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Appendix 2

Club’s Lockdown Plan



Lockdown Plan
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Section 1: General Safety Ideas

e Be aware of your environment.
e Always have an exit plan.
e Be prepared

Section 2: Lockdown Overview

Lockdown does not mean hunker down and become a victim. There are three basic options: run,
hide or fight. You can run away from the shooter, seek a secure place where you can hide and
deny the shooter access or incapacitate the shooter in order to survive and protect others from
harm. As the situation develops, it is possible that members and staff will need to use more than
one option.

Lockdowns are used in situations involving dangerous intruders or other incidents that may result
in harm to persons at the Club. Once a lockdown has been implemented, the Club will remain in a
lockdown until the Club is safe and secure. A code-word system shall be used to make staff aware
that the situation is safe and that the lockdown has ended. Please talk to your Unit Director
immediately if you do not know what your Branch’s code word is.

A “Shelter in Place” lockout may be used in non-threatening circumstances in order to isolate
members/staff from an outside incident. At a minimum, Shelter in Place Lockouts means that all
doors and windows locked, no one is allowed in the building. When there are threats outside our
walls such as fights/suspicious activity where law enforcement must be notified are instances when
Lockouts should be triggered.

Section 3: Lockdown plans are based on a modified “Run. Hide. Fight” model

¢ RUN. Move away from danger. Don’t be paralyzed by the event.

e HIDE. Move to a secure location. Wait for police.

¢ RUN. Run again if needed. Move when in danger! Lockdown does not mean hunker down
and become a victim.

o FIGHT. Fight back as a last resort if your life is in danger. Only adult staff should be
recruited to Fight if the situation gets to this phase.

Section 4: General guidelines associated with the “Run, Hide. Fight” model

RUN — If there is a path to escape, attempt to evacuate

¢ Move away from the danger.

e Leave your belongings behind. YOU are important, not your belongings.

e Take note of nearest exits. Note both doors and windows.

e Have an escape route and plan in mind.

e Evacuate when there is clear and present danger. Get members to come with you.



¢ Keep moving until you are in an area you can hide safely or far enough away from the
danger to provide safety.

o Help others escape if possible. Members should be encouraged to partner up once
evacuation is necessary.

e Prevent others from entering the area.

o Keep hands visible to law enforcement.

e Follow instruction of law enforcement.

e Call 911 when you are safe.

HIDE — If evacuation is not possible, find a secure location to hide

e Act quickly and quietly.

o Lock and barricade the door if possible.

e Silence your cell phone

e Remain silent.

e Limit movement.

¢ Remain out of view.

e Turn off sources of noise such as TVs and radios.

e Shut off lights.

o Cover windows.

o Leave a path of escape—do not trap or restrict your options if you need to move again.

¢ Hiding place should provide protection if shots are fired in your direction.

o Be prepared to defend yourself with anything readily available — fire extinguisher, scissors,
chairs, books.

o If safe to do so, remain in place until you hear the code word signaling the end of the
lockdown

FIGHT--This is a last resort measure if you cannot run or hide and you are facing imminent
injury or death from the intruder.

o Attempt to incapacitate the suspect.

e Act with physical aggression.

o Have the will to survive.

e Improvise weapons.

o Commit to your actions.

e Target vulnerable parts of the intruder’s body such as the eyes and face.

e Be aware of the potential for multiple intruders.

e Use any measure available to fight off the threat and continue to engage until the intruder
is incapacitated.

e Fight as a group if possible. Only adults should be incorporated in a group fight.



Section 5: Decision making scenarios during an active shooter incident

Shooter/Intruder is outside your building, but not in your immediate area.
e Hide.
e Be prepared to run or fight.
Shooter/Intruder is in your building, but not in your immediate area.
e Hide.
e Run.

e Be prepared to fight.
Shooter/Intruder is in your immediate area, but there is a path to escape.

e Run.
e Fight.
Shooter/Intruder is attacking and there is no path to escape.
e Fight.
ion 6: R nsibiliti f the Main Offi

¢ The main office will announce “Lockdown” to all areas of the Club.

o If any members, staff or visitors are nearby, they should be called into your secure location
before you secure it.

e Lock doors and windows to the secure location of the main office. Shut off lights.

e Call 911.

o If possible, the main office should act as the Emergency Operations Center and be
prepared to answer phones and coordinate communication among administrators, staff
and emergency personnel.

e Be ready to move when in danger.

e Beready to fight as a last resort.

Section 7: Responsibilities of staff that have members in their room

¢ |f members are outside your secure area and are in the immediate vicinity, instruct them to
get inside before you secure it.

o Secure the room by locking the doors and windows.

e Turn off the lights and cover the windows.

¢ Instruct members to get down and move away from the windows and doors so they are
hidden from view.

e Remain silent.

e Doors and windows will remain locked and opened only to members and staff seeking
safety. Use your best judgment as to which people you allow into your room.

e If you cannot lock your door, think about securing it either holding it closed or by placing
items in front of it so it cannot be opened. An alternative solution would be to move to a
location that can be secured as long as everyone can be moved safely.



e Do not use cell phones unless communicating vital emergency information, i.e., bad guy is
here, he looks like...

e Disregard fire alarm system unless otherwise told—if you see fire or smoke — ACT.

e Remain in place.

e Be ready to move when in danger.

o Beready to fight as a last resort.

Section 8: What to expect when law enforcement arrives

o Arriving police officer’s first priority is to engage/stop the intruder as soon as possible.

o Officers will immediately proceed to engage the intruder—moving towards the threat.

e Arriving officers may be from various agencies and have different uniforms,
equipment and other types of vehicles—some of which may not be marked.

e Officers may have various types of weapons —handguns, shotguns and rifles.

e Officers may shout commands and push people down on the ground for their safety.

o Officers will not stop to help injured persons—their initial duty is to stop the intruder.

o Officers may treat people they come into contact with as suspects until they
determine otherwise.

¢ Although responding to an active shooter incident is rapid, searching and safe guarding
the Club may take several hours.

Section 9: How to react when law enforcement arrives

e Your attention to the police officers is vital for survival.
¢ Remain calm and follow and officer’s instructions.
e Put down any handheld items — bags, backpacks, jackets.
¢ Immediately raise your hands and spread your fingers—staff must display empty hands
with open palms.
o Keep your hands visible at all times.
¢ Avoid making quick movements towards officers or grabbing them.
¢ Avoid pointing, screaming or yelling at officers.
¢ Do not stop and ask officers for directions or help when evacuating—just proceed in the
direction where officers are entering.
¢ Law enforcement may instruct everyone to place their hands on their heads.
e Provide accurate and relevant information by calling 911.
o Location of the active shooter.
o Number of shooters.
o Physical description of shooters.
o Number and type of weapons shooter has.
o Number of potential victims at location.

e Let your supervisors know where you are by sending a text message.



Section 10: Lockdown Discussion Guide

Think through, review and know what to do. There are three basic options: run, hide or fight. You
can run away from the shooter, seek a secure place where you can hide and deny the shooter
access or incapacitate the shooter in order to survive and protect others from harm. As the
situation develops, it is possible that members and staff will need to use more than one option.
During an active shooter situation, staff will rarely have all of the information they need to make a
fully informed decision about which option is best. While they should follow the crisis management
plan and any instructions given during an incident, often they will have to rely on their own
judgment to decide which option will best protect lives.

Definition:
Secure location — a location that can be easily locked or secured and used as a safe area that is
away from danger

Active Shooter — An active shooter is an individual actively engaged in killing or attempting to kill
people in a confined and populated area, typically through the use of firearms.

Goal:

Delay the attacker’s access to students and staff in order to prevent and minimize casualties
before law enforcement arrives. The natural human reaction, even if you are highly trained, is to
be startled, feel fear, anxiety and even experience initial disbelief and denial.

Mindset:

Remember the modified “Run, Hide, Fight” model:
¢ RUN - Move away from danger.
o HIDE - Find a pre-selected secure location.
e RUN - Move again when in danger.
e FIGHT - Fight back as a last resort if your life is in danger. Have the will to survive.
e Don’t give up.
e Commit to your actions.
e Victims are selected at random.
o Event is unpredictable and evolves quickly.
e Knowing what to do can save lives.

Expect carnage, complete chaos, noise, confusion, alarms and frightened people
running/hiding—who are unwilling to respond to your directions. It is not uncommon for people
confronted with a threat to first deny the possible danger rather than respond.

Respond immediately, including fulfilling your responsibilities for members in your charge. For
example, recognize the sounds of danger, act, and forcefully communicate the danger and

necessary action (e.g., “Gun! Get Out!”) to those in your care and supervision.

Things to think about:



e What s your primary secure location? Give examples of secure locations at each of
our Club sites.
» Do you know how to lock your secure location?
* How many doors need to be locked to make this a secure location?
*  Which way do the doors swing? (In or out?)
+ Are there any non-locking doors of your secure location that lead to other
areas?
e What is your alternate secure location in the event your primary secure location is
not available?
» Ensure you have more than one alternate secure location.
» Ensure you can answer all the same questions for your alternate location as you
did with your primary.
e Where is your offsite secure/ non-secure location located in the event you evacuate
off the Club’s premises?
* What routes are you going to take to get to your off-site location?
* Are there any obstacles (fences, locked gates, brick walls) that are on your route
to the offsite location?
e What is your emergency exit of your secure locations (primary, alternate, offsite) in
the event you need to leave quickly?
* Once you leave your secure location, have you thought about where you are going
to go?
e Where are you going to hide when you are in your secure location?
*  What is the maximum number of people that can hide in your secure location
before concealment is diminished?
e What are you going to do if someone tries to get into your secure location?
e If you are going to confront the subject—what can you use for a weapon?
« Afire extinguisher can be sprayed at the subject so that it could disrupt his
vision/breathing
*  What can you throw at the shooter?
e If you cannot get to a secure location and you cannot get to your offsite location—
where are you going to hide?

With an ongoing and/or evolving emergency, where the immediate reunification of loved ones is
not possible, providing family members with timely, accurate and relevant information is
paramount. Under all circumstances, the Chief Executive Officer shall be the primary
spokesperson for the Club.

Having family members wait for long periods of time for information about their loved ones not

only adds to their stress and frustration but can also escalate the emotions of the entire group.

When families are reunited, it is critical that there be child release processes in place to ensure
that no child is released to an unauthorized person.



Section 11: Ideas to make a secure location even more secure
Keep the doors of your secure location locked and closed at all times.

If it is not practical to keep your door locked and closed at all times then you can keep the door
locked but use a stop mechanism to prevent the door from closing.

e Are their objects in your secure location that you can use to barricade your door if
needed?

e If so, are these objects near a door so they can be moved easily into place?

e Can you put something over the windows quickly so it limits visibility into your secure
location?

e If you don’t have blinds can something be prefabricated and stored near the window so
that you can quickly put it in the window if needed?

ion 12: Active Sh IR n [ jes—Afterwar

You have experienced a traumatic life threatening event. You may experience post-traumatic
stress—this is a normal response

e  Seek support. (Co-workers and colleagues, Human Resources, family, friends, clergy)

e Talk to a mental health professional. (Critical Incident Stress Debriefing, EAP,
counseling, psychotherapy)

¢ Do not talk to the media. See Media Guidelines Policy located in the Employee
Training Manual.



Appendix 3

Club’s Evacuation Plans
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Appendix 4

Transportation Safety Brochure
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Appendix 5

Child Safety Checklist



Child Safety Checklist

Secure Premises
¢ Able to maintain control of entries, exits and remote areas
e Staff and volunteers provide a clear presence
e Emergency response plans for foreseeable situations are disseminated
Hazard-free Premises
o Safety committee reviews policies, procedures, and accident reports. Advises
improvements to board
o A property committee inspects facilities and recommends improvements for board
approval
Supervision
o Appropriate staff-to-member ratios are maintained for all activities
e Staff and volunteers are persons of high character with the capacity to supervise
e Selection based on candidate meeting objective criteria
Staff and Volunteer Training
e Appropriate interactions between adults and youth; and among youth
e Proper supervision of Club activities
e Proper reporting of accidents and incidents
e Responding to emergencies
Club Member Education
¢ An orientation on the Club’s rules or code of conduct
¢ Programs that teach awareness of personal safety and resistance
e Programs that teach Internet safety
Information Technology
¢ A policy defines the appropriate use of information technology
o Staff is trained in Internet safety
e Procedures for responding to the misuse of the Internet are adhered to
e The system to protect confidential and sensitive member data is vigilantly enacted
Transportation
o Drivers are screened for motor vehicle violations and properly trained
e Vehicles are legally operated and maintained per manufacturer’'s recommendations
e Each vehicle has emergency equipment and first aid supplies
o Behavior rules for passengers and drivers are enforced
e Each trip is documented



Appendix 6

Seven Layers of Security Guidelines



Seven (7) Layers of Club Security

Layer 1: Club Exterior - building and grounds convey a sense of order and control. Staff shall
take action to:

o Keep grounds neat and free of trash and debris

e Trim shrubbery to eliminate hiding places

e Remove graffiti within 24 hours

o Replace burned out security lights

o Repair or remove vandalized items

e Monitor remote or inaccessible areas

e Monitor sidewalks, playground and parking areas where people gather

Layer 2: Club Entry - there shall be one primary entry for members, parents and visitors.
o Office staff shall engage and identify all persons who enter
e Staff shall monitor and post signs on exits to prohibit use except in emergency

Layer 3: Front Desk - The front desk should be staffed by a person with good judgment and a
clear sense of authority who has been trained to skillfully manage and supervise front desk
operations shall be posted at the front desk. Front desk staff shall:

e Require members to check in daily

o  Monitor lobby, sidewalks and parking areas where persons may gather or loiter

Layer 4: Appearance of Staff & Volunteers - should exhibit a clear presence:
o Wear staff/volunteer uniforms while on duty
o Convey a sense of professionalism in their manner and work
e Conduct a visual sweep of restrooms before going on break
e Coordinate monitoring strategies and methods with other staff
o Report any suspicious behavior by other parties that suggests they are gathering
information about, attempting to talk privately with or take photographs of members

Layer 5: Member’s Personal Belongings - belongings should be placed where they can be
observed by staff and subject to inspection

Layer 6: Club Interior - where possible, remove or relocate visual restrictions that interfere with
easy observation. Staff shall take action to:
o Establish key observation points with clear sight lines
e Remove posters or other items from interior windows, where they would restrict
observation into a room
e Discourage gatherings within restrooms, stairwells and other isolated areas

Layer 7: Shared Facilities - be aware of each party’s roles and responsibilities to maintain a
safe environment. Staff shall take action to:
o Establish a means of monitoring shared areas such as restrooms, entries and hallways
o Establish a means of preventing strangers from entering areas under your control
¢ Report unauthorized behavior by other parties, such as consumption of alcohol,
inappropriate language or gestures



Appendix 7

Accident/Incident Report Forms



ACCIDENT REPORT

BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY ™ T
Name of facility where accident occurred

Child’s Information

Name of injured child:

Age: Address:

Accident/Injury Information

Date of accident: Time: Place:

Nature and extent of injury:

Describe fully how injury occurred:

Were there any witnesses to the accident?
Name: Address: Phone:

Name: Address: Phone:

Was the activity supervised at the time of the accident? UYes UNo By whom?

Describe first aid care given:

By whom?

Was injured person transported to the hospital or physician’s office? UYes UWNo

Where? When? By whom?

Parent Information

Parent/Guardian’s Name:

Parent/Guardian notified? OYes UNo Time: By whom?

Action taken by Parent/Guardian:

Staff name: Staff Signature:




INCIDENT REPORT

BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY Name of facility where accident occurred

Person Involved, Name(s):

Date: Time: Place of incident:

Description of incident or behavior:

Steps towards behavior modification:

Parental Comments:

Parent Name (Please Print):

Parent Signature: Date:

Staff Name (Please Print):

Staff Signature: Date:
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Welcome

Welcome to Boys & Girls Clubs of Huntington Valley (“BGCHV” or the “Company”)!
We are pleased that you are joining us and we know that your contributions will assist us in
remaining a leader in this community and in our industry.

As an employee of BGCHYV, you will want to know what you can expect from us and what
we expect from you. This handbook outlines the benefits, practices and policies of our Company.

You should keep this handbook handy as a guide and ready reference. If you have
questions as you read through this handbook, please do not hesitate to discuss them with your

supervisor. Your supervisor is a very important source of information and will be more than happy
to assist you.

ART GROENEVELD

Chief Executive Officer
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History of Company

Recognizing a need for a youth service organization, ten local business men and women
founded the Boys Club of Huntington Beach on July 13, 1967 with the help of the Anderson Trust
Fund and local business. The Board of Directors purchased a two-story barrack from the local
VFW and in August of 1967 the Clubs first Executive Director was hired. Soon after, the doors
were opened to the boys of Huntington Beach.

As the Boys Club opened in Huntington Beach, the Fountain Valley J.C.’s made a similar
commitment to the Boys in Fountain Valley by founding the Fountain Valley Boys Club. Land
was made available behind the Fountain Valley drive-in for one dollar a year. A local development
company donated their sales office and agreed to move it to the site. The Club was opened and in
1968 a metal building was erected on the same site.

Then, in 1974 with the help of local service groups, city officials, and a donation from the
family of Lt. Cmd. Charles R. Lee who had been killed in action serving his country, the Girls
Club of Fountain Valley opened its doors to the girls of the community. In 1976, the Club rented
a three-section trailer owned by the City of Fountain Valley, near the corner of Euclid and Ellis,
for one dollar a year.

As the years passed, all of the Clubs grew. In 1979, the Girls Club of Fountain Valley
began accepting boy members and changed their name to the Girls and Boys Club of Fountain
Valley-Huntington Beach. Shortly after, in 1980, with a simple change of their name the Boys and
Girls Club of Fountain Valley began accepting girls as members. Huntington Beach followed and
changed their name to the Boys and Girls Club of Huntington Beach in 1982. A growing need for
services caused the Girls and Boys Club of Fountain Valley-Huntington Beach to outgrow its
location that year and moved its programs to Wardlow School in Huntington Beach.

Combining efforts to better serve the community happened in 1983 when the Board of
Directors of the Fountain Valley and Huntington Beach Boys and Girls Clubs voted to merge the
two organizations. The merger formed the Boys and Girls Clubs of Huntington Valley, and the
organization now served two cities in three locations.

More than twelve years passed before the two remaining organizations decided that in the
interest of better serving the community, to merge their organizations. In December of 1995 the
Girls and Boys Club of Fountain Valley-Huntington Beach and the Boys and Girls Clubs of
Huntington Valley merged forming one large youth serving organization. Today we are called the
Boys and Girls Clubs of Huntington Valley, operating four school age youth facilities in
Huntington Beach and Fountain Valley, four on-school campus programs in Huntington Beach
and Fountain Valley, two licensed preschools in Huntington Beach and Fountain Valley, and a
performing arts center in Fountain Valley.
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Purpose of This Handbook

This handbook is designed to acquaint you with BGCHYV and provide a reference for many
of your questions regarding your employment with us.

The contents of this handbook are only a summary of the employee benefits, practices, and
policies in effect at the time of publication. The Company retains the right to add, modify, or
delete policies, benefits, wages, and all other working conditions as it deems appropriate without
obtaining another person’s consent or agreement. Therefore, other than the at-will agreement
contained in the Employee Acknowledgment and Agreement at the end of this handbook, this
handbook should not be construed as creating any kind of “employment contract.”

As provided in the Employee Acknowledgment and Agreement, employment at BGCHV
is at-will and may be terminated by either the Company or the employee, with or without cause or
prior notice. This handbook supersedes any and all prior handbooks, written documents, or oral
representations that contradict the at-will nature of your employment. Your status as an “at-will”
employee may not be changed except in writing signed by the Chief Executive Officer of the
Company.

Compliance with Applicable Laws

This Handbook will be interpreted and applied in accordance with all applicable federal,
state, and local laws. Similarly, we expect you to comply with all laws that apply to your job as a
condition of your continued employment. If there is or may appear to be a conflict between the
wording of this Handbook and applicable law, the law takes precedence and the language in
question will be interpreted and applied in a way that conforms to the law.
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Let’s Communicate

Employee Relations Philosophy

We at BGCHV are dedicated to continuing what we believe to be an excellent relationship
with our employees. We will do our best to maintain good working conditions, competitive wages
and benefits, open communications, and employee involvement. We know that the Company’s
success and reputation is a direct result of the loyalty, commitment, and continued efforts of our
employees. We continue to look to our employees for ideas about how to improve all areas of our
business in areas like customer service, safety, efficiency, and employee relations.

Please tell us if you have a problem. We think you’ll find our Company is receptive to
your concerns. We are always looking for ways to make this a better place to work.

If You Have A Question or Concern

The Company encourages you to discuss any questions or concerns regarding this
handbook or any work-related issues with us. We cannot address any of your questions or concerns
unless we know about them. For this reason, we have adopted an “Open Door” policy.

If you have a problem, please speak with your Unit Director as soon as possible. Your
Unit Director is the person responsible for what takes place in your immediate work area and may
be in the best position to help you.

If you are a Unit Director, prefer not to speak with your Unit Director, or if you feel your
Unit Director cannot or has not satisfactorily resolved the issue, contact the Human Resources
Manager, who is available to assist you and work on resolving your issue at any time. Finally, if
you still feel the need to speak to other members of management, we encourage you to speak to
the Chief Executive Officer.

If you have a complaint of harassment or discrimination, or you require an accommodation,
please refer to the Equal Employment Opportunity Policy, the Reasonable Accommodations or
Lactation Accommodations Policies, or the Policy Against Unlawful Harassment, Discrimination
and Retaliation in this handbook.

BGCHYV takes all employee concerns and problems seriously. We will work to address
your concern and/or resolve your problem as soon as possible. You are encouraged to utilize this
procedure without fear of retaliation.
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What You Can Expect From Us

Introductory Period

For every new employee, including rehires, the first ninety (90) days of employment is an
introductory period. During this time, your job performance, attendance, and overall interest in
your job will be assessed. Employees who fail to demonstrate the expected performance and meet
the expectations of their position may be terminated during or upon the completion of the
introductory period. However, completion of the introductory period does not change or alter the
“at-will” employment relationship. You and the Company continue to have the right to terminate
your employment at any time, with or without cause or notice.

During the introductory period, you may not be eligible for certain Company benefits. The
Company may choose to extend your introductory period as necessary to give you a further
opportunity to demonstrate your ability to do the job. If your introductory period is extended, you
will be notified.

Equal Employment Opportunity Policy

We are committed to providing equal employment opportunities to all employees and
applicants without regard to an individual’s actual or perceived protected characteristic or
characteristics, or any combination of protected characteristics including race (including traits
associated with race, such as hair texture and protective hairstyles, including braids, locks, and
twists), ethnicity, religion, religious creed (including religious dress and grooming practices),
color, sex (including childbirth, breast feeding, and related medical conditions), gender, gender
identity or expression, sexual orientation, national origin, ancestry, citizenship status, uniform
service member and veteran status, marital status, pregnancy, age (40 and over), protected medical
condition (including cancer and genetic conditions), genetic information, disability (mental and
physical), reproductive health decision-making, medical leave or other types of protected leave
(requesting or approved for leave under the Family and Medical Leave Act or the California
Family Rights Act), the employee or their family member’s status as a victim of a qualifying act
of violence, political affiliation, use of cannabis off the job and away from the workplace,
association with an individual who has, or is perceived to have, a protected characteristic or
characteristics, or any combination of protected characteristics, or any other protected status in
accordance with all applicable federal, state, and local laws. Please see our legal postings for
additional information.

This policy extends to all aspects of our employment practices, including but not limited
to, recruiting, hiring, discipline, termination, promotions, transfers, compensation, benefits,
training, leaves of absence, and other terms and conditions of employment. Violation of the Equal
Employment Opportunity Policy will result in disciplinary action, up to and including immediate
termination.

Reasonable Accommodations
To assist our employees with a mental or physical disability, who suffer on-the-job injuries,

or who have known limitations due to pregnancy, childbirth, or a related medical condition which
includes, but is not necessarily limited to, known limitations related to breastfeeding, fertility and
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infertility treatments, and the termination of a pregnancy, we will make reasonable
accommodations to enable such employees to continue performing the essential functions of their
jobs. Under this policy, we may modify job duties to comply with medical requirements or
restrictions.

Depending upon the specific facts and circumstances of each situation, an accommodation
may include modification of work hours; schedule changes; more frequent or longer break periods,
such as bathroom breaks; modifying Company food or drink policies; seating accommodations;
limits on lifting; relocation of work areas; closer or reserved parking spaces; making existing
facilities readily accessible and usable; providing mechanical or electrical aids; transfer to a less
strenuous or less hazardous position; appropriate adjustment or modifications of examinations,
training materials or policies; allowing you to apply for a vacant position for which you are
qualified; or granting leave. When granting leave as a reasonable accommodation, an employee
may elect to use paid leave benefits in lieu of taking leave unpaid. Similarly, we will make
reasonable accommodations for religious beliefs and practices.

There are limits to the accommodations which the Company can realistically make. For
example, where an accommodation would cause an undue hardship to the Company, we would be
unable to make the particular accommodation. Similarly, when placing an employee in a position,
with or without accommodation, would cause the employee to be a direct threat to the employee
or others, we may be unable to place them in such position. If leave is a reasonable accommodation,
leave under this policy may run concurrently with leave taken the Family and Medical Leave Act
or other applicable law.

The Company will not require any employee to accept an accommodation that is
unnecessary to performing the essential functions of their job. Further, the Company will not
require any employee to take leave if another reasonable accommodation is available.

If you need to request a reasonable accommodation because of a mental or physical
disability, on-the-job injury or limitation due to pregnancy, childbirth, or a related medical
condition, please notify the Human Resources Manager. Likewise, if you need an accommodation
for religious holidays, beliefs, or practices notify the Human Resources Manager. In all instances,
we will promptly discuss the matter with you, investigate your request, and to the extent possible,
attempt to reasonably accommodate you, and if necessary, discuss alternative accommodations
that may be provided. As part of our interactive process and where allowed by law, the Company
may require you to provide a certification from your health care provider concerning your need
for a reasonable accommodation, if applicable.

Any employee who has questions or concerns about reasonable accommodations in the
workplace, is encouraged to discuss their questions with the Human Resources Manager. We
cannot provide assistance if we do not know about it. You can raise concerns and make reports
and/or requests without fear of retaliation. We do not discriminate or retaliate against any
employee for requesting or using a reasonable accommodation. Anyone who retaliates against an
employee for reporting concerns, making an accommodation request, or using an accommodation
will be subject to disciplinary action, up to and including immediate termination.
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Lactation Accommodations

You have the right to request, and the Company will provide, accommodations required
for employees to express breast milk as necessary. Employees should notify their immediate
supervisor or the Human Resources Manager to request accommodations to express breast milk
under this policy. The Company will provide a reasonable amount of duty-free break time to
accommodate an employee’s need to express breast milk for the employee’s infant child. The
break time should, if possible, be taken concurrently with meal and rest periods already provided.
Non-exempt employees should clock out for additional lactation breaks that do not run
concurrently with normally scheduled meal and rest periods. Such additional breaks will be
unpaid.

The Company additionally will provide employees needing to express breast milk with a
room or place, other than a restroom, to express breast milk in private. The room or location will
be near the employee’s work area, shielded from view, and free from intrusion while the employee
is expressing milk. In addition, the room or location will be safe, clean, and free of hazardous
materials. It will contain a surface on which to place a breast pump and personal items, as well as
a place to sit. It will provide access to electricity needed to operate an electric or battery-powered
breast pump. A sink with running water and a refrigerator or cooler suitable for storing milk will
also be made available as close as possible to the employee’s workspace. If a multipurpose room
is used for lactation, among other uses, the use of the room for lactation will take precedence over
the other uses, but only for the time it is in use for lactation purposes.

If we are unable to provide a permanent space for lactation due to operational, financial, or
space limitations, we will provide a temporary space other than a restroom that is near the
employee’s work area, shielded from view, free from intrusion while the employee is expressing
milk, and has the other elements described above.

Employees have the right to file a complaint with the California Labor Commissioner for
any failure by the Company to provide appropriate lactation accommodations.

Literacy Assistance

The Company will reasonably accommodate and assist employees with their literacy needs,
provided the requested accommodation does not create an undue hardship for the Company.
Employees who need time off to participate in an adult education program for literacy assistance
should inform the Human Resources Manager so arrangements can be made to provide unpaid
time off or an adjusted work schedule. The Company will make reasonable efforts to safeguard
the employee’s privacy with respect to such a request. Employees may choose to use any accrued
vacation benefit, if available, in lieu of unpaid leave.

Policy Against Unlawful Harassment, Discrimination and Retaliation

The Company is committed to providing a work environment that is free of unlawful
harassment, discrimination, and retaliation. In furtherance of this commitment, the Company
strictly prohibits all forms of unlawful discrimination and harassment, including: discrimination
or harassment on the basis of an individual’s actual or perceived protected characteristic or
characteristics, or any combination of protected characteristics including race (including traits
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historically associated with race, such as hair texture and protective hairstyles, including braids,
locks, and twists), ethnicity, religion, religious creed (including religious dress and grooming
practices), color, sex (including childbirth, breast feeding, and related medical conditions), gender,
gender identity or expression, sexual orientation, national origin, ancestry, citizenship status,
uniform service member and veteran status, marital status, pregnancy, age (40 and over), protected
medical condition (including cancer and genetic conditions), genetic information, disability
(mental and physical), reproductive health decision-making, medical leave or other types of
protected leave (requesting or approved for leave under the Family and Medical Leave Act or the
California Family Rights Act), the employee or their family member’s status as a victim of a
qualifying act of violence, political affiliation, use of cannabis off the job and away from the
workplace, association with an individual who has, or is perceived to have, a protected
characteristic or characteristics, or any combination of protected characteristics, or any other
category protected by applicable federal, state, or local law.

The Company’s policy against unlawful harassment, discrimination, and retaliation applies
to all employees, including supervisors and managers. It also applies to all customers, vendors,
contractors, subcontractors, independent contractors, and other third-parties with whom we work
(all of whom are designated for the terms of this policy as “Business Associates”). The Company
prohibits managers, supervisors, and employees from harassing subordinates or co-workers as well
as the Company’s Business Associates. Any such harassment will subject an employee to
disciplinary action, up to and including immediate termination. The Company likewise prohibits
its Business Associates from harassing our employees, unpaid interns, and volunteers.

This policy applies whether employees are on Company premises, at a Company-
sponsored off-site event, working remotely, traveling on behalf of the Company, or conducting
Company business, regardless of location.

Examples of Prohibited Sexual Harassment: Sexual harassment includes a broad spectrum
of conduct including harassment based on sex, gender, gender transition, gender identity or
expression, or sexual orientation. Sexual harassment can occur regardless of the gender of the
individuals involved. By way of illustration only, and not limitation, some examples of unlawful
and unacceptable behavior include:

e Unwanted sexual advances or flirtation;
e Offering an employment benefit (such as a raise or promotion) in exchange for sexual
favors, or threatening an adverse action (such as termination or demotion) for an

employee’s failure to engage in sexual activity;

e Visual conduct, such as leering, making sexual gestures, and displaying or posting
sexually suggestive objects or images;

e Verbal sexual advances, propositions, requests, or comments;

e Electronically sending or posting sexually-related text messages, videos, or images;

Employee Handbook 8/01/2025 Page 8



e Verbal abuse of a sexual nature, graphic verbal comments about an individual’s
appearance or anatomy, sexually degrading words used to describe an individual, and
suggestive or obscene letters, notes, or invitations;

e Physical conduct, such as touching, kissing, groping, assault, or blocking movement;

e Physical or verbal abuse concerning an individual’s gender, gender transition, or gender
expression;

e Intentionally and repeatedly referring to an individual by a pronoun inconsistent with
their gender identity or expression; or

e Verbal abuse concerning an individual’s characteristics such as pitch of voice, facial
hair or the size or shape of a person’s body, including remarks regarding an individual’s
gender presentation.

Other Examples of What Constitutes Prohibited Harassment: In addition to the above listed
conduct, the Company strictly prohibits harassment concerning any other protected characteristic.
By way of illustration only, and not limitation, such prohibited harassment includes:

e Racial or ethnic slurs, insults, and any other offensive remarks based on a protected
characteristic;

e Jokes, whether written, verbal, or electronic, that are based on a protected
characteristic;

e Mocking or ridiculing another’s religious or cultural beliefs, practices, or manner of
dress;

e Threats, intimidation, horseplay, or other menacing behavior that are based on a
protected characteristic;

e Inappropriate verbal, graphic, or physical conduct, including practical jokes based on
a protected characteristic;

e FElectronically sending or posting harassing text messages, videos, or images; and

e Any Other harassing conduct based on one or more of the protected characteristics
identified in this policy which has the purpose or effect of unreasonably interfering
with an individual’s performance or which has the purpose or effect of creating an
intimidating, hostile, or offensive work environment.

If you have any questions about what constitutes prohibited harassing behavior, ask your
supervisor or the Human Resources Manager.

Prohibition Against Retaliation: The Company is committed to prohibiting retaliation
against those who themselves or whose family members report, oppose, or participate in an
investigation of alleged unlawful harassment, discrimination, or other wrongdoing in the
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workplace. By way of example only, participating in such an investigation includes, but is not
limited to:

. Filing a complaint with a federal or state enforcement or administrative agency;

J Participating in or cooperating with a federal or state enforcement agency
conducting an investigation of the Company regarding alleged unlawful activity;

o Testifying as a party, witness, or accused regarding alleged unlawful activity;

. Making or filing an internal complaint with the Company regarding alleged
unlawful activity;

o Providing notice to the Company regarding alleged unlawful activity;
. Assisting another employee who is engaged in any of these activities; or
. Exercising any other lawful right.

The Company is further committed to prohibiting retaliation against qualified employees
who request a reasonable accommodation for any known physical or mental disability and
employees who request a reasonable accommodation of their religious beliefs and practices. In
addition, the Company will not penalize or retaliate against an employee who is or whose family
member is a victim of a qualifying act of violence for requesting leave time or accommodations in
the workplace to ensure the employee’s safety and well-being.

What You Should Do If You Feel You Are Being or Have Been Harassed,
Discriminated Against or Retaliated Against

If you feel that you are being or have been harassed, discriminated against or retaliated
against in violation of this policy by any employee, supervisor, manager, or Business Associate of
the Company, you should immediately report your concerns to one of the individuals listed below:

e First, discuss any concern with your Unit Manager.

o If you are not satisfied after you speak your Unit Manager, or if you feel you cannot
speak with your Unit Manager, please discuss your concern with the Human
Resources Manager.

. If you are not satisfied after you speak with the Human Resources Manager, or
art@bgchv.comHR@bgchv.comif you feel you cannot speak with the Human
Resources Manager, please discuss your concern with the CEO.

In addition, if you observe harassment by another employee, supervisor, manager or
Business Associate, please report the incident immediately as indicated above.

Supervisors who receive any complaint of harassment, discrimination or retaliation must
promptly report such complaint to the Human Resources Manager or the CEO.
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Your notification of the problem is essential to us. We cannot help resolve a harassment
problem unless we know about it. Therefore, it is your responsibility to bring your concerns and/or
problems to our attention so we can take appropriate steps to address the situation. The Company
takes all complaints of unlawful harassment and/or discrimination seriously and will not penalize
you or retaliate against you in any way for reporting a harassment, discrimination or retaliation
problem in good faith.

All complaints of unlawful harassment which are reported to management will be
investigated as promptly as possible by an impartial and qualified person and, upon conclusion of
such investigation, appropriate corrective action will be taken where warranted. The Company
prohibits employees from refusing to cooperate with internal investigations and the internal
complaint procedure. All complaints of unlawful harassment reported to management will be
treated as confidentially as possible, consistent with the Company’s need to conduct an adequate
investigation.

Violation of this policy will subject an employee to disciplinary action, up to and
including immediate termination. Moreover, any supervisor or manager who condones or
ignores potential violations of this policy will be subject to appropriate disciplinary action, up to
and including termination. Additionally, under California law, employees may be held
personally liable for harassing conduct that violates the California Fair Employment and
Housing Act.
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Timekeeping and Payroll Practices

Employee Classification
Full-Time Employees

Full-time employees are those normally scheduled to work at least forty (40) hours per
week, as determined by BGCHV in its sole discretion. “Full-time” is a general employee
classification used by the Company for a variety of purposes. Employees not classified by the
Company as “full-time” may still be eligible for medical insurance coverage, depending on their
position and hours of service. Consult the applicable plan document for all information regarding
eligibility, coverage and benefits. The plan document ultimately governs your entitlement to
benefits.

Part-Time Employees

Part-time employees are those normally scheduled to work fewer than forty (40) hours per
week, as determined by BGCHYV in its sole discretion. “Part-time” is a general employee
classification used by the Company for a variety of purposes. Employees classified by the
Company as “part-time” may still be eligible for medical insurance coverage, depending on their
position and hours of service. Consult the applicable plan document for all information regarding
eligibility, coverage, and benefits. The plan document ultimately governs your entitlement to
benefits.

Temporary Employees

Temporary employees are those employed to work seasonally, on special projects for short
periods of time, or on a “fill-in” basis. These positions are not intended to be a part of continuing
operations. The employment status of temporary employees will not be changed due to an
extension of employment in excess of that originally planned. Unless otherwise required by
applicable law, temporary employees are not eligible for Company benefits, and temporary
employees remain employed at will at all times.

Non-Exempt Employees

Non-exempt employees include all employees who are covered by the overtime provisions
of the Fair Labor Standards Act and California state law.

Exempt Employees

Exempt employees include all employees who are classified by BGCHYV as exempt from
the overtime provisions of the Fair Labor Standards Act and California state law.

If you have any questions concerning your employee classification or the benefits for which
you qualify, please consult the Unit Director, the Human Resources Manager, or applicable benefit
plan documents.
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Your Pay
Our workweek starts on Monday at 12:00 a.m. and runs through Sunday at 11:59 p.m.

We offer direct deposit of employee paychecks to all employees who provide a written
authorization for direct deposit and we encourage employees to enroll in our direct deposit
program.

We issue deposits on the 5™ and 20" of each month. If the scheduled payday falls on a
weekend or holiday, deposits will generally be made on the preceding business day.

The Company may make deductions from your pay for a variety reasons. For example, the
Company is required by law to deduct certain amounts for taxes, Social Security, or garnishments.
Likewise, you may authorize the Company to make deductions for benefit premiums, or 401(k)
contributions. Any deductions made will be in a manner consistent with applicable federal and
state law.

If you believe a payment or deduction has been made to your pay in error, please
immediately notify your Unit Director of the Director of Finance. The Company will investigate
your pay and deductions and will not penalize you for reporting a suspected concern. If an error is
found, you will receive an immediate adjustment which will be paid no later than on the next
regular payday.

BGCHYV does not cash employee payroll checks. Employees are expected to cash their
pay checks as soon as possible so BGCHV’s banking records can be kept current.

Timekeeping Procedures

Employees are required to accurately record all of their hours of work for BGCHV, either
through the use of an electronic time card or through a hand written record as directed by the
Company. This includes all hours worked for the Company, regardless of whether work is
performed onsite or remotely. Accurately recording all of your time is required in order to be sure
that you are paid for all hours worked as required by wage and hour laws.

Working “off the clock™ is strictly prohibited. If any manager or supervisor directs you to,
or suggests that you should, perform work while not “on the clock,” you must notify the Human
Resources Manager immediately. Similarly, non-exempt employees are not permitted to perform
work after hours or from home without specific direction from their supervisor. In the event such
work is performed, all time spent working must be reported on the employee’s time record.

Your obligation to accurately record all hours worked does not relieve you of your
obligation to obtain advance approval from your supervisor before working overtime or hours
beyond your regular work schedule. Employees who work overtime or off-schedule hours without
prior authorization by their supervisor are subject to disciplinary action, up to and including
termination of employment.

Any changes or corrections to your time records must be approved by you and your
supervisor. Under no circumstances may any employee record another employee’s time.
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Your Work Schedule

Your supervisor will inform you of the hours you are to work. Due to changing business
needs, your actual work schedule may vary from time to time. If it does, you will be notified by
your supervisor. Management retains the right to reassign employees to a different shift where it
is necessary for the efficient operation of the Company.

Overtime

BGCHYV may periodically schedule overtime work in order to meet business needs. We
will attempt to give as much advance notice as possible, and we expect that all employees who are
scheduled to work overtime will be at work. Otherwise, all overtime work must be pre-approved
by your supervisor or Department Manager. Working overtime without your supervisor’s approval
or failing to report for scheduled overtime may result in disciplinary action, up to and including
termination.

Wage Disclosure

The Company does not prohibit an employee from inquiring about, disclosing, comparing,
or otherwise discussing the employee’s wages or the wages of another employee. The Company
does not require nondisclosure of an employee’s wages as a condition of employment and will not
require an employee to sign any contract, waiver, or document to the contrary.

Further, the Company will not take an adverse action or retaliate against an employee
discussing their wages or for aiding or encouraging any employee in the exercise of their rights.
The Company will not prohibit an employee from lodging a complaint or testifying, assisting, or
participating in an investigation or proceeding related to a violation of this policy.

Nothing in this policy will be construed to permit an employee whose job responsibilities
require or allow access to other employees’ wage or salary information from disclosing that
information, unless the person is under a legal obligation to furnish the information and/or has
obtained written consent from the employee whose information is requested or sought.
Additionally, nothing in this policy requires the Company or an employee to disclose their wages
in response to an inquiry by another employee.

Meal Periods

Except for certain salaried exempt employees, it is our policy to provide and afford all
employees who work more than five (5) hours in a work day with an uninterrupted meal period of
at least thirty (30) minutes free from all duty to begin no later than the end of the 5th hour of work
and a second uninterrupted meal period of at least thirty (30) minutes free from all duty to
commence no later than the end of the 10th hour of work, should an employee work that many
hours in any given day. Only in limited circumstances, discussed below, can meal periods be
waived. For this reason, unless there is a written agreement for an on-duty meal period approved
by the Human Resources Manager, employees must record the beginning and ending time of their
meal period(s) every day.
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It is our policy to relieve you of all duty during your meal periods, so that you are at liberty
to use the meal period time as you wish. You may leave the premises for your meal period if you
so desire. The Company schedules all work assignments with the expectation that all employees
will take their duty-free meal periods and we encourage you to do so. You may be asked to confirm
in writing that you have been relieved of all duty and otherwise provided all of your meal periods
during a particular pay period, or in the alternative, identify any meal periods during which you
were required to work. At no time may any employee perform off-the-clock work or otherwise
alter, falsify, or manipulate any aspect of their timekeeping records to inaccurately reflect or hide
meal periods or time spent working during meal periods.

Please note that no Company manager or supervisor is authorized to instruct you how to
spend your personal time during a meal period. You should immediately report a manager’s or
supervisor’s instruction to skip, shorten, or work during a meal period to the Human Resources
Manager or the Chief Operating Officer. The Company strictly prohibits retaliation against any
employee who reports violations of the Company’s meal period policy.

Waiver of Meal Period. You may waive your meal period only under the following
circumstances:

o If you will complete your work day in six (6) hours or less, you may waive your
meal period as approved by your supervisor.

o If you work over ten (10) hours in a day, you may waive your second meal period
only if you have taken your first meal period that day and you do not work more
than twelve (12) hours on that day.

You may not waive your meal periods to shorten your work day.

On-Duty Meal Period. In limited situations, certain designated employees may be
authorized to work an “on-duty meal period” when the nature of the employee’s duties prevent the
employee from being relieved of all duty. You will be permitted to take an on-duty meal period
only if the nature of your job duties requires it and you and the Company have agreed to an on-
duty meal period in writing. In this situation, your on-duty meal period will be paid and treated as
hours worked. The on-duty meal period agreement is revocable by you or the Company at any
time.

The Company pays one-hour of premium pay to non-exempt employees at their regular
rate of compensation for each day during which they are required by the Company to work during
one or more meal periods or if the Company has not otherwise provided them with an opportunity
to take one or more meal periods on any day in accordance with this policy. Because this should
be an exceptional and rare occurrence, if you are aware of or experience such a situation where a
one-hour premium may be applicable, please be sure to bring it to our attention without delay. The
one-hour premium will not apply in situations where the meal period is waived as permitted by
law, where an employee has a lawful on-duty meal period, or if an employee personally chooses
to disregard the Company’s schedules or policies providing meal periods as required by law.
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Rest Periods

The Company authorizes and permits non-exempt employees with the opportunity to take
an uninterrupted paid rest period of at least ten (10) minutes of net rest time for every four (4)
hours worked (or major fraction thereof), which should be taken so far as practicable in the middle
of each four-hour work period. During your rest periods, you will be relieved of all duty so that
you can enjoy this personal time as you wish. You may leave the premises for your rest period(s)
if you so desire. Rest breaks will be provided as follows:

Shift (Hours Worked in Day) Number of Paid Rest Breaks
At least 3.5 and up to 6 hours 1
More than 6 and up to 10 hours 2
More than 10 and up to 14 hours 3
More than 14 hours — Continue under the above
schedule

The Company generally will not authorize a rest period for employees whose total daily
work time is less than three and one-half (3 ) hours. Employees are generally authorized and
permitted to schedule their rest periods at their own discretion under these guidelines; however, a
supervisor may ask that rest periods be scheduled to best ensure the smooth operation of their
department so long as they do so consistent with this policy and these guidelines. Rest periods
may not be combined with other rest or meal periods.

Rest periods are “on the clock™ and counted as hours worked, and thus, you are not required
to separately record your rest periods on your timecards or the Company’s timekeeping system. If
your rest period is interrupted, you must notify your supervisor immediately so that arrangements
can be made for you to take a further, uninterrupted, rest period required by Company policy. No
supervisor is authorized to instruct you to waive a rest period, and rest periods cannot be used to
shorten the workday or be accumulated for any other purpose. Rest periods can be waived
provided they are waived by an employee without any coercion from a supervisor and the waiver
is purely voluntary. You may be required to confirm that you have been provided an opportunity
to take all of your duty-free rest periods during a particular pay period (including pay periods when
one or more rest periods have been voluntarily waived by you).

Please note that no Company manager or supervisor is authorized to instruct you how to
spend your personal time during a rest period. You should immediately report a manager’s or
supervisor’s instruction to skip, shorten, or work during a rest period to the Human Resources
Manager or the Chief Operating Officer. The Company strictly prohibits retaliation against any
employee who reports violations of the Company’s rest period policy.

The Company pays one-hour of premium pay to non-exempt employees at their regular
rate of compensation for each day during which they are required by the Company to work during
one or more rest periods or when they are not otherwise provided an opportunity by the Company
to take one or more rest periods on any day in accordance with this policy. Because this should
be an exceptional and rare occurrence, if you are aware of or experience such a situation where a
one-hour premium may be applicable, please be sure to bring it to our attention without delay. The
Company strictly prohibits retaliation against any employee who reports violations of the
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Company’s rest period policy. The one-hour premium will not apply in situations where an
employee personally chooses not to take a rest period or to disregard the Company’s schedules or
policies providing rest breaks as required by law.

Recovery Periods

The Company provides employees working outdoors in conditions exceeding 80 degrees
Fahrenheit or indoors in conditions equaling or exceeding 82 degrees Fahrenheit with the
opportunity to take an uninterrupted cool-down period of at least five (5) minutes as needed to
avoid overheating. Employees working outdoors are permitted to access the provided shaded area
and drinking water at any time to avoid heat illness. Employees working indoors are permitted
access to cool-down areas that are maintained below 82 degrees, blocked from direct sunlight, and
shielded from other high radiant heat sources to the extent feasible and is either open to the air or
provided with ventilation or cooling as well as drinking water at any time to avoid heat illness.
Cool-down periods are counted as hours worked. You are not required to record your cool-down
periods.

It is our policy to relieve employees of all duty during cool-down periods. As such, no
supervisor is authorized to instruct you to waive or skip a cool-down period. You should
immediately report a manager’s or supervisor’s instruction to skip, shorten, or work during a cool-
down period to the Human Resources Manager or the Chief Operating Officer.

The Company pays one-hour of premium pay to non-exempt employees at their regular
rate of compensation for each day during which they are required by the Company to work during
one or more recovery periods or if the Company has not otherwise provided them with an
opportunity to take one or more recovery periods on any day in accordance with this policy.
Because this should be an exceptional occurrence, if you are aware of such a situation, please be
sure to bring it to our attention without delay. The one-hour premium will not apply in situations
where an employee personally chooses not to take a discretionary recovery period or to disregard
the Company’s schedules or policies providing discretionary recovery periods as required by law.
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Company Benefits

To remain competitive and to provide the best benefits for our employees, the Company
may from time to time add, modify, or terminate these plans for any reason with reasonable notice.

Paid Holidays

Each calendar year the Company will distribute a schedule of the year’s holidays.
However, the Company reserves the right to change or eliminate the holiday schedule without
prior notice. The following are generally observed Company holidays:

New Year’s Day
Martin Luther King Dr. Day
President’s Day
Memorial Day
Fourth of July
Labor Day
Thanksgiving Day
Day After Thanksgiving
Christmas Day

After completion of the introductory period, regular full-time, non-exempt employees will
receive these specific holidays off with pay any time they fall on a normally scheduled work day
for the employee. After completion of the introductory period, part-time employees will receive
these specific holidays off with pay, proportionate to the number of hours they were regularly
scheduled to work on that day, any time the holiday falls on a normally scheduled work day.
Temporary employees are not eligible for paid holiday benefits.

If the holiday falls on a weekend day, the holiday will be observed on an alternate day.
Holidays falling on a Saturday will generally be observed on the preceding Friday, or as observed
by the School Districts served by the particular location. Holidays falling on a Sunday will
generally be observed on the following Monday, or as observed by the School Districts served by
the particular location.

To be eligible for holiday pay, you must work your last scheduled day before the holiday
and the first scheduled day after the holiday, unless you are taking an excused absence on those
days. Holiday pay does not count as “hours worked” for purposes of calculating an employee’s
entitlement to overtime during the week in which the holiday occurs.

Some departments may be open on a holiday due to business necessity. Employees will
be given as much advance notice as possible if they are required to work on a holiday. Non-exempt
asked to work on a holiday will receive their normal rate of pay for work performed on a holiday.

Exempt employees will not receive additional holiday pay but rather will be paid their
regular salary for the week in which a holiday occurs.
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Floating Holidays

On November 1% each year, employees that (i) have been continuously employed for at
least one full year, (i) work an average of four (4) hours/day, and (iii) complete at least 1,000
hours of work in the previous twelve (12) months, and will receive two (2) additional days off with
pay (“Floating Holidays™) that may be used between November 1% and January 31%. Because they
are Floating Holidays and not vacation days, eligible employees shall be granted these two (2)
days on November 1* of the applicable year, not on a pro-rata basis throughout the course of the
year.

Floating Holidays are paid at the employee’s regular rate for the number of hours matching
the employee’s regular work schedule (increased hours for holiday schedules do not apply).
Floating holidays must be scheduled and approved in advance.

Although Floating Holidays may only be taken between November 1% and January 31%,
employees may carry over any unused days into the next calendar year. Employees may not,
however, accumulate more than three (3) total Floating Holidays at any time. In other words, an
employee who has three (3) Floating Holidays but does not use any, will still have only three (3)
total Floating Holidays for use between November 1% and January 31* the following year.

We pay all accrued but unused Floating Holidays when an employee leaves the Company.
Floating Holidays will be arranged by the employee’s supervisor based on work needs and
seniority, and must be taken in full-day increments unless otherwise required by law.

Paid Vacation

The Company provides vacation benefits to all regular full-time exempt and non-exempt
employees. Consult the Human Resources Manager for detailed information on how the dollar
amount of your vacation pay is calculated and the amount you are entitled to receive. The actual
dollar amount that an employee receives while on vacation varies according to whether the
employee is an hourly or salaried employee. To be eligible for vacation pay, you must work your
last scheduled day before the vacation and the first scheduled day after the vacation, unless you
are taking an excused absence on those days.

Vacation time is given to employees so that they are better able to perform their jobs when
they return. For this reason, we require employees to take their vacation and we do not permit
employees to take pay in lieu of time off. All vacation must be taken in at least half-day
increments.

Vacations must be scheduled and approved by your supervisor at least two (2) weeks in
advance. Also, the Company, at its sole discretion, may require you to take your vacation at a
particular time, and may also refuse your application for vacation where business needs dictate.
Employees who are out on a leave of absence do not accrue vacation time while they are on leave
unless applicable law requires us to do so. BGCHYV pays all accrued but unused vacation when an
employee leaves the Company.
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Full-Time Non-Exempt Employees (Other than Full Time Non-Exempt Directors)

Beginning in the employee’s first month of employment, eligible employees will accrue
vacation as follows, subject to the indicated accrual caps. Employees may not use accrued vacation
benefits until after they have been with the Company for one year.

Employees may accrue vacation up to a maximum of one and one half (1.5) times their
normal annual accrual rate. Once an employee reaches this maximum amount, they will cease to
accrue vacation benefits until their balance falls below the maximum accrual amount. In other
words, employees with less than 5 years of service may not accrue more than 7.5 days of vacation
at any time, employees with more than 5 years but less than 10 years of service may not accrue
more than 10.5 days of vacation at any time, and employees with 10 years or more of service may
not accrue more than 15 days of vacation at any time.

Employee’s Continuous Amount of Amount of Maximum Accrual Cap
Length of Service Monthly Accrual | Vacation Days
Accrued per Year
0 — 5 years 417 days 5 days 7.5 days
5 —10 years .583 days 7 days 10.5 days
11 and thereafter .833 days 10 days 15 days

Full-Time Exempt Employees & Full Time Non-Exempt Director Emplovees

Beginning in the employee’s first month of employment, eligible employees will accrue
vacation as follows, subject to the indicated accrual caps. Employees may not use accrued vacation
benefits until after they have been with the Company for one year.

Employees may accrue vacation up to a maximum of one and one half (1.5) times their
normal annual accrual rate. Once an employee reaches this maximum amount, they will cease to
accrue vacation benefits until their balance falls below the maximum accrual amount. In other
words, employees with less than 5 years of service may not accrue more than 15 days of vacation
at any time, employees with more than 5 years but less than 10 years of service may not accrue
more than 22.5 days of vacation at any time, and employees with 10 years or more of service may
not accrue more than 30 days of vacation at any time.

Employee’s Continuous | Amount of Amount of Maximum Accrual Cap
Length of Service Monthly Accrual | Vacation Days
Accrued per Year
0 — 5 years .833 days 10 days 15 days
5 —10 years 1.25 days 15 days 22.5 days
11 and thereafter 1.67 days 20 days 30 days

Paid Sick Leave

The Company provides paid sick leave to all employees who have worked thirty (30) or

more days in California within a year of their employment with the Company, as set forth below.
Eligible employees may use available paid sick leave in minimum increments of at least two (2)
hours. The sick leave year runs from anniversary to anniversary.
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Employees must make an oral or written request for paid sick leave. Employees requesting
time off under this policy must provide as much advance notice as possible. Where your need for
paid sick leave is unforeseeable, you must provide notice as soon as practicable.

Generally, the dollar amount of your sick pay is based on your salary or your hourly wage.
However, if within 90 days before taking accrued sick leave, you had different hourly pay rates or
were a non-exempt salaried employee, the dollar amount of the sick leave will be calculated based
upon the amount earned during the 90-day period and the total hours worked in the full pay periods
of the preceding 90 days.

Leave under this policy may be used in connection with the diagnosis, care, or treatment
of an existing health condition of, or preventive care for, the employee or the employee’s family
member. “Family member” for purposes of this policy includes a spouse, registered domestic
partner, child (regardless of the child’s age), parent (including a step-parent or parent-in-law),
grandparent, grandchild, sibling, or a designated person. “Designated person” for the purposes of
this policy is a person identified by the employee at the time the employee requests paid sick days.
Employees will be limited to identifying one (1) designated person per twelve (12)-month period.
Leave under this policy may also be used by an employee who is or whose family member is a
victim of a qualifying act of violence to seek aid or medical attention, obtain services or counseling,
or participate in safety planning. Sick leave may also be used for bereavement leave within three
(3) months of the death of an employee’s family member.

Leave under this policy may run concurrently with leave taken under local, state, or federal
law, including leave taken pursuant to the California Family Rights Act or the Family and Medical
Leave Act.

The Company will not take any adverse action against employees who utilize paid sick
leave. However, employees who misuse or abuse this policy, e.g., misrepresent the reason for use
of paid sick leave or use paid sick leave for vacation, may be subject to disciplinary action.

Unused time under this policy will not be paid out at the time of separation from
employment. However, employees who are re-employed with the Company within a year of
separation will have any unused paid sick leave accrued under this policy reinstated. For more
information, contact your supervisor or the Human Resources Manager.

Full-Time Exempt Employees and Full-Time Non-Exempt Director Emplovees

All full-time exempt employees and full-time non-exempt director employees will accrue
five (5) hours of paid sick leave per pay period. Beginning on the 90" day of employment, all full-
time exempt employees and full-time non-exempt director employees may use up to eighty (80)
hours or ten (10) days of paid sick leave per year. Employees can carry over accrued and unused
paid sick leave from one year to the next, up to a maximum of 360 hours or forty-five (45) days of
paid sick leave. Once an employee reaches this amount, they will cease to earn any additional paid
sick leave until their balance falls below the maximum accrual amount.

Full-Time Non-Exempt Emplovees

Employee Handbook 8/01/2025 Page 21



All full-time non-exempt employees will accrue one (1) hour of paid sick leave for every
twenty-five (25) hours worked. Beginning on the 90th day of employment, eligible employees may
begin to use paid sick leave as it is accrued, up to a maximum of sixty-four (64) hours or eight (8)
days of paid sick leave per year. All accrued and unused sick leave will carry over to the next
year, up to a maximum of 360 hours or forty-five (45) days of accrued paid sick leave. Once an
employee reaches this amount, they will cease to earn any additional paid sick leave until their
balance falls below the maximum accrual amount.

Part-Time, Seasonal, and Other Non-Full-Time Emplovees

All other eligible employees will accrue one (1) hour of paid sick leave for every thirty
(30) hours worked, up to a maximum accrual of eighty (80) hours or ten (10) days of paid sick
leave. Sick leave may not be accrued in excess of the applicable maximum accrual cap. Once your
unused and accrued sick leave reaches the maximum cap, you will not become eligible to accrue
any additional sick leave until prior sick time has been used and your accrued balance falls below
the maximum accrual cap. Beginning on the 90th day of employment, eligible employees may
begin to use paid sick leave as it is accrued, up to a maximum of 40 hours or five (5) days of paid
sick leave per year. All accrued and unused sick leave will carry over to the next year, up to a
maximum of eighty (80) hours or ten (10) days of accrued paid sick leave.

Insurance and Retirement Benefits
We offer the following insurance and retirement benefits to eligible employees:
e Medical Insurance
e Dental Insurance
e Vision Insurance
e Life Insurance
e Long-Term Disability Insurance
e 401(k) Retirement Savings Plan

Coverage for eligible employees, begin on the first day of the month after completion of
the 90 day introductory period. Contractor employees are not eligible for coverage. Eligible
employees will pay a specific dollar amount each month for this insurance, depending on the level
of coverage chosen and the employee’s regular work schedule. Remaining costs of insurance
coverage are paid by the Company. The cost to the employee of this coverage is subject to change.

All changes in employee’s work schedules must be in effect for a minimum of ninety (90)
days before an employee’s premium rate will be increased or decreased on that basis. The change
will become effective on the first day of the month following the waiting period.

Consult the applicable plan document for all information regarding eligibility, coverage
and benefits. The plan document ultimately governs your entitlement to benefits.
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Life Insurance

We offer life insurance coverage for our eligible full-time exempt and non-exempt
employees, beginning on the first day of the month after completion of the 90 day introductory
period. The Company pays the entire cost of this insurance. Consult the applicable plan document
for all information regarding eligibility, coverage and benefits. The plan document ultimately
governs your entitlement to benefits.

State Mandated Insurance Benefit Programs
State Disability Insurance

The Company is required by law to deduct a certain amount from your pay to provide State
Disability Insurance (“SDI”). SDI benefits are payable when you cannot work because of illness
or injury unrelated to your employment. For information concerning these benefits, contact the
California Employment Development Department (EDD), which administers the SDI program.

Paid Family Leave

The Company is also required by law to deduct a certain amount for your pay to fund the
Paid Family Leave (“PFL”) program. PFL benefits are payable, for up to eight (8) weeks in a
twelve (12) month period, when you take time off work to: (i) provide care for a seriously ill child,
spouse, parent, domestic partner, grandparent, grandchild, sibling, or parent-in-law, (i1) bond with
a new child, or (iii) participate in a qualifying exigency related to the covered active duty or call
to covered active duty of certain family members.

Despite its name, PFL does not provide you with any leave entitlement or time off. Rather
it is a benefit that you apply for when on an otherwise approved leave of absence pursuant to
Company policy. You may elect to use your paid sick leave or any other available paid leave
benefits during receipt of PFL benefits. You must notify the Company if you intend to file for
PFL benefits.

For information concerning these benefits, contact the California Employment
Development Department (“EDD”), which administers the PFL program. All claims for PFL
benefits must be submitted directly to the California EDD. The EDD ultimately determines
whether you are eligible to receive PFL benefits. You will not be eligible for PFL benefits if you
are receiving State Disability Insurance, Unemployment Compensation Insurance, or Workers’
Compensation benefits.

Long-Term Disability Insurance

We provide access to long-term disability insurance coverage for eligible employees,
beginning on the first day of the month after completion of the 90 day introductory period. Third
party providers may provide this coverage directly to you. The Company pays the entire cost of
this insurance. Consult the applicable plan document for all information regarding eligibility,
coverage and benefits. The plan document ultimately governs your entitlement to benefits.
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Social Security

The Federal Insurance Contributions Act, which is better known as the Social Security Act,
requires the Company to deduct a percentage of your pay, match it with an equal amount from the
Company and send it to the government to be deposited with the Social Security Administration.
If you are not familiar with the retirement and disability benefits provided under Social Security,
check with your local Social Security Administration office for a more complete explanation.

Workers’ Compensation Insurance

The Company pays the entire amount of its Workers’ Compensation insurance premium,
which provides benefits to employees who experience injury or illness that arises out of the course
and scope of employment. It is essential that you report all work-related accidents, injuries, and
illnesses immediately. You should be aware that California law makes it a crime to knowingly
file a false or fraudulent claim for Workers’ Compensation benefits, or to knowingly submit false
or fraudulent information in connection with any Workers’ Compensation claim. Such conduct is
also against Company policy and will result in disciplinary action up to and including termination
of employment.

401(k) Retirement Savings Plan

The Company offers a 401(k) Retirement Savings Plan to all eligible employees.
Eligibility for the plan is contingent upon the employee being at least twenty-one (21) years of
age, the completion of at least one (1) year of continuous employment, and completion of 1,000
hours worked in a one (1) year period. Once an employee is eligible, the employee will be enrolled
in the plan on the next anniversary date. The terms and conditions of the 401(k) Retirement
Savings Plan are controlled by the applicable plan document. Contact the Director of Finance for
more information regarding the 401(k) Retirement Savings Plan.

Suggestion Program

The Company wants and needs your ideas on how to more efficiently and effectively run
the Company. If you have any suggestions that you think will add to our effectiveness, please
present the idea in writing to your Unit Director.

Employee Discounts

Employees are encouraged, but not required, to use BGCHV services. Depending on
availability and at the sole discretion of the appropriate Director, the following discounts are
available to employees who have completed their introductory period. These discounts are
available only for children of our employees. Employees may not purchase services at a discount
on behalf of friends and/or family members, nor may friends and/or family members use an
employee’s discount. The maximum employee discounts for Classes/Performing Arts and Sports
Leagues is two discounts per child per month, and four discounts per family per month.

Classes/Performing Arts — Facility cost.
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Recreation Program — 1% — 8" grade. No cost for children of staff employees (discount
does not include field trips, lunches, or special events).

Tuition — Infant/Toddler/Pre-school/Kindergarten Program — 50% off per week (must
be regularly scheduled at least 30 hours per week to qualify for this discount)

Sports Leagues - 50% off of League Fees

Training and Educational Assistance

The Company may provide periodic in-house training programs for applicable employees.
In addition, Employees may be given the opportunity to attend training or educational programs
in the course of their employment that will benefit the Company or enable you to improve your
job proficiency with the Company. The Company may reimburse employees for the cost and
certain expenses associated with attending an approved training or educational course. To receive
reimbursement, the employee must (1) receive advanced written authorization from the Chief
Executive Officer to attend the course and (2) successfully complete the course. From time to time,
the Company may impose other requirements or conditions for receiving this benefit.

Employees should contact the Chief Executive Officer before registering for any training
or other educational course to learn whether the program will be covered under this policy. The
Company is not responsible for the payment or reimbursement of any costs or expenses associated
with an employee’s attendance at any training or educational course, if the employee fails to
receive advance written authorization or fails to successfully complete the course.
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Leaves of Absence

Where applicable state or local law provides you with additional leave rights than those
outlined below, the Company will comply with those laws. If you need time away from work for
any reason, please consult your supervisor or the Human Resources Manager.

Civic Duties

BGCHYV encourages all employees to accept their civic responsibilities. To promote
citizenship, the Company is pleased to assist you in the performance of your civic responsibilities.

Jury Duty: If youreceive a jury duty summons, please notify your supervisor immediately
so your supervisor may plan the department’s work with as little disruption as possible.

Unless otherwise required by federal, state, or local law, time spent serving on jury duty
will be unpaid to non-exempt employees. Exempt employees will continue to receive their regular
salary for any week in which they perform any work while on jury duty, pursuant to state and
federal law.

Employees will not be required to use vacation, sick leave, or any other accrued paid leave
benefits, though employees may choose to use any available vacation during any period of unpaid
jury duty. Employees who are released from jury service before the end of their regularly
scheduled shift or who are not asked to serve on a jury panel are expected to call their supervisor
as soon as possible and report to work if requested.

Court Attendance and Witness Duty: If you receive a subpoena to appear in court, please
notify your supervisor immediately.

Unless court attendance or witness duty is work-related, the Company will provide non-
exempt employees with unpaid leave when necessary to prepare for and/or participate in court
proceedings. Exempt employees will continue to receive their regular salary for any week in which
they perform any work while also participating in court proceedings or on witness duty, pursuant
to state and federal law.

Employees will not be required to use vacation, sick leave, or any other accrued paid leave
benefits, though employees may choose to use any available vacation during any period of unpaid
witness duty. Employees who are released from court proceedings or witness service before the
end of their regularly scheduled shift or who are not asked to serve in court or as a witness are
expected to call their supervisor as soon as possible and report to work if requested.

Voting [eave: The Company believes that employees should have the opportunity to vote
in any state or federal election, general primary, or special primary. Any employee whose work
schedule does not provide sufficient time to vote during non-work hours while polls are open will
be granted up to two (2) hours off from work with pay to vote.

Voting leave will only be paid for non-exempt employees. Exempt employees will continue
To receive their regular salary for any week in which they perform any work while taking off time
to vote, pursuant to state and federal law.
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To the extent permitted by law, we may select the hours you are excused to vote. Please
notify your supervisor of the need for voting leave as soon as possible. Upon return from leave,
The Company may require you to provide proof of having voted, such as a voting sticker.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Leave for Emergency Rescue Personnel

To the extent required by law, employees who are volunteer firefighters, reserve peace
officers, members of a disaster medical response team, or emergency rescue personnel
(“Emergency Rescue Personnel”) may receive unpaid leave to perform their duties in the case of
an emergency. Emergency Rescue Personnel may also take a temporary, unpaid leave of absence,
not to exceed a total of 14 days per calendar year, in order to engage in fire, law enforcement, or
emergency rescue training.

If you qualify as state-sponsored or requested Emergency Rescue Personnel, please alert
your supervisor so that your supervisor is aware of the fact that you may have to take time off
under this policy. In the event that you need to take time off under this policy, please alert your
supervisor in writing as far in advance as possible. You must provide the Company with
appropriate documentation evidencing your performance of responsibilities under this policy upon
returning to work.

Y ou may choose to use any accrued vacation or sick leave time, if available, for an absence
described above.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Civil Air Patrol Leave

The Company will provide eligible employees who are volunteer members of the
California Wing of the Civil Air Patrol and are called to emergency operational missions up to ten
(10) days of unpaid leave per calendar year. Leave for a single emergency operational mission
cannot exceed three (3) days unless an extension is granted by appropriate government entities and
approved by the Company. To be eligible, employees must have been employed with the
Company for ninety (90) days immediately preceding the commencement of leave.

Employees are expected to notify the Company of the need for Civil Air Patrol Leave by
providing their supervisor with certification from Civil Air Patrol authorities as soon as possible.
The Company will restore employees who return from Civil Air Patrol leave to their former
position or to a position of equivalent seniority status, employee benefits, pay and other terms and
conditions of employment.

You may choose to use any accrued vacation time, if available, for an absence described
above.
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Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Military Leave of Absence

Employees who require time off from work to fulfill military duties will be treated in
accordance with applicable requirements of state and federal laws. You are expected to notify the
Company in advance of upcoming military duty by providing your supervisor with verbal or
written notice as soon as possible. We ask that you are sensitive to the Company’s needs when
scheduling military-related training.

You may choose to use any accrued vacation time, if available, for an absence described
above.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Military Spouse Leave of Absence

if your spouse or registered domestic partner qualifies as military personnel, and you work
an average of twenty (20) hours per week for the Company, you may take up to ten (10) days of
unpaid leave during the time your military spouse or registered domestic partner is home on leave
during a period of military deployment.

You may choose to use any accrued vacation time, if available, for an absence described
above.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Leave for Victims of Felony Crimes

To the extent required by law, employees who are victims of certain specified felony
crimes, or who are an immediate family member of a victim, a registered domestic partner of a
victim, or the child of a registered domestic partner of a victim, may receive unpaid time off from
work to attend judicial proceedings related to that crime. Additionally, employees who are victims
of such crimes may take unpaid time off from work to be heard at any proceeding, including any
delinquency proceeding, involving a post-arrest release decision, plea, sentencing, post-conviction
release decision, or any proceeding in which a right of the victim is at issue. To take this leave,
you must provide the Company in advance with a copy of the notice of the proceeding. If advance
notice is not possible, you must provide the Company with appropriate documentation evidencing
your attendance at the judicial proceeding upon returning to work.

You may choose to use any accrued vacation time, if available, for an absence described
above.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.
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Leave for Victims of Qualifying Acts of Violence

You may be eligible for leave under this policy if you or your family member are a victim
of a qualifying act of violence, defined as domestic violence, sexual assault, stalking, or any act,
conduct, or pattern that includes a) bodily injury or death to another individual; b) exhibiting,
drawing, or brandishing a firearm or other dangerous weapon; or c) a reasonably perceived or
actual threat to use force against another individual to cause physical injury or death, regardless of
whether anyone is arrested for, prosecuted for, or convicted of committing any crime. “Family
member” for purposes of this policy includes, a child, parent, grandparent, grandchild, sibling,
spouse, or domestic partner as defined under the California Family Rights Act or a designated
person. For purposes of this policy, “designated person” means any individual related by blood or
whose association with the employee is the equivalent of a family relationship. The designated
person may be identified by the employee at the time the employee requests the leave. The
Company may limit an employee to one designated person per twelve (12) month period for leave
under this policy.

Eligible employees who are a victim of a qualifying act of violence or whose family
member is deceased as a result of a qualifying act of violence may receive up to twelve (12) weeks
of unpaid leave under this policy. Eligible employees whose family member is a victim of a
qualifying act of violence, but not deceased, may receive up to five (5) days of unpaid leave to
assist in relocation purposes, and up to ten (10) days of leave in total under this policy. Eligible
employees may also take unpaid time off to serve on a jury as required by law, appear in court to
comply with a subpoena or other court order as a witness in any judicial proceeding, or seek relief
including, but not limited to, a temporary restraining order, restraining order, or other injunctive
relief, to help ensure their health, safety or welfare or that of their child.

Employees who meet or whose family member meet the definition of victim above may
also be eligible to take unpaid time off to: (1) to obtain or attempt to obtain any relief such as a
temporary restraining order, restraining order, or other injunctive relief, to help ensure the health,
safety, or welfare of the family member of the victim; (2) to seek, obtain, or assist a family member
to seek or obtain, medical attention for or to recover from injuries caused by a qualifying act of
violence; (3) to seek, obtain, or assist a family member to seek or obtain services from a domestic
violence shelter, program, rape crisis center, or victim services organization or agency as a result
of a qualifying act of violence; (4) to seek, obtain, or assist a family member to seek or obtain
psychological counseling or mental health services related to an experience of a qualifying act of
violence; (5) to participate in safety planning or take other actions to increase safety from future
qualifying acts of violence; (6) to relocate or engage in the process of securing a new residence
due to the qualifying act of violence, including, but not limited to, securing temporary or permanent
housing or enrolling children in a new school or childcare; (7) to provide care to a family member
who is recovering from injuries caused by a qualifying act of violence; (8) to seek, obtain, or assist
a family member to seek or obtain civil or criminal legal services in relation to the qualifying act
of violence; (9) to prepare for, participate in, or attend any civil, administrative, or criminal legal
proceeding related to the qualifying act of violence; or (10) to seek, obtain, or provide childcare or
care to a care-dependent adult if the childcare or care is necessary to ensure the safety of the child
or dependent adult as a result of the qualifying act of violence.

To be eligible for this leave, you must provide the Company with advance notice of your
need for leave. If advance notice is not possible, you must provide the Company with the following
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certification within a reasonable amount of time after returning to work: (1) a police report showing
that you or your family member meet the definition of a victim as set forth above (2) a court order
protecting you or your family member from the perpetrator of the qualifying act of violence or
other evidence from the court or prosecuting attorney that you or your family member appeared in
court, (3) documentation from a medical professional, domestic violence or sexual assault
counselor, victim advocate, health care provider, or counselor showing that your absence was due
to you or your family member receiving treatment or services directly related to the qualifying act
of violence, or (4) any other form of documentation that reasonably verifies that the qualifying act
of violence occurred including, but not limited to, a written statement signed by you, or an
individual acting on your behalf, certifying that the absence is for a purpose authorized under this
policy. The Company will make reasonable efforts to safeguard the employee’s privacy with
respect to a request for leave under this policy.

You may choose to use any available accrued paid leave benefits for an otherwise unpaid
absence described above.

In addition, employees who are victims or whose family member is a victim of a qualifying
act of violence are entitled to a reasonable accommodation for the employee’s safety while at work.
please notify your supervisor or the Human Resources Manager if you require such an
accommodation, your circumstances change and you need a new accommodation, or if you no
longer need an accommodation. The Company will engage in a timely, good faith, and interactive
process to determine effective reasonable accommodations. The Company reserves the right to
request supporting documentation of the need for reasonable accommodations under this policy.
Employees are encouraged to request leave and accommodation under this policy without fear of
retaliation.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Leave under this policy may run concurrently with leave taken under local, state, or federal
law, including leave taken pursuant to the California Family Rights Act or the Family and Medical
Leave Act.

School Disciplinary Action Leave

Employees who are requested by their child’s school to appear at the school in connection
with the suspension of their child from school will be provided unpaid time off for such purpose.
Employees must provide reasonable advance notice that they have been requested to appear at the
school where feasible.

You may choose to use any accrued vacation time, if available, for an absence described
above.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.
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Unpaid Family School Partnership Leave

BGCHYV encourages its employees to be involved in the education of their children.
Parents, guardians, step-parents, foster parents, grandparents, or individuals standing in loco
parentis with custody of school age children (K-12) are eligible for up to forty (40) hours of unpaid
leave each year, not to exceed eight (8) hours in any calendar month, to participate in school-
related activities of their children or their registered domestic partner’s children. Employees may
also take such leave to find, enroll, or reenroll their child in a school or with a licensed child care
provider, or to participate in activities of the school or licensed child care provider, or to address
child care provider or school emergencies.

You must personally notify your supervisor and the Human Resources Manager as soon as
the employee learns of the need for a planned use of this leave. Employees will be denied time off
if they do not provide their supervisors with adequate notice. The Company may require
verification of the school-related activity. Employees are requested to schedule activities, such as
parent/teacher conferences, during non-work hours. Employees who use leave for unauthorized
purposes will be subject to disciplinary action, up to and including termination.

You may choose to use any accrued vacation time, if available, for an absence described
above.

Leave for Organ and Bone Marrow Donors

Employees who have been employed for at least ninety (90) days and who provide written
verification to the Company that they are an organ or bone marrow donor are entitled to receive a
paid job protected leave of absence that may be taken in one or more periods in order to donate.

Eligible organ donors are entitled to a paid leave of absence not to exceed thirty (30)
business days in any one-year period of time. Employees will be required to use up to two (2)
weeks of their vacation or sick leave for organ donor leave. Such employees may also be eligible
for an additional unpaid leave of absence not to exceed thirty (30) business days in any one-year
period of time if they have exhausted all available sick leave.

Eligible bone marrow donors are entitled to a paid leave of absence not to exceed five (5)
business days in any one-year period. Employees will be required to use up to five (5) days of
their vacation or sick leave for bone marrow donor leave.

The one-year period is measured from the date the eligible employee’s leave begins and
will consist of twelve (12) consecutive months. Leave under this policy does not run concurrently
with leave taken pursuant to the California Family Rights Act or the Family and Medical Leave
Act.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.
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Pregnancy Disability Leave of Absence

Employees may take an unpaid leave of absence up to four (4) months for disabilities
relating to pregnancy, childbirth, or related medical conditions (meaning a physical or mental
condition intrinsic to pregnancy or childbirth). For the purposes of leave under this policy, “four
(4) months” means the number of days the employee would normally work within four (4) calendar
months (one-third of a year equaling 17 1/3 weeks), if the leave is taken continuously, following
the date the pregnancy disability leave commences.

Prior to the start of your pregnancy disability leave, the Company will require a statement
from your health care provider indicating that you are unable to perform your job and the
anticipated date of your return. In the event your leave exceeds the anticipated date of return, it is
your responsibility to provide further verification from your health care provider that you are
unable to perform your job and the revised anticipated date of return. If you and/or your family
participate in our group health plan, the Company will maintain coverage during your pregnancy
disability leave on the same terms as if you had continued to work. If applicable, you must make
arrangements to pay your share of health plan premiums while on leave. In some instances, the
Company may recover premiums it paid to maintain health coverage or other benefits for you and
your family.

Employees granted leaves for pregnancy will be returned to their same or a comparable
position to the extent required by state law. Upon the advice of your health care provider, you
may also be entitled to reasonable accommodation, to the extent required by law, for conditions
related to pregnancy, childbirth or related medical conditions. In addition, a transfer to a less
strenuous or hazardous position or duties may be available pursuant to your request, if such a
transfer is medically advisable. You should promptly notify the Human Resources Manager of
your need for a reasonable accommodation as soon as reasonably possible. For more information,
see the Reasonable Accommodations policy above.

You may choose to use any available accrued paid leave benefits for an otherwise unpaid
absence described above.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Alcohol and/or Drug Rehabilitation Leave

The Company wishes to assist employees who recognize that they have a problem with
alcohol and/or drugs that may interfere with their ability to perform their job in a satisfactory
manner. Employees who have a problem with alcohol and/or drugs and who decide to enroll
voluntarily in a rehabilitation program will be given unpaid time off to participate in the program
unless it would result in an undue hardship to provide the time off. If an employee requests time
off to participate in such a program, the Company will also make reasonable efforts to keep the
fact that the employee enrolled in the program confidential.

You may choose to use any available vacation for an otherwise unpaid absence described
above.
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Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Medical Leave of Absence

Employees who are ineligible for leave under the federal Family and Medical Leave Act
and California Family Rights Act as provided below, or who have exceeded their leave allotment
under those laws, are nonetheless eligible for medical leave according to the following policy:

Employees are eligible for unpaid leaves of absence for medical reasons. Medical reasons
may include illness, injury, medical and surgical procedures, and related medical conditions. You
must request a leave of absence if you will be unable to work for medical reasons for a period in
excess of three (3) consecutive days. Such requests are subject to management approval and must
be made as soon as possible. Each request must be accompanied by a certification from your
treating physician or Company approved physician, which states that you are unable to work and
provides the duration of leave that you require. The Company reserves the right to have employees
on a medical leave of absence examined by a physician of the Company’s choice. The Company
may require periodic physician’s verification of your inability to work. Misrepresenting the reason
for applying for a leave of absence may result in disciplinary action, up to and including
termination.

During a medical leave of absence, the Company’s medical insurance plan documents will
determine whether you and your eligible dependents may continue your health insurance coverage
under the Company’s plan. If you remain eligible for such coverage you must pay your share of
the premium the same as if you continued working. If you are not eligible to continue coverage
under the Company’s plan you will be issued a COBRA notice and given the option of continuing
coverage at your own expense. The plan document ultimately governs your eligibility for and
entitlement to these benefits.

Upon your return from a medical leave of absence, we will attempt to return you to your
regular job if it is available. If it is not available, you will be placed in a similar job for which you
are deemed by management to be qualified if such a job is available. If no jobs are available at
the time, you will be given preferential consideration for any position for which you apply and for
which you are deemed by management to be qualified following your notifying the Company in
writing that you are ready and able to return to work.

Failure to report to work as scheduled following a leave of absence without notifying the
Company of your need for additional leave can result in dismissal. Employees who are out on
leaves of absence will not accrue such benefits as vacation or holiday pay during their leaves of
absence.

You should speak directly with the Human Resources Manager prior to taking a leave to
ensure your understanding of all of your obligations to the Company while on leave, such as
reporting and verification obligations, and your obligations to pay health insurance premiums, if
applicable. Failure to comply with Company policy may substantially affect your ability to return
to work and/or result in the loss of health insurance coverage.

Other Employment
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While on a leave of absence, employees are prohibited from holding other employment,
including self-employment, not held immediately prior to the start of the leave. In other words, an
employee who has another job in addition to the employee’s job with the Company may continue
working that job while on leave from the Company if medically able to do so, but such an employee
may not seek and hold other employment to replace the employee’s employment with the
Company while on leave. This policy remains in force during all leaves of absence including a
medical leave and violation may result in disciplinary action, up to and including immediate
termination of employment.

Fraud

Providing false or misleading information or omitting material information in connection with any
medical leave will result in disciplinary action, up to and including immediate termination.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Family and Medical Leave Act

The Family and Medical Leave Act (“FMLA”) provides eligible employees the opportunity
to take unpaid, job-protected leave for certain specified reasons. The maximum amount of leave
you may use is either twelve (12) or twenty-six (26) weeks within a twelve (12) month period
depending on the reasons for the leave.

Employee Eligibility
To be eligible for FMLA leave, you must:

e Have worked at least twelve (12) months for the Company in the preceding seven
(7) years (limited exceptions apply to the seven (7) year requirement);

e Have worked at least 1,250 hours for the Company over the twelve (12) months
preceding the date your leave would begin; and

e Currently work at, report to, or receive assignments from a location where there are
at least fifty (50) employees within seventy-five (75) miles.

All periods of absence from work due to or necessitated by service in the uniformed
services are counted in determining FMLA eligibility.
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Reasons for Taking Leave
FMLA leave may be taken for the following reasons:

e Birth of an employee’s child, including time for bonding with the child after birth
(up to twelve (12) weeks). Such time is available to employees regardless of sex
or gender.

e Placement of a child with an employee in connection with the adoption or foster
care of the child by the employee (up to twelve (12) weeks). Such time is available
to employees regardless of sex or gender.

e To care for an immediate family member (employee’s spouse, child, or parent) with
a serious health condition (up to twelve (12) weeks).

e Because of an employee’s serious health condition that makes the employee unable
to perform the functions of the employee’s position (up to twelve (12) weeks).

e To care for a Covered Servicemember with a serious injury or illness related to
certain types of military service (up to twenty-six (26) weeks) (see Military-Related
FMLA Leave for more details).

e To handle certain qualifying exigencies arising out of the fact that the employee’s
spouse, son, daughter, or parent is on duty under a call or order to active duty in the
Uniformed Services (up to twelve (12) weeks) (see Military-Related FMLA Leave
for more details).

The maximum amount of leave that may be taken in a twelve (12) month period for all
reasons combined is twelve (12) weeks, with one exception. For leave to care for a Covered
Servicemember, the maximum combined leave entitlement is twenty-six (26) weeks, with leaves
for all other reasons constituting no more than twelve (12) of those twenty-six (26) weeks. Also,
in addition to leave available under the FMLA and CFRA, employees may be eligible for leaves
of absence during periods of disability associated with pregnancy or childbirth. Please see the
Pregnancy Disability Leave of Absence Policy for further information on this type of leave.

Definitions

A “Serious Health Condition” is an illness, injury, impairment, or physical or mental
condition that involves either (i) an overnight stay in a medical care facility, or (ii) continuing
treatment by a health care provider for a condition that either prevents the employee from
performing the functions of the employee’s job, or prevents the qualified family member from
participating in school or other daily activities for more than three (3) full calendar days. The
continuing treatment requirement includes two (2) visits to a health care provider or one (1) visit
to a health care provider and a continuing regimen of care. An incapacity caused by pregnancy or
prenatal visits, a chronic condition (such as asthma, diabetes or migraines) that continues over an
extended period of time and requires periodic visits (at least two (2) per year) to a health care
provider, permanent or long-term conditions requiring supervision but not active treatment by a
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health care provider, or absences due to multiple treatments ordered by a health care provider may
also meet the definition of a Serious Health Condition.

Identifying the 12-Month Period

The Company measures the twelve (12) month period in which leave is taken by the
“rolling” twelve (12) month method, measured backward from the date of any FMLA leave with
one exception. For leave to care for a Covered Servicemember, the Company calculates the twelve
(12) month period beginning on the first day the eligible employee takes FMLA leave to care for
a Covered Servicemember and ends twelve (12) months after that date. FMLA leave for the birth
or placement of a child for adoption or foster care must be concluded within twelve (12) months
of the birth or placement.

Using Leave

Eligible employees may take FMLA leave in a single block of time, intermittently (in
separate blocks of time), or by reducing the normal work schedule (including the elimination of
required overtime) when medically necessary for the serious health condition of the employee or
immediate family member, or in the case of a Covered Servicemember, their injury or illness.
Eligible employees may also take intermittent or reduced-schedule leave for military qualifying
exigencies. Employees who require intermittent or reduced-schedule leave for planned medical
treatment must make a reasonable effort to schedule their leave so that it will not unreasonably
disrupt the Company’s operations. Intermittent leave is permitted in increments of at least one (1)
hour.

Use of Paid Leave

Depending on the purpose of your leave request, the Company may require you to use
accrued paid leave (such as sick leave, vacation, or PTO), concurrently with some or all of your
FMLA leave. Ifthe Company does not require you to do so, you may elect to substitute paid leave
for FMLA leave, so long as you comply with the Company’s normal procedures for the applicable
paid-leave policy (e.g., call-in procedures, advance notice, etc.). Additionally, depending on the
purpose of your leave request, you may choose to take leave pursuant to a short- or long-term
disability leave plan, during the otherwise unpaid portion of your FMLA leave. This paid disability
leave runs concurrently with FMLA leave, and may continue longer than the FMLA leave if
permitted by the disability leave plan.

Maintenance of Health Benefits

The Company will maintain coverage under the Company’s group health plan during your
FMLA leave on the same terms as if you had continued to work. If applicable, you must make
arrangements to pay your share of health plan premiums while on leave. In some instances, the
Company may recover premiums it paid to maintain health coverage or other benefits for you and
your family. Use of FMLA leave will not result in the loss of any employment benefit that accrued
prior to the start of your leave. Consult the applicable plan document for all information regarding
eligibility, coverage and benefits.
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Notice and Medical Certification
When seeking FMLA leave, you must provide:

e Sufficient information for us to determine if the requested leave may qualify for
FMLA protection and the anticipated timing and duration of the leave. Sufficient
information may include that you are unable to perform job functions, a family
member is unable to perform daily activities, the need for hospitalization or
continuing treatment by a health care provider, or circumstances supporting the
need for military family leave. You must also inform the Company if the requested
leave is for a reason for which FMLA leave was previously taken or certified.

e Thirty (30) days advance notice of the need to take FMLA leave, if the need for
leave is foreseeable, or notice as soon as practicable in the case of unforeseeable
leave and in compliance with the Company’s normal call-in procedures, absent
unusual circumstances.

e Medical certification supporting the need for leave due to a serious health condition
affecting you or an immediate family member within fifteen (15) calendar days of
the Company’s request to provide the certification (additional time may be
permitted under certain circumstances). If you fail to do so, the Company may
delay the commencement of your leave, withdraw any designation of FMLA leave
or deny the leave, in which case your leave of absence would be treated in
accordance with our standard leave of absence and attendance policies, subjecting
you to disciplinary action, up to and including termination. Second or third medical
opinions and periodic re-certifications may also be required.

e Periodic reports as deemed appropriate during the leave regarding your status and
intent to return to work.

e Medical certification of fitness for duty before returning to work, if the leave was
due to your serious health condition, as permitted by law. The Company will
require this certification to address whether you can perform the essential functions
of your position.

Failure to comply with the above requirements may result in delay, denial of leave, or
disciplinary action.

Employer Responsibilities

The Company will inform you whether you are eligible for leave under the FMLA. Should
you be eligible for FMLA leave, the Company will provide a notice that specifies any additional
information required as well as your rights and responsibilities. The Company will also inform
you if leave will be designated as FMLA -protected and, to the extent possible, note the amount of
leave counted against your leave entitlement. Ifyou are not eligible for FMLA leave, the Company
will provide a reason for the ineligibility.
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Job Restoration

Except as otherwise provided by applicable law, upon returning from FMLA leave, you
will be restored to the same or a comparable position as the position held prior to the leave.

Failure to Return after FMLA Leave

If you fail to return to work as scheduled after FMLA leave or you exceed the twelve (12)
week FMLA entitlement (or in the case of military caregiver leave, the twenty-six (26) week
FMLA entitlement), you will be subject to the Company’s standard leave of absence and
attendance policies. This may result in termination if you have no other Company-provided leave
available to you that applies to your continued absence. Likewise, following the conclusion of
your FMLA leave, the Company’s obligation to maintain your group health plan benefits may end
(subject to any applicable COBRA rights). If you are unable to return to work after FMLA leave,
you must notify the Human Resources Manager. If the Company becomes aware of the need for
additional leave, the Company will engage in an interactive process to determine whether the
condition is a disability for which additional unpaid leave may be provided as a reasonable
accommodation.

Other Employment

While on a leave of absence, employees are prohibited from holding other employment,
including self-employment, not held immediately prior to the start of the leave. In other words, an
employee who has another job in addition to the employee’s job with the Company may continue
working that job while on leave from the Company if medically able to do so, but such an employee
may not seek and hold other employment to replace the employee’s employment with the
Company while on leave. This policy remains in force during all leaves of absence including
FMLA leave and violation may result in disciplinary action, up to and including immediate
termination of employment.

Fraud

Providing false or misleading information or omitting material information in connection
with an FMLA leave will result in disciplinary action, up to and including immediate termination.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Interaction with Other Leaves

Where state or local laws afford leave for the same reasons in this policy, including for
workplace illnesses or injuries covered by workers’ compensation benefits, those leaves will run
concurrently with FMLA, to the greatest extent permitted by law.

Enforcement Rights

FMLA makes it unlawful for any employer to interfere with, restrain, or deny the exercise
of any right provided under FMLA, or to discharge or discriminate against any person for opposing
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any practice made unlawful by FMLA or for involvement in any proceeding under or relating to
FMLA.

While the Company encourages employees to bring any concerns or complaints about
compliance with FMLA to the attention of the Human Resources Manager, employees have the
right file a complaint with the U.S. Department of Labor, Wage and Hour Division, or bring a
private lawsuit against an employer. Further, FMLA does not affect any federal or state law
prohibiting discrimination or supersede any state or local law or collective bargaining agreement
which provides greater family or medical leave rights.

Questions

While the FMLA policy provides a great deal of information, FMLA still can be a
confusing process. If you have questions or concerns about your eligibility for FMLA, or if you
believe that your supervisor or Company contact is not properly handling FMLA, immediately
report the question or concern to the Human Resources Manager.

Military-Related FMLA Leave

FMLA leave may also be available to eligible employees in connection with certain
service-related medical and non-medical needs of family members. There are two forms of such
leave. The first is Military Caregiver Leave, and the second is Qualifying Exigency Leave. Each
of these leaves is detailed below.
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Definitions

A “Covered Servicemember” is either: (1) a current Servicemember of the Armed Forces,
including a member of the National Guard or Reserves, with a serious injury or illness incurred in
the line of duty for which the Servicemember is undergoing medical treatment, recuperation, or
therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list; or
(2) a “covered veteran” who is undergoing medical treatment, recuperation, or therapy for a serious
injury or illness.

A “covered veteran” is an individual who was discharged under conditions other than
dishonorable during the five (5) year period prior to the first date the eligible employee takes
FMLA leave to care for the covered veteran.

The FMLA definitions of “serious injury or illness” for current Servicemembers and
veterans are distinct from the FMLA definition of “serious health condition.” For purposes of
Military-Related FMLA Leave, the term “serious injury or illness” means an injury or illness
incurred by the Servicemember in the line of duty while on active duty in the Armed Forces that
may render the Servicemember medically unfit to perform the duties of the Servicemember’s
office, grade, rank, or rating, or one that existed before the beginning of active duty and was
aggravated by service in the line of duty while on active duty.

With regard to covered veterans, the serious injury or illness may manifest itself before or
after the individual assumed veteran status, and is: (1) a continuation of a serious injury or illness
that was incurred or aggravated when the covered veteran was a member of the Armed Forces and
rendered the Servicemember unable to perform the duties of the Servicemember’s office, grade,
rank or rating; (2) a physical or mental condition for which the covered veteran has received a VA
Service Related Disability Rating (VASRD) of 50 percent or greater and such VASRD rating is
based, in whole or in part, on the condition precipitating the need for caregiver leave; (3) a physical
or mental condition that substantially impairs the veteran’s ability to secure or follow a
substantially gainful occupation by reason of a disability or disabilities related to military service
or would be so absent treatment; or (4) an injury, including a psychological injury, on the basis of
which the covered veteran has been enrolled in the Department of Veterans Affairs Program of
Comprehensive Assistance for Family Caregivers.

“Qualifying exigencies” include activities such as short-notice deployment, military
events, arranging alternative childcare, making financial and legal arrangements related to the
deployment, rest and recuperation, counseling, parental care, and post-deployment debriefings.

Military Caregiver Leave

Unpaid Military Caregiver Leave is designed to allow eligible employees to care for certain
family members who have sustained serious injuries or illnesses in the line of duty while on active
duty. The family member must be a “Covered Servicemember,” which means: (1) a current
member or veteran of the Armed Forces, National Guard or Reserves, (2) who is undergoing
medical treatment, recuperation, or therapy or, in the case of a veteran, who was a member of the
Armed Forces, National Guard or Reserves, who was discharged or released under conditions other
than dishonorable at any time within five years prior to the treatment which an eligible employee
requests; is otherwise in outpatient status; or is otherwise on the temporary disability retired list,
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(3) for a serious injury or illness that may render current member medically unfit to perform the
duties of the member’s office, grade, rank, or rating. Military Caregiver Leave is not available to
care for Servicemembers on the permanent disability retired list. Serious injury or illness
specifically includes, but is not limited to, aggravation of a preexisting condition while in the line
of duty.

To be eligible for Military Caregiver Leave, you must be a spouse, son, daughter, parent,
or next of kin of the Covered Servicemember. “Next of kin” means the nearest blood relative of
the Servicemember, other than the Servicemember’s spouse, parent, son, or daughter, in the
following order of priority: blood relatives who have been granted legal custody of the
Servicemember by court decree or statutory provisions; brothers and sisters; grandparents; aunts
and uncles; and first cousins; unless the Servicemember has specifically designated in writing
another blood relative as their nearest blood relative for purposes of Military Caregiver Leave.
You must also meet all other eligibility standards as set forth within the FMLA Leave policy.

An eligible employee may take up to twenty-six (26) workweeks of Military Caregiver
Leave to care for a Covered Servicemember in a “single twelve (12) month period.” The “single
twelve (12) month period” begins on the first day leave is taken to care for a Covered
Servicemember and ends twelve (12) months thereafter, regardless of the method used to
determine leave availability for other FMLA-qualifying reasons. If you do not exhaust your
twenty-six (26) workweeks of Military Caregiver Leave during this “single twelve (12) month
period,” the remainder is forfeited.

Military Caregiver Leave applies on a per-injury basis for each Servicemember.
Consequently, an eligible employee may take separate periods of caregiver leave for each and
every Covered Servicemember, and/or for each and every serious injury or illness of the same
Covered Servicemember. A total of no more than twenty-six (26) workweeks of Military
Caregiver Leave, however, may be taken within any single twelve (12) month period.

Within the “single twelve (12) month period” described above, an eligible employee may
take a combined total of twenty-six (26) weeks of FMLA leave including up to twelve (12) weeks
of leave for any other FMLA-qualifying reason (i.e., birth or adoption of a child, serious health
condition of the employee or close family member, or a qualifying exigency). For example, during
the “single twelve (12) month period,” an eligible employee may take up to sixteen (16) weeks of
FMLA leave to care for a Covered Servicemember when combined with up to ten (10) weeks of
FMLA leave to care for a newborn child.

An employee seeking Military Caregiver Leave may be required to provide appropriate
certification from the employee and/or Covered Servicemember and completed by an authorized
health care provider within fifteen (15) days. Military Caregiver Leave is subject to the other
provisions in our FMLA Leave Policy (requirements regarding employee eligibility, appropriate
notice of the need for leave, use of accrued paid leave, etc.). Military Caregiver Leave will be
governed by, and handled in accordance with, the FMLA and applicable regulations, and nothing
within this policy should be construed to be inconsistent with those regulations.
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Qualifying Exigency Leave

Eligible employees may take unpaid “Qualifying Exigency Leave” to tend to certain
“exigencies” arising out of the duty under a call or order to active duty of a “covered military
member” (i.e., the employee’s spouse, son, daughter, or parent). Up to twelve (12) weeks of
Qualifying Exigency Leave is available in any twelve (12) month period, as measured by the same
method that governs measurement of other forms of FMLA leave within the FMLA policy (with
the exception of Military Caregiver Leave, which is subject to a maximum of twenty-six (26)
weeks of leave in a “single twelve (12) month period”). The maximum amount of “Qualifying
Exigency Leave” an employee may utilize to bond with a military member on short-term,
temporary rest and recuperation during deployment is fifteen (15) days.

Although Qualifying Exigency Leave may be combined with leave for other FMLA-
qualifying reasons, under no circumstances may the combined total exceed twelve (12) weeks in
any twelve (12) month period (with the exception of Military Caregiver Leave as set forth above).
The employee must meet all other eligibility standards as set forth within the FMLA policy.

Persons who can be ordered to active duty include active and retired members of the
Regular Armed Forces, certain members of the retired Reserve, and various other Reserve
members including the Ready Reserve, the Selected Reserve, the Individual Ready Reserve, the
National Guard, state military, Army Reserve, Navy Reserve, Marine Corps Reserve, Air National
Guard, Air Force Reserve, and Coast Guard Reserve.

A call to active duty refers to a federal call to active duty, and state calls to active duty are
not covered unless under the order of the President of the United States pursuant to certain laws.

Qualifying Exigency Leave is available under the following circumstances:

e Short-notice deployment. To address any issue that arises out of short notice
(within seven days or less) of an impending call or order to active duty.

e Military events and related activities. To attend any official military ceremony,
program, or event related to active duty or a call to active duty status or to attend
certain family support or assistance programs and informational briefings.

e Childcare and school activities. To arrange for alternative childcare; to provide
childcare on an urgent, immediate need basis; to enroll in or transfer to a new school
or daycare facility; or to attend meetings with staff at a school or daycare facility.

e Financial and legal arrangements. To make or update various financial or legal
arrangements; or to act as the covered military member’s representative before a
federal, state, or local agency in connection with service benefits.

e Counseling. To attend counseling (by someone other than a health care provider)
for the employee, the covered military member, or for a child or dependent when
necessary as a result of duty under a call or order to active duty.
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e Temporary rest and recuperation. To spend time with a covered military member
who is on short-term, temporary rest and recuperation leave during the period of
deployment. Eligible employees may take up to fifteen (15) days of leave for each
instance of rest and recuperation. If your spouse or registered domestic partner is
a member of the military, you may be entitled to an additional ten (10) days of
unpaid leave. Please refer to the Military Leave of Absence above for more details.

e Post-deployment activities. To attend arrival ceremonies, reintegration briefings
and events, and any other official ceremony or program sponsored by the military
for a period of up to ninety (90) days following termination of the covered military
member’s active duty status. This also encompasses leave to address issues that
arise from the death of a covered military member while on active duty status.

e Mutually agreed leave. Other events that arise from the close family member’s
call or order to active duty, provided that the Company and the employee agree that
such leave qualifies as an exigency and agree to both the timing and duration of
such leave.

An employee seeking Qualifying Exigency Leave may be required to submit appropriate
supporting documentation in the form of a copy of the covered military member’s active duty
orders or other military documentation indicating the appropriate military status and the dates of
active duty status, along with a statement setting forth the nature and details of the specific
exigency, the amount of leave needed and the employee’s relationship to the military member,
within fifteen (15) days. Qualifying Exigency Leave will be governed by, and handled in
accordance with, the FMLA and applicable regulations, and nothing within this policy should be
construed to be inconsistent with those regulations.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

California Family Rights Act

The California Family Rights Act (“CFRA”) provides eligible employees the opportunity
to take unpaid, job-protected leave for certain specified reasons. The maximum amount of leave
an eligible employee may use is twelve (12) weeks within a twelve (12) month period.

In most circumstances, the Company anticipates that CFRA leave will run concurrently
with leave under the federal Family and Medical Leave Act (“FMLA”). In such case(s), the
aggregate amount of CFRA leave and/or FMLA leave shall not exceed twelve (12) workweeks in
a twelve (12) month period. However, under the following circumstances, CFRA leave will not
run concurrently with FMLA leave:

e CFRA leave for birth of an employee’s registered domestic partner’s child,
including time for bonding with the child.

e CFRA leave for placement of a child for adoption or foster care with an employee’s
registered domestic partner.
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CFRA leave to care for an employee’s registered domestic partner, registered
domestic partner’s child, parent-in-law, grandparent, grandchild, sibling, or a
designated person who has a serious health condition.

FMLA leave taken for disability on account of pregnancy, childbirth, or related
medical conditions. (See Family and Medical Leave Act Policy for more
information).

Additional FMLA leave to care for a Covered Servicemember with a serious injury
or illness if the employee is the spouse, son, daughter, parent, or next of kin of the
Covered Servicemember (See Family and Medical Leave Act Policy for more
information).

Employee Eligibility

To be eligible for CFRA leave, you must:

Have worked at least twelve (12) months for the Company; and

Have worked at least 1,250 hours for the Company over the twelve (12) months
preceding the date your leave would begin.

Reasons for Taking Leave

CFRA leave may be taken for the following reasons:

Birth of an employee’s child, including time for bonding with the child after birth.
Such time is available to employees regardless of sex or gender.

Placement of a child with an employee or an employee’s registered domestic
partner in connection with the adoption or foster care of the child by the employee.
Such time is available to employees regardless of sex or gender.

To care for an employee’s spouse, registered domestic partner, child, parent, parent-
in-awl, grandparent, grandchild, sibling, or a designated person who has a serious
health condition.

Because of an employee’s own serious health condition that makes the employee
unable to perform the functions of the employee’s position, except for leave taken
for disability on account of pregnancy, childbirth, or related medical conditions (see
Pregnancy Disability Leave of Absence Policy).

For certain qualifying exigencies (as defined below) related to the covered active
duty or call to covered active duty of an employee’s spouse, domestic partner, child,
or parent in the Armed Forces of the United States.
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Definitions

A “Serious Health Condition” is an illness, injury, impairment, or physical or mental
condition that involves either (i) inpatient care in a hospital, hospice, or residential care facility, or
(i1) continuing treatment or supervision by a health care provider.

A “child” means a biological, adopted, or foster child, a stepchild, a legal ward, a child of
a domestic partner, or a person to whom the employee stands in loco parentis, regardless of age.

A “parent” means a biological, foster, or adoptive parent, a parent-in-law, a stepparent, a
legal guardian, or other person who stood in loco parentis to the employee when the employee was
a child.

A “parent-in-law” means the parent of a spouse or registered domestic partner.

A “sibling” means a person related to another person by blood, adoption, or affinity through
a common legal or biological parent.

A “designated person” means any individual related by blood or whose association with
the employee is the equivalent of a family relationship. Employees will be limited to identifying
one (1) designated person per twelve (12)-month period.

A “qualifying exigency” related to the covered active duty or call to covered active duty of
an employee’s spouse, domestic partner, child, or parent (“military member”’) means any of the
exigencies described in California Unemployment Insurance Code section 3302.2, a copy of which
you may obtain from the Human Resources Manager. These exigencies include:

e Childcare and school activities. To arrange for alternative childcare; to provide
childcare on an urgent, immediate need basis; to enroll in or transfer to a new school
or daycare facility; or to attend meetings with staff at a school or daycare facility.

e Financial and legal arrangements. To make or update various financial or legal
arrangements; or to act as the military member’s representative before a federal,
state, or local agency in connection with service benefits.

e Counseling. To attend counseling (by someone other than a health care provider)
for the employee, the military member, or for a child or dependent when necessary
as a result of duty under a call or order to active duty.

e Temporary rest and recuperation. To spend time with a military member who is on
short-term, temporary rest and recuperation leave during the period of deployment.
Eligible employees may take up to fifteen (15) days of leave for each instance of
rest and recuperation.

e Post-deployment activities. To attend arrival ceremonies, reintegration briefings
and events, and any other official ceremony or program sponsored by the military
for a period of up to ninety (90) days following termination of the military
member’s active duty status.
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Identifying the 12-Month Period

The Company measures the twelve (12) month period in which leave is taken by the
“rolling” twelve (12) month method, measured backward from the date of any CFRA leave. CFRA
leave for the birth or placement of a child for adoption or foster care must be concluded within
twelve (12) months of such birth or placement.

Using Leave

Eligible employees may take CFRA leave in a single block of time, intermittently (in
separate blocks of time), or by reducing their normal work schedule (including the elimination of
required overtime) when medically necessary for the serious health condition of the employee or
to care for a covered family member. Eligible employees may also take intermittent or reduced-
schedule leave for military qualifying exigencies. Employees who require intermittent or reduced-
schedule leave for planned medical treatment must make a reasonable effort to schedule their leave
so that it will not unreasonably disrupt the Company’s operations. For the birth of or care for a
newly-born child, or for the adoption or foster-care placement of a child, intermittent leave must
be taken in increments of at least two (2) weeks, with shorter increments allowed on any two (2)
occasions. For all other kinds of CFRA leave, intermittent leave may be taken in increments of at
least one (1) hour.

Use of Paid Leave

Depending on the reason for your leave, the Company may require you to use accrued paid
leave (such as sick leave, vacation, or PTO), concurrently with some or all of your CFRA leave.
If the Company does not require you to do so, you may elect to substitute paid leave for CFRA
leave, so long as you comply with the Company’s normal procedures for the applicable paid-leave
policy (e.g., call-in procedures, advance notice, etc.). Additionally, depending on the reason for
your leave, an eligible employee may choose to take leave pursuant to a short- or long-term
disability leave plan, during the otherwise unpaid portion of their CFRA leave. This paid disability
leave runs concurrently with CFRA leave and may continue longer than the CFRA leave, if
permitted by the disability leave plan.

Maintenance of Health Benefits

The Company will maintain coverage under the Company’s group health plan during your
CFRA leave, on the same terms and conditions as if you had continued to work. If applicable, you
must make arrangements to pay your share of health plan premiums while on leave. In some
instances, the Company may recover premiums it paid to maintain health coverage or other
benefits for you or your family during your leave. Use of CFRA leave will not result in the loss
of any employment benefit that accrued prior to the start of your leave. Consult the applicable
plan document for all information regarding eligibility, coverage and benefits.
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Notice and Medical Certification
In order to qualify for CFRA leave, you must provide:

e Reasonable advance notice (at least thirty (30) days) if the need for leave is
foreseeable, or notice as soon as practicable in the case of unforeseeable leave, in
compliance with the Company’s standard call-in procedures, absent unusual
circumstances.

e Medical certification supporting the need for leave due to a serious health condition
affecting you or a covered family member, within fifteen (15) calendar days of the
Company’s request (additional time may be permitted under certain
circumstances). Ifyou fail to do so, the Company may delay the start of your leave,
retract any designation of CFRA leave, or deny leave, in which case your leave of
absence would be treated in accordance with our other leave of absence and
attendance policies. Second or third medical opinions and periodic re-certifications
may also be required.

e Appropriate documentation, within fifteen (15) days of the Company’s request
(additional time may be permitted under certain circumstances), supporting the
need for leave due to a qualifying military exigency. Such documentation may be
in the form of a copy of the military member’s active duty orders or other military
documentation indicating the appropriate military status and the dates of active duty
status, along with a statement setting forth the nature and details of the specific
exigency, the amount of leave needed, and the employee’s relationship to the
military member.

e Periodic reports as required by the Company during the leave regarding your status
and intent to return to work.

e Medical certification from your medical provider of your fitness to return to work,
if the leave was due to your own serious health condition, as permitted by law.

Failure to comply with the above requirements may result in delay, denial of leave, or
disciplinary action.

Employer Responsibilities

The Company will inform you whether you are eligible for leave under CFRA. Should
you be eligible for CFRA leave, the Company will provide a notice that specifies any additional
information required as well as your rights and responsibilities. The Company will also inform
you if leave will be designated under CFRA and, to the extent possible, note the amount of leave
counted against your leave entitlement. If you are not eligible for CFRA leave, the Company will
provide a reason for the ineligibility.

Employee Handbook 8/01/2025 Page 47



Job Restoration

Except as otherwise provided by applicable law, upon returning from CFRA leave, you
will be restored to the same or a comparable position as the position held prior to the leave.

Failure to Return after CFRA Leave

If you fail to return to work as scheduled or fail to contact the Company after your CFRA
leave expires, you will be subject to the Company’s standard leave of absence, attendance, and
other policies. Likewise, following the conclusion of your CFRA leave, the Company’s obligation
to maintain your group health plan benefits may end (subject to any applicable COBRA rights). If
you are unable to return to work after CFRA leave, you must notify the Human Resources
Manager. If the Company becomes aware of the need for additional leave, the Company will
engage in an interactive process to determine whether the condition is a disability for which
additional unpaid leave may be provided as a reasonable accommodation.

Other Employment

While on a leave of absence, employees are prohibited from holding other employment,
including self-employment, not held immediately prior to the start of the leave. In other words, an
employee who has another job in addition to the employee’s job with the Company may continue
working that job while on leave from the Company if medically able to do so, but such an employee
may not seek and hold other employment to replace the employee’s employment with the
Company while on leave. This policy remains in force during all leaves of absence including
CFRA leave and violation may result in disciplinary action, up to and including immediate
termination of employment.

Fraud

Providing false or misleading information or omitting material information in connection
with a request for CFRA leave may result in disciplinary action, up to and including immediate
termination.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Bereavement Leave

Eligible employees may receive up to five (5) days of unpaid bereavement leave in the
event they miss regularly scheduled work days due to the death or funeral of a member of the
employee’s family. A family member includes your spouse, registered domestic partner, child
parent, parent-in-law, sibling, grandparent, or grandchild as defined under the California Family
Rights Act (CFRA).

To be eligible, employees must have been employed with the Company for at least thirty
(30) days immediately preceding the commencement of leave.

Employees who are notified of the death of a family member while at work will be paid
for the remainder of the scheduled hours that day. Eligible employees may take bereavement leave
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in a single block of time or intermittently within three (3) months of the employee’s family
member’s death. All time off in connection with the death of a family member, as defined above,
should be scheduled with your supervisor.

The Company will make reasonable efforts to safeguard the employee’s privacy with
respect to a request for bereavement leave. Employees are encouraged to request leave under this
policy without fear of retaliation.

The Company reserves the right to request supporting documentation of the need for
bereavement leave within thirty (30) days of the employee’s first day of leave. This documentation
can include a death certificate, a published obituary, or a written verification of death, burial, or
memorial services from a mortuary, funeral home, burial society, crematorium, religious
institution, or government agency.

You may choose to use any accrued paid leave benefits, if available, for an absence
described above.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Reproductive Loss Leave

Eligible employees, regardless of sex or gender, may receive up to five (5) days of unpaid
reproductive loss leave following a reproductive loss event. A reproductive loss event means the
day, or for a multiple-day event, the final day of a failed adoption, failed surrogacy, miscarriage,
stillbirth, or unsuccessful assisted reproduction. Eligible employees who experience more than one
reproductive loss event will be limited to twenty (20) unpaid days off within a rolling 12-month
period.

Employee Eligibility

To be eligible, employees must have been employed with the Company for at least thirty
(30) days immediately preceding the commencement of leave.

Definitions

“Failed adoption” means the dissolution or breach of an adoption agreement with the birth
mother or legal guardian, or an adoption that is not finalized because it is contested by another
party. This event applies to a person who would have been a parent of the adoptee if the adoption
had been completed.

“Miscarriage” means a miscarriage by a person, by the person’s current spouse or domestic
partner, or by another individual if the person would have been a parent of a child born as a result
of the pregnancy.

“Stillbirth” means a stillbirth resulting from a person’s pregnancy, the pregnancy of a
person’s current spouse or domestic partner, or another individual, if the person would have been
a parent of a child born as a result of the pregnancy that ended in stillbirth.
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“Unsuccessful assisted reproduction” means an unsuccessful round of intrauterine
insemination or of an assisted reproductive technology procedure. This event applies to a person,
the person’s current spouse or domestic partner, or another individual, if the person would have
been a parent of a child born as a result of the pregnancy.

“Assisted reproduction” means a method of achieving a pregnancy through an artificial
insemination or an embryo transfer and includes gamete and embryo donation.

“Assisted reproduction” does not include any pregnancy achieved through sexual
intercourse.

Using Leave

Employees who experience a reproductive loss event while at work will be paid for the
remainder of the scheduled hours that day. Eligible employees may take leave in a single block of
time or intermittently within three (3) months of the reproductive loss event. However, if, prior to
or immediately following a reproductive loss event, an employee is on or chooses to go on
pregnancy disability leave, leave under the California Family Rights Act, or any other leave
entitlement under state or federal law, the employee may complete their reproductive loss leave
within three (3) months of the end date of the other leave.

All time off in connection with a reproductive loss event, as defined above, should be
scheduled with your supervisor. The Company will make reasonable efforts to safeguard the
employee’s privacy with respect to a request for reproductive loss leave. Employees are
encouraged to request leave under this policy without fear of retaliation.

Use of Paid Leave

You may choose to use any available accrued paid benefits, if available, for an absence
described above.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Personal Leave of Absence

In the sole discretion of management, an unpaid personal leaves of absence may be granted
in an instance where unusual or unavoidable circumstances require prolonged absence from work
, for up to a maximum of thirty (30) days. An extension beyond thirty (30) days will be considered
on an individual basis.

Requests for a personal leave of absence must be made in writing at least two (2) weeks in
advance and must fully explain the conditions that necessitate the leave. Each request will be
considered on its own merit and with regard to the Company’s business needs. An unpaid personal
leave of absence cannot be used in conjunction with any other leave, unless otherwise required by
applicable law. Where permitted by law, employees must exhaust any paid leave available before
they are eligible to request unpaid leave under this policy.
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While on a personal leave of absence, employees are prohibited from holding other
employment, including self-employment, not held immediately prior to the start of the leave. In
other words, an employee who has another job in addition to the employee’s job with the Company
may continue working that job while on leave from the Company, but such an employee may not
seek and hold other employment to replace the employee’s employment with the Company while
on leave.

The granting of a personal leave of absence does not guarantee that there will be a position
available upon your return from the leave. The Company endeavors, however, to place employees
returning from leave in their former position, or in a position comparable in status and pay. If you
refuse the offer of an alternate position, you will be considered to have resigned as the date of
refusal.

Subject to the terms of the applicable plan documents, during the leave you may continue
your medical, dental, and life insurance, if prior to commencement of the leave, arrangements are
made for payment of the total premium during the leave.

Failure to report to work as scheduled following a personal leave of absence may result in
disciplinary action, up to and including termination. Employees do not accrue paid leave benefits
while on a personal leave of absence.

You should speak directly with the Human Resources Manager prior to taking a leave to
ensure your understanding of all of your obligations to the Company while on leave, such as your
periodic reporting and re-verification obligations. Failure to comply with Company policy may
substantially affect your ability to return to work under this policy.

Employees who use leave for unauthorized purposes will be subject to disciplinary action,
up to and including termination.

Exempt employees may be provided time off with pay for any of the above leaves when
necessary to comply with state and federal wage and hour laws.
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What We Expect of You

This section discusses your responsibilities to BGCHYV as an employee. Please thoroughly
familiarize yourself with these policies and apply them in your work. The result of your effort will
be a more efficient, productive and pleasant atmosphere for you, your co-workers and our Clients.

Violation of any of the basic rules below, the policies in this handbook, or any other policy
of the Company or misconduct on your part may lead to disciplinary action, up to and including
termination. This list is not all inclusive and there may be other circumstances for which
employees may be disciplined, up to and including termination. If you have any questions about
what we expect of you as one of our employees, please discuss them with your supervisor.

These rules do not alter the at-will nature of your employment. These policies will not be
interpreted or applied so as to interfere with employees’ rights under the National Labor Relations
Act to discuss or share information related to their wages, hours, or other terms and conditions of
employment.

Employee Conduct

Absenteeism and Tardiness

Each of our employees plays an important role in getting the day’s work done. Therefore,
each employee is expected to be at work ready to perform their job duties on time each day.
Absenteeism or tardiness is disruptive of our operations and creates a burden for co-workers.
Absenteeism or tardiness can result in disciplinary action, up to and including termination.

If you are going to be late or absent from work for any reason, you must personally notify
your supervisor as far in advance as possible so that proper arrangements can be made to handle
your work during your absence. Leaving a message, voice mail, or sending a text message does
not qualify as personally contacting your supervisor. Of course, some situations may arise in
which prior notice cannot be given. In those circumstances, you are expected to notify your
supervisor as soon as possible or practicable by phone.

If you are required to leave work early, you must also personally contact your supervisor
and obtain permission. Leaving work early without authorization is strictly prohibited.

When an unexcused absence is due to illness or a doctor’s visit, the Company may require
supporting medical documentation in accordance with federal, state, and local law.

Although an employee may be terminated at any time for failing to report to work without
contacting the Company, if an employee fails to report for work or call in for more than three (3)
consecutive calendar days (“no call, no show”), they may be considered to have abandoned their
job and may be terminated.
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Alcohol and Drug Policy

Employees who are required to be tested for controlled substances as required by the
Department of Transportation (DOT), Federal Highway Administration (FHWA), and Controlled
Substance and Alcohol Use and Testing Rule, Code of Federal Regulations (CPR), Title 49 Part
382 should also refer to their standalone Controlled Substances and Alcohol Policy in addition to
this Alcohol and Drug Policy. Should you have any questions about this Alcohol and Drug Policy,
the Controlled Substances and Alcohol Policy, and/or each of those policies’ applicability to your
employment, please contact the Human Resources Manager.

The Company is committed to maintaining a safe workplace and that complies with all
applicable laws. All employees are prohibited from manufacturing, cultivating, distributing,
dispensing, possessing or using illegal drugs, including cannabis or THC-containing products
(regardless of prescription) or other unauthorized, mind-altering, or intoxicating substances while
on Company property (including parking areas and grounds), or while otherwise performing their
work duties away from the Company’s premises. Included within this prohibition are lawful
controlled substances, which have been illegally or improperly obtained. This policy does not
prohibit the possession and proper use of lawfully prescribed drugs taken in accordance with a
prescription other than cannabis or THC-containing products. This policy does not apply to the
authorized dispensation, distribution or possession of legal drugs where such activity is a necessary
part of an employee’s assigned duties.

While working or on the Company’s premises, employees are also prohibited from (a)
having any such illegal drugs or unauthorized, mind-altering, or intoxicating substances in their
system, (b) having excessive amounts of otherwise lawful controlled substances in their systems,
or (¢) being impaired by cannabis or THC-containing products. Nothing in this policy prohibits
the lawful use of cannabis or THC-containing products when an employee is not working and not
on Company property so long as an employee is not impaired by psychoactive THC when reporting
to work.

All employees are prohibited from distributing, dispensing, possessing or using alcohol
while at work or on duty. Furthermore, off-duty alcohol use, while generally not prohibited by
this policy, must not interfere with your ability to perform the essential functions of your job.

Prescription Drugs

the proper use of medication prescribed by your physician is permitted. however, we do
prohibit the misuse of prescribed medication and the use of medically prescribed cannabis products
or THIC-containing products when working. An employee’s drug use may affect their job
performance, such as by causing dizziness or drowsiness. You are required to disclose any
medication that may cause a risk of harm to yourself or to others in performing your job duties. It
is your responsibility to determine from your physician whether a prescribed drug may impair your
job performance. Employees are strictly prohibited from taking another individual’s prescription
medication.

Notification of Impairment

Each employee who observes or has knowledge of another employee in a condition which
impairs the employee in the performance of their job duties, or who presents a hazard to the safety
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and welfare of others, or is otherwise in violation of this policy, must promptly report that fact to
their supervisor or another member of management.

Who is Tested

You may be required to submit to drug or alcohol screening whenever the Company has a
reasonable suspicion that you have violated any of the rules set forth in this policy. Reasonable
suspicion may arise from, among other factors, supervisory observation, co-worker reports or
complaints, performance decline, attendance or behavioral changes, results of searches or other
detection methods, or involvement in a work related injury or accident that may have been caused
by drug or alcohol impairment. Injury or accident-based testing does not apply where the incident
or accident is unlikely to have occurred as a result of drug or alcohol use, or where the cause of
the incident or injury is known or clear (e.g., back sprains from lifting a heavy object, bug bites
that require treatment, etc.).

Additionally, employees in safety sensitive positions may be tested on a random or periodic
basis to the extent permitted by applicable state and federal laws.

Enforcement Policy

In order to enforce this policy and procedures, BGCHV may investigate potential violations
and require employees to undergo drug or alcohol screening, including urinalysis, blood tests,
saliva tests, or other appropriate tests and, where appropriate, searches of all areas of the
Company’s physical premises, including, but not limited to work areas, personal articles,
employees’ clothes, desks, workstations, lockers, and personal and Company vehicles.

Discipline

Violation of this policy or any of its provisions may result in disciplinary action, up to and
including termination of employment. Violations include but are not limited to the following:

Refusing to cooperate with searches or investigations

Failing to execute testing consent forms when required by the Company

Refusing to submit to testing or not showing up for a scheduled test

Tampering with any testing sample

Testing positive for illegal drugs or unauthorized, mind-altering, or intoxicating
substances

Testing positive for excessive amounts of otherwise lawful controlled substances
e Testing positive for psychoactive THC and the Company believes you are impaired

Damage to Property

Deliberate or careless damage to a co-worker’s, vendor’s, or client’s property or the
property of the Company will not be tolerated. If appropriate, damage to property will be reported
to law enforcement and may be recuperated from the responsible employee’s pay to the extent
applicable by law.
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Ethical Business Practices

We expect the highest standard of ethical conduct and fair dealing from each employee and
member of management. The Company’s reputation is a valuable asset, and we must continually
earn the trust, confidence and respect of our customers, business associates, and community. You
should always be guided by basic honesty and good judgment and be sensitive to others'
perceptions and interpretations. If you have any questions about this policy, consult your
supervisor or the Human Resources Manager.

Fraud, Dishonesty And False Statements

Employees and applicants are prohibited from providing false, dishonest or misleading
information on any application, medical history record, leave request, time entry, investigative
questionnaire, workplace injury report or any other Company document. Employees are likewise
prohibited from making any materially dishonest or false statement to another employee, or to a
vendor, client, or other third-party in the course of performing the employee’s job duties.

Under the law, an employee may be held personally liable for making misrepresentations
to clients. It is also against the law and against Company policy for an employee to provide, or
assist a client in providing, false or misleading information on a credit application or regarding
credit status to any financial institution. Any employee found to have made false, dishonest or
misleading statements or omissions as detailed above will be subject to immediate termination of
employment. If you observe any such violations, please report them to the Chief Executive Officer
immediately.

Gambling

Gambling is prohibited on Company property, or through the use of the Company’s
property, such as computers and telephone equipment.

Gifts and Gratuities

Employees may not request or accept any gift or gratuity of any kind from a customer or
supplier without the express written authorization of the Chief Executive Officer.

Illegal Activity

Employees are not permitted to engage in any kind of illegal activity while on duty or on
BGCHV’s property, or while off the job which reflects detrimentally on the Company’s reputation.

Misuse Of Property
Employees are prohibited from misusing, or using without authorization, equipment,

vehicles or other property of the Company, clients, vendors, or other employees of the Company.
Any non-business use of the Company’s office equipment must be approved by management.
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Non-Fraternization With Members

During working hours, employees are expected to maintain a healthy and positive
relationship with BGCHV members. Outside of this limited context, however, all employees are
prohibited from fraternizing with BGCHV members. For example, unless it is being done for
company business and with the permission of the Chief Executive Officer, all employees are
prohibited from communicating with BGCHV members via telephone, cell phone, text message,
instant message, email or other means of electronic communications such as social networking
sites, or otherwise carrying on a relationship of any kind with current or former BGCHV members.

If a violation of this policy is found, the Company may take whatever action appears
appropriate according to the circumstances, up to and including transfer or termination. Failure to
disclose facts may lead to disciplinary action, up to and including termination.

Off-Duty Use of Facilities

Employees are prohibited from being on Company premises or making use of Company
facilities while not on duty or otherwise engaging in work-related activities. Employees are
prohibited from using Company facilities, Company property or Company equipment for personal
use.

Off-Duty Social and Recreational Activities

During the year, the Company may sponsor social or recreational activities for its
employees. Your attendance at these events is completely voluntary and not required as a condition
of employment and the time spent will not be considered time worked. Neither the Company nor
its insurer will be liable for the payment of workers’ compensation benefits for any injury that
arises out of an employee’s voluntary participation in any off-duty recreational, social, or athletic
activity that is not part of the employee’s job duties.

Outside Employment

It is important that other employment, as well as outside interests, do not interfere in any
way with an employee’s job with BGCHV. You should be careful that extra hours of work do not
affect the performance of your job duties by leaving you tired or distracted. Also, if your second
job creates a potential conflict of interest, for example, working for a competitor, you are required
to obtain written approval, in advance, from the Chief Operating Officer or Chief Executive
Officer.

Personal Dress and Appearance

Given a variety of legitimate business reasons and circumstances like safety, protection of
customer and Company property or products, and public image, We expect all employees to use
good judgment in choosing dress and appearance and to present a neat and well-groomed
appearance, consistent with this policy. We feel that these qualities go further than any other factor
in making a favorable impression on the public and your fellow workers. In addition, professional
appearance must supersede current fashions and, therefore, basic guidelines for attire have been
established.
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Employees should dress and present themselves in a business-like manner that reflects
professional standards. Flashy, ill-fitting, revealing, offensive and other non-business- like and
distracting clothing are unacceptable. Company uniforms are machine washable and may be
tumble-dried with other machine washable clothing. Employees who are provided with Company
uniforms should keep them in a neat and clean condition, and must be worn visibly at all times
when on duty.

In addition to these general standards, the following non-exclusive guidelines apply:

e Shorts and pants are considered appropriate attire provided they are professional in
appearance. Unhemmed cut-offs, sweatpants, “baggy”, revealing and any other
fashion-specific attire is not deemed acceptable.

¢ Clothing must be free of holes.

e Hats, unless gang-related, may be worn outside the building, however, bandanas, and
knitted ski caps are not considered appropriate. Hats may not be worn inside the
building.

e Shoes must be appropriate to the work setting. Employees must wear closed-toed shoes
that fully cover the top of the foot and the heel. To ensure safety, open-toed shoes are
not permitted in the program areas. The Classic Clog by Crocs, shoes with holes on the
top or a strap on the heel, and sandals are all examples of forms of foot coverings that
are not acceptable for the work setting.

e Hair should be clean, neatly trimmed and appropriately styled for the work setting.
Non-traditional hair colors and styles are not permitted. Facial hair, such as mustaches,
sideburns and/or beards must be neatly trimmed at all times.

e Makeup and nail polish must be moderate.

e Tattoos must be covered at all times while on duty. Exceptions to this policy will be
considered and will only be permitted with approval from the CEO.

e Jewelry that could be a potential hazard to effective work performance and safety is
not permissible. Depending upon the work setting, this may include pendant
adornments, necklaces, bracelets and hoop earrings. Professional appearance must
supersede current fashions and, therefore, multiple piercing or “fad piercing” such as
nose, tongue, lips, cartilage, etc. are not permitted.

e Strongly scented perfumes, creams, lotions, colognes and after-shaves are not to be
worn.

Good personal hygiene is also important in terms of favorable, legitimate business reasons
in the workplace.

The Company, in its sole discretion, will determine when an employee’s attire or
appearance does not meet all requirements of the Personal Dress and Appearance Policy.
Employees who report to work in unacceptable attire may be requested to leave work and return
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in acceptable attire. Such time away from work will generally be without pay. Employees are
expected to observe the Company’s personal dress and appearance policy at all times while on
duty. Violation of this policy may result in disciplinary action, up to and including termination.

The Company will not enforce this policy in violation of any federal, state, or local equal
employment opportunity laws. This policy will also not be interpreted or applied so as to interfere
with employees’ rights under the National Labor Relations Act to discuss or share information
related to their wages, hours, or other terms and conditions of employment.

The Company will provide reasonable accommodations to this policy for an employee’s
religious beliefs and practices, medical needs, or other protected reasons, provided the requested
accommodation does not create an undue hardship for the Company and/or does not pose a direct
threat to the health or safety of others in the workplace and/or to the individual. Once the Company
is aware of the need for an accommodation, the Company will engage in an interactive process to
identify possible accommodations. For more information, please see the Reasonable
Accommodations policy.

Personal Mail

All mail which is delivered to BGCHV is presumed to be related to our business. Mail or
packages sent to you at the Company may be opened by office personnel and routed to your
department. Employees should have personal mail delivered to their home, not at work. Company
postage meters and letterhead may not be used for personal correspondence.

Personal Telephone Calls and Visits

We ask our employees to refrain from making or receiving personal calls except in
emergencies. Long distance business calls must be cleared by your Department Manager unless
your job duties include the routine making of long distance calls. Employees will be held
financially responsible for unauthorized calls and will be subject to disciplinary action, up to and
including immediate termination.

Personal visits by friends or relatives during work hours can be disruptive to our operations
and are prohibited. If you receive a non-business-related visit from a friend or relative, you must
notify your Department Manager at the time of your guest’s arrival and departure. Non-employees
are strictly forbidden from entering unauthorized areas.

Poor Performance

Employees are expected to make every effort to learn their job and to perform at a level
satisfactory to the Company at all times. This includes following through on reasonable, job-
related instructions and lawful requests of your supervisor or managers. Consistent failure to do
so may result in disciplinary action, up to and including termination.

Romantic or Sexual Relationships with Other Employees
The Company has adopted this policy because of the potential problems posed by romantic

or sexual relationships between employees. These problems include conflicts of interest,
interference with the productivity of co-workers, and potential charges of sexual harassment. Such
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problems can be particularly serious in situations in which one person has a position of authority
over the other, such as in a supervisor-subordinate position.

The Company imposes the following restrictions on romantic or sexual relationships
between employees:

1. A supervisor or manager must not engage in a romantic or sexual relationship with
a subordinate employee under any circumstances.

2. If a supervisor or manager becomes involved in a romantic or sexual relationship
with a non-subordinate non-management employee, the supervisor or manager
must disclose the existence of such relationship immediately to the Human
Resources Manager. The Company will take all steps it deems necessary to prevent
conflicts of interest and potential legal claims.

3. All employees must avoid romantic or sexual relationships with other employees
that create conflicts of interest, potential charges of sexual harassment, or discord
or conflicts in the workplace.

4. All employees are expected to behave in a professional manner and avoid
inappropriate displays of affection, arguments over relationship issues, etc., in the
workplace.

Questions and clarifications will be addressed by the Human Resources Manager.

Sleeping or Inattention

Everyone needs to be fully alert while on the job in order to protect the safety of all
employees and to properly serve our clients. Therefore, we cannot tolerate sleeping or inattention
on the job. Sleeping on the job may result in immediate termination.

Smoking and Tobacco

Smoking in any form and use of tobacco is not permitted within any facility building,
parking lot or property owned or operated by the Company. This policy specifically extends to
electronic cigarettes (“‘e-cigarettes”) or any other personal vaporizing devices. Smoking is also
prohibited in all Company vehicles. Smoking must be confined to designated outdoor areas. Of
course, smoking is prohibited in all areas where paint and flammable materials are present.
Employees who smoke in non-smoking areas may be subject to disciplinary action, up to and
including termination. In cases of excessive time spent smoking, supervisors may restrict or curtail
smoking privileges during the work day.

Solicitation - Distribution Policy

In order to allow employees to perform their job duties and provide our clients with their
undivided attention, the solicitation by an employee of another employee for the support of any
organization is prohibited during the working time of either employee. In addition, the distribution
of paper advertising materials, handbills or other literature is prohibited in all working areas and
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sales areas at all times. Similarly, non-employees may not come on the Company’s property at
any time to solicit for any cause or distribute material or literature of any kind for any purpose.

Theft

Theft of money or property from the Company, your co-workers or clients is strictly
prohibited. Employees found to have stolen or misappropriated money or property will be subject
to immediate termination and will also be reported to law enforcement. Unless otherwise limited
by law, The Company reserves the right to inspect all purses, briefcases, backpacks, packages,
lockers and vehicles on the Company’s property to investigate allegations of theft. Failure to
cooperate in such a search will result in disciplinary action, up to and including termination.

Workplace Violence Policy

The Company has a zero-tolerance policy for violent acts or threats of violence against our
employees, applicants, clients or vendors.

We do not allow fighting or violent words or conduct, regardless of where such words or
actions occur.

No employee may commit or threaten to commit any violent act against a co-worker or
third party.

Employees who are subjected to or threatened with violence in the workplace, or are aware
of another individual who has been subjected to or threatened with violence, are to report this
information to their supervisor or the Human Resources Manager or Chief Executive Officer as
soon as possible.

All threats should be taken seriously. Please bring all threats to our attention so that we
can deal with them appropriately.

All threats will be thoroughly investigated, and all complaints which are reported to
management will be treated with as much confidentiality as possible.

Consult the Company’s Workplace Violence Prevention Program for additional
information.
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Procedures and Guidelines

Background Screening

To ensure that employees of the Company continue to be qualified and to ensure that the
Company maintains a safe and productive work environment free of any form of violence,
harassment or misconduct, and to determine eligibility for promotion, re-assignment or retention,
the Company reserves the right to conduct background screening on all of its employees.

The Company reserves the right to conduct motor vehicle records checks for employees
whose job duties include the operation of a vehicle on a periodic basis. Additional information will
be provided by the Human Resources Manager. Should you have any questions regarding the
Company’s background screening policy, please contact the Human Resources Manager.

Bulletin and Message Boards

The Company may maintain a bulletin board(s), message board(s), or internal webpage as
a source of information for employees. Any such resource is to be used solely to post information
approved by the Company regarding Company policies, governmental regulations, and other
matters of concern to all employees. No information may be placed on these resources without
the prior approval of the Chief Operating Officer.

Company Meetings

From time to time, individual or group meetings may be scheduled either during or outside
of your normal working hours. You are required to attend all work-related Company meetings
involving your department or which you have been asked to attend, unless excused by your
supervisor.

Company Security Access Devices

Each BGCHV employee to whom a key, entry card, or other security access device
(collectively “security access device”) is given is responsible for proper use of that security access
device and will be required to acknowledge receipt of it. A lost or misplaced security access device
must be reported immediately to your Unit Director and the Chief Operating Officer. Never
duplicate or loan a security access device to anyone for any reason. See your Unit Director if you
need another security access device. All security access device s must be turned in to the Chief
Operating Officer upon separation from the Company. Employees who take a leave of absence
must turn in any security access device s prior to beginning their leave.

Company Vehicles & Safe Driving
Only authorized employees may operate Company vehicles. If a Company vehicle incurs

any damage while under the charge of a particular employee, that employee must report the
damage immediately.
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You must hold a valid state driver’s license for the class of vehicle you are driving and be
properly insured. All persons in Company vehicles are required to use their seatbelts. Not using
seatbelts in a Company vehicle may lead to disciplinary action, up to and including termination.
Only persons authorized by your supervisor can be passengers in Company vehicles. Permitting
unauthorized passengers may lead to disciplinary action, up to and including termination.
Employees should not talk or text on hand-held devices while driving, even if the vehicle is stopped
at a stop sign. Employees are expected to comply with all motor vehicle and traffic laws.

The consumption of alcoholic beverages or controlled substances in prohibited in any
Company vehicle, regardless of whether the vehicle is in operation.

You must notify the Company immediately of any change in the status of your driving
record. Any employee whose duties include the operation of Company or customer vehicles who
is convicted of DUI/DWTI or for reckless driving will be considered to have an unacceptable driving
record and the employee’s continued employment will be subject to review.

Further, you may never use a motorcycle to conduct business or provide transportation for
a customer or fellow employee. Any employee whose duties include the operation of Company
vehicles who becomes uninsurable under the Company’s liability policy will be considered to have
an unacceptable driving record and the employee’s continued employment will be subject to
review.

Employees are not permitted, under any circumstances, to operate a Company or customer
vehicle or a personal vehicle for Company business when any physical or mental impairment
causes the employee to be unable to drive safely. This prohibition includes circumstances in which
the employee is temporarily unable to operate a vehicle safely or legally because of impairment,
illness, medication, or intoxication.

If you receive a traffic citation while operating a Company or customer vehicle, you will
be responsible for paying any fine or penalty. If you are involved in a traffic accident while
operating a Company or customer vehicle, you are required to call 911 and report the accident.
You must also report the accident to the Chief Operating Officer and Director of Transportation
immediately.

Mileage Reimbursement: Employees who must use their personal car for Company
business will be reimbursed at the IRS Standard Mileage Rate. Mileage reimbursements are
intended to cover expenses related to the operation of a personal vehicle, including the price of
gasoline, insurance, maintenance, and ordinary wear-and-tear costs. It is the employee’s
obligation to timely submit for mileage reimbursement whenever a personal car is used for
Company business.

Conflicts of Interest

Employees must not engage in activities that are or create a conflict of interest or the
appearance of such a conflict. Our policy forbids employees from engaging in any other business
which competes with the Company. Company policy also forbids an employee from holding a
financial or ownership interest in an entity that does business with or is a competitor of the
Company (except where such ownership consists of securities of a corporation regularly traded on
the public stock market). Providing consulting services to any entity that does business with or is
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a competitor of the Company, except with the knowledge and written consent of the Chief
Executive, is also prohibited. If you think that there is a possibility that any business venture of
yours may conflict with this policy, it is your responsibility to notify the Chief Executive Officer
and obtain approval in writing.

Employee Rights in Emergencies

Employees are permitted to leave work or refuse to report to work during an “emergency
condition.” An “emergency condition” is defined to mean (i) conditions of disaster or peril caused
by natural forces or a criminal act, or (ii) an order to evacuate a workplace, worksite, an employee’s
home, or the school of an employee’s child. Notably, an “emergency condition” does not include
a health pandemic.

Employees must provide advance notice of the emergency condition requiring them to
leave or refuse to report to the workplace or worksite. If advance notice is not feasible, employees
must provide notice as soon as possible.

The Company will not take any adverse action against employees for refusing to report to,
or leaving, a workplace or worksite within the affected area if the employee has a reasonable belief
that the workplace or worksite is unsafe. Furthermore, the Company will not prevent employees
from accessing their mobile device or other communications device to seek emergency assistance,
assess the safety of the situation, or communicate with a person to verify their safety.

Hazardous and Toxic Materials

If your job requires that you use hazardous or toxic materials, you are expected to comply
with all laws, rules and regulations concerning their safe handling and disposal. If you have any
questions about the materials you work with or the proper safety or disposal procedures to follow,
please discuss them with your supervisor before taking any action.

Housekeeping

Employees are responsible for maintaining their own work areas in a presentable manner.
At the close of each business day, ensure that all equipment is cleaned and put away. All stationery
and miscellaneous supplies should be removed from benches/furniture tops. No paperwork may
be left out overnight. Employees will not litter or discard such items as cigarettes or wrappers on
the premises. Remember, we want our Clients to look at us as a professional, neat organization.

Work areas must be maintained in a clean, healthy and orderly fashion to prevent unsafe
conditions and potential accidents. If you observe conditions or equipment which are potentially
dangerous, report them immediately to your supervisor. It is each employee’s responsibility to
make sure their work area is clean and orderly and all employees are generally expected to maintain
the cleanliness of common areas. Employees may not litter or discard personal items on the
premises.
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Hiring Procedure

The CEO will be recommended for employment by the Personnel Committee and approved
and hired by the Board of Directors. The Chief Operating Officer, Director of Preschools, Finance
Director, HR Manager and Development Director will be approved and hired by the CEO. Unit
Directors will be recommended for employment by the Chief Operating Officer and Director of
Preschools and approved and hired by the CEO. All other candidates for budgeted positions will
be screened and selected by the Unit Directors and approved by the Chief Operating Officer and
Director of Preschools, unless otherwise specified by the Personnel Committee. The Company
does not employ anyone under the age of 18 without the specific approval of the CEO.

All employees must hold valid First Aid and CPR certifications. Failure to comply may
result in disciplinary action up to and including termination. New employees may be given up to
thirty (30) days after their employment date to comply with this requirement.

Any individual offered employment shall be required to submit fingerprint clearance from
the Department of Justice and First Advantage prior to reporting to their first day of work. This
includes a State and Nationwide criminal history records check. For individuals offered a position
at one of BGCHV’s licensed preschools, the fingerprinting and criminal history records check fees
will only be reimbursed after a year of continuous employment. For all others, BGCHV will
reimburse the basic fees associated with fingerprinting and criminal history records check, not to
exceed actual costs. A receipt must be submitted to the Unit Director to more efficiently process
the reimbursement.

Independent Contractors with whom the Company contracts, who will have direct,
unsupervised contact with Club members, shall be required to submit fingerprints clearance from
the Department of Justice and First Advantage prior to their first day of work. This check includes
a State and Nationwide criminal history records check. Independent Contractors shall be solely
responsible for the fees associated with fingerprinting and the criminal history records check.

Employment of, and contracts with, individuals subject to this policy shall be on a
conditional basis, pending the satisfactory results of the criminal history check by the Department
of Justice — Live Scan Service and First Advantage.

Loans and Pay Advances

Experience in business teaches us that loans to employees or advances in pay do little in
the long run to help an employee meet his or her financial obligations. At the same time, the
Company may be put in a very difficult and unpleasant position if we are required to collect a past
due loan. For these reasons, it is our policy not to make loans or advances of pay to employees.
Similarly, managers and employees are prohibited from extending loans to any fellow employees
because of the potential for conflict that may result.
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Mandatory Child Abuse Reporting

BGCHYV places a primary focus on child safety and is committed to ensuring the safe
futures of our Club members. As an employee of BGCHYV, you are considered a “mandated
reporter” for purposes of California’s Child Abuse and Neglect Reporting Act. The Child Abuse
and Neglect Reporting Act requires mandated reporters to report any incidents of obvious or
suspected child abuse or neglect, in relation to a child below the age of 18, noticed by them in their
professional capacity or in the course of their employment. In addition to the requirements set
forth in the Act, you should immediately report any instances of suspected child abuse or neglect
to your supervisor.

Parking

So that we will have sufficient and convenient parking for our clients and other third
parties, we require all of our employees to park their vehicles in the area designated for employee
parking. Employees found parking in a restricted area will be subject to disciplinary action and
being towed. If you have any questions as to where you should park your vehicle, please ask your
Unit Director.

Personnel Records

Recognizing the confidential nature of the information in your personnel record, BGCHV
limits access to the personnel records to you and those with proper authorization or pursuant to
legal process. No documents contained in your personnel file will be released without your
consent, except pursuant to legal process. Any records of medical evaluation results will be
maintained in a separate file, in accordance with legal requirements, and may only be reviewed by
authorized individuals.

You may review your own personnel file with the Human Resources Manager present to
answer any questions. Additionally, a manager may review your personnel file if you have a
current reporting relationship to that manager or have been interviewed and are being considered
for a position reporting to that manager. Your personnel records also are subject to review by
investigative agencies, or during periodic internal audits conducted by the Company.

Within thirty (30) days of the employee’s written request, or the written request of the
employee’s designated representative, BGCHV will either make personnel records available to the
employee for inspection or provide a copy of the employee’s personnel records to the employee
or the employee’s designated representative. The employee is responsible for the cost of copying
the records.

Safety

It is our policy to promote safety on the job. The health and well-being of our employees
is foremost among our concerns. For this reason, you are urged to follow common sense safety
practices and correct or report any unsafe condition to your Unit Director. Employees may also
be instructed regarding the Company’s injury prevention program. Each employee is expected to
assist BGCHV in maintaining safe working conditions. Safety is a state of mind and requires
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constant vigilance and common sense. Safety is everyone’s responsibility. Remember: SAFETY
FIRST.

All accidents, including those which do not involve serious injury and those involving
clients or other third parties, must be reported immediately to your Department Manager. It is
only through full knowledge of every accident that BGCHYV can become a safer, healthier place to
work.

Consult the Company’s Injury and Illness Prevention Program (IIPP) for additional
information.

Searches and Inspections

In order to protect the safety and property of all of our employees, the Company reserves
the right to inspect employees’ lockers, desks, cabinets, briefcases, backpacks, toolboxes, purses,
personal computers, personal motor vehicles and any other personal belongings brought onto
Company property. Employees are expected to cooperate in any search. Failure to cooperate will
result in disciplinary action up to and including termination of employment.

Seating

The Company provides suitable seating when the nature of an employee’s work reasonably
permits. If you feel you need seating at your workstation or feel your seating is inadequate, please
inform the Human Resources Manager.

Severe Weather

In the event of severe weather, you should make every reasonable effort to report to work
unless your personal safety or the safety of your family is at risk. If you are not able to report to
work, you must follow the normal call-in procedures to report your absence. If you make every
effort to safely report to work and notify your supervisor of your absence according to the normal
call-in procedures, your absence will be excused. Failure to properly report an absence will result
in an unexcused absence and may result in disciplinary action. Non-exempt employees are not paid
for absences caused by severe weather but may use any available vacation time.

In the rare circumstance of extreme weather or natural disaster, the Company facilities may
close. If the Company closes its facilities, we will attempt to notify impacted employees of the
closure by any available means, such as email, voice mail, text message, and/or personal phone
calls. If the Company closes its facilities, where possible and depending on their position,
employees may be asked to work from home.

Social Security Number Privacy

To ensure to the extent practicable the confidentiality of our employees’ and applicants’
Social Security Numbers (SSNs) and confidential personal information, no employee may acquire,
disclose, transfer, or unlawfully use the SSN or personal information of any employee except in
accordance with Company policy. The release of employee SSNs, driver’s license numbers, or
financial account numbers to external parties is prohibited except where required by law. Internal
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access to employee SSNs, driver’s license numbers, or financial account numbers is restricted to
employees with a legitimate business need for this information.

Employee SSNs and personal information may be collected in the ordinary course of
business for the purpose of identity verification or to administer benefits and in accordance with
state and federal laws. Records that include SSNs and personal information will be maintained in
accordance with applicable federal and state laws.

The Company will not (i) use an employee’s SSN or any derivative thereof as an
employee’s identification number or (ii) include an employee’s SSN or any number derived
thereof, on any identification card or badge, any access card or badge, or any other similar card or
badge issued to such employee.

Any documents that include employee SSNs or personal information which are to be
discarded must be destroyed by shredding paper documents and running a data scrubbing program
before disposing of electronic storage media.

Any violation of this policy will result in disciplinary action, up to and including discharge.
Where this Company policy and operating procedures may conflict with state law, the state law
will supersede this policy.

This policy will not be enforced to prevent employees from discussing their wages or other
terms of employment with each other or third parties.

To learn more about our privacy protections under this policy, contact the Human
Resources Manager.

Unusual Incident / Accident Reporting

Within the first 24 hours of any accident or unusual incident, the employee in charge shall
notify by phone, fax and/or e-mail, a description of the incident to the Chief Operating Officer, the
Human Resources Manager, and the Chief Executive Officer. In all emergency situations, no
statements are to be made by staff. All questions should be referred to the CEO. Unusual incidents
would be any unanticipated event that would disrupt the delivery of services to members such as
child abuse, neglect, earthquake, fire, missing child, injury, weapons and violent behavior.

Weapons in the Workplace

Explosives, weapons, or dangerous instrumentalities of any kind are prohibited on
Company property and in Company vehicles at any time. Likewise, no employee should possess
any explosive, other weapon or dangerous instrumentalities at any time while performing any work
for the Company.

Although the Company retains the right to determine the scope of this paragraph on
weapons and the terms contained in it, possess as used in this policy generally means to have on
your person, in your vehicle or any vehicle assigned to you, or in other property in your presence
or under your control (such as bags, packages, purses, briefcases, desks, toolboxes, lockers, etc.),
while on Company property or while you are at work for the Company.
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The only exception to this rule is if under state or local law, a person may keep a firearm
in their personal vehicle if it is kept out of sight in a locked, enclosed compartment or area of their
vehicle in the Company’s parking lot.

Any violation of this policy may subject you to disciplinary action, up to and including
immediate termination. Employees who have any questions regarding the application of this policy
should contact the Human Resources Manager.
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Technology and Information

Mobile and Electronic Devices

Excessive use of personal mobile or electronic devices (“mobile devices”) during the
workday can interfere with employee productivity and be distracting to others. Employees are,
therefore, prohibited from using mobile devices for personal, non-work-related purposes during
working hours except in an emergency. Employees should ensure that friends and family members
are aware of the Company’s policy.

Employees may not use a mobile device in a manner that violates our Policy Against
Unlawful Harassment, Discrimination, and Retaliation, Equal Employment Opportunity Policy, or
any other Company policies. The Company will not be liable for the loss of personal mobile
devices brought into the workplace.

Personal Use of Company-Provided Mobile Devices

The Company may issue a Company-owned mobile device to an employee for work-
related communications. These devices should be used in accordance with this policy. Employees
will be held responsible for any charges incurred for an employee’s personal or unauthorized use
of any Company-provided mobile devices.

Recording Devices

Employees are prohibited from taking photographs or making audio or video recordings of
our customers at any time. Employees are also prohibited from taking photographs or copying for
their own use confidential business documents not related to employee wages or working
conditions at any time.

Safety Issues for Mobile Devices

Employees are required to refrain from using mobile devices while driving in connection
with their job duties, except as set forth below. Safety must come before all other concerns. You
are not permitted to use any mobile device to write, send, or read any text-based message while
driving, except through the use of hands-free voice command. Under no circumstances are
employees allowed to place themselves or anyone else at risk to communicate via mobile devices.

Employees who are charged with traffic violations resulting from the use of mobile devices
while driving will be solely responsible for all fines, penalties and liabilities that result from such
actions. Employees who violate this policy will be subject to disciplinary action, up to and
including termination.

Reimbursement

Unless authorized by the Company, using a personal mobile device for work is not a
necessary part of the job and is strictly prohibited. The Company provides mobile devices for
employees who are required to use mobile devices for business. If you feel that your job duties
require use of a mobile device, please seek authorization from a supervisor prior to using your
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personal mobile device for work. To the extent possible, employees should conduct Company
business by using Company-provided phones rather than by their personal mobile devices.

The Company reimburses employees for all business expenses reasonably incurred in
performing their duties, including but not limited to employees’ mandatory use of their personal
mobile device. If your job requires you to use your personal mobile device, such usage will
generally be reimbursed at a reasonable rate. If you believe that the business that is being
conducted via your mobile device results in an expense to you that is greater than what the
Company is offering, please contact the Chief Executive Officer immediately so that it can be
addressed without delay.

Reimbursement for any expense will only be made upon the employee’s timely submission
of a request for reimbursement along with sufficient documentation, such as receipts. It is the
employee’s responsibility to seek reimbursement for business expenses, as the Company can only
reimburse expenses for which it receives a request and sufficient documentation.

Information Technology

The following policy governs the use of all Company-owned computers, databases, and
personal computers used for Company business, email and voice mail systems, mobile devices,
virtual platforms, and Internet access via Company computers and/or data lines, hereinafter
referred to in this policy as “Company IT.” Personal computers used for Company business
include mobile devices, laptops, tablets, or home computers that are connected with the
Company’s network on a regular or intermittent basis.

BGCHYV invests in information technology to facilitate the business of the Company.
These tools are intended to assist employees with the execution of their job duties and must not be
abused. Employees should not use or access Company IT in any manner that is contrary to this
policy.

Company Property

All Company IT is the Company’s property. All information that is temporarily or
permanently stored, transmitted or received with the aid of Company IT remains the sole and
exclusive property of the Company.

In addition, all data temporarily or permanently received, collected, downloaded, uploaded,
copied, and/or created on Company IT, and all data temporarily or permanently received, collected,
downloaded, uploaded, copied, and/or created on non-Company computers used for Company
business that relates in any manner to the Company’s business is subject to monitoring by the
Company, is the exclusive property of the Company and may not be copied or transmitted to any
outside party or used in any manner that violates this policy.

All software that has been installed on Company IT may not be used in any manner that
violates this policy.

Upon termination of employment, employees are prohibited from removing any software,
documents, or data from Company IT and must completely remove all data collected, downloaded,
and/or created on non-Company computers used for Company business that relate in any manner
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to the Company’s business. Upon request of the Company, a terminating employee will provide
proof that such data has been removed from all personal computers used for Company business.

Prohibited Use Under Any Circumstances

It is not possible to identify every type of inappropriate or impermissible use of Company
IT. The following conduct, however, is strictly prohibited under any circumstances and at any
time:

e Employees may not transmit, retrieve, download, or store inappropriate messages
or images relating to sex, race, religion, ethnicity or any other protected category
as defined in the Equal Employment Opportunity Policy, or any other status
protected under federal, state, and local laws.

e Employees may not use Company IT in any way that violates the Company’s policy
against unlawful harassment, including sexual harassment. By way of example,
employees may not transmit messages that would constitute sexual harassment;
may not use sexually suggestive or explicit screen savers or backgrounds; may not
access, browse, receive, transmit, or print pornographic, obscene or sexually
offensive material or information; and may not access, browse, transmit, retrieve,
download, store, or print messages or images that are offensive, derogatory,
defamatory, off-color, sexual in content, or otherwise inappropriate in a business
environment. Employees are also prohibited from communicating threatening or
harassing statements to another employee, or to a vendor, customer, or other outside

party.

e Employees may not use Company IT in any manner that violates the Company’s
Employee Conduct policies.

e Employees may not use Company IT in any manner that violates the Protection of
the Company’s Trade Secrets and Confidential Information policy.

e Employees may not use or allow another individual to use Company IT for any
purpose that is competitive with the Company. All such access and use are
unauthorized.

e Employees must honor and comply with all laws applicable to trademarks,
copyrights, patents and licenses to software and other electronically available
information. Employees may not send, receive, download, upload, or copy
software or other copyrighted or otherwise legally protected information through
Company IT, email, or the Internet without prior authorization.

e Employees may not engage in gambling of any kind, stream movies or videos,
watch television programs, or play electronic games utilizing Company IT.

¢ Employees may not engage in day trading, or otherwise purchase or sell stocks,
bonds or other securities or transmit, retrieve, download, or store messages or
images related to the purchase or sale of stocks, bonds, or other securities through
Company IT.
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Prohibited Use During Working Time

The following conduct is prohibited during an employee’s working time, which excludes
time spent on an employee’s meal or rest break, or before or after an employee’s shift:

e Employees may not solicit personal business opportunities or conduct personal
advertising through Company IT.

e Employees may not download, transmit, stream, or retrieve messages, data, or
information from multi-network gateways, real-time data, and conversation
programs including, but not limited to, messaging services, social media, or similar
platforms, unless such activity is necessary for business purposes.

Unsolicited Email

Abuse of email, as well as the receipt and transmission of unsolicited commercial email
places an incredible drain on the Company’s servers and network, and imposes significant
monetary costs to filter and remove unsolicited emails from our system. You may not use
Company IT to transmit unsolicited commercial email:

e Promoting the Company’s business, goods, products, and services without prior
authorization.

e Promoting your own personal business, goods, products, and services.

e To the Company’s customers who have elected to “opt-out” of receiving the
Company’s electronic advertisements.

e That contains or is accompanied by maliciously false information.

In addition, to help the Company eliminate the receipt of unsolicited commercial email
from outside parties advertising various websites, products, or services and to further prevent the
receipt of offensive or undesired outside email, you should delete unfamiliar or suspicious email
from outside the Company without opening it.

Monitoring

Employees should expect that all information created, transmitted, downloaded, received,
or stored in Company IT may be accessed by BGCHYV at any time without prior notice. Employees
should have no expectation of privacy or confidentiality in such data, messages, or information
(whether or not password-protected), or that deleted messages are necessarily removed from the
system.

Employees must provide all passwords and access codes for Company computers or
personal computers used for Company business to the Chief Executive Officer. Changing
passwords or creating new passwords without notifying the Chief Executive Officer is strictly
prohibited.
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The Company’s monitoring policy may include, but is not limited to, inspection of internet
activity, e-mails sent or received, internal drives, external memory devices, and mobile devices;
review of content passing through the Company’s network, data lines, and other systems; and use
of screen monitoring software.

System Integrity

Because outside storage devices may compromise Company IT, employees are not
permitted to use personal storage devices or copies of software or data in any form on any
Company computer without first: (1) obtaining specific authorization from the Chief Executive
Officer, and (2) scanning the data for viruses or malware. Any employee who introduces a virus
or malware into the Company’s system via use of personal software or data will be deemed guilty
of gross negligence and/or willful misconduct and may be held responsible for the consequences,
including cost of repair and lost productivity.

Similarly, information is not to be downloaded directly from the Internet onto Company
IT.

Enforcement

Violations of this policy may result in disciplinary action, up to and including termination.
Employees who damage Company IT through unauthorized use may additionally be liable for the
costs resulting from such damage. Employees who unlawfully misappropriate copyrighted or
confidential and proprietary information, or who unlawfully distribute harassing messages or
information, or who unlawfully access the computer systems and information it stores may
additionally be subject to criminal prosecution and/or substantial civil money damages.

Protection of the Company’s Trade Secrets and Confidential Information

In the course of your employment with the Company, you may be exposed to and/or
provided with trade secrets (“Trade Secrets”) and other confidential and proprietary information
(“Confidential Information”) of the Company relating to the operation of the Company’s business
and its clients (collectively referred to as “Trade Secrets/Confidential Information™).

“Trade Secrets” mean information, including a formula, pattern, compilation, program,
device, method, technique or process, that: (1) derives independent economic value, actual or
potential, from not being generally known to the public or to other persons or entities who can
obtain economic value from its disclosure or use; and (2) is the subject of efforts that are reasonable
under the circumstances to maintain its secrecy. The Company’s Trade Secrets are (1) not
generally known to the public or to the Company’s competitors; (2) were developed or compiled
at significant expense by the Company over an extended period of time; and (3) are the subject of
the Company’s reasonable efforts to maintain their secrecy.

“Confidential Information” means information belonging to the Company, whether
reduced to writing or in a form from which such information can be obtained, translated or derived
into reasonably usable form, that has been provided to employees during their employment with
the Company and/or employees have gained access to while employed by the Company and/or
were developed by employees in the course of their employment with the Company, that is
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proprietary and confidential in nature. Confidential information does not include your wages,
hours and other terms and conditions of employment.

As part of the consideration you provide to the Company in exchange for your employment
and continued employment with the Company, you agree and acknowledge that all Trade
Secrets/Confidential Information developed, created or maintained by you remains at all times the
sole property of the Company, and that if the Company’s Trade Secrets/Confidential Information
were disclosed to a competing business or otherwise used in an unauthorized manner, such
disclosure or use would cause immediate and irreparable harm to the Company and would give a
competing business an unfair business advantage against the Company.

Employees are strictly prohibited, at all times during their employment with BGCHYV,
except with prior written approval of the Company’s CEO, from forwarding from their BGCHV
email account to personal email account(s) any emails or documents containing any Trade
Secrets/Confidential Information, as well as from copying, transferring or uploading to employee’s
personal cloud-based or online storage accounts (such as a personal Dropbox or Google Drive
account) any documents containing any Trade Secrets/Confidential Information. Employees are
also strictly prohibited, at all times during their employment with BGCHYV, except with the express
or implicit authorization of the Company, and then only for the sole benefit of the Company during
the term of employment, from removing from the premises of the Company any physical item or
document, or any written, electronic or recorded copy of any physical item or document,
containing or embodying any Trade Secrets/Confidential Information, including without
limitations the same in electronic or digital form. Employees must not leave any of BGCHV’s
Trade Secrets/Confidential Information unattended in any area, whether on or off the Company’s
premises, where leaving such information unattended creates a risk that the information may be
accessed or acquired by any individual who is not authorized to view or access the Trade
Secrets/Confidential ~ Information.  Similarly, employees must not discuss Trade
Secrets/Confidential Information in public spaces to avoid inadvertent disclosure of confidential
and proprietary information.

Employees must not, except as required in the conduct of the Company’s business or as
authorized in writing by the Company, disclose or use during the term of their employment or
subsequent thereto any Trade Secrets/Confidential Information. Furthermore, all records, files,
plans, documents and the like relating to the business of the Company you prepare, use or come in
contact with remains the sole property of the Company and is not to be copied without written
permission of the Company and is to be returned to the Company on termination of your
employment, regardless of whether requested by the Company to do so at the time of your
termination, or at the Company’s request at any time.

Publicity

In the course of advertising, public relations or other similar conduct for business purposes,
the Company may utilize media resources. The Company may use your photograph, picture,
and/or voice transcription for promotion or advertising at any time without compensation.
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Social Media

This policy governs employee use of social media, including any tools used to share content
and profiles including, but not limited to, social networking websites, apps, and blogs. The lack
of explicit reference to a specific site or type of social media does not limit the application of this
policy.

The Company respects the rights of all employees to use social media. However, because
communications by Company employees on social media could, in certain situations, negatively
impact business operations or create legal liability, it is necessary for the Company to provide
these guidelines. These guidelines are intended to ensure employees understand the types of
conduct that are prohibited. This policy will not be interpreted or applied so as to interfere
with the rights of employees to discuss or share information related to their wages, hours, or
other terms and conditions of employment. Employees have the right to engage in or refrain
from such activities.

Employees engaging in use of social media remain subject to the Company’s policies and
procedures regarding: (1) protecting trade secrets and confidential information related to the
Company’s operation; (2) safeguarding Company property; (3) prohibiting unlawful
discrimination, harassment and retaliation; and (4) governing the use of Company IT.

Employees are prohibited from the following:

o Disclosing on social media the Company’s or any third party’s Trade
Secrets/Confidential Information (as defined above).

. Using social media to post or to display comments about co-workers, supervisors,
clients, vendors, or suppliers that constitute a violation of the Company’s Policy
Against Unlawful Harassment, Discrimination, and Retaliation or are otherwise
physically threatening or intimidating.

. Using social media to post or display content that is an intentional public attack on
the Company’s products and/or services in a manner that a reasonable person would
perceive as calculated to harm the Company’s business and is unrelated to any
employee concern involving the terms and conditions of employment.

J Disclosing or publishing on social media any promotional content about the
Company or its products, unless authorized and approved by the Company.

. Using social media while on working time, unless it is being used for Company
business and with the authorization and approval of the Company.

. Posting a photograph or video of a vendor, supplier, or client on social media
without that individual’s express permission.

. Misrepresenting on social media an employee’s title or position with the Company.
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Violations of this policy may result in disciplinary action, up to and including termination.
If you have any questions about this policy, contact your supervisor or the Human Resources
Manager.

Employees may not use Company-owned equipment, including Company information
technology, Company-licensed software or other electronic equipment, or facilities or Company
time, to conduct personal blogging or social networking activities.

Employees should know that the Company has the right to and will monitor the use of its
information technology, telephone, and other equipment and systems, as well as any publicly
accessible social media. Employees should expect that any information created, transmitted,
downloaded, exchanged or discussed on publicly accessible online social media may be accessed
by the Company at any time without prior notice.

Social media account ownership: To the extent employees are authorized as part of their
job duties to use social media account(s) to advance the Company’s interests, the Company, not
the employee, owns the account(s) and employees are required to return all logins and passwords
for such accounts at the end of employment.

Unauthorized Interviews

Employees should not speak to the media or any other individual on the Company’s behalf
without contacting the Chief Operating Officer or Chief Executive Officer. All media inquiries
should be directed to them. This policy is not designed to prohibit an employee’s cooperation with
a government investigation, or their ability to speak with government agency representatives on
behalf of themselves, or to exercise any other rights they may have available under applicable law.
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Changes In Status

Changes In Personnel Records

To keep your personnel records up to date and to ensure the appropriate benefits are made
available, employees are expected to promptly notify the Company of any change of name, address,
phone number, number of dependents, or other applicable information.

It is your responsibility to ensure that the Company has up-to-date contact information for you
prior to your departure, so that you receive any legally required notices and information following your
separation. Please notify the Human Resources Manager immediately if you need to update your contact
information.

Outside Inquiries Concerning Employees

All inquiries concerning employees from outside sources, including requests for references,
should be directed to the Human Resources Department. No employee information should be given by
any other employee or manager to an outside source. The Company’s policy as to references for
employees who have left the Company is to disclose only the dates of employment and the title of the
last position held.

Notice Of Resignation

In the event you choose to resign from your position, we ask that you provide at least two (2)
weeks’ written notice. You are responsible for returning Company property in your possession or for
which you are responsible. In some situations, employees may have signed an employment agreement
requesting more advanced notice, in which case, such employees must provide the advance notice period
requested by their employment agreement.

All employment with the Company is at-will, including employment during the resignation
notice period. Therefore, the Company may exercise its right to accept an employee's resignation
effective immediately and to accelerate the final date of employment at any time during the resignation
notice period, with or without cause or advance notice. No compensation is owed for the remaining days
in the resignation notice period if the Company chooses to terminate the employment relationship before
the end of the resignation notice period.

Exit Interview

Any employee leaving BGCHV may be requested to attend an exit interview conducted by the
employee’s Department Manager or the Human Resources Manager. The purpose of the interview is to
determine the reasons for separation, resolve any questions of compensation or insurance continuation,
arrange the return of Company property, or attend to other matters related to the separation.

To Sum It All Up

This handbook highlights your opportunities and responsibilities at BGCHV. By always keeping
the contents of the handbook in mind, you should be successful and happy in your work at BGCHV.
Once again, welcome to our Company, and we look forward to working with you.
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Employee Acknowledgment and Agreement

By signing below, I acknowledge that I have received a physical or electronic copy of the Boys
& Girls Clubs of Huntington Valley (“Company”’) Employee Handbook and I will familiarize myself
with its contents.

I acknowledge that nothing in the Employee Handbook creates or is intended to create a promise
or representation of continued employment and that my employment, position, and compensation at the
Company are at-will, shall be for no specific duration, and may be changed or terminated at the will of
the Company. Both I and the Company have the right to terminate my employment at any time, with or
without cause or prior notice. By signing below, I certify that [ understand that employment at-will is
the sole and entire agreement between myself and the Company concerning the duration of my
employment and the circumstances under which my employment may be terminated. It supersedes all
prior agreements, understandings, and representations (whether written or oral) concerning the duration
of my employment with the Company and/or the circumstances under which my employment may be
terminated. My employment-at-will status may only be changed in a written document signed by the
Chief Executive Officer of the Company.

MY SIGNATURE BELOW ATTESTS TO THE FACT THAT 1 HAVE READ,
UNDERSTAND, AND AGREE TO BE LEGALLY BOUND TO ALL OF THE ABOVE TERMS.

DO NOT SIGN UNTIL YOU HAVE READ THE ABOVE ACKNOWLEDGMENT AND
AGREEMENT.

Print Full Name

Signature

Date

[RETAIN IN EMPLOYEE PERSONNEL FILE]
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Employee Injuries
Injury Assessment—If injury is life threatening CALL 911

If employee needs general medical attention, call the Director of Operations then send
employee to:

Kaiser’'s Santa Ana Office (714) 830-6500
3401 South Harbor Blvd., Santa Ana, CA 92704
Off Site (field trip) call 1-888-565-9675 for information on nearest facility.

e Supervisor will provide the injured employee with the Employee State of California form
“‘Employee’s Claim For Workers’ Compensation Benefits” This form can be found online
at: www.scif.com >employer tab> DWC-1 employee claim form

e Supervisor must provide the DWC form to the injured employee within 24 hours of being
notified of an injury!

e Have employee turn in the claim form as soon as possible. If they have not filled out the
form when they return to work have them sit down & fill it out before they start working.

e Employee may go to their own doctor ONLY if physician consent form is signed by the
staff, signed by the physician and completed form is in the employee’s personnel file.

e Submit report of injury form to the Director of Operations. You will need the employee’s
personnel file & all pertinent information regarding the incident ready.

e [tis helpful to provide the employee with a description of their job duties to take with
them when they go to the doctor.

e Employee must provide their supervisor with a Doctor’s form/statement releasing them
to return to work before resuming their job duties.

e |If the Doctor has put the injured employee on restricted or light duty meet with the
employee and the Director of Operations to determine if a work plan is available to
accommodate their restrictions

e For Support: Call the Director of Operations at (714) 309-4428
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ILLNESS GUIDELINES

PRESCHOOL (AGES 6 WEEKS-5 YEARS)
1. Our child care program is licensed for well children. We do not have facilities for sick children. Review the following symptom chart to determine when
your child must stay home.

SYMPTOM YOUR CHILD MUST REMAIN HOME UNTIL

Fever 24 hours after fever has subsided and temperature returns to normal without the aid
Oral: 100.4+, Rectal: 101.4+, Axillary: 99.4+ of medicine.

Colds/Flu/Infectious rhinitis, i.e. colored nasal discharge | At least 4 days from the onset of symptoms. Thick yellow or green mucous discharge
or nasal congestion associated with a cough and fever | is no longer draining from the nose. Coughing subsides.

Vomiting, Diarrhea/change in consistency, frequency, | Loose stools have subsided and the child has returned to normal eating without

color or odor of stools stomach upset.

Red Watery Eyes Eyes are no longer burning or itching.

Conjunctivitis, such as pink eye or thick discolored Symptom free for at least 24 hours.

drainage

Rash Until rash disappears or is determined that rash is not a communicable disease.

Physician’s note is required upon re-entering the center.

Parasites, i.e. nits, crabs, lice, etc. Symptom free for at least 24 hours.

2. Ifyour child becomes ill at the Preschool, he/she will be isolated in the office and MUST BE PICKED UP WITHIN ONE HOUR. We suggest that you have back-
up care for your child in the event that he/she gets ill and cannot attend the Preschool.

3. Please call the office if your child is ill and unable to come to school. It is absolutely necessary that we be informed if your child has any contagious diseases
such as chicken pox, measles, mumps, head lice, etc. Also tell the office if your child has been exposed to any contagious illnesses so that we can be alerted
to early symptoms. We will notify parents when a child has been exposed to a communicable disease in the Preschool.

4. Doctor’s notes: If a child is seen by a doctor and the doctor says that the child is not contagious and may return to the Preschool, please bring a note from
the doctor. However, we will still adhere to policy #1 stated above. Children absent with a contagious illness cannot return without a signed physician’s
statement. At the Director’s discretion, a doctor’s note may be required for re-admission after any illness. In such cases, you as a parent are responsible for
scheduling the doctor’s visit and any cost associated with the doctor’s visit.

SCHOOL AGE (KINDERGARTEN THROUGH 8TH GRADE)
1. Children who become ill may not remain at the facility. Parents will be called to pick up the child within the hour.
Children absent from the facility with a contagious illness will not be readmitted without a statement from a physician indicating that the child is no longer
contagious.

2. All prescribed medicines will be given for well-child maintenance following an illness, providing the following conditions
are met: A) A“Medication Administration Form” must be completed before medication will be disbursed. B) PRESCRIPTION medication must be
administered in accordance with the physician’s current orders. It must be prescribed for the child who is to receive the medication. Medication must be in
its original container. Exact time and dosage must be in written form and the parent must “log-in” the number of pills to be dispensed for the week/month.
() NON-PRESCRIPTION medication will not be administered without written instruction from a physician. Medication must be in its original container. D)
For safety reasons, medicine MUST be kept in the front office. Please do not leave medicine of any kind in your child’s care. E) It is the child’s responsibility to
request medication daily.

3. Due to the dangers of an allergic reaction, lotions, ointments, sunscreen, over the counter medications, etc. cannot be administered by our staff.

4. In the event of an emergency, the Club has my permission to administer first aid or obtain emergency medical treatment
in the child’s best interest. | agree to pay any and all expenses incurred due to an emergency involving my child.
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>

BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

MEDICATION ADMINISTRATION FORM

CHILD’S FIRST AND LAST NAME

REASON FOR CHILD’S USE OF MEDICATION

MEDICATION

MEDICATION

DOSAGE

DOSAGE

It is the child’s responsibility to request medication daily. PREFERRED ADMINISTRATION TIME:

Prior to lunch at

After lunch at

This authorization form will remain in effect from
otherwise notified in writing by parent or guardian.

In the afternoon at

until

unless

PARENT/GUARDIAN OR AUTHORIZED SIGNATURE

WE MUST HAVE WRITTEN AUTHORIZATION FROM PARENTS TO ADMINISTER ALL MEDICATIONS.

PRESCRIPTION medication must be administered in accordance with the physician’s current orders. It must be
prescribed for the child who is to receive the medication. Medication must be in its original container. Exact time and
dosage must be in written form and the parent must ‘log-in” the number of pills to be dispensed for the week/month.
It is the child’s responsibility to request medication daily.

NON-PRESCRIPTION medication will not be administered without written instruction from a physician. Medication must
be in its original container. For safety reasons, medicine must be kept in the front office. Please do not leave medicine,
of any kind, in your child’s care.

MEDICATION “LOG-IN”

DATE

MEDICATION

DOSAGE

TIME

STAFF SIGNATURE




@ MEDICATION ADMINISTRATION FORM

BOYS & GIRLS CLUBS Child Development Preschools

‘OF HUNTINGTON VALLEY

WE MUST HAVE WRITTEN AUTHORIZATION FROM PARENTS TO ADMINISTER ALL MEDICATIONS.

PRESCRIPTION medication must be administered in accordance with the physician’s current orders. It must

be prescribed for the child who is to receive the medication.

ALL MEDICATION brought to the office for staff to administer must be in the original container and placed in

the office medicine cabinet/refrigerator.

NON-PRESCRIPTION medications will not be administered without written instruction from a physician.

CHILD’S FIRST AND LAST NAME

REASON FOR CHILD’S USE OF MEDICATION

MEDICATION

MEDICATION

ADMINISTRATION TIME:

Prior to lunch at After lunch at In the afternoon at

This authorization form will remain in effect from until

DOSAGE

DOSAGE

otherwise notified in writing by parent or guardian.

PARENT/GUARDIAN OR AUTHORIZED SIGNATURE

FOR OFFICE USE ONLY

Staff administering medication must follow the steps to the “Rights of Administering Medication”
1. The Right Child 2. The Right Medication 3. The Right Dosage 4. The Right Time 5. The Right Route

6. The Right Documentation 7. The Right Reason 8. The Right Reaction

DATE STAFF ADMINISTERING MEDICATION MEDICATION

TIME

DOSAGE

INITIALS
(8 Rights)

Staff administering medication must wash hands before and after administering medication.
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Best Practices for Staff & Volunteer Screening

Policy
e Policies are up to date and reviewed by legal counsel annually
¢ Articulate consequences for providing false or misleading information
e State intent to maintain confidentiality and security of data
Job Descriptions
o Written descriptions for each position
o Define duties, responsibilities, education and experience
o Define physical and mental requirements
e Define conduct required
Application Form
¢ Identifies work history, education and background
e Waiver to grant organization permission to find information
e Statement concerning organization’s hiring practices
e Statement of truthfulness by candidate
Information Gathering Process
e Fair and consistent resume screening
e Pre-screening via telephone interviews
o Behavior based interview method used when rating candidates
o Use more than one interviewer during in-person interviews
e Selection based on candidate meeting objective criteria
Reference checks
o Utilizes past employers, supervisors, co-workers, direct reports
Background Checks
e Conducted on all staff/volunteers in direct repetitive contact with members
e Repeated at least every 12 months for volunteers
¢ Includes social security trace, national criminal record search, national sex offender registry
search
o Credit, driving record, education verification and other checks as needed for specific
positions or responsibilities
Evaluation of Findings
¢ Organization has identified barrier crimes or other actions that would automatically bar a
person from consideration
Formal Introductory Period
e Employment agreement and code of ethics signed by new staff or volunteer
e Formal appraisal of performance at the end of the introductory period
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Who to Call

Staff
Chief Executive Officer Art Groeneveld
Director of Operations Ryan Brenes

Director of Transportation
and Maintenance

Vicki Bansberg

Director of Preschool Programs Rochelle Nguyen

Director of Family Support Michelle Alvarez

ClubHouse Academy & Athletics Sem Ibrahim
Haynes Huntington Beach Branch Ryan Gasis

Kingston Branch Diana Kacic
Learning Center Preschool Susan Bixler

Pacific Life Foundation Branch
Robert Mayer Preschool Flor Aldaz

Twilight & Oak View Branch Daniela Gomez

Support
Bob Hoxsie

Howard Sharpe
Emergency Services

Police or Fire Emergency
Non-Emergency HB Police Department
Non-Emergency FV Police Department
Non-Emergency HB Fire Department
Non-Emergency FV Fire Department

Medical Provider

Building Maintenance

Alejandra Morales

Electrical Howard Sharpe
Plumbing Crandall's
Annual Backflow Testing OC Fire

5 Year Riser Inspections OC Fire
Door/Locks Howard Sharpe
Telephones Howard Sharpe
Alarm System JMG Security

Security/Safety
HVAC

Evacuation

Vehicle Incident

Bus Towing Services

24 Hour Towing

Ryan Brenes
Best Air

Art Groeneveld
Vicki Bansberg
Darren (HBUSD)

(k) 714-899-5900
(k) 714-899-5900
(k) 714-374-2600

(wk) 714-891-4714

(wk) 714-899-5900
(wk) 714-593-0753
(wk) 714-374-2600
(wk) 714-531-2582
(wk) 714-593-1524
(wk) 714-899-5900
(wk) 714-891-4714

)
)
)
)
)
)

(wk) 714-842-5185 x211

(wk) 714-963-8546

M

714-960-8811
714-593-4484
714-536-5411
714-593-4436
714-967-4600

714-963-8546
714-465-7819
714-974-9025
714-974-9025
714-963-8546
714-963-8546
714-545-8882
(wk) 714-899-5900
714-937-1980
(wk) 714-899-5900
(wk) 714-374-2600
714-271-0935
714-668-9766

(cell) 714-352-2582
(cell) 714-206-3903
(cell) 562-533-2174

(cell) 714-309-4486

(cell) 714-309-4949
(cell) 714-309-4492
(cell) 714-658-8105
(cell) 714-393-2020
(cell) 714-309-4920
(cell) 562-388-8794
(cell) 714-357-3989
(cell) 714-331-3907

(cell) 714-514-6255
(cell) 714-514-8546

(cell) 714-514-8546

(cell) 714-514-8546
(cell) 714-514-8546

(cell) 714-206-3903

(cell) 714-392-2582
(cell) 562-533-2174
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Quality Assurance Guidelines

FLOORS

Baseboard/Corner Clean, dust free, spot free, no visible soil
Tile Floors Scuff free, no black marks, lint free, shines
Carpet Spot and lint free, edges uniform, no loose tufts
Gym Floors Clean, debris non-existent under bleachers
WALLS

Walls No visible soil, tape, staples or graffiti
Bulletin Boards Material on boards is current. All statements are in positive terms
Doors/Sills No visible soil, tracks clean, handle polished
Wall coverings/ Paint Tear and chip free, no visible soll
Vent/Heater/AC Dust free, lint free

Closets Organized, remove trash

Halls/Stairs Remove cardboard and trash

WINDOWS

Glass/Sills No spots, dust, soll, fingerprints and smudge
Vents/Tracks Dust free, shines, no soil or spots

Light fixtures Dust free, no cobwebs

FIXTURES

Chairs/Stool/Benches Dust free, proper location

Waste baskets Clean inside and out, fresh liner, no odor
Lamps/Shades Dust free

Television/Speakers Dust free—top & under, glass clean
Telephone & Cord Untangled, groves clean, spot free

Pictures Dust free, glass clean, straight on wall
Cubicles/Shelves/Cases No dust

BATHROOM FIXTURES

Sink/Plumbing/Fountains Soil free, shines, secure

Mirror Smudge free, dust free
Tissue/Soap/Paper Towel  Stocked

Dispensers Soil free, operable, secure

Partitions No graffiti, spotless, no soil on top or sides

Toilet/Plumbing Shines, no rust or waterline, seat & bowl secure




EXTERIOR

Planters

Free from trash

Plants

Plants, shrubs and trees are maintained

Main Entrance

Attractive from approach

Paint

Free from graffiti

MISCELLANEOUS

Upholstery

No visible soil, rips, tears, bottoms dust free

Vehicles

Shines, glass clean, seats clean

Building Roofs

Leak proof and rain gutters free of debris

Facility Checklists

Posted in main office

Room Checklists

Posted in rooms near exit doors
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Cleaning Routine

RESTROOMS

o Scrub toilets and urinals, cleaning all ceramic surfaces, pumping hardware and toilet seats.

o Scrub and clean all sinks and mirrors.

o Fill all soap, paper towel and toilet paper dispensers.

o Wipe down all walls immediately surrounding toilets, urinals and sinks.

o Mop floor, using a proper disinfecting chemical.

o Wipe down restroom doors on both sides.

@Visually inspect all equipment and fixtures for safety and report any malfunctions to the Club Director.

HALLWAYS AND STAIRS

o Wipe down all walls containing fingerprints, etc.

o Wet mop all floors, if necessary, otherwise go over all floor surfaces with a treated mop.

o Empty all wastebaskets.

o Wipe down all adjoining doors and hardware fixtures.

o Clean all glass with appropriate glass cleaner.

@Visually inspect all equipment and fixtures for safety and report any malfunctions to the Club Director.

MEETING ROOMS, GAMES ROOM, LEARNING CENTER, LIBRARY

o Wash down all tabletops and adjoining table side rails, etc.

o Wipe all chairs and window sills.

o Check and wipe all window blinds as necessary.

o Empty all waste baskets and clean interior and exterior of basket.

o Wet mop or vacuum floor.

o Remove any hand prints from walls and windows.

@Visually inspect all equipment and fixtures for safety and report any malfunctions to the Club Director.

ARTS AND CRAFTS

o Dust all tables and equipment.

o Dust window sills and other work areas.

o Clean sinks.

o Empty all waste baskets.

o Mop all floors with treated mops.

o Visually inspect all equipment and fixtures for safety and report any malfunctions to the Club Director.

OFFICES

o Dust all file cabinets and other equipment items.

o Empty and clean all waste baskets.

o Vacuum entire carpeted area.

o Wipe down all doors and hardware.

o Clean all office glass other than windows.

@Visually inspect all equipment and fixtures for safety and report any malfunctions to the Club Director.



GYMNASIUM

o Clean and sanitize drinking fountain.

o Wipe finger and ball prints off the wall surfaces.

o Mop floor and remove gum or other marks, as necessary.

o Empty all waste baskets.

o Wipe down all door surfaces and hardware.

@Visually inspect all equipment and fixtures for safety and report any malfunctions to the Club Director.

MONTHLY ROUTINE
o Wash restroom walls.
o Machine scrub and refinish restroom floors and high-traffic areas.

THREE MONTH ROUTINE
o Wash and polish wood furniture.
o Wash all desks tables, chairs, file cabinets.

SIX-MONTH ROUTINE

o Wash light fixtures.

o Machine-scrub and refinish non-carpeted floors.
o Wash exterior glass.

o Machine shampoo carpeting.

Annual Routine.
o Wash all walls and other painted surfaces.
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Fountain Valley
Kingston Branch
Checklists



BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

GAMES ROOM & KID’S CAFE
Closing Checklist

Wipe down all tables, table legs,
chairs, counter tops, closet tops,
benches, walls, doors and window
ledges

Clean windows with glass cleaner
and paper towel

Brush Pool and Bumper Pool tables
with a table brush

Wipe off Foosball and Shuffleboard
tables

Wipe off Café equipment
Wipe out each cubby
Put all room equipment in an

organized manner in its designated
spot

O

Pick up all trash and place in the
trash can

Spray disinfectant on door knobs

Take all member items to the Lost
and Found each night, make sure to
check bags for food:

o0 Sealed food items shall be
left in the bag

o Perishable food items shall
be placed in the trash

Turn off air condition unit—ensure
that fan is set to “Auto”

Turn off lights

Work with Program/Unit Director
to inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

EDUCATION ROOM
Closing Checklist

Wipe down all tables, chairs,
counter tops, closet tops, futons,
and window ledges

Wipe down the top of the
bulletin boards, doors, and
window moldings

Wipe down the book shelves
and books

Wipe down each computer monitor,
keyboards, and mouse

Wipe off other Education Room
equipment with a scrubbing pad

Wipe out each cubby
Put all room equipment in an
organized manner in its

designated spot

Clean windows with glass cleaner
and paper towel

O

O

Place chairs on top of table

Pick up all trash and place in the
trash can

Spray disinfectant on door knobs

Take all member items to the Lost
and Found each night
o Homework shall be placed in
the Homework basket
o0 Bring School Textbooks to
the front office

Turn off air condition unit — ensure
that fan is set on “Auto”

Turn off lights

Work with Program/Unit Director
to inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

ACTIVITIES ROOM
Closing Checklist

Wipe down all tables, chairs, counter
tops, closet tops, and window ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe off other Activities Room
equipment with warm rag including
toys, TV, DVD player, and stationary
units

Clean out food, disposable, and other
unclaimed items from each cubby

Wipe out each cubby

Put all room equipment in an organized
manner in its designated spot

O

Pick up all trash and place in the
trash can

Take all member items to the Lost and
Found each night, make sure to check

bags for food:
0 Sealed food items shall be left
in the bag

o Perishable food items shall be
placed in the trash

Turn off lights

Work with Program/Unit Director to
inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

PRIMARY ROOM
Closing Checklist

Wipe down all tables, chairs,
counter tops, closet tops, sink, and
window ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe off other Primary Room
equipment with warm rag including
toys, TV, DVD player, and stationary
units

Clean out food, disposable, and other
unclaimed items from each cubby

Wipe out each cubby

O

Clean windows with glass cleaner and
paper towel

Put all room equipment in an organized
manner in its designated spot

Pick up all trash and place in the
trash can

Turn off air condition unit — ensure that
fan is set to “Auto”

Turn off lights

Work with Program/Unit Director to
inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

TEEN ROOM
Closing Checklist

Wipe down all tables, chairs,
counter tops, closet tops, and
window ledges

Wipe down the top of the
bulletin boards, doors, and
window moldings

Wipe off other Teen Room
equipment with warm rag including
computer monitors, printer, CPUs,
radio, TV, DVD player, video game
equipment, and stationary units

Clean out food, disposable, and
other unclaimed items from room

O

Put all room equipment in an
organized manner in its designated
spot

Pick up all trash and place in
the trash can

Take all member items to the Lost
and Found each night

Turn off air condition unit — ensure
that fan is set to “Auto”

Turn off lights

Work with Program/Unit Director
to inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

ARTS & CRAFTS ROOM

Closing Checklist
Wipe down all tables, chairs, 0O Pick up all trash and place in the
counter tops, closet tops, sink, and trash can

window ledges
0O Place all member items into the Lost
Wipe down the top of the bulletin and Found each night
boards, doors, and window moldings
O Clean sinks
Wipe off other Arts & Crafts Room

equipment with warm rag including 0O Turn off laminator machine
toys, art supplies, supply carts, and
stationary units 0O Turn off air condition unit — ensure

that fan is set to “Auto”
Put all member projects on

storage/drying rack O Turn off lights

Clean out food, disposable, and 0O Work with Program/Unit Director to
other unclaimed items from the inspect and lock all doors

room

Put all room equipment in an
organized manner in its designated
spot




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

KITCHEN

Closing Checklist
Wipe down all tables, chairs, counter O Putall room equipment in an
tops, cupboard doors, closet tops, organized manner in its designated
sinks, and window ledges spot
Wipe down the top of the bulletin O Pick up all trash and place in the
boards, doors, and window moldings trash can
Wipe off other Kitchen equipment O Place all member items into the Lost
with damp rag including supplies, and Found
appliances, and stationary units

O Turn off lights
Clean out food, disposable, and other
unclaimed items from the room O Work with Program/Unit Director to
inspect and lock all doors

Clean all cooking equipment
including microwave, stove, and O Deep clean the Refrigerator and

refrigerator

When needed, dust off air intake
vents in the ceiling

Freezer every Friday




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

MAIN OFFICE
Closing Checklist

Wipe down all tables, chairs, counter
tops, and window ledges

Wipe off other office equipment with
a cleaning rag

Clean out food, disposable, and other
unclaimed items from the room

When needed, dust off air intake
vents in the ceiling

Put all room equipment in an
organized manner in its designated
spot

Work with Unit/Program director to
move boxes into Club storage space

O

Pick up all trash and place in the
trash can

Place all member items into the Lost
and Found

Secure and file away all sensitive
information like membership cards
and checks

Check first aid supplies

Turn off lights

Turn off air condition unit — ensure
that fan is set to “Auto”

Work with Program/Unit Director to
inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

FACILITY

Opening Checklist

Turn on hallway light
Unlock front doors and room door

Flush all toilets in the bathrooms to
ensure that they working properly

Walk the building —check for trash,
graffiti, damage and objects that may
cause injury

Turn on the lights in your room

Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

Inspect the bulletin boards, doors, and
window moldings for damage

Inspect equipment, supplies, appliances,
and stationary units to ensure that repair
is not required

Take down chairs, trashcans and
anything that should not belong on
counter tops

Ensure that all floor mats are in the
proper place

Inspect ceiling tiles and air intake vents
in the ceiling.

Ensure that all room equipment is in an
organized manner in its designated spot

Report to Program/Unit Director of any
needed repairs

Facility Closing Checklist

0O Turn off hallway light
O Inspect and lock all doors

0O Flush all toilets in the bathrooms to
ensure that they working properly—
turn off lights

0O Walk the building —check for trash,
graffiti, damage and objects that may
cause injury

O Turn off all lights—ensure security and
exit lights are operable

O Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

O Inspect the bulletin boards, doors, and
window moldings for damage

O Inspect equipment, supplies, appliances,
and stationary units to ensure that repair
is not required

0O Ensure that chairs are stored correctly

0O Ensure that all floor mats are free of rips
and are in the proper place

00 Inspect ceiling tiles and air intake vents
in the ceiling.

0O Ensure that all room equipment is in an
organized manner in its designated spot

O Report to Program/Unit Director of any
needed repairs




Huntington Beach Branch
Checklists



BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

GAMES ROOM & KID’S CAFE

Closing Checklist
Wipe down all tables, table legs, chairs, 0O Pick up all trash and place in the trash can
counter tops, closet tops, benches, walls,
doors and window O Spray disinfectant on door knobs
Clean windows & vending machine with 0 Take all member items to the Lost and

glass cleaner and paper towel
Wipe off Café equipment O

Put all room equipment in an organized O
manner in its designated spot

Found each night
Turn off lights

Work with Program/Unit Director to lock
all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

EDUCATION ROOM
Closing Checklist

Wipe down all tables, chairs, counter
tops, closet tops, futons, and window
ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe down the book shelves and books

Wipe down each computer monitor,
keyboards, and mouse equipment

Wipe off other Education Room
equipment

Wipe out each cubby

Put all room equipment in an organized
manner in its designated spot

O

Clean windows with glass cleaner and
paper towel

Stack chairs in designated spots

Pick up all trash and place in the
trash can

Spray disinfectant on door knobs

Take all member items to the Lost and
Found each night

o0 Homework shall be placed in
the Homework basket

Turn off lights

Work with Program/Unit Director to
lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

ACTIVITIES ROOM
Closing Checklist

Wipe down all tables, chairs, counter
tops, closet tops, and window ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe off other Activities Room
equipment with warm rag including
toys, TV, DVD player, and stationary
units

Clean out food, disposable, and other
unclaimed items from each cubby

Wipe out each cubby

O

Put all room equipment in an organized
manner in its designated spot

Pick up all trash and place in the
trash can

Take all member items to the Lost and
Found each night

Turn off lights

Work with Program/Unit Director to
lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

PRIMARY ROOM
Closing Checklist

Wipe down all tables, chairs, counter
tops, closet tops, sink, and window
ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe off other Primary Room
equipment with warm rag including
toys, and stationary units

Clean out food, disposable, and other
unclaimed items from each cubby

Wipe out each cubby

O

Clean windows with glass cleaner and
paper towel

Put all room equipment in an organized
manner in its designated spot

Pick up all trash and place in the
trash can

Turn off lights

Work with Program/Unit Director to
lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

TEEN ROOM
Closing Checklist

Wipe down all tables, chairs,
counter tops, closet tops, and
window ledges

Wipe down the top of the bulletin
boards, doors, and window
moldings

Wipe off other Teen Room
equipment including computer
monitors, printer, CPUs, radio, TV,
video game equipment, and
stationary units

Brush Pool table with a table brush

Clean out food, disposable, and
other unclaimed items from room

O

Put all room equipment in an
organized manner in its designated
spot

0 Ensure that Library shelves
are clean & books are intact

Pick up all trash and place in the
trash can

Take all member items to the Lost
and Found each night

Turn off lights

Work with Program/Unit Director
to lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

ARTS & CRAFTS ROOM
Closing Checklist

Wipe down all tables, chairs,
counter tops, closet tops, sink, and
window ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe off other Arts & Crafts Room
equipment with warm rag including
toys, art supplies, supply carts, and
stationary units

Put all member projects on
storage/drying rack

Clean out food, disposable, and
other unclaimed items from the
room

O

Put all room equipment in an
organized manner in its designated
spot

Pick up all trash and place in the
trash can

Place all member items into the Lost
and Found each night

Clean sinks
Turn off laminator machine
Turn off lights

Work with Program/Unit Director to
inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

KITCHEN

Closing Checklist
Wipe down all tables, chairs, counter O Putall room equipment in an
tops, cupboard doors, closet tops, organized manner in its designated
sinks, and window spot
Wipe down the top of the bulletin O Pick up all trash and place in the
boards, doors, and window moldings trash can
Wipe off other Kitchen equipment O Place all member items into the Lost
with damp rag including supplies, and Found each night
appliances, and stationary units

O Turn off lights
Clean out food, disposable, and other
unclaimed items from the room O Work with Program/Unit Director to
inspect and lock all doors

Clean all cooking equipment
including microwave, stove, and O Deep clean the Refrigerator and

refrigerator

When needed, dust off air intake
vents in the ceiling

Freezer every Friday




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

FACILITY

Opening Checklist
Turn on hallway & restroom lights

Inspect and unlock front doors and
room door

Flush all toilets in the bathrooms to ensure
that they working properly

Walk the building —check for trash, graffiti,
damage and objects that may cause injury

Turn on the lights in your room

Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

Inspect the bulletin boards, doors, and
window moldings for damage

Inspect equipment, supplies, appliances,
and stationary units to ensure that repair is
not required

Take down chairs, trashcans and anything
that should not belong on counter tops

Ensure that all floor mats are in the
proper place

Inspect ceiling tiles and air intake vents
in the ceiling.

Ensure that all room equipment is in an
organized manner in its designated spot

Report to Program/Unit Director of any
needed repairs

Closing Checklist
Turn off hallway light

Inspect and lock all doors

Flush all toilets in the bathrooms to ensure
that they working properly—turn off lights

Walk the building —check for trash, graffiti,
damage and objects that may cause injury

Turn off all lights—ensure security and exit
lights are operable

Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

Inspect the bulletin boards, doors, and
window moldings for damage

Inspect equipment, supplies, appliances,
and stationary units to ensure that repair is
not required

Ensure that chairs are stored correctly

Ensure that all floor mats are free of rips and
are in the proper place

Inspect ceiling tiles and air intake vents in
the ceiling.

Ensure that all room equipment is in an
organized manner in its designated spot

Report to Program/Unit Director of any
needed repairs




Oak View Branch
Checklists



BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

PICNIC TABLES & COURTS
Closing Checklist
Put all room equipment in an organized 0O Put check-in table and all check-in
manner in its designated spot materials inside storage room
Take down Second Harvest banner O Empty out all the trash bins and
wash out

Pick up all trash and place in the
trash can 0O Empty out the Goody Box and put ice
packs inside the freezer
Take down clock
O Put cooler inside of the storage room
Take all member items to the Lost
and Found




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

EDUCATION ROOM
Closing Checklist

Wipe down all tables, chairs, counter
tops, closet tops, futons, and window
ledges

Wipe down the book shelves and books

Wipe down each computer monitor,
keyboards, and mouse equipment

Put all room equipment in an organized
manner in its designated spot.

Place chairs on top of table

O

Pick up all trash and place in the trash
can each night.

Spray disinfectant on door knobs

Take all member items to the Lost
and Found

Turn off lights and air condition unit

Work with Program/Unit Director to
inspect & lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

GYMNASIUM
Closing Checklist

Put all room equipment in an organized O On Mondays and Fridays mop the
manner in its designated spot gym floor

Pick up all trash and place in the 0O On Fridays, empty out backpack racks
trash can
O Turn off lights
Place all member items into the Lost
and Found 0O Work with Program/Unit Director to
inspect & lock all doors
Quick sweep the gym floor




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

KITCHEN
Closing Checklist

Wipe down all tables, chairs, counter
tops, cupboard doors, closet tops,
sinks, and window ledges

Wipe off other Kitchen equipment
including supplies, appliances, and
stationary units

Clean out food, disposable, and other
unclaimed items from the room

Clean all cooking equipment including
microwave, stove, and refrigerator

O When needed, dust off air intake vents

in the ceiling

Put all room equipment in an organized
manner in its designated spot

Pick up all trash and place in the
trash can

Turn off lights

Work with Program/Unit Director to
inspect & lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

STORAGE ROOM
Closing Checklist

Ensure that all room equipment is in
its designated spots

o0 Equipment that is used for
daily outside use should be
in the blue ball court

Ensure that refrigerator temperature
is between 38 — 41 degrees

o Make sure that vents inside
the refrigerator are
unobstructed

Ensure that floor is clean and all
boxes are placed on shelves

Ensure that all chemicals and
cleaning supplies are stored

properly

O

O

Dump out contents of mop bucket
Inspect all equipment, supplies,
appliances, and stationary units to
ensure that repair is not required
Clean food coolers with a scrubbing
pad and then turn them upside down
in order to air dry

Place all ice bags back in the freezer

Inspect & lock door

Report to Program/Unit Director of
any needed repairs




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

FACILITY

Opening Checklist
Turn off alarm system & turn on lights
Inspect and unlock doors

Flush all toilets in the bathrooms to
ensure that they are working properly

Walk the perimeter of the building —
check for trash, graffiti, damage and
objects that may cause injury

Turn on heat or air condition unit --fan
is set to “Auto”

Inspect all equipment, supplies,
appliances, and stationary units to
ensure that repair is not required

Take down chairs, trashcans and
anything that should not belong on
counter tops

Ensure that all floor mats are in the
proper place and room equipment is in
its designated spots

Inspect ceiling tiles and air intake vents
in the ceiling

Report to Program/Unit Director of any
needed repairs

Closing Checklist

Turn on alarm system & turn on lights

Flush all toilets in the bathrooms to
ensure that they are working properly

Walk the perimeter of the building —
check for trash, graffiti, damage and
objects that may cause injury

Turn off heat or air condition unit --fan
is set to “Auto”

Inspect all equipment, supplies,
appliances, and stationary units to
ensure that repair is not required

Ensure that all floor mats are in the
proper place and room equipment is in
its designated spots

Inspect ceiling tiles and air intake vents
in the ceiling

Inspect the alarm closet to ensure that
CCTV unit is working

Inspect and lock all doors

Report to Program/Unit Director of
any needed repairs




Pacific Life Foundation Branch
Checklists



BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

GAMES ROOM & KID’S CAFE
Closing Checklist

Wipe down all tables, table legs, chairs,
counter tops, closet tops, benches, walls,
doors and window ledges

Clean windows with glass cleaner
and paper towel

Brush Pool and Bumper Pool tables
with a table brush

Wipe off Foosball and Shuffleboard
tables

Wipe off Café equipment
Wipe out each cubby

Put all room equipment in an organized
manner in its designated spot

Pick up all trash and place in the
trash can

Spray disinfectant on door knobs

Take all member items to the Lost and
Found each night, make sure to check
bags for food:

o Sealed food items shall be left in
the bag

o Perishable food items shall be
placed in the trash

Turn off lights

Work with Program/Unit Director to lock
all doors

o0 Make sure the door that leads to
the playground is locked and
secured




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

EDUCATION ROOM
Closing Checklist

Wipe down all tables, chairs, counter
tops, closet tops, futons, and window
ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe down the book shelves and books

Wipe down each computer monitor,
keyboards, and mouse

Wipe off other Education Room
equipment

Wipe out each cubby

Put all room equipment in an organized
manner in its designated spot

Clean windows with glass cleaner and
paper towel

O

O

Place chairs on top of table

Pick up all trash and place in the trash
can

Spray disinfectant on door knobs

Take all member items to the Lost and
Found

o0 Homework shall be placed in
the Homework basket

o0 Bring School Textbooks to the
front office

Turn off lights

Work with Program/Unit Director to
lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

ACTIVITIES ROOM
Closing Checklist

Wipe down all tables, chairs, counter
tops, closet tops, and window ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe off other Activities Room
equipment including toys, TV, DVD
player, and stationary units

Clean out food, disposable, and other
unclaimed items from each cubby

Wipe out each cubby

O

Put all room equipment in an organized
manner in its designated spot

Pick up all trash and place in the
trash can

Place all member items into the Lost
and Found

Turn off lights

Work with Program/Unit Director to
lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

PRIMARY ROOM
Closing Checklist
Wipe down all tables, chairs, counter 0O Clean windows with glass cleaner and
tops, closet tops, sink, and window paper towel
ledges
O Put all room equipment in an organized
Wipe down the top of the bulletin manner in its designated spot
boards, doors, and window moldings
O Pick up all trash and place in the
Wipe off other Primary Room trash can
equipment including toys, TV, DVD
player, and stationary units O  Turn off lights
Clean out food, disposable, and other O Work with Program/Unit Director to

unclaimed items from each cubby

Wipe out each cubby

lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

TEEN ROOM
Closing Checklist

Wipe down all tables, chairs, O Put all room equipment in an
counter tops, closet tops, and organized manner in its designated
window ledges spot
Wipe down the top of the bulletin o0 Ensure that Library shelves
boards, doors, and window are clean & books are intact
moldings

O Pick up all trash and place in the
Wipe off other Teen Room trash can
equipment including computer
monitors, printer, CPUs, radio, TV, O Take all member items to the Lost
DVD player, video game and Found
equipment, and stationary units

O Turn off lights
Clean out food, disposable, and
other unclaimed items from room 0O Work with Program/Unit Director

to lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

ARTS & CRAFTS ROOM
Closing Checklist

Wipe down all tables, chairs,
counter tops, closet tops, sink, and
window ledges

Wipe down the top of the bulletin
boards, doors, and window moldings

Wipe off other Arts & Crafts Room
equipment including toys, art
supplies, supply carts, and stationary
units

Put all member projects on
storage/drying rack

Clean out food, disposable, and
other unclaimed items from the
room

O

Put all room equipment in an
organized manner in its designated
spot

Pick up all trash and place in the
trash can

Place all member items into the Lost
and Found

Clean sinks
Turn off laminator machine
Turn off lights

Work with Program/Unit Director to
lock all doors

0 Ensure that Storage doors are
locked




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

KITCHEN

Closing Checklist
Wipe down all tables, chairs, counter O Put all room equipment in an
tops, cupboard doors, closet tops, organized manner in its designated
sinks, and window ledges spot
Wipe down the top of the bulletin O Pick up all trash and place in the
boards, doors, and window moldings trash can
Wipe off other Kitchen equipment O Place all member items into the Lost
including supplies, appliances, and and Found
stationary units

O Turn off lights
Clean out food, disposable, and other
unclaimed items from the room O Work with Program/Unit Director to
lock all doors

Clean all cooking equipment
including microwave, stove, and O Deep clean the Refrigerator and

refrigerator

When needed, dust off air intake
vents in the ceiling

Freezer every Friday




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

MAIN OFFICE
Closing Checklist

Wipe down all tables, chairs, counter
tops, and window ledges

Wipe off other office equipment with
a cleaning rag

Clean out food, disposable, and other
unclaimed items from the room

When needed, dust off air intake
vents in the ceiling

Put all room equipment in an
organized manner in its designated
spot

Work with Unit/Program director to
move boxes into Club storage space

O

Pick up all trash and place in the
trash can

Place all member items into the Lost
and Found

Secure and file away all sensitive
information like membership cards
and checks

Check first aid supplies

Turn off lights

Turn off air condition unit — ensure
that fan is set to “Auto”

Work with Program/Unit Director to
inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

FACILITY

Opening Checklist

Turn on hallway light
Unlock front doors and room door

Flush all toilets in the bathrooms to
ensure that they working properly

Walk the building —check for trash,
graffiti, damage and objects that may
cause injury

Turn on the lights in your room

Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

Inspect the bulletin boards, doors, and
window moldings for damage

Inspect equipment, supplies, appliances,
and stationary units to ensure that repair
is not required

Take down chairs, trashcans and
anything that should not belong on
counter tops

Ensure that all floor mats are in the
proper place

Inspect ceiling tiles and air intake vents
in the ceiling.

Ensure that all room equipment is in an
organized manner in its designated spot

Report to Program/Unit Director of any
needed repairs

Facility Closing Checklist

0O Turn off hallway light
O Inspect and lock all doors

0O Flush all toilets in the bathrooms to
ensure that they working properly—
turn off lights

0O Walk the building —check for trash,
graffiti, damage and objects that may
cause injury

O Turn off all lights—ensure security and
exit lights are operable

O Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

O Inspect the bulletin boards, doors, and
window moldings for damage

O Inspect equipment, supplies, appliances,
and stationary units to ensure that repair
is not required

0O Ensure that chairs are stored correctly

0O Ensure that all floor mats are free of rips
and are in the proper place

00 Inspect ceiling tiles and air intake vents
in the ceiling.

0O Ensure that all room equipment is in an
organized manner in its designated spot

O Report to Program/Unit Director of any
needed repairs




Learning Center
Child Development Preschool
Checklists



BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

PLAYGROUND

Opening Checklist
Unlock all gates

Scan playground for mushrooms
and debris

Wipe down wet slides and other structures
affected by the morning dew

Ensure that playground is free of trash

Sweep up sand, woodchips, leaves
or flowers

Set out activities

Closing Checklist

Lock all the gates

Remove all trash in and around
the playground

Sweep up any sand, woodchips, flowers
and leaves

Pick up all clothing items and place it in
the lost and found

Check your class list to ensure that no
member is left behind




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

CLASSROOM

Opening Checklist

Set out sign in/sign out sheets [1% day of
the week]

Ensure that all electrical outlets are covered

Greet every parent and child that walks in
the door

Conduct a head to toe welfare check

on all members as they arrive in front

of their parent

Sanitize all table tops, doors and door knobs

Monitor breakfast table, disinfect once
breakfast is over at 8:00 AM

Abide by all the Iliness Guidelines

Ensure that room is clean, organized and
there are no items on top of refrigerators or
cabinets

Ensure that sharp knives, adult scissors
chemicals and other dangerous items are
stored in a locked cabinet after each use
Place shoe covers box next to entry door

Place empty “To Be Laundered” collection
box alongside clean shoe covers box

Closing Checklist

Wipe down all tables, chairs, counter tops,
closet tops, sink, and window ledges

Wipe down the top of the bulletin boards,
doors, and window

Sanitize room including toys, door handles,
sensory tables, counter tops, computers,
keyboards, mouse and stationary units

Bring sensory table and earthquake bins and
drying racks into the classroom

Clean out food and other unclaimed items
from the room — wash snack dishes

Put all room equipment in an organized
manner in its designated spot — ensure that
items are not left on top of refrigerators or
cabinets

Pick up all trash from the floor and place in
the trash can

Ensure that all electrical outlets are covered
Clean and sanitize sinks and faucets

Ensure that sharp knives, adult scissors,
chemicals and other dangerous items are
stored in a locked cabinet

Ensure that air condition fan is set to “Auto”

Turn off lights

Work with Program/Unit Director to inspect
and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

KITCHEN
Closing Checklist
Wipe down all tables, chairs, counter 0O When needed, dust off air intake
tops, cupboard doors, closet tops, vents in the ceiling
and sinks
O Put all room equipment in an
organized manner in its designated
Wipe off other Kitchen equipment spot
with damp rag including supplies,
appliances, and stationary units O Pick up all trash and place in the
trash can
Clean out food, disposable, and other
unclaimed items from the room O Turn off lights
Clean all cooking equipment O Work with Program/Unit Director to
including microwave, stove, and inspect and lock all doors
refrigerator
O Deep clean the Refrigerator and

Freezer every Friday




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

MAIN OFFICE

Opening Checklist

Unlock all doors [Front, file room and
supply room doors]

Unlock drawers and cabinet doors

Pull out rolling office cart

Turn on lights in office and breakroom
Open blinds in office and breakroom
Close bathroom doors

Open safe and access money bags
Turn on copier

Place daily-announcement easel and green
safety men outside

Check for phone messages

Check work station for missing or
broken items

Check ceiling tiles for roof leaks

Ensure that the office is organized, neat and
clutter free throughout the day

Closing Checklist

Wipe down all tables, chairs, counter tops,
and window ledges

Wipe off other office equipment

Clean out food, disposable, and other
unclaimed items from the room

When needed, dust off air intake vents
in the ceiling

Put all room equipment in an organized
manner in its designated spot

Work with Unit/Program director to move
boxes into Club storage space

Pick up all trash and place in the trash can

Place all member items into the Lost
and Found

Secure and file away all sensitive
information like membership cards and
checks

Check first aid supplies

Turn off lights

Turn off laminating maching

Work with Program/Unit Director to inspect
and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

Facility Opening Checklist

00 Unlock all gates then scan playground --
remove mushrooms and debris

0 Sweep up any sand, woodchips, leaves
and flowers

00 Wipe down playground slides and structures
that are wet

O Unlock front doors and room door

O Flush all toilets in the bathrooms to ensure
that they working properly

0O Walk the building —check for trash, graffiti,
damage and objects that may cause injury

0O Turn on the lights in your room

O Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

0O Inspect the bulletin boards, doors, and
window moldings for damage

0O Inspect equipment, supplies, appliances,
and stationary units to ensure that repair is
not required

[0 Take down chairs, trashcans and anything
that should not belong on counter tops

O Ensure that all floor mats are in the
proper place

0O Ensure that all room equipment is in an
organized manner in its designated spot

0 Report to Program/Unit Director of any
needed repairs

O

Facility Closing Checklist

Lock gates then scan playground — place all
toys in cabinets and shed

Sweep up any sand, woodchips, leaves
and flowers

Inspect and lock all doors

Flush all toilets in the bathrooms to ensure
that they working properly—turn off lights

Walk the building —check for trash, graffiti,
damage and objects that may cause injury

Turn off all lights—ensure security and exit
lights are operable

Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

Inspect the bulletin boards, doors, and
window moldings for damage

Inspect equipment, supplies, appliances, and
stationary units to ensure that
repair is not required

Ensure that all floor mats are free of rips and
are in the proper place

Inspect ceiling tiles and air intake vents in
the ceiling.

Ensure that all room equipment is in an
organized manner in its designated spot

Report to Program/Unit Director of any
needed repairs




Robert Mayer
Child Development Preschool
Checklists



BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

PLAYGROUND

Opening Checklist Closing Checklist

Unlock all gates O Lock all the gates
O Remove all trash in and around the

Scan playground for mushrooms and debris
playground

Wipe down wet slides and other structures

affected by the morning dew 0 Sweep up any sand, woodchips, flowers

and leaves
Ensure that playground is free of trash ) . .
0O Pick up all clothing items and place it in

Sweep up sand, woodchips, leaves or the lost and found

flowers _
00 Check your class list to ensure that no

Set out activities member is left behind
Set out orange cones on metal containers O Put away orange cones at day’s end

located in the preschool yard




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

CLASSROOM

Opening Checklist

Set out sign in/sign out sheets [1% day of
the week]

Ensure that all electrical outlets are covered

Greet every parent and child that walks in
the door

Conduct a head to toe welfare check on

all members as they arrive in front of

their parent

Sanitize all table tops, doors and door knobs

Monitor breakfast table, disinfect once
breakfast is over at 8:00 AM

Abide by all the Iliness Guidelines
Ensure that room is clean, organized and
there are no items on top of refrigerators
or cabinets

Ensure that sharp knives, adult scissors
chemicals and other dangerous items are
stored in a locked cabinet after each use
Place shoe-covers box next to entry door

Place empty “To Be Laundered” collection
box alongside clean shoe-covers box

Closing Checklist

Wipe down all tables, chairs, counter tops,
closet tops, sink, and window ledges

Wipe down the top of the bulletin boards,
doors, and window moldings

Sanitize room including toys, door handles,
sensory tables, counter tops, computers,
keyboards, mouse and stationary units

Bring sensory table and earthquake bins
into the classroom

Clean out food and other unclaimed items
from the room — wash snack dishes

Put all room equipment in an organized
manner in its designated spot — ensure that
items are not left on top of refrigerators

or cabinets

Pick up all trash from the floor and place
in the trash can

Ensure that all electrical outlets are covered
Clean and sanitize sinks and faucets

Ensure that sharp knives, adult scissors,
chemicals and other dangerous items are
stored in a locked cabinet

Turn off lights

Work with Program/Unit Director to inspect
and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

KITCHEN

Closing Checklist

Wipe down all tables, chairs, counter
tops, cupboard doors, closet tops,
and sinks

Wipe off other Kitchen equipment
with damp rag including supplies,
appliances, and stationary units

Clean out food, disposable, and other
unclaimed items from the room

Clean all cooking equipment
including microwave and refrigerator

O

Put all room equipment in an
organized manner in its designated
spot

Pick up all trash and place in
the trash can

Turn off lights

Work with Program/Unit Director to
inspect and lock all doors

Deep clean the Refrigerator and
Freezer every Friday




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

MAIN OFFICE

Opening Checklist

Unlock all doors [Front, file room and
supply room doors]

Unlock drawers and cabinet doors

Pull out rolling office cart

Turn on lights in office and breakroom
Open blinds in office and breakroom
Close bathroom doors

Open safe and access money bags
Turn on copier

Place daily-announcement easel and green
safety men outside

Check for phone messages

Check work station for missing or
broken items

Check ceiling tiles for roof leaks

Ensure that the office is organized, neat and
clutter free throughout the day

Closing Checklist

Wipe down all tables, chairs, counter tops,
and window ledges

Wipe off other office equipment
Clean out unclaimed items from the room

Put all room equipment in an organized
manner in its designated spot

Work with Unit/Program director to move
boxes into Club storage space

Pick up all trash and place in the trash can
Secure and file away all sensitive
information like membership cards

and checks

Check first aid supplies

Turn off copier

Lock all cabinets

Turn off lights

Close all blinds

Put away both “Safety Guy” easels

Work with Program/Unit Director to inspect
and lock all doors

Ensure that door leading to the safe room
latches and locks properly




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

FACILITY

Opening Checklist

Unlock all gates then scan playground --
remove mushrooms and debris

Sweep up any sand, woodchips, leaves
and flowers

Wipe down playground slides and structures
that are wet

Unlock front doors and room door

Flush all toilets in the bathrooms to ensure
that they working properly

Walk the building —check for trash, graffiti,
damage and objects that may cause injury

Turn on the lights in your room

Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

Inspect the bulletin boards, doors, and
window moldings for damage

Inspect equipment, supplies, appliances, and
stationary units to ensure that
repair is not required

Take down chairs, trashcans and anything
that should not belong on counter tops

Ensure that all floor mats are in the proper
place

Ensure that all room equipment is in an
organized manner in its designated spot

Report to Program/Unit Director of any
needed repairs

Closing Checklist

Lock gates then scan playground — place all
toys in cabinets and shed

Sweep up any sand, woodchips, leaves
and flowers

Inspect and lock all doors

Flush all toilets in the bathrooms to ensure
that they working properly—turn off lights

Walk the building —check for trash, graffiti,
damage and objects that may cause injury

Turn off all lights—ensure security and exit
lights are operable

Inspect all tables, chairs, counter tops,
cupboard doors, closet tops, sinks, and
window ledges for damage

Inspect the bulletin boards, doors, and
window moldings for damage

Inspect equipment, supplies, appliances,
and stationary units to ensure that repair is
not required

Ensure that all floor mats are free of rips and
are in the proper place

Inspect ceiling tiles and air intake vents in
the ceiling.

Ensure that all room equipment is in an
organized manner in its designated spot

Place all member items in the lost and found

Report to Program/Unit Director of any
needed repairs




ClubHouse Academy
Checklists



BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

HALL A-DANCE ROOM
Closing Checklist

Wipe down all tables and chairs
Wipe down doors and hardware
Wipe off room equipment

Put all room equipment in an

organized manner in its designated
spot

Pick up all trash and place in the
trash can

Take all member items to the Lost
and Found

Turn off the lights

Inspect and close the door




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

HALL B - GYMNASTIC ROOM
Closing Checklist

Wipe down all tables and chairs

Wipe down the top of the bulletin
boards and doors

Wipe off other room equipment
Put all room equipment in an
organized manner in its designated
spot

Spray disinfectant on the carpet

Pick up all trash and place in
the trash

Take all member items to the Lost
and Found

Turn off the lights

Disinfect and wipe down all
gymnastics equipment every Friday

Inspect and close all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

HALL C - KARATE ROOM
Closing Checklist

Wipe down all tables and chairs O Pick up all trash and place in
the trash can
Wipe down the doors and closets
O Take all member items to the
Wipe down other room equipment Lost and Found each night.

Put all room equipment in an O Turn off the lights
organized manner in its designated
spot O Inspect and close all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

Facility Opening Checklist Facility Closing Checklist

Turn on the lights 0O Wipe down all tables, chairs, counter
tops, closet tops, sofas, and vending
Inspect all tables, chairs, counter machine
tops, closet tops, sofas, and vending
machine 0O Wipe down the top of the bulletin
boards, doors, and window moldings
Inspect the top of the bulletin boards,
doors, and window moldings O Put all room equipment in an
organized manner in its designated
Ensure that all room equipment spot
is in an organized manner in its
designated spot O Spray disinfectant on all door knobs
Pick up all trash and place in the 0O Pick up all trash and place in the
trash trash can each night
Flush all toilets in all the bathrooms 0O Flush all toilets in all the bathrooms
to ensure that they are working to ensure that they are working
properly properly
Turn on heat or air condition unit 0O Take all member items to the Lost
as needed and Found each night
Inform Unit/ Program director of 0O Turn off air condition units
needed repairs
O Turn off the lights
O Inspect & lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

OFFICE

Closing Checklist

Wipe down all tables, chairs, counter

tops, and window ledges with
Wipe off other office equipment

Clean out unclaimed items from
the room

When needed, dust off air intake
vents in the ceiling

Put all room equipment in an
organized manner in its designated
spot

Work with Unit/Program director to
move boxes into Club storage space

Pick up all trash and place in
the trash can

Place all member items into the
Lost and Found

Secure and file away all sensitive
information like membership cards
and checks

Check first aid supplies

Turn off lights

Turn off air condition unit — ensure
that fan is set on “Auto”

Work with Program/Unit Director
to inspect and lock all doors




BOYS & GIRLS CLUBS

OF HUNTINGTON VALLEY

KITCHEN
Closing Checklist
Wipe down all counter tops, 0 When needed, dust off air intake

cupboard doors, closet tops,
and sinks

Wipe off other Kitchen equipment
with damp rag including supplies,
appliances, and stationary units

Clean out food, disposable, and other
unclaimed items

Clean all cooking equipment
including microwave, oven, and
refrigerator

vents in the ceiling

Put all room equipment in an
organized manner in its designated
spot

Pick up all trash and place in the
trash can each night

Work with Program/Unit Director
to inspect and lock all doors

Deep clean the Refrigerator and
Freezer every Friday
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Appendix 17: Asset Management in Facility Management System

How to Create an Equipment Asset in Facility Management System

e The form below should be used to capture key information about the equipment
that will be entered in the FMS system.

Items Description: Square footage if gym or parking lot.

:Date Purchased:

T
IDate Placed in Service/Installed: If different than Purchase Date above - This is probably the same as the "Purchased Date" above

{Original Cost:

T
ISource of Original Cost:
I

Estimate? Purchase, Donation, Tom Ross sheet?

Manufacturer Name:
Model Number:
Serial Number:

:Supplier: Who did we buy it from, or who installed it?

Condition Code: 1 =Not functional Obsolete to 5= OK and keep on current PM schedule

iLife Expectancy Units: If notin years - If not Years, what is Life measured in? Hours? Miles?
Current Unit Reading: If notin years - Current miles or meter reading if applicable.
Total Life Expectancy: If different than Standard sheet - Total (take into consideration condition, not just remaining life)

iEstimated Replacement Cost: Unit cost if something like a gym floor or parking lot ($/sq ft)

t
]
:Estimated Replacement Date: If different than purchase date + expected life - :
I I
i
1
1

T
:Any special notes:
1

!Fill in below FOR AC/Furnaces, Lighting, Slurry Treatments, Elevators, Back Flow Devices, Emergency Equipment, Vehicles, Shade Structures, Gym Floors, Etc
Date of Last Maintenance:
Last Replacement Date:

IFyee -
|Desired Planned Maintenance | Annual, Quarterly, Years?

IFrequency: 1
Typical Maintenance Cost: Example - replacing light bulbs compared to the full light replacement.
Typical Replacement Parts: Example - the bulb specs if they are the thing that gets replaced.

e Once the information is captured, you will want to log into Facility Dude and access
the Capital Forecast application link. Use the item numbering structure in order to
assign a unique item-tracking string for the equipment in question.

Boys & Girls Clubs of Huntington Valley

My Account(571282432) [FEIMAANTEVLE |- Application Links - v
@ - Application Links -
T Worle Order

Planned Maintenance

Calendar New Work Order Reports Account Setup

- Dude Intelligence
Search for l@_(} Advanced Search
Actions: Add | List | Graph | Report

mm_ WORK ORDERS BY STATUS WORK CENTER



¢ From the home screen, select +Add New ltem to access the web based
equipment form.

Search Item Number Search

+ Add New Item

e The Club’s structure for item numbering consists of the following information strung
together: Classification - Type of Equipment - City - Location - Three Digit
Sequence Number. HVAC-FURN-FV-KING-001 is an example of how an item
should be logged into the system.

e Itis important that you enter item Classification, Type, City, and Location in
CAPITAL letters. The Facility Management system will not allow you to assign a
number already in use. The number structure guide is shown on the following
page.



BGCHV FMS "ltem Number" Structure
Item Number Examples: HVAC-FURN-FV-KING-001 or APP-REF-HB-HAYNES-003

Classification Type City
HVAC | HVAC Furnace FURN Fountain Valley FV
Air Conditioner AC Huntington Beach HB
Air Handling Unit AHU
Air Conditioner & Heater ACH PM=1 Costa Mesa CM
Exhaust Fan EF
Plumbing PLMB Water Heater WH
Sewer SEW Location
Back Flow Device BFD PM=1 Haynes Huntington Beach HAYNES
Pump PUMP Kingston Fountain Valley KING
Learning Center Fountain Valley LC
Mayer CDC GWC MAYER
Fire and Life Safety FLS Fire Extinguisher FIREE PM=1 Oak View Huntington Beach OAK
Springler System SPLR PM=1 Club House Academy Fountain Valley CHA
Security System SS PM=1 Transportation Dept TRANS
Smoke Detectors SMOKE Pacific LF Branch GWC PLF
Gas-C02 Detectors C02 Boand Gymnasium GWC BGYM
Fire Doors, Lights, Exit FEXT PM=1
Smoke Fan SF
Hectrical | BE Generator GEN Serial Number
Lighting LIGHT PM=1 001
[ 002
f 003
Hectronics BR Audio/Visual AV I 004
Personal Computer PC Etc
Computer Server SERV
Television v
CD/DVD Player DVD
Projector PROJ NOTES:
Phone/Phone System PHONE PM
Vehicles VEH Bus BUS PM If adate is known, input the exact date.
Van VAN PM If amonth and year is know, assume the 15th of the month.
Truck TRUCK If only a year is known, assume 15 June of that year.
Radio System RADIO If no date is know, estimate a year and assume 15 June of that year.
Shipping Container CONT
Palate Jack PJACK
Fitness/Recreation FIT Treadmill TREAD
Air Compressor ACOMP
Score Board SCORE Life Expectancy Standards:
Game Tables GAMET (in Years)
Bleachers BLCHR
Sport Equipment SPORTE Equipment:
Riding Toys RIDE PC/Laptop =5
Bouce House BOUNCE Sener = 5
Music MUSIC Copier/Priner = 5
Baby Support ltems BABY Planned Maintenance (ONLY) PM Kitchen Appliance = 15
Other OTHER HVAC = 25
Appliances APP Owen OVEN EXTERIOR Water Heater = 10
Refi or REF Paving Slurry = 5 Fire/Emergency = 5
Dishwasher DW External Wall Paint = 10 Lighting = 20
Microwave Oven MICRO Windows = 10 Audio/Visual = 5
Vending Machine VM Doors =5 Shipping Container = 30
Pressure Washer PWASH Fitness/Recreation = 10
Ice Machine ICE Scoreboard = 25
BBQ Unit BBQ INTERIOR Playground = 25
Laundry LAUN Interior Wall Paint = 10 Laminator = 15
Office Equipment | OFF. Laminator LAM Interior Floors = 10 Gates/Fences = 25
Copier COPY Phones Signage = 5
Printer PRINT Shade Structure = 20
Other OTHER Pest Control - 1 Sprinkler Valves = 40
PM=5 Irrigations Controllers - 20
Grounds GRO Playgound Quipment PGRD PM=2 Electrical Panels = 50
Gates/Fences FENC Asset "NEED" Input (ONLY
Landscaping/Trees TREE PM=5
Lawn Mover LM Asphalt Replacement
Signage SIGN PM=5
Irigation System IS
Shade Structure SHADE
Picnic Tables PICNIC Building Components:
Sport Fields SPORT Roof = 35
Land Lease ONLY LEASE Parking Asphalt = 40
Roof ROOF
BUILDING COMPONENTS CF & PM=2
CF
CF NEED
Curcuit Panels PANEL CF & PM=1
Parking Lot Paving PARKING
Elevator ELEV




If the equipment that you are adding is similar to something already in the system,

you may consider using the following shortcut:

1. Goto the Capital Forecast Application Link within FMS
2. Select the Shortcuts tab

3. Select Duplicate —make sure to press down the “Control” button when clicking

the mouse.

Home Needs R[dulzyl@ Building Components Account Setup
Search for @ Advanced Search

Actions: Add | List | Graph | Report

Equipment Shortcuts <~ Related Links <

#

mm Add
Update Equip
List
Graph
Item Nnn1 Report Status
y sort. Date
S PIESTE UTE ST TASITIEr that will sort Purchased
your equipment in an
understandable way. You can use Date Plsced

mlm am mlncm mon sl s ons s b

4. Update the following

Description

Status

Classification

Item identification numbering string — all items end with a 3 digit code i.e.
007

Type

Location & Building Unit

Cost of Purchase & Cost of Replacement for the item

Date placed & Anticipated Replacement Date

Model & Serial number

Vendor & Manufacturer information

Condition Code & Condition Date

Life expectancy

Click Save and then refresh to ensure that all edits were logged correctly.



See below for a sample list of Club equipment:

201 - 225 of total 479 listed

Items Per Page: 25|50 | 75| 100
# 4 Previous 25 Next 25 kW

B item Number B Location T Est. Replace I pays until B # Open Needs
¥ Description B Bldg./unit Hanufacturer Date Replacement 3 Est. Replace
D status B Area Type

FIT-GAMET-HB-HAYNES-005 Not Applicable

Bumper Pool Table

Haynes Huntington Branch
Haynes Huntington Beach

Disposed Building
Game Room
FIT-GAMET-HB-HAYNES-006 Haynes Huntington Branch Atomic 2/7/2022 1722

Bumper Pool Table Haynes Huntington Beach
Active Building
Game Room

FIT-GAMET-HB-PLF-001 Pacific LF Branch (GWC) Professional 4/25/2036 6913

Adding Attachments to Equipment

e Once you save a piece of equipment, you can then attach or link to manuals,
photos of the equipment, and equipment specs. There is a maximum of 5MB of
storage for attachments per piece of equipment. You can add as many
attachments as needed as long as they do not collectively total over 5MB. For files
that are too large, you can attach a link to a URL instead. These attachments are
also available when viewing Equipment in Planned Maintenance and Capital
Forecast.

e On the Add/Update Equipment screen for the equipment you just saved, scroll
down to the Attachments section. Add attachments to existing equipment by
selecting it from the My Equipment list page.

e Click Add New Attachment.

« Inthe pop up window that appears, select the Resource Type as either a File or
a Link.

Resource Type @ File © Link
[IDescription HVAC Manual

Vlupload a file C/\Users\hmoare|Documents\Repori [

File Name Reportviewer.xlsx

Size

[Save] | Cancal |

o For a File Attachment, enter a Description of the file. Select the file from your
computer to Upload and click Save.

e Close the pop up window and the screen will refresh to show the file or link listed in
the Attachments section.



e A paper clip icon will be visible next to equipment with attachments on all
Equipment list pages. It will also appear next to the Equipment field on the WO
form when a piece of equipment with attachments is selected. Click on the paper
clip to view the attachments listed in a pop-up.

a3 0

How to Update an Equipment Asset in Facility Management System

¢ Go to the Capital Forecast Application Link within FMS

- Application Links -

L4

- Application Links -
Work Crder
Planned Maintenance

Dude Intelligence

Capital Forecast

e Click on the Equipment link. Narrow your search by filtering the equipment you wish
to update by Location, Building or Item Number.

e —

Home Needs Q{8 Building Components Account Setup

Search for @ Advanced Search

Actions: Add | List | Graph | Report

Equipment Shortcuts = Related Links =

List Equipment

Services | Help

Legend ~

Filtering

View Equipment starting with:

Location  Clubhouse Academy ¥

0123456789ABCDEFGHIJKLMNOPQRSTUVWXYZALL

View
® All Overdue Replacement Only

1- 25 of total 479 listed

B tem Number B Location
A Description 1 Bldg./unit
O status O Area Type

APP-BBQ-FV-KING-001
BBQ Grill - Gas - in Kitchen

Active Kitchen

APP-BBQ-HB-HAYNES-001
BBQ Grill - Gass - in Staff Room
Active

Kingston Branch
Kingston Branch Building

Haynes Huntingten Branch
Haynes Huntington Beach
Building
Staff Room

Building  -- Select Bldg./Unit -- ¥

Search Item Number Search|
+ Add New Ttem

Items Per Page: 25| 50| 75| 100
Previous 25 Next 25 kW

a ¥ Est. Replace I Days Until B # open Needs
Manufacturer | Date Replacement ¥ Est. Replace
Cost

Rankam Group 6/15/2023 2191 0
$500.00
Baker Chefs 6/15/2023 2191 0
$500.00




Update the following
e Description
e Status

Active v

Disposed
Recycled
Used for Parts

Repair Needed

Classification

Item identification numbering string — all items end with a 3 digit code i.e. 007
Location & Building Unit

Cost of purchase

Cost of replacement for the item

Date placed

Life expectancy — Give more Life if not disposing or replacing equipment
Replacement date

Model & Serial number

Vendor & Manufacturer information

Condition Code & Condition Date

5 - Current maintenance and sup ¥ Ex|
1 - Asset is out of service, obsolete or no longer functional
2 - Meeds significant repair/attention
3 - Needs moderate repair/attention
4 - Meeds minimum repair/attention

5 - Current maintenance and support activities are sufficient

o Click Save
How to Disposition a Removed Equipment Asset in Facility Management System

When disposing equipment, make sure to do the following:
e Change Status to Disposed.

e Add “Disposed” to the Description.

o Clear out Life Expectancy.

o Clear out Estimated Replacement Cost.

e Change Condition Code to 1 — Obsolete & Out of Service.

e Clear out Estimated Replacement Date.

¢ Click Save & Refresh to ensure that changes were logged correctly
APP-OVEN-HB-HAYNES-001 Haynes Huntington Branch GE 0
Oven/Cooktop in Staff Room Haynes Huntington Beach £0.00
(Disposed) Building

Disposed Staff Room
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Appendix 18: Facility Repairs in Facility Management System
Creating a New Repair Work Order

All BGCHYV Site Directors have the ability to create Work Orders.
There are two methods the Site Directors can use:

1. Starting at My Facility Dude — this is the abbreviated method which will open the
Work Order Input Screen.

BGCHYV “Supervisor” Il Screen Option

Allows more insight, access and options.

PTEE Loocs:

sus(S71203432) (REANGREIZY B

s

SOTE. S SN G Order”

m Calendar New Work Order  Reports - Account Setup

Saarch for GO ~dvancad Search Halp
CI ick- Actlons: | Add | List | Grach | Report

o et 2
i HH n 1

My Facility Dude sk

an Period| - ok In Brocess

to open the old * e —— s wons

S 10New Request

OPEN P WORK 1

H
Work Order input
I rem o 1 ot S

OTHER CFEN WORK 13

screen.

TOTAL OPEN WORK 14

[1 obuplicate Reawest

enen

: 23"..1'3':7,,..,:,,.“. These are all your ==
e | Branch Work Order =5
detailsand status. [~
| You can also edit

open Work Orders

ASSIGHED WORK

Notbe: Action Taken is saved when Save buston is clicked,

Sort by |Peaweest Age i Ascending @ Descending
Fibtg | - Setect Status - ~
SR
Copyright protected. Obtain permizzion to use from Leadership iz a Verb™ at www Leadershipiza\ert.com m

e The Work Order maintenance request form will ask you to verify your contact
information as well as ask you questions as to the location, building, priority,
problem type and description of the problem.

e Once complete, make sure to click Submit.



loyer Connectior [} Individuals & Families & Sun Java System Cor [} Client Access @ Home | Gundersen . [ CONEXIS, a division « @ First Advantage
Welcome to Boys & Girls Clubs of Huntington Valley Maintenance Request Page!

To submit your request complete the following form.

Step 1 Please be yourself, click here if you are not John Pham

First Name Last Name ) Email
John Pham jpham@bgchv.com
Phone Pager Cellular Phone

Step 2 Location ™

-- Select Location -- v
— Select Location -
Boand Family Gymnasium (GWC)

Clubhouse Academy v

Haynes Huntington Branch I

Kingston Branch Area/Room Number
Learning Center CDC

Oak View Branch

Pacific LF Branch (GWC) 1ext new reguest entry.

Robert Mayer CDC (GWC)

| Transportation Department | v @D

R b AL

Step 3 priority: ]
Medium v

Step 4 select Problem Type: ]

Maintenance Help Desk: Click on the problem type below that best describes your issue.

Alarm $ Capital Project ub Carpentry Custodial
u -
i Doors and f",'__:l Electrical ‘& Equipment G Fire
U=l Hardware ¥ 4 Maintenance
Flooring é General | | Glass\Window *f‘.; Graffiti
Maintenance ——' Repairs o
_&1 Grounds '}Rl Health/Safety (EL Heating/Ventilation qu Inspections
L [Air Conditioning
f, Lighting -i -l Office Equipment é Painting |P Parking
i s .

Starting at New Work Order.

*Fields that are marked with a red check mark are required fields.

e Click on the New Work Order tab.

Calendar New Work Order Reports Account Setup

Search for .@. Advanced Sea

Actions: Add | List | Graph | Report

e Inthe Status drop down box, choose New Request.

e From the Priority drop down box, select the appropriate priority.

» |dentify where the work needs to be done by choosing the Location.

e Select the Bldg./Unit field from the drop down box.

e Choose the general Area type that best fits the location of the work request.
e The Request Date will automatically populate with today's date.



Work Order Priority Definitions:

e “Emergency” — Items of immediate safety or ongoing damage. These should be
called to the Operations Manager and CEO also.

e “High” — Important repairs requiring fast attention.

e Medium” — Normal repairs requests. 90% of WO's will go here.

e Low” — Required repairs but not impacting current

o Enter the complete Request Description in the open text box. Whenever
possible, add a picture of what needs to be repaired along with a succinct
statement of what needs to be examined or replaced.

Add/Update Work Order

Work Order:; NEW

Save Reset

Status [] Pricrity [
New Regquest u Hedium b
Status Date Created By
FD Admin
Date Created
Locathonf
Dude Hospita v
Bldg. f Unit
=-- Sedect Bldg./Unit --=
Area Area Number
Select Area v Roam 310

Request Date [
171372015 = Emsergency #

Request Description [/
Ple=ase check the sink, there is & small leak.

o |dentify the name of the requester in the Contact Info section.

Name

(Select "OTHER" if requester not in list and type their name in field below.)

| Doe, Jane W

First Name Last Name Email

Jane Do jdoe@nowhere.com
Phone Pager Cellular Phone

e As an Administrator, you can either directly assign a work order to yourself or to
another user in the Assighed To drop down box or you can leave the drop down
box empty for the work order to follow automatic routing rules.

o Fillin the Target Start Date, Requested Completion Date, Target
Completion, Estimated Costs, and Estimated Hours. *Note: These are all
optional fields.



[ 2ssgment o

Assigned To

2 15

¥] Route for approval or review?
Target Start Date Requested Completion
1/5/2015 |3 Jii
Target Completion Actual Completion

| Jic)
Estimated Costs Estimated Hours
0100 0.00
Actual Costs: 0.00 (Note: Actual costs exclude tax amounts.) Actual Hours: 0,00

Total Costs: 0.00

o Select the appropriate Craft to identify what type of work is being requested.

e You can also enter the Equipment Downtime and Cost if needed. Information
entered in these boxes will show on a printed work order form. If no information
has been added, blank spaces will be provided on the printed work order for a
technician to record this information in the field.

Purpose Craft

General Maintenance v Equipment Maintenance v
Budget Custom Category

-- Select Budget Account -—- ¥ -- Selact Custom Category -- 7
Project Equipment

-- Select Project -- v HVAC-001- v

Classification

<-- Select Classification --> ¥
Type

<-- Select Type --> ¥

Downtime 1| hr 30| min Cost $ 50,00

e Click Save. The work order will now be assigned a work order ID number.
Changing the status of an open Work Order

¢ FMS has ten (10) Work Order “status” categories to help users manage “live” Work
Orders. All ten (10) of these categories will maintain open Work Order traceability
and can be used by the Operation Manager.
1. “New Request” — to be used when entering a new order.
2. “Work In Progress” — to be used when the situation has been assessed and
a plan of action has been created.
“On Hold” — to be used when repair is being linked with another project.
“Waiting More Information” — to be used when key facts are missing.
“Open Extended” — to be used when the repair is delayed due to
scheduling conflicts.
“Parts On Order” — to be used while waiting for replacement parts to arrive.
“Pending” — to be used when a plan of action is still being developed.
“Waiting Funding” — to be used when there are budget constraints.
“Deferred” - BGCHYV is not using this status designation at this time.
0. “Forwarded” - BGCHYV is not using this status designation at this time.

abkw

HOoxo~NO



e These all can be used at the discretion of the person assigned the Work Order, but
they remain responsible to finish the task at hand and “Complete” the Work Order.

e There are five (5) Work Order “status” categories to help users manage “died”
Work Orders. These are controlled and only used when there is NO more effort
ever on this Work Order number. All five (5) of these categories will not be open
Work Orders for traceability. The five (5) definitions to remove a Work Order from
FMS tracking and counting are:

1. “Complete” - The term “Complete” means a Work Order has been
accomplished. An explanation of the action taken should be inserted in the
notes. (Example — “Howard Sharp has made the need repairs and situation
is resolved”.)

2. “Closed Work Orders” - The term “Closed Work Orders” means a Work
Order effort has not been accomplished but has been handled in a different
way. A detailed explanation with clear traceability must be inserted in the
notes. (Example — “Tanya (CEQO) asked that this WO be Closed and re-
generated in 1 September 2017. PM Schedule 238 has been updated with
1 September 2017 as the new start date.”)

3. “Declined” — BGCHYV is not using this status designation at this time.

4. “Duplicate Request” — The term “Duplicate Request” means a Work Order
has been determined to be the same as another Work Order and thus not
needed. An explanation is inserted in the notes. (Example — “Work Order
334 is for the exact same work as Work Order 311 and thus not needed.
Duplicate.”)

5. The term “Void” means a Work Order has been determined to be
unneeded. An explanation is inserted in the notes. (Example — “Unit
Director will discard equipment and purchase another.”)

“Completing” a Work Order

e When a Unit Director is assigned a Work Order, the Facility Management System
will send an e-mail to the director:
Tue 6/20/2017 1207 AM
FacilityDuc
WOID: 647 WO Assignment

To tnolan@bychv.com

~ o
e Message Center £INessage.centeriac

uce.com>

T
| Vi
L

Boys & Girls Clubs of Huntington Valley - 647 - Pending at Haynes Huntington Branch was assignad to you today.
Daly - Quarterly Copier Service - HB Haynes - Refer to PM schedule details.

Contact Info:

Tanya Hoxsie

hoxsie @bgchv.com

Click hittps://app40.faciitydude.com/toolbox/mydtwo/mydtwo s/mydiwo woinfo.asp?acetNum=5712824328productiD=MEWO&AccountNumber=5712824328W0ID=647




e Login to FacilityDude. Scroll to the bottom to see Assigned Work section on the
Homepage.

ASSIGNED WORK

Mote: Action Taken is saved when Save button is clicked.

Sort by | Request Age V| (0 Ascending ® Descending
Filter| -- Select Status -- V|
1 - 8 of total 8 listed Last

.
Kingston Branch T

Bldg./Unit: Kingston Branch Building Medium

Sliga: Game Room
@ ere is a hole in the wall in the corner of the games room. Assign

) . Ernail 27 Action Taken
__) Print This! — St | Make a Note \Water damage ~
from roof. Window

Reguested Completion Date: frame and entira
Request Age: 45 (in days)
Assigned to: Bob Hoxsie
Contact: Ryan Brenes [ IMark in Progress
Phone: 714-531-2582, Pager: U Mark Complete

Save |

Mew Request

ﬁ Medium
Robert Mayer CDC {GWC) Assign

Bldg./Unit: Robert Mayer Building R
ment: ELE-LIGHT-HB-MAYER-002 Action Taken

early - Maver Exterior Light Re-Bulb - Annual - Refer to PM
schedule details.

i ; Emali e
Print This! — | Make a Note
) Supervisar - [ mark Complete

Would like this completed by 10/23/2016 Save |

Requested Completion Date: 10/23/2016 ]
Reguest Age: 21 (in days) Pending
Assigned to: Bob Hoxsie

Contact: Tanya Hoxsie

e Click on the Work Order ID number circled above in red. This will take you to the
work order to add info and update.



Boys & Girls Clubs of Huntington Valley

My Account(571282432) FACII.IT‘I’DU | - Application Links - V| Logout
BOYS s GInLS CLUDS Work Order”
Home Calendar QREVAVGIIESIGEIE Reports  Account Setup
(69) Advancad searn el

Actions: | Add | List | Graph | Report

Work Order Related Links ~
Add/Update Work Order

Work Order: 368

44 First 4 Prev Next p Last pp

Status [v] Priority [v]

[ew Reques v

Status Date Created By

9/8/2016 5:16:33 PM Ryan Brenes

Status Last Changed By Date Created
9/9/2016 5:16:32 PM

Date Last Printed Last Changed By
John Pham

Request Info

Location[y]

|Kingston Branch v|

Bldg./Unit

Kingston Branch Building v|

Area Area Number

’a‘le Room V|

Request Date
9;‘?;’20 16 [ Emergency?

Reauest Description [/

¢ Add notes to the Action Taken Section to describe what was done to complete the
work request.

Action Taken

Action

Water damage from roof. Window frame and entire wall needs replacement. Need
to schedule service

p Back to Shortcuts

e Before saving as Complete, the cost information of the work order must be logged
by the person the work was assigned to.

e On the work order form, scroll down to the Transactions sections and click on New
Purchase Transaction.

& Mew Purchase Transaction
& New Issue Transaction
& New Labor Transaction




¥ Tms Date

] Type

Selact Supplier or
type new one below.

supplier
Invoice /PO &

Budget Code
Purchased by

] Desc ription

il Quantity
[¥] cost Each

Sales Tax
Shipping/Freight
Other Charges

Amount

11/5/2015
Materizls v

Select Supplier *

o
-- Select Budget Account -- v
-- Select Purchaser -- ¥
10 2x4s
10
1.5 % Markup % Discount

(Mote: If no discount or markup, please leave blank. When used, the original cost is automatically
adjusted and saved.)

0

15.0000
Complete Work Order
Submit

Trns Date will automatically populate with today's date. This date can be
backdated to reflect the date of the actual purchase.

Identify the Type of purchase transaction from the drop down list. (Materials,
Rentals, Contract Services, Material Return, or Discount)

Choose the Supplier from the drop down list/binocular lookup. If the Supplier

is not in the list, create a new one by typing the Supplier name in the field. *Once
the transaction is saved, the new Supplier will be added to the list.

Enter the Invoice/PO#.

In the Purchased by field, choose the name of the employee responsible for

purchasing the material(s).
e Click Submit
e Click Back to Work Order Number

o Change Status of WO from New Request by clicking the drop down menu to

Complete to complete the work order.
e Click Save.

Add/Update Work Order
Work Order: 368
4 First 4 Prev Next p Last pp
Status V] Priority ]
New Request v
Status Date Created By

9/9/2016 5:16:33 PM
Status Last Changed By

Date Last Printed

Ryan Brenes

Date Created
9/9/2016 5:16:32 PM
Last Changed By
John Pham



Appendix 19

Facility Planned Maintenance in (Facility
Dude)



Appendix 19: Facility Planned Maintenance in Facility Management System
How to create a new Preventative Maintenance Schedule
There are 18 steps on the schedule creation form. By clicking Next Step, the system

automatically saves your input before proceeding to the next screen. In the Planned
Maintenance Application link, Click on the New Schedule tab at the top of your screen.

Account Setup

Step 1: Enter PM Schedule Title

e Thisis arequired step. Enter a Title for this schedule. You want to be as specific
as possible when naming your schedules. Example: Enter the initials or
abbreviation of the location, the classification or type, and the frequency.

Click Next Step.

Step 2: Select Classification

e Thisis arequired step. You must select the classification of equipment or building
system for the schedule you are entering. Your screen will automatically refresh to
the next step.

Step 3: Select Type
e This step is not required, but recommended as it helps you narrow the definition of
the work that needs to be done. The Classification selected in Step 2 is usually a
broad term and the Types in Step 3 are subcategories of those classifications. You

may want to select a Type depending on the schedule you are creating. Click
on Step 4.

Step 4: Select Manufacturer
e This step allows you to select the manufacturer when applicable. Click on Step 5.

Step 5: Select Location

e Select the specific location where this PM work will be performed. This is helpful to
use when you have multiple locations that need separate work orders. Your screen
will automatically refresh to the next step.

PM Schedule Step 5: Select Location (Required)

v |1 Title '
Admin-AHU-Quarterly

Wf |:!‘ Classification

HWAL OEq_—lpmen! Cretarmmines Lo sation

v T;,ﬂi] @-ﬁ.dmm Building

4  Manufacturer : | Prévious Step | | Mext Step

W | 3 Location ‘

Previous Step Hext Step

Admin Building
O Bidg./Unit |




Step 6: Select Building Unit

e Select the building unit such as parking lot, sports field, gymnasium or the entire
building.

Step 6: Select Bldg./Unit

| Previous Step | | Next Step |

®Not applicable

ALL Bldgs./Units

Gymnasium
Haynes Huntington Beach Building
Parking Lot

Sports Fields

| Previous Step | | Next Step |

Step 7: Select Equipment
e Select the specific item that you would like to be worked on.

v’ 3 Type

Sprinkler System
4  Manufacturer

v |5 Location .
Haynes Huntington Branch | Previous Step | | Next Step

6 Bldg./Unit
v 7 Equipment

| Select ALL Equipment | or check all that apply

¥| FLS-SPLR-HB-HAYNES-001, Sprinkler Riser near Electrical Power Room, Haynes Huntington Branch

-

Step 8: Select Planned Maintenance Template

e When appropriate, Step 8 helps fill in starting information into Steps 9-15. You

have to use Internet Explorer as your browser in order to access the template
library.

Step 8: Select PM Template
PM Template Library

Note: PM Templates are available only when using Internet Explorer browser. Template Schedule selected:
Rise Value Inspection - Annual

| Use Task List as Master | Click this button to use the tasks as a shared master list. Master tasks can be changed by editing the template s
can, however, add new tasks specifically for this schedule on the tasks step.

Copy Selected Template | Click here to copy the details of the template into this schedule. You can then edit to tailor the job details to this
| 'to view the Terms of Use for System Templates.

| Previous Step |
Next Step

Legend
@ System Books @ Your Books @ Global Books
System Templates Your Templates Global Templates
0
() Master Tem plates



Step 9: Define Job Start Up Procedures

e Adding notes in the text box in Step 9 will allow the person responsible for
accomplishing the task to work off a checklist of key considerations.

 Step 9: Define Job Start Up

| Previous Step | | Mext Step |
Job start Up Procedures
Inspect the parking lot to determine exact asphalt repair desired.

Worl: this PM W0 in conjunction with PM W0 for parking lot Slurry.
Create Statement of Work {SOW) and bid to minimum of three vendors.

Schedule the slurry maintenance and inform all impacted constituents - Transportation
Department (bus drivers, etc.) trash pick-up, parents, etc.

Create and post signs at driveway entrances notifying all parties of upcoming closure of
the parking lat.

Step 10: Safety Points
o Safety precaution steps should be listed in the text box.

Step 10: Define Safety Points

| Previous Step | | Next Step |
Safety Points

1En5|.1re_\.renclor has proper equipment for high locations and wears appreciate fall
protection hardness connected correctly.

|Ensure there are no children in the work areas that could be hurt from falling debris.
General electrical safety precautions.
Dispose of old light bulbs correctly.

BGCHY requirement for vendor employee background screening and proof of Workers
Compensation Insurance must be followed.




Step 11: Define Tasks & Procedures

o Enter the tasks needed to complete this job. Click Next Step to save. Then click
on Step 16.
PM Schedule Step 11: Define Tasks and Procedures
v, | 1 = To add more tasks simply click "More New Tasks™ button below.
T,',,r;,.,-u-,_nﬂu-quartedv Previous Step Mext Step
|2 Classification | ¥ print Task List on PM Work Order?
HWVAL
3 e 1) Lock out-tag out unit.
b
AHU * &
4 Manufacturer Special Task Procedures
s | 5 Location
Admin Building
6  Bidg./Unit
A e [
7 Eguipment for st
B Select PM Template 2] [Dpen unit.
9  Job Start Up - v [/
1“ Safet'.' Points r Special Task Procedures
« 11 Tasks & Procedures '
12 Tools

Step 12: Define Job Tools
e List the tools needed to safely perform the task.

Step 12: Define job tools

| Previous Step | | Next Step |
_Job Tools
1) Ladder for lower locations.

2) Scissor lift for higher locations.

3) Fall protection hardness.




Step 13: Define Purchases
¢ Required purchases should be listed so that materials may be secured.

Step 13: Define Purchases

| Previous Step | | Next Step |

Transaction Type | -- Select Type -- ¥ |
Item Description |

Supplier | -- select Supplier -- ¥ | OR NEW
[

Quantity | |
Est. Unit Cost | i
Est. Total Cost | i

Submit

Job Parts

Supplier OR New Supplier

Est. Unit Cost Est. Total Cost

Edit | Purchases

5 Bulbs
260 £4.00 $1,040.00

I Previous Step_j | Mext Step |

Step 14: Define Journal Notes
o Enter technical information in journal notes. If notes are not needed, Click Next
Step.

Step 15: Define the assignment, codes and estimate job hours
o Estimating costs will allow for cost comparison and budget forecasting.

Step 15: Define the assignment, codes and estimate job hours

| Previous Step | | Next Step |

Assigned To Estimated Hours

| Pham, John vl | (Hours to complete job)
Craft

| Electrical v

Budget

| 634100 - Site Planned Maintena v |

] Use Budget Code assigned to location

Project

| -- Select Project -- ¥ |

_Custt_)_m Category -
| -- Select Custom Category -- ¥ |




Step 16: Define Frequency

This is a required step. You must select how often you would like this schedule to
generate a PM work order.

In the Range of Recurrence field, enter the date you want the schedule to start
generating PM work orders. If this is a temporary schedule, you can set an End
Date to the right of the Range of Recurrence.

Select the Recurrence Pattern for your schedule. We recommend Recurring
Calendar Event. You can select Daily, Weekly, Monthly, or Yearly options:

Daily - Select either Every (_) day(s) or Every Weekday. Example: For work that
needs to be done every day including weekends, enter Every (1) day.

Weekly Recur every (_) week(s) on (day(s) of the week). Example: For work that
needs to take place every other Monday, enter Weekly Recur every (2) weeks with
a check mark in the box next to Monday.

Monthly

o Day () of every () month(s). Example: For work that needs to take place
on the 15th day of every month, enter Day (15) of every (1) month.

o The (first) (Monday) of every (_) month(s). Example: For work that needs
to be done on the first weekday of every quarter, enter The (first)
(weekday) of every (3) months.

Yearly

o Every (January) () of every () year(s). Example: For work that needs to
take place on October 15th every year, enter Every (October) (15) of every
(1) year.

o The (first) (day) of (January) of every () year(s). Example: For work that
will be done on the first weekday in May every other year, enter The (first)
(weekday) of (May) of every (2) years.



Step 16: Define frequency schedule (Required)

Previous Step | Next Step

Range of Recurrence

Start |7/1572015 A * Mo end date
End after OCCUTTEnces
End by |

Number of days allowed to complete PM WO

Hecurrence Pattern
* Recurring Calendar Event

Recurring Calendar Event Or Reading Frequency
Reading Frequency

Daily Every day(s)
Every weekday
Weekly Recur every week(s) on:
Sunday Maonday Tuesday Wednesday
Thursday Friday Saturday
* Monthly Day of every month(s)
* The |first ¥ | | Monday ¥  of every 3 monthi(s)
Yearly The day of the month every years
The | first ¥ | | day *  of the month of every Years

Recurrence Exclusion

Work orders shall be generated according to the recurrence pattern above, Work Orders shall NOT be generated forl
you do not want this schedule te produce work orders in the selected month({s)

January May September
Febiruary lune October
March July Mavember
April BAugust December

e If this is a seasonal schedule, you can select which months you would like to skip
the work order generation in the Recurrence Exclusion section. Put a check in
the boxes next to the months that you do not want a work order to be created.

e Click Next Step to save.



Step 17: Create Template

o The option on Step 17 can only be selected if you are using Internet Explorer as
your browser. By saving your work as a template, you will allow the Facility
Management System to save your work as a Master template and shared among
other Preventative Maintenance schedules.

Step 17: Create Template

Select a Template Book if you want to make this schedule available in your template book.
My Standard
Create New Template Book

® Do not make a template from this schedule
Yes, template will be used as a master. Master templates allow the task list to be shared among multiple schedules.

Template Title
CHA Interior ReBuFbing_
Create Template Now

Previous Step Next Step

Step 18: Setup Schedule Now

e This is arequired step and the final step to creating your schedule. It shows the
selections you made on the schedule. Make sure these selections are correct, and
then click Setup Schedule Now. This schedule is now an active running schedule
that will create PM work orders in your Work Order account.

Step 18: Summary

Below is your new schedule summary:

Schedule ID:
Schedule Title:

101
Admin-AHU-Quarterly

Classification:
Type:
Manufacturer:
Locaton:
Bldg./Unit:
Equipment:

Task Procedues:
Job Purchases:
Journal Motes:
Recurrence Pattern:
Date Schadule Start:
Date Schedule End:

| Setup Schedule Mow

HVAC

AHU

not defined

Admin Building

not defined

0 piece(s) of aquipment defined
3 tasks defined

0 parts needed for the job
0 Journal Notes defined
Monthly

7/15/2015

no end date

<




How to “Complete a Preventative Maintenance Work Order
e When a Preventative Maintenance Work Order is assigned, the Director will
receive the following e-mail:

Tug b/20/201712:07 AM
FacilityDude Message Center <message.center@facilityduae.com>
WOID: 647 WO Assignment

To tnolan@bochv.com

Boys & Girls Clubs of Huntington Valley - 647- Pending at Haynes Huntington Branch was assignad to you today.
Daily - Quarterly Copier Service - HB Haynes - Refer to PM schedule details.

Contact Info:

Tanya Hoxsie

hoxsie @bgchv.com

Click hittps://app40.facilitydude.com/toolbox/mydtwo/mydtwo s/mydtwo woinfo.asp?acctNum=5712824328productiD=MEWO&AccountNumber=5712824328W0ID=647

e Click the link attached to the message. The link will route you to the Facility Dude
web page.

e Login to FacilityDude. Scroll to the bottom of the page to see Assigned Work
section on the Homepage.

e Read the e-mail and follow the steps outlined in the work order. Once the work is
complete, log back into the system in order to update the status:

BGCHV FMS PM WO Completion Screen

“Complete means you accomplished the WO

:
o Add/Update Work Order: [REQUIRED]
— Upon cempleting the Work Oder,
click the drop-down menu and select
= rriscsty 51 “Camplate”,
Raquast 1 R
1 L] Work In Frogrees E",':f;.':"f-; o
cul ;J-I.IIJ-I-!"-ld-lr o
ll;\ll.lfh--\':-= Order
Cruplcyle Asgues
i
On Hold
WA More T et
?E-:-- Exten ded
Datarrag Action Taken: (OPTIONAL)
Forwarded If something different happened,
’. you should note it here,




BGCHV FMS PM WO Completion Screen
Did you complete all the steps in the WO?

PM Schedule: [REQLUIRED]

Be sure to read the Task Steps. If
you have completed them all,
Click “Set All Yes".

Khigbia ol 040 @ili, iy isdE el il wiils eveiLh,

Task Procedures: (REQUIRED]

If you have anly completed
certain steps, then anly Click
“Yas" to those completed, and
add comments on why the “MNa”
were not completed,

BEHY RS T B ST & s o

Before closing the work order by changing the status to “Complete”, costs must be

entered.
On the work order form, scroll down to the Transactions sections and click on New

Purchase Transaction.

Transactions

& New Purchase Transaction
& New Issue Transaction
# New Labor Transaction

1 Trns Date 11/5/2015

¥ Type |Materials v

Select Supplier or | Select Supplier v
type new one below.

Supplier L
Invoice /PO #
Budget Code |- Select Budget Account -- v
Purchased by |- select Purchaser - ¥
% Description (10 2x4s
| Quantity 10
[] cost Each 1.5 % Markup % Discount

(Mote: If no discount or markup, please leave blank. When used, the original cost is automatically
adjusted and saved.)
Sales Tax 0

Shipping/Freight
Other Charges
Amount 15,0000

Complete Work Order
|Submit|




e Trns Date will automatically populate with today's date. This date can be
backdated to reflect the date of the actual purchase.

o lIdentify the Type of purchase transaction from the drop down list. (Materials,
Rentals, Contract Services, Material Return, or Discount)

e Choose the Supplier from the drop down list/binocular lookup. If the Supplier
is not in the list, create a new one by typing the Supplier name in the field. *Once
the transaction is saved, the new Supplier will be added to the list.

e Enter the Invoice/PO#.

e Select the Budget Code associated with this transaction.

e Inthe Purchased by field, choose the name of the employee responsible for
purchasing the material(s).

e Click Submit

e Click Back to Work Order #

e Click Save

BGCHV FMS PM WO Completion Screen
REMEMBER to SAVE your inputs!!!

eﬁ.ﬁach Mew File: (OPTIOMNAL)
If you would like to attacha
document (receipt, inspection
record, ete.) Click here,

in A nitackrearts weib 8 wae ol JM0 ar e zer bl

9F'l‘n-“l Schedule: (REQUIRED]
After the above adjustments are
complete, Click “Save” to keep
your changes and Close the P
W,

How to “Remove a Preventative Maintenance Work Order that is no longer needed

e Choose the Preventative Maintenance Schedule that you would like to stop. In
Step 1 Title insert ZZSTOP followed by a space forward dash in front of the name
of the no longer needed schedule.

Account Setup

search for: [N

Advanced Search | Help

PM Schedule ' Step 1: Enter PM Schedule Title (Required)

v |1 Tite
ZZSTOP - Kingston Pool Table  pygte: The title is used in reports and the calendar. It should be both brief and informative.
Resurface |ZZSTOP - Kingston Pool Table Resurface |

v | 2 Classification
Fitness & Recreation

v 3 Type



o Next, Click Step 16. Select Permanently Discontinue the Schedule.

Boys & Girls Clubs of Huntington Valley GO to | - applicstion Links - ¥ | LOGOUT MY ACCOUNT (571282432) |1
Planned
movs o it coums Maintenance”

Account Satup
Search for:

Acvanced Suarch | Helg

Back to PM Schedule |
PM Schedule Step 16: Define frequency schedule (Required)
v |1 Title Previous Step | | Mext Step |
225T0P - Kingston Pool Table I '
Resurface
v |2 cassincation ~ Yes, postpone until | | 8] {Default is next generston date, bul you can change schedube to start at another date. Note: This will be used for exsting schedules to mave schedules up to adust manthly
Fitness & Recreation work loads.) L '
¥ 3 Type
Game Table - Fool, Alr, F... 2 hedul

4 Manufacturer

o Click Step 18 to review your changes and then Click Save to discontinue the
schedule.



Appendix 20

Acceptable Use Agreement-Technology



Club Member Use of Technology

ACCEPTABLE USE AGREEMENT

The Boys & Girls Clubs of Huntington Valley (BGCHV) authorizes club members to use technology
owned or otherwise provided by the BGCHV as necessary for program purposes. The use of BGCHV
technology is a privilege permitted at the BGCHV's discretion and is subject to the conditions and
restrictions set forth in applicable School-age programs policies and procedures and this Acceptable
Use Agreement. The BGCHV reserves the right to suspend access at any time, without notice, for any
reason.

The BGCHV expects all club members to use technology responsibly in order to avoid potential
problems and liability. The BGCHV may place reasonable restrictions on the sites, material, and/or
information that club members may access through the system.

A parent/guardian of every BGCHV club member who is authorized to use BGCHV technology shall sign
this Acceptable Use Agreement as an indication that they have read and understand the agreement.

Definitions: BGCHV technology includes, but is not limited to, computers, BGCHV's computer network
including servers and wireless computer networking technology (wi-fi), the Internet, email, USB drives,
wireless access points (routers), tablet computers, smartphones and smart devices, telephones,
cellular telephones, personal digital assistants, pagers, MP3 players, wearable technology, any wireless
communication device including emergency radios, and/or future technological innovations, whether
accessed on or off site or through BGCHV-owned or personally owned equipment or devices.

Club Members Obligations and Responsibilities: Club members are expected to use BGCHV
technology safely, responsibly, and for program purposes only. The club member using BGCHV
technology is responsible for its proper use at all times. Club members shall not share online
services account information, passwords, or other information used for identification and
authorization purposes, and shall use the system only under the account to which they are
assigned.

Club members are prohibited from using BGCHV technology for improper purposes, including, but not
limited to, use of BGCHV technology to:

1. Access, post, display, or otherwise use material that is discriminatory, libelous, defamatory, obscene,
sexually explicit, or disruptive

2. Bully, harass, intimidate, or threaten other Club members, volunteers, staff, or any other individuals
("cyberbullying")

3. Disclose, use, or disseminate personal identification information (such as name, address, telephone
number, Social Security number, or other personal information) of another club member, staff
member, or other person with the intent to threaten, intimidate, harass, or ridicule that person

4. Infringe on copyright, license, trademark, patent, or other intellectual property rights



5. Intentionally disrupt or harm BGCHYV technology or other operations (such as destroying BGCHV
equipment, placing a virus on BGCHV computers, adding or removing a computer program without
permission from a BGCHV staff member, changing settings on shared computers)

6. Install unauthorized software
7. "Hack" into the system to manipulate data of the BGCHV or other users
8. Engage in or promote any practice that is unethical or violates any law or BGCHV policy or practice

Privacy: Since the use of BGCHV technology is intended for program purposes, club members shall not
have any expectation of privacy in any use of BGCHV technology.

The BGCHV reserves the right to monitor and record all use of BGCHV technology, including, but not
limited to, access to the Internet or social media, communications sent or received from BGCHV
technology, or other uses. Such monitoring/recording may occur at any time without prior notice for
any legal purposes including, but not limited to, record retention and distribution and/or investigation
of improper, illegal, or prohibited activity. Club members should be aware that, in most instances, their
use of BGCHV technology (such as web searches and emails) cannot be erased or deleted.

All passwords created for or used on any BGCHV technology are the sole property of the BGCHV. The
creation or use of a password by a club member on BGCHV technology does not create a reasonable
expectation of privacy.

Personally Owned Devices: Personally owned devices are permitted for use during Club time for
Club purposes and in approved locations only. The Club prohibits use of personally owned devices
in restrooms. If a club member uses a personally owned device to access BGCHV technology,
he/she shall abide by all applicable BGCHV programs policies and this Acceptable Use Agreement.
Any such use of a personally owned device may subject the contents of the device and any
communications sent or received on the device to disclosure pursuant to a lawful subpoena or
public records request.

Reporting: If a club member becomes aware of any security problem (such as any compromise of the
confidentiality of any login or account information) or misuse of BGCHV technology, he/she shall
immediately report such information to the BGCHV staff member or other BGCHV personnel.

Consequences for Violation: Any inappropriate use of a personally owned device, or failure to
report a security issue or misuse of technology, 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 appropriate
to the Club’s existing disciplinary policies including, if applicable, referral to local law enforcement.

Parent Acknowledgment: | have received, read, understand, and agree to read these policies to my
child and insure that they abide by this Acceptable Use Agreement and other applicable laws and
BGCHYV policies and regulations governing the use of BGCHV technology. My child understands that
there is no expectation of privacy when using BGCHV technology. | further understand that any
violation may result in loss of user privileges, disciplinary action, and/or appropriate legal action.



Member’s Name: Age:

School/Grade: Date:

(Please print)

Parent or Legal Guardian Acknowledgment: Since the club member is under 18 years of age, a
parent/guardian must agree to read this policy to your child and also read and sign the agreement.

As the parent/guardian of the above-named club member, | have read, understand, and agree that my
child shall comply with the terms of the Acceptable Use Agreement. By signing this Agreement, | give
permission for my child to use BGCHV technology and/or to access the club's computer network and
the Internet. | understand that, despite the BGCHV's best efforts, it is impossible for the club site to
restrict access to all offensive and controversial materials. | agree to release from liability, indemnify,
and hold harmless the BGCHV, BGCHV board of directors, and BGCHV personnel against all claims,
damages, and costs that may result from my child's use of BGCHV technology or the failure of any
technology protection measures used by the BGCHV. Further, | accept full responsibility for supervision
of my child's use of his/her access account, as applicable, if and when such access is not in the club
setting.

Name: Date:

(Please print)

Signature:
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Emergency At-A-Glance
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BOYS & GIRLS CLUBS
OF HUNTINGTON VALLEY

Emergency Procedures, At-A-Glance

Emergency Phone Numbers

Non-Emergency [Police]:

N P D et 714-593-4485

HB P D .. e 714-960-8843
Maintenance & Operations. .........c.oiiiiiii i 714-514-6265
Director of Operations. .........cooiiiii 714-374-2600
EXECULIVE Dir€CtOr. ... . e 714-531-2582
Chief Executive OffiCer...... ..o 714-899-5900
Alarm Central Station........ ..o 1-800-900-4564
Orange County Health Care—Public Health Services................ccooviiiiina. 714-834-8180
PoiSON CONTIOl ... . e 1-800-876-4766
Police, Fire and ParamediCs. ... ..o 9-1-1

Social Services Agency—24 Hour Child Abuse Reporting Hotline.................. 1-800-207-4464



ACTIVE SHOOTER

Active Shooter incidents are highly unpredictable and
volatile situations which there are no perfect solutions on
how to safely react. Following are recommended actions,
however, common sense and following the instructions of
Club staff are usually the best course of action.

There are three basic options: run, hide or fight.
It is possible that you will use more than one option.

RUN. Move away from danger. Don’t be paralyzed by the
event.

HIDE. Move to a secure location, wait for police.

RUN. Run again if needed. Move when in danger!
Lockdown does not mean to hunker down and
become a victim.

FIGHT. Fight back as a last resort if your life is in danger.
Only adult staff should be recruited to Fight if the
situation gets to this phase.

RUN - If there is a path to escape, attempt to evacuate

e Move away from the danger.

e Leave your belongings behind.

e Take note of nearest exits, doors and windows.

¢ Have an escape route and plan in mind.

o Evacuate when there is clear and present danger.
Get members to come with you.

e Keep moving until you are in an area you can hide
safely or far enough from the danger to be safe.

o Help others escape if possible. Members should
partner up once evacuation is necessary.

e Keep hands visible to law enforcement, follow directions.

HIDE - If evacuation is not possible, hide in a secure
location.

e Act quickly and quietly.

e Lock and barricade the door if possible.

e Silence your cell phone

e Remain silent, limit movement and stay out of view.

e Turn off sources of noise such as TVs and radios.

e Shut off lights and cover windows.

e Leave a path of escape - do not trap or restrict your
options if you need to move again.

e Hiding place should provide protection if shots are fired.

e Be prepared to defend yourself with anything available.

e |If safe to do so, remain in place until you hear the code
word signaling the end of the lockdown

FIGHT--This is a last resort measure if you cannot run or hide
and you are facing imminent injury or death from the intruder.

o Attempt to incapacitate the suspect.
e Act with physical aggression.

e Have the will to survive.

e Improvise weapons.

e Commit to your actions.

e Target vulnerable parts of the intruder’s body such as
the eyes and face.

e Be aware of the potential for multiple intruders.

e Use any measure available to fight off the threat and
continue to engage until the intruder is incapacitated.

e Fight as a group if possible. Only adults should be
incorporated in a group fight.

ACTIVE SHOOTER



BOMB THREATS OR SUSPICIOUS PACKAGES

Bomb threats usually come by phone and are
intended to create an atmosphere of anxiety or
panic. All bomb threats should be assumed to
pose a legitimate danger to the Club and should
be reported to Police.

When you receive a bomb threat, follow these
simple steps:

Remain calm and ask the following questions:
e When will the bomb explode?

e What does the bomb look like?

e Why was the bomb placed here?

e What kind of bomb is it?

e  Who put it here? Why? Where?

e Who are you?

o Keep the caller on the phone as long as possible.

Record the following information for the Police:
e Date and time of call
e Exact words of the person
e Sex and estimated age of caller
e Speech pattern, accent
e Background noises

The employee receiving or discovering the bomb
threat should work with the Unit Director to call the
Police and give the dispatcher all the information
collected.

e Do NOT transmit on a radio. The radio transmitter

may set off the device.
e Do NOT touch any unfamiliar objects

¢ Notify the Chief Executive Officer. Do NOT start
any rumors. Club administrators will determine if
an evacuation is necessary.

e If an evacuation is required, members will meet at
the pre-determined assembly area.

If a suspicious object or package is found:
e Do NOT touch the object
e Do NOT use a radio or cell phone

e Move everyone at least 300 feet away from the
affected area

¢ Notify the Police with your Unit Director.

e Give the following information:

e Your name and exact location of the object
e Description of the object

e Prepare to evacuate the building. Do not return
to the area until directed to do so.

In the event of a bomb threat, the building shall be
vacated in fire drill style and 911 called.

The building should not be re-entered until cleared by
appropriate law enforcement officials.

Refer to the Appendix # 3 for a copy of the Club’s
Evacuation Plans.

BOMB THREATS OR SUSPICIOUS PACKAGES



EARTHQUAKE

In the event of an earthquake, the Club’s main priority
shall be the safety of its members. Club facilities,
equipment, food, water and supplies shall be made
available for members and staff.

IN THE EVENT OF AN EARTHQUAKE
If Indoors

¢ Actimmediately when the ground begins to shake.
DROP-COVER-AND HOLD ON! Take cover
under a safe spot such as a heavy desk or table
or against a permanent interior wall. Cover head
and neck for protection and remain in that position
until the shaking stops.

¢ Avoid danger zones such as windows, outside
walls, heavy objects that could fall, hazardous
materials storage sites and building overhangs.

e Stay where you are -DO NOT RUN
OUTSIDE until the shaking stops.
Falling debris may cause injuries

After the Shaking Stops

e If the quake is strong enough to knock items off
shelves, evacuate the building.

e Aftershocks can start within one minute so move
immediately to a safe location.

o |[f time permits, take any emergency supplies with
you.

e Do NOT use elevators.

e Assist others may be injured. Help evacuate
members and visitors.

e Do NOT call 9-1-1 unless you have an
emergency. Care for minor injuries.

e Do NOT touch downed power lines; operate anything

that could ignite leaking gas; and do NOT smoke.
Evacuate to your Club’s assembly area

Report any building damage to the C.E.O. Do NOT
re-enter potentially damaged buildings until they are
inspected and determined safe.

Follow the instructions of your emergency response
teams.

Phone systems may be severely impacted. Limit
phone use to emergency calls only.

Before you leave the Club, listen to the news on your
car radio and find out if it is safe. Some streets and
freeways may be blocked, street lights may be out of
service, fires may have been ignited and unsafe
conditions may exist.

If outdoors when the shaking starts

Move to an open area, away from buildings, trees,
fences, any falling hazard areas, and power lines or
objects in contact with electrified equipment.

DROP-COVER AND HOLD in a safe spot and avoid
danger zones

Move to your assembly area when it is safe.

Do NOT enter any building if its structural integrity
is in question.

Do NOT touch downed power lines, operate anything
that could ignite leaking gas and do not smoke.

Refer to the Appendix # 3 for a copy of the Club’s
Evacuation Plans.

EARTHQUAKE



EVACUATION AND ASSEMBLY AREAS

The purpose of any evacuation is to empty a building or
area of all occupants as quickly and safely as possible.

e Evacuate when
o Afire or life safety emergency occurs
e The fire alarm activates (audible and/or visual)

¢ Notified to do so by the staff in charge

e Remain calm; keep noise to a minimum and listen for

and follow instructions.

e In most cases that require the evacuation of buildings,

occupants should proceed to the closest exit or
stairway and exit the building. Use CAUTION when

exiting to prevent injuries. Normal exits and stairways

may be damaged or blocked and an alternative exit
should be used.

e Do NOT use elevators

¢ When exiting via the stairs—use the handrails and

Stay to the Right to allow for emergency personnel

access to the stairs.

Whenever possible, assist members and clients

If time permits, lock up or take money and important
documents with you. Take your keys and purse and/or
briefcase with you, if time permits. Access to the
building may become restricted.

Occupants should proceed directly to assembly area
and check-in.

Assembly areas are pre-selected locations where
members and employees check-in following an
evacuation. Move at least 20 feet away from all
buildings. Keep streets and walkways clear
emergency vehicles and personnel.

Notify emergency personnel if you suspect someone
may be trapped in a building.

Do not re-enter a building until cleared by authorized
personnel.

Refer to the Appendix # 3 for a copy of the Club’s
Evacuation Plans.

EVACUATION AND ASSEMBLY AREAS



In the event of a fire, the Club’s main priority shall be the
safety of its members.

Anyone who discovers a fire should follow these
gquidelines

Ask Club staff to activate the Fire Alarm Pull Station

Alert all persons within the immediate danger area to
evacuate the building

Ask the Unit Director to call 9-1-1 and ask for the
Fire Department. Give the location of the fire, size
of fire and actions taken.

Bring a fire extinguisher to the area, if safe. Use fire
extinguishers on small fires only —trash cans or
smaller.

To use a fire extinguisher, follow the P-A-S-S pro-
cess making sure that you are spraying down wind

Pull pin

Aim at base of fire

Squeeze handle

Sweep side to side

Do NOT use elevators when exiting

Before opening door, feel them with the back of your
hand. If the door is hot, do not open it. The fire could
be just behind the door. Find another exit from the
building.

If you encounter smoke, get down on your hands and

FIRE

knees and crawl to an exit.

As you leave a room, floor or building, close the door
behind you.

Do not re-enter a building until instructed to do so by
authorized personnel.

Go to your Club’s assembly area with your group of
members and await instructions.

If you can’t evacuate:

Move to a safe location.
Call 9-1-1 and let them know that you are trapped.

Place wet clothing or other materials around or under
doors to keep smoke out.

Display a sign or signal in the window to alert others to
your location. Heat and smoke rise so stay as low to
the floor as possible. Breathe shallowly through your
nose and use clothing as a filter.

If clothing catches fire: Stop, Drop and Roll.

Refer to Appendix # 3 for a copy of the Club’s Evacuation
Plans.



FLOOD, GAS, HAZARDOUS SPILL, POWER FAILURE

Flood (or break in water line)

With advance warning, the Club should be evacuated
and all members and staff moved to higher ground.

With little or no warning, all members and staff shall
be evacuated to the highest ground.

CLUBHOUSE ACADEMY — Second Floor

GOLDEN WEST COLLEGE BRANCH - Second Floor
HB BRANCH — Gymnasium

KINGSTON BRANCH- Stage Area

LEARNING CENTER - ClubHouse Academy, Second
Floor

OAK VIEW BRANCH — Gymnasium

ROBERT MAYER — Determined by Campus Public

The Unit Director or the person in charge should

Insure the safety of the members by moving them away
from the affected area. See Section 1, page 17, Shelter
-In-Place. If evacuation is necessary, the staging area
must be upwind of the source.

Contact the Fire Department if the hazard is a vapor,
and it is deemed safe and appropriate to enter the ar-
ea, instruct a designated individual to turn off the air
conditioning/heating system.

Power Failure

In the case of a power failure the Unit Director or person in
charge should

Safety Personnel (or Second Floor of School-age Center)

In case of a break in the water line, the Unit Director or
the person in charge should:

e Insure the safety of the members by moving them
away from water.

¢ Instruct a designated individual to turn off the water
o Contact the appropriate source to repair the problem
Gas Line Break or Leak

In case of a break in the gas line, the Unit Director or
the person in charge should

e Insure the safety of the members by moving them
away from the affected area.

o Contact the Fire Department.
e Instruct a designated individual to turn off the gas.

e If deemed safe and appropriate, a designated
person should ventilate the area.

Hazardous Material Spill

Gather members in an assembly area large enough to
hold the group if the power failure is after sunset.

Check emergency equipment including telephone
systems and emergency lighting

Contact SCE to determine expected length of power
failure

Restore lighting utilizing emergency lighting available
at the facility.

Instruct staff to assist in calming and occupying
members until parents arrive.

FLOOD, GAS, HAZARDOUS SPILL, POWER FAILURE



MEDIA INQUIRIES

Under normal circumstances, the CEO shall inform the
Unit Director regarding media visits well in advance.
The Unit Director then should inform program staff.

Also, under ALL circumstances, the CEO shall be the
primary spokesperson for the Club.

Others may be given the opportunity when the CEO
determines them to be the most appropriate spokesman.
They, too, should be notified well in advance.

Media Guidelines

There may be cases when due to a police report, accident,
or some other issue/related news story, the media shall
show up unannounced. The following procedures apply in
these cases.

o Attempt to keep the media outside the door of the Club.
Remember that the public’s right to know overrides any
of the Club’s polices, so never use force. Remain as
polite and composed as possible. However, if the Club
is closed, do not under any circumstances open the
doors.

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

e If you are the person in charge, determine why they are *
there, the story they are covering, who they want to
speak with. “Before | can cooperate with you, | needto
know...”

e If they want comments from youth on a news issue, tell
them that they are welcome to do that outside the °
building. “Our media releases for minors only cover
promotion of the Club.”

e Do not, under any circumstances, make any comments
or provide any staff or member information. There is no

such thing as “off the record.” Everything and anything
you say to a reporter is fair game for news quotations.

Call the CEO. They shall then personally handle the
media situation or instruct you in how to proceed.

When the situation calls for an immediate response to
accidents, police reports, or emergencies, never say
anything that accepts responsibility or blame for the
situation. A safe way to respond would be, “Our
ultimate concern is for the welfare of our member/s
and we are investigating the incident. We have no
further comments at this time.”

If the incident involves the police, respond - “We will
cooperate fully with the police investigation...”

The person in charge should stay with the reporter at
all times and take notes about who they talk to and
what areas of the Club they visit. If you have a camera,
take photos of the reporter in action. This will remind
the reporter of his responsibility to be fair and provide
the Club a means for recourse.

Ask the reporter when the coverage will air or be
published and on what channel or in what newspaper.

Immediately after the incident, document the visit in as
much detail as possible and deliver or fax it to the

Administrative Office. Note the date and approximate
time of the visit and the air date and time, or publication
and date.

Call/notify the parents of any members involved in the
event.

MEDIA INQUIRIES



MEDICAL EMERGENCY

In the event of a serious illness or injury

Provide initial first aid while calling for help

Ask Unit Director to telephone 9-1-1 and ask for the
Fire Department

Be prepared to give the dispatcher the following:
Type of injury or illness

Exact location

Phone number you are calling from

While waiting for the Fire Department/Ambulance,
quickly perform these steps

Check to see if victim is breathing, if not—begin CPR

Control serious bleeding by placing a direct pressure
and elevating the wound

Ask someone to bring you a first aid kit, if needed.

e Keep the victim still and comfortable. Do not move
them unless absolutely necessary.

¢ Remain with the victim until professional help arrives.

e Survey the scene for any contributing factors that may
have caused the injury.

e Brief the Fire Department/Emergency Medical
Technicians when they arrive on any safety hazards
and information you have learned about the victim.

For employees, all work related injuries must be reported
immediately to your supervisor prior to seeking medical
treatment.

For Club members, make sure to contact the parent/legal
guardian and have the child’s medical release and/or
membership card ready for the first responders.

MEDICAL EMERGENCY



UTILITY OR TECHNOLOGY FAILURE

In the event of a utility failure during regular work hours,
immediately notify the Chief Executive Officer, Executive
Director and Director of Operations.

If there is potential danger to building occupants, slowly
and carefully evacuate the building. Go to your assigned
assembly area and await instructions.

Evacuation Procedures:
e Follow instructions of staff in charge.

o Evacuate the building by walking to the nearest exit,
giving instructions as you go.

o Assist the disabled in exiting the building. Do not try
to use elevators.

e Once outside, move to your assembly area and wait
for further instructions.

o Keep walkways free for emergency personnel.
e Do NOT return to a building/area until directed.

e Assist staff in charge when requested to do so.

For a quick reference of how to react to failures:

Power Failure

Buildings are equipped with emergency lighting that will
provide enough illumination in corridors and stairs for safe
exiting. Follow evacuation procedures listed above.

Gas Leak

Cease all operations, vacate the area and contact the Fire
Department.

Strange Odor

If you smell smoke or a strange odor, cease all operations,
vacate the area and contact the Fire Department.

Plumbing/Flooding

Cease using all electrical equipment, vacate the area and
call the Executive Director.

Computer System Failure

If the computer system goes down, call the Executive
Director.

UTILITY OR TECHNOLOGY FAILURE



VIOLENCE/CRIME IN PROGRESS, SHELTER IN PLACE

Call Police or Call 9-1-1

Everyone is asked to assist in making the Club a
safe place by being alert to suspicious situations
and reporting them.

o Always listen to co-workers, members and visitors;
be empathetic and compassionate to their needs.

e Report use of drugs, alcohol or weapons on Club
property. By doing so, we can all help reduce the
chance of violent behavior.

e DO NOT TAKE UNNECESSARY CHANCES

e Do NOT interfere with persons committing the
crime/creating the disturbance or law enforcement
personnel on the scene

e Inthe event a co-worker, member or visitor
demonstrates unusual behavior (violent or
suspicious), report the individual to the Unit
Director who shall then call the Police.

e If you are a victim or witness any violation of the
law such as an assault, robbery, theft, overt sexual
behavior, etc., report the facts to the Unit Director
who shall call the Police.

e Gather as much information as you can. Provide
Law Enforcement Officers with:

e Nature and time of incident
e Location of incident
e Description of person(s) involved

o If person(s) left the scene, direction of travel

If safe, get a description of the criminal.

e Note: height, weight, sex, color, approximate
age, clothing, method and direction of travel and
name if known.

e If a vehicle is used, get the make, model and
license number (if possible), color and any
outstanding characteristics.

Do not leave the scene. Assist Police Officers when
they arrive by supplying them with any additional
information.

Staff members should report the existence of anyone
loitering or soliciting on Club property. These
individuals may be asked to leave if they do not have
permission or lawful reason for being on Club property.

Shelter-In-Place

In the event that Club members need to be sheltered in
place:

Get everyone inside.

Shelter in an interior room with the least number of
windows.

Close doors and windows.
Close shades, draperies and stay away from windows.

Turn on your computer, radio or television and listen
for emergency information.

Remain in place until advised that it is safe to leave.

If there is a shooting, see Active Shooter

If there are injuries, see Medical Emergency

VIOLENCE/CRIME IN PROGRESS, SHELTER IN PLACE
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Disaster Management Guide



TEAM ASSIGNMENTS: Each site shall have in place six

Incident Command Post teams.

The six teams are to have identified staff

members and are to be prepared to implement the Club’'s “Disaster
Preparedness Plan”. The six teams are as follows:

COMMAND CENTER TEAM
TEAM 1

SEARCH & RESCUE
TEAM 2

SUPERVISION & ASSEMBLY
TEAM 5

SITE SECURITY
TEAM 3

STUDENT RELEASE
TEAM 6

FIRST AID
TEAM 4

The seventh team is the “Psychological Services Response Team”. This component is
essential for all major emergencies. The Executive Director and Chief Executive Officer

shall recruit subject matter experts for this team.




Disaster Preparedness Plan
One Page Overview of Teams and Responsibilities

Team

Team Name

Personnel

General Responsibilities

Command
Center

Office Manager,
Unit Director

A WN P

. Account for the presence of all members and staff.
. Implement and coordinate all disaster operations.

. Control internal and external communication.

. Maintain log and prepare reports for

Executive Director & CEO

Search and
Rescue

Program Director &
available personnel

w N -

A

. Search Club in a methodical pattern to find injured and

missing persons.

. Report location of all injured persons to Command Center.
. Access damage to structures and report to Command

Center.

. Station team members as guards near unsafe buildings to

prevent re-entry.

. Direct loiterers to appropriate locations.

Site Security

Staff that have a
command presence

. Secure site by locking all external gates, doors, etc.
. Monitor Main Gate and any entrances.

. Route fire and rescue, ambulance, police.

. Escort media to Information Center.

Check all utilities (water, gas, electricity).
Determine sanitation conditions.
Report conditions to Command Center.

. Assist on Search and rescue Team as needed.

First Aid

Available staff

. Administer first aid.

Document name, injury, first aid given.
Determine need for medical assistance.
Work cooperatively with outside agencies.
Keep Command Center informed.

. Maintain morgue as needed.

Supervision
& Assembly

Staff members.

O, WN
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Evacuate and direct members, when appropriate, using pre-
determined routes to pre-planned station at Assembly Area.

. Assign someone as Assembly area Coordinator.

. Control entrances to assembly area.

. Manage all assembly area activities and communications.
. Account for members.

. Supervise and reassure members throughout duration of

disaster.

Member
Release

Staff members

=

Staff main gate and reunion gate.

Establish messenger system between Main Gate,

Reunion Gate, and Assembly Area.

Process the reuniting of members with parents,

guardians and family members.

Document the records of released students on the sign out
sheet.




DISASTER PREPAREDNESS PLAN — TEAM ASSIGNMENTS

Name of Staff

Member
| (Place an Xin the
box to mark)

Command
Center
Search &
Rescue
Security

Z
o

First

#1
#2
#3
Site
#4
Aid

#5

Supervise

Assembly

#6

Member

Release

OO NOOOTAIWIN|F-




Disaster Preparedness Plan

DISASTER LOG

Please make a chronological record of all pertinent information and events as they occur
throughout this disaster.

Club: Nature of disaster: Date:
Page #:
Time-AM/PM Information/description of activities/action taken/people Name of the
involved/material used/re-location/comments, etc. recorder




MEMBER RELEASE TEAM — SIGN OUT SHEET #

Name of Club: Date of Incident: Released by:

Record the following for each member released. Do not release the members unless all of the
information is complete.

Member’'s Name Destination - Include addresses, phone numbers, comments. Signature Time




Talking to Children about Death and Loss

INITIATING THE CONVERSATION

Children may feel uncomfortable having conversations

about death and asking questions. Speaking up lets
them know that you acknowledge their grief and you
want to provide support to them however you can.
Here are some general steps and approaches that you
can take to begin the conversation with a child who
has experienced loss:

[J Express your concern: Acknowledge the loss
and let the child know you can offer support

[J Be genuine: Be authentic and honest about
your feelings

[J Invite the conversation: Use simple open-ended
questions like “how are you doing?”

[J Listen and observe: Listen and observe reactions
in a non-judgmental manner

[J Limit personal sharing: Limit your personal
experiences and focus on the child

[J Offer practical advice: Focus on giving advice
that feels appropriate to the situation

[J Offer reassurance: Let children know you will be
there to help them cope

[J Continue contact: Continue to monitor how
the child is coping

Your child’s school has intern counselors and
psychologists that will be available if your child
needs them. Parents can call your child’s school
office and request support from the office manager
or principal.

WAYS TO RESPOND

Many well-meaning statements may not be as helpful to
grieving children. Below are commonly used expressions
of support and alternative statements that may be more

supportive.

Instead of Saying This Say This Instead

“I know just what you are
going through.”
(Everyone’s grief
experience is unique)

“Can you tell me more
about what it’s been like
foryou?”

“I know this is hard, but it’s
important to remember the
good things in life too.”

(It’s okay for them to
express however they are
feeling)

“What kinds of memories
do you have about the
person who you lost?”

“| lost [someone] too when
| was your age.”

(Focus on the person’s
experience)

“Tell me more what this
has been like for you.”

“You’ll need to be strong
for your family.”

(Everyone should be able
to grieve)

“How is your family doing?
What concerns do you have
about them?”

“My dog died last week,
| know how you feel.”

(Focus on the person’s loss
by not comparing)

“I know how I've felt losing
someone | love, but don’t
know how you are feeling.
Do you want to share?”

“At least they are no longer
in pain.”

(Focus on not minimizing
the experience)

“What have you been
thinking about since you
lost your loved one?”

Adapted from Coalition to Support Grieving Students https://grievingstudents.org/





