cooperate with the investigating officer and agency.  They should not 
discuss the accident with other motorists.   If another vehicle is involved, the driver 
should get the motorist’s name, address, and telephone number as well as the name 
and telephone number of his/her insurance company.  Be prepared to give the same 
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information to the other party.  The driver should also complete the accident report form 
that is located in the binder in the vehicle. 
 
Follow –up: As soon as possible after the accident, the driver should notify the Area 
Director & CEO of the Club and the following information should be provided: 

 A description of the accident, including time, location, road and weather 
conditions and any other pertinent information. 

 Passenger information:  which children were on the van or bus, which children 
received first aid at the scene of the accident, what first aid procedures were 
used, which children were taken for emergency room treatment, and how and 
when transported children were transported home. 

 Current location and condition of vehicle. 
 The completed accident report form should be turned in at this time. 

 
An accident report should be filed according to the requirements of the Boys & Girls 
Clubs of Bay County insurance company and state laws.   
 
Tornado 
 
In case of a tornado, the driver should pull over to the side of the road and have the 
children get out of the vehicle. Take the binder from the vehicle with you. Try to seek 
shelter in a building. If no building is available, you should have all the children lay down 
in a ditch away from the vehicle and any trees.  You should never try to outrun or out 
maneuver a tornado. 
 
 

Activities Away from the Club 
 
Members participating in activities away from the Boys & Girls Clubs of Bay County are 
subject to the following regulations: 
 
Participation in activities outside the building such as field trips, athletic contests, etc., 
must be cleared beforehand to allow scheduling of vehicles and transportation. 
Individual Parental Permission Slips are required to be signed by a 
parent/guardian for each field trip.  The Unit Director will notify parents/guardians of 
trips with permission slips including the event, date of trip, departure time and estimated 
arrival time back at the Club.  The staff member or volunteer taking the group must 
make up a roster listing all members being taken from the building.  The staff member 
will keep the original roster and leave a duplicate at the front desk for reference. 
 
For all field trips, the staff supervision requirements must be met, and a staff member 
will carry a cell phone with him/her at all times, if possible for emergencies and 
communication with the Club.  Cell phone numbers will be written on the duplicate field 
trip roster left at the Center.  After each field trip, a list of all the children and staff and 
volunteer supervisors will be attached to the signed permission slips and submitted to 
the Club Director for filing. 
 
All leaders taking a group from the Club locally or out of town must be authorized to do 
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so by the Unit Director and must be fully aware of the responsibilities involved in 
protecting the welfare and safety of the participants. A meeting place shall be 
established for all trips should anyone be separated from a group prior to the start of the 
activity.   Under no circumstances may children be left unsupervised by an adult  
leader while away from the building.  Leaders must also control the behavior of the 
group, since this is one of the objectives of this type of program, and behavior not only 
affects the children but the image of the Boys & Girls Clubs of Bay County in the 
community at large. 
 
If the Club is closed upon return from an outside activity, the leader is responsible for 
seeing that his or her participants make arrangements for getting home.  Under no 
circumstances will children be left unattended at Club facilities. 
 
 

Injuries 
 
In the event of medical emergencies within the Club, a qualified staff member will render 
the proper treatment in a calm and professional manner. 
 
1. Each Club will have at least one first-aid kit in each club vehicle.  The kit will contain 

items capable of treating minor injuries.  All first-aid kits will be well maintained by 
the Unit Directors. 

2. In the event of injuries, the following should occur: 
a. Render appropriate first aid to all minor injuries, and submit an accident report 

to the Unit Director. 
b. Parents or guardians should be contacted and the symptoms described.   
c. If the injury is severe, or you are in doubt, call 911.  If the child needs to be 

transported to the hospital before the parents/guardians arrive, a staff 
member should accompany the child to the hospital. In the event a club 
member loses consciousness, always call 911. 

d. If the professional care of a physician or hospital is required, the 
parents/guardians should be notified immediately. 

e. Maintain current membership information and medical release forms, 
completed by the parents/guardians, on all members.  These should be 
stored where they are readily accessible by all staff members.  Properly file all 
accident reports after completion. 

 
Injuries Out of Town 
 
Carry completed medical release forms for all children going on a trip.  In the event of 
injuries while on trips away from the Club (outside city limits): 
 Contact a local doctor and/or hospital and make arrangements for necessary 

medical care. If injuries are severe or you are in doubt, call 911. 
 Notify the Unit Director, Area Director and CEO by phone.  They will notify the 

parents/guardians. 
 As soon as possible, make necessary arrangements to return to the club. 
 Complete the accident report immediately so that it can be forwarded to the proper 

staff. 
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In all cases, follow up with a call to the parents/guardians to ascertain progress on the 
child(ren)'s condition. 
 
 

Fire 
 
In case of fire, staff members will direct all children to the nearest and safest exits.  
Evacuation plans are posted in each room in the Club.  Staff members should insure 
that specific work areas are clear of all children before leaving program area.  When 
outside, keep children away from the building, firefighting personnel and equipment.  If a 
fire engine or ambulance is needed, give complete street address rather than just site 
name.  Each Unit must conduct fire drills once a month and record the date & the time 
that it takes to evacuate the building. The front desk staff person must attempt to print 
out a fire drill attendance report before leaving the building. In the event that can't be 
done, the Unit Director will contact the corporate office and the report will be pulled from 
the server and emailed to the Unit Director. Once the evacuation is complete, the Unit 
Director will lead the staff in calling roll to ensure each child is accounted for and that all 
parents or guardians are contacted. 
 
 

Power Failure 
 
In the event of power failure, instruct members to sit down where they are. Each Unit 
will have enough flashlights for emergency purposes and staff should work together to 
keep children calm and informed of what is happening.  If power will be out for an 
extended time, move the members out of the building in an orderly manner.  Depending 
on the circumstances, the unit may need to be closed because of safety concerns. 
 
 

Emergency Closings 
 
At times, emergencies such as severe weather, fires, or power failures can disrupt Club 
operations.  In the event that such an emergency occurs during non-working hours, 
local radio and/or television stations will be asked to broadcast notification of the 
closing.  Social media will also be used. During bad weather closings of schools, the 
Club will be open to accommodate members if it is safe for our staff to travel. If 
government agencies are closed, the Club may decide to close also. During other 
emergencies affecting closure of the Club, each Unit Director will notify those scheduled 
to work.  
 
 

Housekeeping 
 
Maintenance of the facility and grounds requires the coordinated efforts of all staff 
members.  This enables us to reduce our custodial costs while maintaining a better 
appearance.  Each staff member is responsible for leaving a program area as you found 
it, or cleaner.  Responsibilities include, but are not limited to, sweeping and mopping tile 
floors, vacuuming carpeted surfaces, cleaning both sides of interior windows, cleaning 
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the inside of exterior windows, replacing trash bags when full or if they contain food or 
liquids, dusting and wiping down table tops. Upon entering or exiting the facility, any 
litter should be picked up. This is a good example to our club members. 
 
 

Repairs 
 
If any equipment or fixture is broken, consider the safety of club members and staff 
members in the area and take steps to insure their safety. Contact the Unit Director and 
fill out a repair form. Remove equipment if necessary. If it is a safety concern in a 
particular area, (for example, the gym area) close the area down until repairs can be 
completed. 

 
 

Visitors 
 
Adult visitors will be treated in a friendly and helpful manner. Staff members will make 
every effort to be courteous and helpful but should avoid being taken away from their 
programs by visitors.  Whenever possible, a staff member should tour the Club with the 
visitor, but if not practical, two responsible teen members will be assigned to show the 
visitor around the Club. A staff member can then answer specific questions.  Refer 
questions concerning finances, Board operation and policy to the CEO. Under no 
circumstances should an adult visitor be allowed to tour the Club alone. Always ask a 
person you do not recognize as a staff person if you can help them. Never allow for a 
visitor to come into your area without you addressing them and asking if you can help 
them. If you see something that gives you pause or concern, say something to them 
and radio to your supervisor. 
 
Personal visits by friends of the staff are prohibited because program activities demand 
the full-time attention of the worker. 
 

Volunteers 
 
Volunteers are defined as individuals rendering service to the Boys & Girls Clubs of Bay 
County without financial compensation.  All volunteers are expected to comply with the 
policies of the Boys & Girls Clubs of Bay County.  Background checks will be done 
on volunteers (including minors) who have direct repetitive contact with 
members.   Once a year, the corporate office will update current volunteer’s 
background checks.  
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Policy Guide Receipt and Acknowledgement Form 
 
The Operations Handbook describes important information about the Boys & Girls 
Clubs of Bay County and I understand I should consult the CEO regarding any 
questions not answered in the document.  I have received this document and 
understand it is my responsibility to read, know, understand, and comply with the 
policies contained therein and any additions made to it. 
 
 
_________________________ __________________________ 
Signature    Date 
 
 
I certify that this document was given to the above individual and explanations were given 
as requested. 
 
 
_________________________ __________________________ 
Supervisor    Date 
 


