WELCOME TO HOLIDAY LAKE 4 -H EDUCATIONAL CENTER

As an employee of Holiday LakeH Educational Center, you are a member of a dedicated team of workers
who are committed to helping people and serving the mission of the center. This misison rea

The mission of the Center is to improve the quality of life by educasimh and adults in a
natural setting.

Values

Residential camping: We are committed to continuing our excellence in camping by providing
educational, social and developmentally appropriate experiences for youth and adults.

School outreach\We are dedicated to teaching youth and adults abeubutdoor world through science
based curriculum and adventure programming and utilizing Famexperiences.

Partnerships: We believe that strong partners are necessary for strong, relevant programming. We will
continue existing partnerships and fshew ones that enhance the educational misditime 4H Center

and improveshe Commonwealth of Virginia.

Vison

The vision of Holiday Lake 4H Educational Center is to be the very best at educating youth and adults,
improving their quality of life by educating them in a natural tewt utilizing experiential teaching
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improve.

This handbook includes information related to all aspectsngfloyment at Holiday Lake-4

Center. Our goal is to provide every employee a proper work environment, reasonable
compensation, appropriate benefits, and opportunities for growth and development in the position.
We will also strive to provide properddership and supervision for each employee.

It is the obligation of the employee to follow the guidelines of this handbook, to work as an active member
of the 4H Center team, and to provide proper service to our clientele. Employees are expected to work
efficiently and effectively, to project a good attitude at all times, and to perform at all times in the best

interest of the center and our clientele.

The door to theCenterDirector'soffice is open. You are invited to share your ideas, suggestions, o
concerns at any time. | wish you much success with your employment at Holiday-HaRerter.

Bryan Branch
Center Director

Holiday Lake 4-H Educational Center and Virginia Cooperative Extensionprograms and
employment are open to all, regardless of race, color, national origin, sex, religion, age, disability,
political beliefs, sexual orientation, genetic information, marital, family, orveteran status, or any
other basis protected by law. An equal opportunity/affirmative action employer.

Holiday Lake 4H Educational Center Employee Handbook Pagel



TABLE OF CONTENTS

I |
I Employment Policies:
A. Categories Of EMPIOYEES. ......ccccuviiie it emmee ettt e e e e smmmre e e e s etae e e e e snnae e e e s s mmmre e e snraee e 4
TN o] o I D =TT ox o] (T o T SRR 4
C. HOUIS OF WOTK e ettt et et e s be e be e an 4
D 2R O 1YY 1 1 1 PP 4
E. Attendance & AtteNdancCe RECOIMS.........coiuiiiiiiiiiieee ittt 5
F. Salary INfOrmation .........coociiiiiiiiie e vmrere e et e e e et e e e e s enmr e e e e e e e e e e nnees 5
LT O] 1 41 01=T 0 17= 11 o] o 1SR 5
H. Probationar Period/Performance EValUtion................ooouiiicccieeee e emmmaeeee e 6
. TEIMINALIONS ittt ettt mm e bb e bt e e bs e s rmeme e st e e e e e e e e 6
Il. Benefits:
A. Leaves of Absence
1. ANNUAI LEAVE........eiiiiiiieiiie et emmeee ettt emmms e 6
2. SICK LEAVE.......eiiiiiiie ettt emmma ettt s e 7
3. Holiday Compensatory LEAVE.........c.ceeeiiiiieieiiceeree e svemmee e 7
4. OVEItIME LEAVE........eeii ittt ettt nmme et e emmee s 7
5. Conpensatory/Administrative LEAVE...........coccueieeiiiimece e ccveee e 8
B. CIVII LEAVE .....oiiiiiie ittt s 8
7. Payment for leave balanCe...........ccoeoviiii e 8
8. EmployeeProgramDiSCOUNTS.........ouiiiriiiii e 8
2 T o (o] T F= £ TS 8
C. INSUrANCE HEAIN ... e rmee e e 9
(D=7 0] = | PP OPR PRI 9
D. 403(B) PENSION PlaN.........ooiiiiiiiiiie s iceeeee ettt mmme et e e st 9
E. Cafeteria Plan AFLAC .......ooo e vmemee sttt emmmee e e sntee e nnsee s 10
F. WOrkers' COMPENSALION .......ccccciuieiieiiiieiccmieree e e e eetreeeeeetteesammmsreeeesenseeeessasbeeessmmms 10
Il Center Policies:
A. Equal EMPIOYMENt POIICY..........uiiiiiiiiie e ccteee ettt 10
B. Affirmative ACtION POLICY ......cocviiiei et cceee ettt e 10
C. Changes & UPUALES........cuuiee it emmtiee et et ssmmmre e e e s st e e e s ennrae e e s svmmmre e e e e 10
D. Cortlict of Interest Policy
SRV Lo g (=0 (1T L o] o LS TR 11
R Yot [0 (=T 2 =T o[04 1= TSP 11
G. SMOKING POIICY.......uuiiiiiiiiee ettt ettt e s st re e e e e nb e e s emmmaee e e e e e nreas 11
H. Permanent taff required t0 live ON Site..........oocviiii it e 11
LIS Y= 11 V2 o] o R 12
1. Safetyincentive Program ... sicce e 12
J. Vehicle/Transportation POLICY..........c..oiiiiiiii e e 14
S 1Y/ [T 1= o )oY SRS 15
V. Miscellaneous Issues:
N =T 1 (] o USSR 15
B. LOSE & FOUNG.....ooiiiii ettt e e e e e s e e e e 16

Holiday Lake 4H Educational Center Employee Handbook Page2



C. Use of Fadities by Employees & Families...........ccccoevviiiiiiimieee e 16

D. MEAIS & BIEAKS........ueiiiiiiiiiiiii ettt bbb smme e 16

E. Office Closinginclement Weather/EmMEergencies..........cccvveeievivreccmevveeeeescnveeee s 16

F. SOGAI SECUIMY .. .eeiiiiiiii et cmeere e et s e e e s rmmr e e e et e e e s etbe e e e e e sammme e eennreeae e e 16

V. Standards Of CONAUCT ........oocuiiiiiiiiiiieesiee e emmer et be e et e e snaeas 16
VI. GrIEVANCE PIrOCEAUIE .....viiiiiiieiiii et ieeme ettt sttt smmer e st s et s e e e et emmma et e e s 18
VII. EMErgENCY PrOCEAUIES........coeiiiiiiieee e ciiee sttt e et e e e s st emmm e e e s st te e e e s e nsbeesemmmste e e e e e nnrneeas 18
A. InclementWeather Emergency Action Plan............ccccoovuiiiicceiee e 18

B. Overview of Bloodborne Pathogens Guidelines..........ccccveeiiiiieeicmmviee e, 19

1. HepatitisB Vaccine Refusal FOrmM............ccoveviiiiiimcce e 22

2. POStEXPOSUIE TOIM......c.uviiie et 23

C. Fir@ PrOCEUUIE......ciiiieeiiiie et ieeme ettt smmer e st e et e e s b e e e emmms e e nneee e 24

D. Severe Storm/Loss of POWer ProCedUIe...........ccvviiuiieieeeesiiie e smmmeees 25

E. EVACUALION PIAMN........ciiiiiiiiiii ettt em e et rmeme e e n 25

F. Missing Camper PrOCEORIN..........c.ueiiiiiiiiee i vceere ettt eeme e e e e e sanae e 25

G. Accident/Injury/Medical ProCEAUIE.........ccuverieiiiieee e cmemree et veemre e 26

L TS T= o ) TSP 27

VIL. EMPIOYEE STALEMENT ...ttt emmma e e e et e e e e s at b e e e s smmmre e e e s sntbeeeeaa 28

Holiday Lake 4H Educational Center Employee Handbook Page3



I. Employment Policies

A. Cateqgories of Employees
Reference is made in the handbook to the following categories of employeegslay Hake 4H Center:

Regular, Salaried Staff- Employees who are employed on a full time, year round basis. These employees
will work 40 hours a week and are eligible for benefits described in the handbook.

Full-time Hourly Staff - These employees amdigible for some benefits as described in the Employee
Handbook.

Part-time, Salaried Staff— Limited benefits determined by individual benefit rules.

Provisional Employees- Newly hired employees who have not completed the initimo6th period of
employment or received a satisfactory evaluation for the initial employment period. The provisional period
may be extended at the discretion of the supervisor or Center Director.

Hourly Staff - Those employees who are employed for a specific perioanef hormally on an hourly
basis, to assist with certain aspects of the center operation. Hourly staff may werkwa #eek or may
work for shorter periods. Hourly staff is not eligible for benefits described in the Handbook.

Summer Staff - Employes who are hired during the summer, primarily to work with tié éamping
program. Summer staff may include program staff, maintenance staff, food service staff, housekeeping
staff, and others. Summer staff is not normally eligible for benefits desanitieelHandbook.

B. Job Description

Each employee will conduct the duties as outlined in the position job description. Position descriptions will
be developed by the supervisor in consultatind Center Directognd approved by the Board of Directors.

The position description will be reviewed annuallyd may be amendefliring the annual performance
evaluation.

C. Hours of Work

Regular Fullitime 4H Center employees work a minimum of 40 hours each week. Normal work hours are
specified by the Centddirector, Monday through Friday, with a 3@inute lunch break. Professional and
administrative staffs (Center Director, Program Director, Development Director, Natural Rd3ioecter,
Facility Manager, and Food Service Manager) will because of th&eeepnts of the position, or due to
necessity, often work more than 40 hours each week, including nights and weekends.

D. Overtime

Full-time permanent staff who is not exempt from the Fair Labor Standards Act will receive overtime leave
at a rate of om and ondalf hours for each overtime hour worked. Administrative, executive, and
professional staff, as defined by the law, and currently including the Center Director, Program Director,
Development Director, Natural ResourBerector, Facility Manager,and Food Service Manager, are
considered "exempt" and are not entitled to overtime compensation. Overtime work -Byengt
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personnel must be approved in advance by a supervisor.

E. Attendance

If an employee knows in advance that he or she wilhfesot absent, it is the employee’s responsibility to

tell the supervisor prior to the absence. If the late arrival or absence is unanticipated, the employee should
notify the supervisor as soon as possible. Failure to report may result in disciplii@arylaave reports

for all full time hourly and salaried staff are maintained monthly.

E. Attendance Records

All employees areequiredto keep a time sheet. This form will be obtained from the Center Office and will
record the days and hours of wotdourly employees must complete the time sheet daily, and must sign in

at the start of work and sign out upon leaving. The time sheet must reflect an accurate record of your work
time. Salaried employees will sign their time sheets at the end of eageay. Deliberate falsification of

the time sheet is grounds for dismissal.

F. Salary Information

The Center workweek begins on Monday and runs through Sunday. Paychecks will be issued on a biweekly
pay schedule. Employees must complete and signedvtiork report sheet on Monday morning following

the end of each twaeek pay period. Checks will normally be distributed by the supervisor and will be
available for distribution at noon on Thursday following the end of the pay period. Checks for stmfimer

will be distributed at the end of the workweek. Under extenuating or emergency circumstances, the Center
Director may approve early distribution of a payroll check to an empléyk@nces for future pay periods

will not be given.

Various withholdhg either required or optional may be taken from an employee’s paycheck. These include,
but are not limited to, federal and state taxes, FICA, health insurance premiums, or other agreed upon
payments.

Tax liens and garnishments must be honored in dance with the state garnishment law and the federal
wage garnishment act.

Employees may not charge personal expenses to center accounts. Bills and debtkltGéhéed must be
paid by the last complete pay period of each month. Any unpaid bilbwillleducted from the next
paycheck.

Payroll checks will not be released to anyone other than the employee except with the written authorization
of the employee.

G. Compensation

Salary increases will be awarded on merit based on the annual performgoesian. The Administration

and Finance committee will budget for merit increases, as funds are available. This committee upon
recommendations from the Center Director will also approve salary increases. Salary increases will take
effect on the first @y period in January following a commendable evaluation by the Center Director or on
the employment anniversary date at the Center Director’s discretion.
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H. Probationary Period/Performance Evaluation

Beginning employees will serve a ghonth probationgrperiod during which time the employment may be
terminated at the will of the supervisor in consultation with Center Director. An evaluation will be made at
the end of the three months and the probationary employee will be counseled on areas needing
improvement. A follow up evaluation will be made at the end of six months and employees receiving a
satisfactory or better rating will have completed the probationary period.  An annual performance
evaluation will be conducted with each employee in Novemkiegua format and forms similar to the state
evaluation. The performance evaluation will be focus on performance objectives.

|. Terminations

1. If an employee decides to terminate employment with the Center, at least two weeks written notice
must be given to their supervisohll intellectual properties produced by the employee in their
employment with the-4H Center remain the property of théd#4Center in perpetuity. All4H Center

property, including keys, passwords, memory sticks, filies, emust be turned in to their supervisor

before the employee leaves their last day, or earlier if the supervisor according to the supervisor’s
instructions.. If the employee has an email account throughth€dnter, they no longer have
authorizationa utilize the account and will turn in any passwords for computers and email accounts. If
the employee resides on théddCenter property, they must be moved off the property by the end of the
day their last day of employment unless prior arrangementshiegvemade with the Center Director or

in the case of the Center Director, with the Board of Directors Chairman. The employee’s accumulated
annual and compensatory leave will be paid after the last day of employment.

2. Should the employee be temaied by the 4 Center, all property of thed Center is to be

turned in immediately, including keys, passwords, memory sticks, files, etc. All intellectual properties
produced by the employee in their employment with i @enter remain the property the 4H

Center in perpetuity. If the employee has an email account througk-t@ester, they no longer have
authorization to utilize the account and will turn in any passwords for computers and email adfounts.
the terminated employee resides om #H Center property, they have 72 hours to be moved off the
property and are restricted to the residence without access to other parts of the property for that time
frame. Any failure to adhere to this access restriction may result in legal actianesfmassing.) The
employees accumulated annual and compensatory leave will be paid after the last day of employment.

Il. Benefits
1. Leaves of Absence

A. Annual Leave Regular, Salaried Staff

Center employees receiveiggannual leave, which may be taken for any purpose. A certain amount of
annual leave is earned for each monthly pay period. The rate at which annual leave is earned depends on the
employee’s length of service with the center. Employees may accumulait laame, but only a limited

amount may be carried from year to year, also determined by length of service.

Upon departure from the center, an employee may be paid for accumulated annual leave balances not to
exceed the maximum amount of leave that eaoduried to the next year.

The amount of annual leave an employee earns each month and the amount an employee can carry into the
next year are as follows:

Holiday Lake 4H Educational Center Employee Handbook Page6



Years of Service: Hours earned Monthly:Maximum Carryover amount;

Less than 5 years 8 hours 192 hours
5-9 years 10 hours 240 hours
10-14 years 12 hours 288 hours
1519 years 14 hours 336 hours
20-24 years 16 hours 384 hours
25 or more years 18 hours 432 hours

Leave is earned at the end of each month. If an empleyaesent for a period exceeding his or her
earned leave balances; he or she will not earn annual leave for that month.

B. Annual Leave for Fuitime Hourly

Full-time hourly employees will be awarded 5 days of annual leave on the anniversary of tbé date
employment. This leave may be usedHiiLF- DAY increments for any reason with advance approval of

the supervisor. The leave must be used before the next employment anniversary date. Upon departure from
the center, the employee may be paid for unasedal leave balances.

2. Sick Leave Reqular, Salaried Staff and Fultime Hourly

Sick leave is earned at a rate of 10 hours per month for salaried staff and 40 hrs per yeatitfioe Full
hourly. Sick leave may be used for absences related to coisditiat prevent an employee from performing
duties. These conditions include illness, injury, or health problems related to pregnancy or childbirth. An
employee may be asked to provide the supervisor with a physician’s statement describing the katent of t
condition and the date upon which the employee is expected to be able to return to work.

Employees may use sick leave for medical appointments that cannot be scheduled outside work hours. The
Supervisor may request proof of any medical appointmentr¢iumires use of sick leave. In addition,
employees may use sick leave, up to 24 hours at a time, for an illness or death in the infaneitiiade

someone living in the same househdldave for this purpose may not exceed 48 hours in a calendar year.
Immediate family includes parents, stepparents, spouse, children, stepchildren, siblings, stepbrothers and
sisters, grandparents and any relative living in the employee’s home.

Leave is earned at the end of the month. If an employee is absent favdagpeeeding his or her earned
leave balances; he or she will not earn sick leave for that month.

No more than 100 hours of sick leave may be carried over from one year to the next beginning on January
1% of each yearUpon termination by either partygp more than 10 hours of accrued sick leave will be paid
out.

Annual leave may be used for sickness if sick leave is not available.

3. Holiday Compensatory Leave Reqular, Salaried Staff and Fulltime Hourly

Compensatory leave is paid leave granted4fmmuhour for hours worked during a holiday. Supervisor must
authorize granted hodior-hour, compensatory leave in advance. If it does not conflict with the needs of the
center, an employee will be permitted to take compensatory leave at the timeegedDiestpensatory leave
must be used within 12 months of the date earned.
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4. Overtime Leave Fulitime Hourly

Employees subject to the Fair Labor Standardsafetpaidovertime leave at a rate of one and-ba#
times the overtime hours worked. The ayisor must approve overtime in advainteonsultation with the
Center Directar

5. Compensatory/Administrative Leave Reqular, Salaried Staff

Compensatory/Administrative leave must be authorized by the supervisor in advance. It is a leave that is
grarted on a basis of one day of leave for one weekend worked or one for one where applicable for
professional staff that are required to work weekend duty. Compensatory/Administrative leave must be
taken as soon as practical following the duty weekend aydnotabe accumulated. This policy must be
approved annually by the Board of Directors.

6. Civil Leave for Reqular, Salaried Staff and Fultime Hourly Staff

Civil leave is available for all full time staff. It may be used to serve on jury duty, appeauit as a
witness under subpoena,attend administrative hearingsis NOT available for employees to appear in
criminal proceedings, including depositions in which the employee is a criminal defendant.

The employee should request civil leave fribia 4H Center Director as far in advance of the leave as
possible.

Employees are responsible for obtaining verification of their appearances at court proceedings from the
appropriate court personnel and this must be filed with the employees leawk recor

Employees who use civil leave and are reimburseddnriceanust repay Holiday Lake-Hl Educational
Center for the amount received. Employees may retain payment for services if using accrued leave such
as annual or compensatory leave.

Employees &ep reimbursement for expenses.

7. Payment for Leave Balances

An employee who resigns, retires, or is terminated will be paid for unused annual leave up to the maximum
number of hours that can be carried forward according to the annual leave charhahtthook. Unused

sick leave will be reimbursed at a rate of $10.00 per day up to a maximum of 10 days.

The employee will also be paid for any overtime leave and compensatory leave balance. Unused personal
leave has no monetary value.

8. EmployeeProgram Discounts

The Board of Directors gives 50% discount of the Holiday LakeHlicamping fee for 4H sponsored
events for employees whose children attend weekly or welekel programs at the Center. This fee is
50% of the fee that thel4 Center chargs and does not include any extra fees that a VCE Unit or
committee may charge, the employee would be responsible for paying all of these additionEhéees.
Center Director will review requests for this discount.

B. Holidays

The following days are obsved by Holiday Lake-# Center as paid holidays:
New Years Day (Jan.1)
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Lee-Jackson Day (2 Fri. in Jan.)

Martin Luther King, Jr. Day (3Mon. in Jan.)

President®ay (3rd Mon. in Feb.)

Memorial Day (Last Monday in May)

IndependencBay (July 4)

Labor Day (1st Mon. in Sept.)

Columbus Day (2nd Mon. in Oct.)

Veteran Day (Nov. 11)

Thanksgiving Day and the day after (4th Thurs./Fri. in Nov.)

Christmas Day
Holidays falling on the weekend will be observed either on theayimkfore the holiday (if it falls on
Saturday) or the Monday after the holiday (if it falls on Sunday).

To be eligible for holiday pay, the employee must work or be omuytiteorized paid leave the workdays
immediately before and after the holiday.

Becuse the center is often in operation on holidays, employees will sometimes be required to work on
holidays. We will make a reasonable effort to accommodate employees who need the holiday off for
religious reasons. Employees who are required to work laoliday will be eligible for compensatory
leave.

C. Insurance

1. Health- Full time employees are eligible for health insurance through-théCénter group plan. The

center will pay 80000 per month and balance of premium will be deducted from lpaimexrk on the 1st

and 2nd paychecks of each month. Employee, family, employee/child, employee/spouse, employee/children
coverage is available. This is a group plan through Virginia Tech-foiCénters only. Premiums vary
according to type of coveragad plan is renewable each September.

2. Direct Reimbursement Dental Plafihe Dental Direct Reimbursement Plan is designed to provide
financial assistance to employees and their families for dental expenses. Full time employees are eligible
for denta plan the first of the month following employment if employee choosing to participate. Cost of
coverage per pay period: employee $10.00, employm®e$19.00, and family $29.00. The Dental

Expense Plan will pay 100% of the first $150.00 of Dental @acthena $25.00 deductible and 80% of

the next 100.00 and then 50% of the next $1,540.00 of dental expenses not covered under our medical
plan up to an annual maximum benefit of $1,000.00 per year per person. HolidayHakeer will

deposit $50.00 peparticipating employee in the account at the beginning of eachlyehe event that

the plan’s fund balance is at 200% of the maximum yearly liability at the beginning of the year, then the
Center’s annual contribution shall not be made for that year. During the year, if additional employees

join and the fund balance drops below 150% of the maximum liability for the remainder of thegrear, th
the payment that would have been made in January will be made at that time.

D. Retirement Plan- 403 (B) Pemsion Plan

Regular salaried staff and fdime hourly staff are offered a 403(B) retirement plan through Fidelity
Investments TaExempt Services Company. Employees are able to invest up to 16% of gross salary per
paycheck or no less than $50.00 per manth this plan. Employees are encouraged to participate in the
retirement plan because it offers an opportunity to save for retirement before the money is taxed. The
retirement funds will grow at a much faster rate and through payroll deduction empiayeesconvenient
method of accumulating needed funds for later y@drsBoard of Directorsnay make contribution to this
planannually
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E. Cafeteria Plan Services- AFLAC

Regular salaried staff and fdaime hourly staff are offered Benefit Plans dalicies through AFLAC the

first day of the month following 60 days of employment. The Benefit Plans and Policies are subject to the
terms and conditions of the Plan are available for election by eligible employees. The maximum a
participant can contrilia via the Salary Redirection Agreement is the maximum aggregate cost of the
Benefit Plans or Policies.

F. Workers Compensation

An employee who is injured or becomes ill as a result of the job may be eligible to receive Workers
Compensation insuranceradits as provided under the State Workers’ Compensation Act. This insurance
is provided at no cost to the employee. A work related accident or injury must be reported immediately to
the employee’s supervisor. Employees are required to use approved iplayss as indicated in the safety

plan.

Il. Center Policies

A. Equal Employment Policy

Holiday Lake 4H Educational Center has a firm commitment to civil rights. It is our policy and intent to
recruit, hire, train, and promote individuals and to adstémiany and all personnel actions in a fair and
equitable manner withoutegardless of race, color, national origin, sex, religion, age, disability, political
beliefs, sexual orientation, genetic information, marital, familyyveteran status, or any other basis
protected by lawlt is the responsibility of the employee teport any incident or situation that involves
illegal discrimination immediately to the Center Director for investigation. The Center Director in
consultation with appropriate board committee members and/or University advisors will determine
correctiveaction, as appropriate.

B. Affirmative Action Policy
Holiday Lake 4H Center is an Affirmative Action Employer, which actively recruits women and other
minorities for employment and programs.

C. Changes and Updates

From time to time, it may become nesa&y to unilaterally, at the discretion of the Board of Directors,
amend, supplement, modify, or eliminate one or more of the benefits, work rules or policies described in this
Handbook, or any other employment benefits, work rules, or policies, withounptice.

This handbook does not constitute a guarantee that your employment will continue for any specified period
of time or end only under certain conditions. Employment at Holiday LakeCénter is a voluntary
relationship. Nothing in this handtlo constitutes an express or implied beneficial working relationship
together, regardless of anything which may appear in the Handbook or any other publication, policy or
statement. You have the right to terminate your employment relationship for amy, istzeny time

D. CONFLICT -OF-INTEREST POLICY

It is the policy of Holiday Lake-# Educational Center, INC. (the corporation) that all employees of the
corporation have a duty to be free from the influence of any conflicting interest when theyoabadn

of the corporation or represent it in negotiations or advise others in the corporation with respect to
dealing with third parties. They are expected to deal with suppliers, customers, contractors, and others
having dealings with the corporation thre sole basis of what is in the best interest of the corporation
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without favor or preference to third parties based on personal considerations. To this end the following
rules shall be observed:

1. No employee of the corporation shall accept from angquerdirectly or indirectly,
whether by himself or herself or through his or her spouse or a member of his or her family
or through any partner or business or professional associate, any gift, favor, service,
employment or offer of employment or any otti@ng of value which he or she knows or
has reason to believe is made or offered to him or her with the intent to influence him or her
in the performance of his or her duties as an employee of the corporation.

2. No employee of the corporation who is a partrofficer, or employee of a partnership,
firm, or corporation or who owns or controls more than 10 percent of the stock of such
corporation, shall represent, appear for, or negotiate on behalf of the corporation of any
interest in real or tangible or amgible personal property to such partnership, firm, or
corporation.

3. In case any such matter at any incident where any employee who has such an interest, he
or she shall promptly disclose his or her interest in the matter to The Center Director. He or
she shall not act on the matter without express written consent from the Center Director.

E. Work Reductions

Although we strive to maintain a year round operation, it may at times be necessary to make reductions in
the work force due to economic conditiomsother unanticipated changes. When layoffs are necessary,
consideration will be given to qualifications and length of service. When qualifications are equal, in the
CenterDirector’s judgement, least tenured employees will be laid off first.

F. Acddent Report:

Any illness or injury that you suffer on the job must be reported immediately to your supervigar.rdf
Jobrelated illness or injury requires you to leave your job, you must present an authorized written statement
from a doctor when yoreturn to work stating that you are well and able to continue employment. This
statement must be presented to the Center Director before you are allowed to resume work.

If a visitor is injured on the premises, or if property damage is sustained flasgjsest and notify théH
Centeroffice immediately. Do _not discuss the incident with anyone and do not comment on the
incident or the circumstanceslt is your duty to immediately report unsafe conditions you notice anywhere
on the premises.

G. Smoking Policy

Due to the nature of the work at Holiday LakEl £ducational Center with impressionable youth, the Board

of Directors recognizes that it is not in the best interest of our program to allow smoking at the facility.
Smoking by Holiday Lake 4 Educational Center staff is prohibited while on duty or while drividd 4
Center vehicles. Staff may smoke on break only in desigisateking areas.

Smoking is not allowed in any buildings, in the woodlands, or near the cabins. Smoking by visitors an
volunteer staff is limited to designated areas. Adopted by Board of Directors on March 18, 1997.

H. Permanent Staff required to live on site
Because of security concerns and the long and unusual hours often required when working with groups
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and progrars, the Boad of Directors requires théte Center Director, Program Directand the

Natural ResourcBirectorlive on site in the provided housing. They will be expected to provide security
throughout the year and offer assistance to groups when né&eadukions to this policy can be made by
the Center Director in consultation with the Administration/Finance Committee. For an exclusion to be
considered, the employee must submit a written request to the Center Director. If the exclusion is
granted all job description criteria must be mé&to additional compensation or benefits will be offered

to the employee if request is granted.

As the housing will also be the principal residence for family members, it is in the best interest of the
employee, théamily and the Board of Directors to understand the implications of living on site. The
property remains the property of theéd4Center during the period of occupancy. THed €enter will

provide for major maintenance, such as repair and replacemeajafappliances belonging to the

Center, roofing, exterior paint, etc. The employee may repaint and redecorate interior surfaces as needed
at the employee’s expense. It is expected that the employee and the employee’s family will properly care

for the pemises and maintain the property in good condifidve 4H Center is not responsible for the

repair or replacement of residential employee’s personal property, therefore residential employees are

encouraged to purchase renters insurance to cover anyrldaenage to their personal property.

Upon termination of employment for any reason with Holiday LakEEducational Center, the

employee and the employee’s family will be expected to vacate the premises and leave the property in

good condition. The pperty should be vacated prior to the end of the workday on the last day of
employment. In the event of the untimely death of the employee, the family of the employee would be
expected to vacate the property within 90 days.

|. SAFETY POLICY
It is thepolicy of this Center to provide a safe workplace for all employees to complete their tasks.

Employees are responsible for seeing that all operations are conducted in conformance with all laws, safety
regulations, and-# Center safety rules.

To this endthe Board of Directors hereby establishes a Safety Committee which will consist of members of
the Administration and Finance standing committee. This committee will be responsible for approving
safety procedures and regulations necessary to provide waiplace. This committee is also responsible

for reviewing all accidents involving over 3 days in lost work time by the employee and for reporting to the
Board any necessary changes in order to ensure a safe workplace.

The responsibility for impleméation of the rules and regulations approved by the committee is that of the
Center Director. In addition, the Center Director will appoint a safety representative from each operating
area of the Center. These individuals will assist the Director imgrognplementation.
All employees will be afforded:

1) Preemployment instruction on hazards pertinent to the job.

2) Adequate training in safe work practices.

3) Regular safety meetings.

Loss records will be maintained in the central office.

All i njuries involving more than 3 days lost work time will be reported to the Safety Committee along with a
suitable accident investigation. These reports will be made available to the committee members before the
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next scheduled meeting.

SAFETY INCENTIVE PRO GRAM

The Holiday Lake 4H Educational Center Board of Directors places great importance on safety. As a
measure of this importance, the Board has established the following incentive program for staff
renewable by the Board of Directors on an annualsase

$100.00 Bonus- This bonus will be offered to all permanent staff (Facilities Manager, Fiscal
Technician, Food Service Manager, Maintenance Assistant, Natural Resource Education Coordinator,
Program Director, Program Assistant). In order to recdigedonus, the-#H Center must have an

accident free year for each of the above listed staff members. This means that there will not be a lost
time reportable* accident by any of the permanent sféffe bonus year runs from December 1
November 30:

e $5000 Bonus -  This bonus will be available to Department Heads (Facilities Manager, Food
Service Manager, Program Director), and will be paid to each Department head for an accident free
year in the Department. Department personnel includes summepatéafime staff, or fulltime
staff assigned to the department, as well as the Department Head. The bonus will be paid to each
Department Head upon completion of an accident free year with no reportable* accidents in the
Department.

e $50.00 Bonus- Thisbonus will be paid to all eligible full time staff (Facilities Manager, Fiscal
Technician, Food Service Manager, Maintenance Assistant, Natural Resource Education
Coordinator, Program Director, Program Assistant). if there is nditostreportable* ecident in
any Department at theH Center during the reporting period.

e Summer Staff- Each summer staff member who completes the season without a lost time accident
or a reportable* injury will receive a $25.00 safety incentive at the end of the surtirtiere is no
reportable* accident by any member of the summer staff throughout the summer, then each summer
staff member will receive an additional $10.00.

¢ Part-time/as neededitchen Staff - Each partime kitchen staff member on the payroll and
eligible for reemployment at the end of tianmerwho completes theummerwithout a lost time
accident or reportable* injury will receiae$25.00 safety bonus on the first paycheck following the
last summer camp sessiolfithere is no reportable* accidein the department, then each employee
in the department will receive an additional $10.00.

e Part-time/year round staff (Administrative Assistant, Housekeeper} Each partime, year round
staff member on the payroll and eligible for reemployment a¢tigeof the year, who completes the
year without a lost time accident or reportable* injury will receive a $60.00 safety bonus at the
Christmas Holiday. If there is no reportable* accident in the department, then each employee in the
department will rece an additional $15.00.

Each employee is encouraged to put safety foremost in all activities at Holiday-Hakedcational
Center and to report safety concerns immediately to the Center Director.

Employees hired during the year may be eligible forcarated bonusEligible employees must be
employed on Nov. 30 of the bonus year with the exception of Summer Staff who successfully complete

Holiday Lake 4H Educational Center Employee Handbook Pagel3



employment; safety bonus payment will be included in the last paycheck.

*Reportable accident: An accident thatuires submission @irst Report of Accident VWC Form
No. 3

. TRANSPORTATION PLAN/VEHICLE POLICY

The following policy is out of the Holiday Lake-H Educational Center Risk Management Plan and
employees should make every attempt to carry itrotiteir transportation planning.

Transportation of campers and staff will be restricted to @mgroved activities. These include
transportation of campers for classes, activities, and other special activities approved in advance by the
Center Directoand travel to and from town to pick up suppliésno time should Center vehicles be used

for personal use.

Campers and staff may not be transported in any vehicle that is not designated for passengers.
Transportation to the barn may be provided byst bus, camp bus or van, or any other vehicle properly
equipped to carry passengers on the highway. Vehicles may not be loaded above passenger seating
capacity. All camp vehicles used for transporting campers and staff must be equipped with aistocked f

aid kit, reflectors, and a fire extinguisher.

The following precautions and procedures will be in effect whenever campers arestadinsported:

- Drivers must be at least 18 years of age and have a valid drivers license for the type of vehicle
driven

- All drivers must be approved by the Center Director and instructed in safe driving, loading,
seating, expected camper behavior, safety/emergency procedures, and supervision. The Center
Director will submit a list of staff drivers to the inance company annually for a check of driving
records

- Before leaving the property, all drivers must sign out the Center vehicle in theusigook

located on the circulation desk in the office. When campers are transported away from the Center
on trips or special activities, a copy of the Health History Form will be carried by the trip leader as
described in the trip procedure, the original will stay at the@enter. An itinerary must be left in

the file folder for the event before

- Backing of canp van will be restricted to situations in which there is no other option. Before
backing, driver will walk to the rear of the vehicle to check for safety and use a watch out when
available

- Campers and staff must adhere to the following safety régulat
- driver and front seat passenger will use seat belt as required by state law
- those riding in other seats will be reminded to buckle up
- heads, arms, and other body parts must be kept inside the
vehicle at all times
- no one may throwarticles from the vehicle
- everyone must remain seated while the vehicle is in motion
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- passengers must obey the driver at all times

- When a center vehicle is used for trips or activities, another staff member or adult must be present
in addition b the driver to attend to group behavior, accountability, and programming in transit

- Drivers of camp vehicles will follow State procedure posted in each vehicle in case of accident or
emergency

- Drivers of center vehicles are responsible for repgriafety concerns with the vehicle to the
Facility Manager or the Center Director and for assuring that the vehicle has enough gas for the trip
and assuring that the oil level is checked. All center vehicles that transport campers will be
inspected annligt and carry a valid state inspection sticker. In addition, the Facility Manager will
attend to the vehicle log book and assure the following items are checked on each vehicle prior to
the start of the camping season:

- lights

- tires

- windshieldand wiper condition

- emergency warning system

- horn

- brakes

- fluid levels

Failure to adhere to the policies/procedures in the Transportation Plan/Vehicle Policy will result in the
immediate removal of driving privileges of Center vehicles amtba@sult in other disciplinary action.

J. Media Policy

a. During times of crisiand emergency, theHlcentemwill likely receive local, state, and possibly
national media coverage.

b. The 4-H cente has a designated media perdhie, Center Direar No other staff are authorized to
speak to the media.

c. Any per®n who is approached should respdfillease let me refer yao our media contact

d. During times of crisis angimergency, 41 Center Directoor Program Directoshould contacthe
Stated-H Office at (540) 2386372 and Agriculture and Extension Communications at (5406836.
These offices will assist theH center in identifying the appropriate strategy for addreshimgnedia
during the crisis/emergency.

e. In some situations, thpgimary contact for a-4H center crisis or emergency will become an
Agriculture and Extension Communications representative.

IV. Miscellaneous Issues

A. Parking
Employees will be asked to park in designated parking areas during times when the cenise.isThe

supervisor will provide information on parking at the time of employment. Unless otherwise specified,
central office staff will park in the lot at the office. Cooks may park near, but not in front of, the loading
dock at the kitchen. Otheitéhen staff, maintenance and housekeeping staff should park at the parking area
near the pool. Summer program staff will be asked to park near the staff quarters, and are expected to leave
vehicles parked throughout the camp week.
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B. Lost and Found

Items found while a group is on the property will be turned over to the group cdtades that are found

on the premiseafter a group departincluding sums of money and articles left in and around the cabins
and at the podkreto beturned in to th&Center office. The Centewill retain articles for a proper period of
time in the office. If articles are unclaimed after 60 days, they become the property-6f Gender.

C. Use of Facilities by Employees and Families

The 4H Center facilities aréere to serve our guests. Employees may use the recreational facilities when
such use will not conflict with scheduled activities for guests. Staff members, including summer staff must
follow all center policies when using the canoes or the pool. Camastsbe checkkout with the Center
Director or Program Director.

The Center Director, Program Director, or Waterfront Director can provide advance approval and provide
special conditions for use of the pool by summer staff. Other staff may use thdupagl hours of
community swim when this use does not interfere with client use. Families of staff (immediate family only)
may be invited during community swim hours if this use is scheduled in advance with the Center Director,
Program Director, or Watfeont Director and does not conflict with programming.

D. Meals and Breaks
Center Employees may eat meals at the center when food service is offered and there is food available.
Employees are expected to take ariiBute break each morning and arihutebreak each afternoon.

E. Office Closing: Inclement Weather/Emergencies

When the center is closed due to inclement weather as determined@snteeDirector, employees may

be entitled to inclement weather leave, which may be taken at no lossfof gajaried and full time wage
employeesFull-time/parttime employees may qualify depending on there work schedule (inquire with your
department headlse of Inclement weather leave will not affect normal leave balances.

It is the employee’s responsibility to call the4-H center or the&CenterDirector to determine if the center is
in operation.

F. Social Security

Holiday Lake 4H Center makes a contribution to the employee’s social security will be determined by
Federal Government guidelines. The esgpt’s share is deducted from your wages each pay period. This
contribution and the equal contribution from Holiday Lakeé €enter are paid to the IRS required

V. Standards of Conduct

Employees of Holiday Lake-A Center are expected to abidethg highest standard of professionalism

and highest standard of service to center clientele. Although it is impossible to outline in detail standards of
conduct to cover every situation and circumstance, it is expected that each employee use comama sense
guide for reasonable and prudent actions. If there are questions concerning proper conduct, the employee
should contact thesupervisor or the Center Director.

The 4H Center Standards of Conduct are designed to provide certain steps in teetpiide employees
toward proper behavior and performance. The following steps may be used to discipline employees for
minor misconduct:

Verbal warning (1st offense)

Written warning or reprimand (2nd offense)

Holiday Lake 4H Educational Center Employee Handbook Pagel6



Suspensions from work for up to threg/glavithout pay (3rd offense)
Suspension subject to discharge

Keep in mind, however, that Holiday Lakd#Center has no obligation to any one or more of these forms

of discipline prior to discharging employees. Any one or all of these steps cantteel omsi the 44 Center

deems appropriate. Nothing herein constitutes a contract of employment, and by establishing this
disciplinary procedure, Holiday LakeH Center is not relinquishing or limiting its managerial right to
discharge an employee for argason at all at any time. The use of this progressive discipline prior to
termination is entirely discretionary and the decision of the management is in every case final and binding
on all concerned including the disciplined employee and all otherngeitseolved in any way, directly or
indirectly.

If any of these methods of constructive counsel are offered, the employee is encouraged strongly to take
advantage of the opportunity to improve behavior.

Categories of conduct that could be subjechéostandards of conduct action include but are not limited:
= unsatisfactory attendance or excessive tardiness.
= unauthorized time away from the work area (ofwork time for persondbusiness, abuse of sick
leave, etc.)
= obscene or abusive language
» inadeate or unsatisfactory job performance
= disruptive behavior

There are, in addition, categories of offenses, which are of such a sever¢hatomaylead to immediate
dismissal. These include, but are not limited to:

= failure or refusal to carry out ceds or instructions.

= absence in excess of three days without proper auttiorizor satisfactorgeason.

= reporting to work when impaired by or der tke influence of alcohol oillegal drugs, or the
unlawful use of controlled substances.

» unauthorized user misuse of center property or records.

= falsifying any record, including but not limited to ouchers,reports, insurance claims, time
reoords, leave records, or othaficial documents.

= theft or unauthorized removal of center property, records or p#nsonsproperty.

= gambling on center property or during work hours.

= acts of physical violence or fighting.

= violating safety rules where there is a threat of bodily harm.

= sleeping during work hours.

= participating in any kind of work slow down, sitwin, or similar concerteititerference with center
operations.

= unauthorized possession or use of firearms, dangerous weapons, or explosives.

= threatening or coercing other employeasgunteersor guests.

= criminal convictions for acts of conduct occagion or off the job.

= insubordination.

= proven or verified sexual harassment

= harassment of other employeeslunteers, or guegtcluding but not limited to verbal and physical
conduct or unwelcome advances with regarg Civil Rights classifications.

= any action that may be viewed as a threat to or endanger the health and safety of the youth or other
clients at the center.

= Destruction of Center property.
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V1. Grievance Procedure

It is our desire to conduct personnel matters and all center busireessanner that will be open and fair to

all employees. Regardless of the intent, there will be times when disagreements arise concerning
employment, policies, actions, or other matters. The following procedure is established to allow the
employee the quortunity to address work related complaints or disputes. A grievance must be initiated
within 30 calendar days of the actigiving rise to the grievance. Probationary employees do not have
access to the grievance process.

Hourly Staff, Part-time, and Temporary Personnel:
1. The employee is to take a grievance or concern diredthgitimmediate supervisor
2. If the matter cannot be resolved with the supervisor, then the employee will contact the Center
Director and request a conference to resstie concern.
3. The Center Director will provide the employee with an answer withirorking days of the
request. The decision of the Center Director is final.

Permanent Staff:
1. The employee will take a grievanaeconcern directly to theimmedatesupervisor.
2. If the matter cannot be resolved with the supervisor, then the employee may request a conference
with the Center Director to resolve the concern.
3. If the matter cannot be resolved with the Center Director, the employee may requihst that
Center Director set up a conference with the Administration and Finance Committee of the Board
of Directors. This conference will be arranged within 30 days after the meeting with the Center
Director. The decision of the Administration and Finanom@ittee is final.

State Employees
State employees assigned to Holiday Laké @enter are subject to the Grievance procedure as outlined in
the Commonwealth of Virginia Employee Handbook.

VIll. Emergency Procedures

A. Inclement/Severe Weather Emergencyction Plan

In the event that it becomes necessary for to staff relocate to shelter/secure locations due to the presence
of or imminent approach of potentially dangerous or severe weather (such as severe thunderstorms, high
winds, hurricane, tornado, elcit becomes necessary to seek secure shelter ioldisest of these

locations; secure locations are:

Bunkhouse Room C

Bunkhouse Room D

Bunkhouse Kitchen

Laundry Room under Dining Hall

Supply Room under Dining Hall

Boy’'s Bathhouse

Nature Room
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B. Virginia 4-H Educational Centers
Overview of Bloodborne Pathogens Guideliné2012)

[NOTE: A majority of this information was selected from the Virginid 4Blood-borne Pathogens and
Post Exposure Plan.” For a complete review of this information, see the Virginia Cooperative Extension,
Risk Management (5.1 Blodmbrne Pathogens/Post Exposure) Plan or visit
http://www.intra.ext.vt.edu/policies/ riskmgt.html#blapd

1. Purpose

a. The purpose of this plan is to educaté gtaff and volunteers about thekssassociated with
“exposures” to infectious substances and to inform them about the procedures to follow if they
are exposed.

2. Definition of “Blood-borne Pathogens”

a. Microorganisms that can be present in human blood and are capable of produas®idise
humans. Some examples of blemoirne pathogens are:

i. Malaria,

ii. Syphilis,

iii. Hepatitis B virus (HBV), and

iv. Human immunodeficiency virus (HIV).
3. Definition of Exposure

a. An “exposure” is contact with any potentially infectious substance (i.e., blood, urine, semen,
vaginal secretions, saliva, and sweat), through inhalation, needles, contact with an open wound,
nortintact skin, or eyes or other mucus membrane.

b. Please note that contact of blood or bodily fluids onto intact skinniessgnify an exposure
and should be disinfected as outlined below.

4. Position Classifications atH4 Camp that Hold a High Occupational Risk of Exposure
a. EMT/Nurse/Medical staff,
b. Lifeguards,
c. Maintenance staff, and
d. Any summer camp staffiember required to have first aid and CPR certification.
5. Primary Responders
5. Primary responders

a. Each 4H center must identify “primary responders,” those individuals who can respond to
situations involving potentially infectious substances bezafisraining, vaccinations, etc.

b. Refer to your local4H centerspecific appendix for more information about your primary
responders.

c. For 4H camps conducted at the unit level, there should be someone who can serve as the
“primary responder.”

6. What To Do if You Are Exposed
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a. If a potentially infectious agent comes into contact with an open wound, broken skin, or
mucous membrane, you have been exposed.

b. If exposed, you must contact thd-H Center office to get instructions on how to proceed.
1. All 4-H centers shall ensure that the following personal and medical information is
established and maintained for each employee:

a) Name

b) Social Security Number (cannot be required according to HIPAA).

c) Copy of the employee’s Hepatitis-B vaccination statuscluding dates of
inoculation.

d) Records of all results of examinations, medical testing and faljpwrocedures as
required for post exposure incidents, as well as copies of the physician’s written
opinion regarding the exposure.

2. All 4-H centers shallresure that these medical records and information are maintained
throughout the duration of employmeph,s thirty (30) years.
7. Personal Protection

a. All 4-H unit offices are responsible for assembling and providing the following personal
protection equipment in a kit. If any part of a kit is used, the entire kit must be disposed of.

Most of the items needed can be obtained from your local grocery or pharmacy. You may want to
consult with your local safetgupply company for the latex gloves and haledmers (For 4

camps conducted at aHtcenter, your 41 center may provide a “personal protection” kit in each

cabin/ lodge. Please refer to youH4enterspecific appendix.)

i. Disposable towels,

ii. Disposable nitrile glovesNot latex, because ste people have allergic reactions to
latex.),

iii. Waterless medicated hand cleaner such as a germicidal hand wash,
iv. Small, equal size bottles of water and chlorine bleach, and
v. Small plastic bag.

b. Disposable nitrile gloves shall be wannall first -aid situations.

c. Personnel (staff and volunteers) shall wash their hands and any other exposed skin as soon as
possible after the removal of gloves. If personnel are away from a facility, these body areas shall
be cleaned with a waterless, germdaihand cleaner. As soon as feasible, whether at the station

or medical facility, personnel shall wash these body areas with appropriatevasinitig agents,
followed by soap and water.

d. Personnel shall wash as listed above, or flush eyes or othes maatbranes with water
immediately or as soon as possible following contact of these body areas with blood or other
potentially infectious materials. If you have an exposure, refer to 6. above.

8. Cleaning and Disinfecting Guidelines

a. All unit officeswill use the items listed in the personal protection section to deal with cleaning
and disinfecting.

b. Nitrile gloves shall be worn during any process of cleaning or disinfecting.
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c. Personnel shall not eat, drink, smoke, apply cosmetics or lip balrandle contact lenses
during any process of cleaning or disinfecting.

d. For cleaning soiled areas, the fluids should be wiped up with the towel. The towel should be
placed in the plastic bag. The containers of water and chlorine bleach should bemaixtki
solution should be used with towels to wipe down the soiled area. These towels should also be
placed in the plastic bag along with the disposable latex gloves.

e. Personnel shall wash their hands and any other exposed skin as soon as pesdlide aft

removal of gloves. If personnel are away from a facility, these body areas shall be cleaned with a
waterless, germicidal hand cleaner. As soon as feasible, whether at the station or medical facility,
personnel shall wash these body areas with apiptephanewashing agents, followed by soap

and water.

f. If a small area of clothing becomes contaminated, spot cleaning the garment is appropriate.
The spot cleaning procedure is to squirt-giemaner (such as Shout, Spray & Wash, or Liquid
Tide) ontothe spot once or twice and gently rub the fabric together until light foam appears.
Rinse.
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Holiday Lake 4-H Educational Center
HEPATITIS -B VACCINE REFUSAL FORM

l, , undersitamdiue to my occupational exposure to blood

or other potentially infectious materials, | may be at risk of acquiring HepRtitisus (HBV) infection.

| have been given the opportunity to be vaccinated with HepBtitisccine at this time and | declitiee
vaccination. | understand that be declining this vaccine, | continue to be at risk of acquiring HBpatitis

a serious disease. In the future, if | continue to have occupational exposure to blood or other potentially
infectious materials, and | wara be vaccinated with HepatiB vaccine, | can receive the vaccination

at no charge to me.

Employee Signature Date
Witness Signature Date
4-H Center Representative Date
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Holiday Lake 4-H Educational Center
POST-EXPOSURE FORM
Exposed Employee:

Name: Sec. No.(optional)

Date of Birth Position

Name of Person Who Subjected Employee to Exposure

Soc. Sec. No. afdBath

Suspected/Confirmed Ddase

Date of Exposure Tintexpbsue

What was employee exposed to: Blood Tears Feces
Urine Saliva Vomitus Sputnan Sweat

Other

Parts of your body that became exposed (be specific):

Did you have any open cuts, sores or rashes that became exposed? (be specific)

How did the exposure occur? (8eecific)

Employee Signature Date

4-H CenterRepresentative Date
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C. FIRE PROCEDURE

In case of fire at the Dining Hall, éhfire alarm will be sounded, and the Dining Hall Fire Drill Procedure
will go into effect. If the fire is noticed before the alarm sounds, the person noticing the fire will pull the
alarm at one of the dining hall exits.

In case of fire in any other lations, the Center Director, Camp Director, Program Director, or other adults
noticing a danger will immediately order everyone from the building or location of the fire. The flag pole
area has been designated as the safe location for line up. Peisiog tat fire will send a staff member to

call the fire department.

Appomattox Fire Dept. 911
Toga Fire Dept. 1-4349691772

The announcemenFIRE DRILL - LINE UP BY CABINS AT THE FLAG POLES" will be made 3
times on the page system by thentr Director or the Program Director or the adult who finds a fire. The
Summer Program Staff will initiate drill according to previous training, which includes:

- Using a fire extinguisher to extinguish flames if possible

- Making sure all camperseout of the buildings and safely lined at flag poles

- Informing fire department of situation and assisting as instructed by the fire department

Program Staff will move all campers to a safe location and initiate rainy day activities or other gdmes an
activity as appropriate while waiting for the fire department to arrive.

EMERGENCY EQUIPMENT

Fire extinguishers are located at the following sites:

Center Office (beside the kitchen sink)
Camp Store (on porch beside drink machine)
Dining Hall (beside lake entrance door)
Kitchen (beside the range)

Basement of Dining Hall

Conference Room

Porch of cabin #2

Porch of cabin #4

Porch of cabin #7

Porch of cabin #13

Boy’'s Bunkhouse (inside front door)

Crafts Room (beside door)

Bunkhause (on porch between bathrooms)
Bunkhouse Kitchen (in closet)

Lake Lodge (porch of Room A)

Pods, inside each

Shop (beside garage door and over work bench)
Barn (on wall inside tack room)
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Extinguishers are checked monthlyridg the summer camping season by the Facilities Manager and
recharged as necessary. An annual inspection is performed in April or May by Fire and Safety Equipment
Company.

D. SEVERE STORM/LOSS OF POWER PROCEDURE

In the event of a severe storm or loEpawer, the following procedure will be followed:
Campers will stay in the dining hall or cabins

Teen leaders, adults and Program Staff will all assist to maintain a calm and safe atmosphere among
all campers

Center Director will determine when & safe to resume programmiwgrk

Program Staff, adults, and teens will work together to implement Rainy Day programs in each cabin
or bunkhouséor participants

Participants and employeed| be brought to Dining Hall where emergency lighting isikde, if
the situation is warranted

E. EVACUATION PLAN

In case of emergency or unusual situations requiring evacuation, the following procedure will be
implemented:

Rescue, Fire, and/or Police will be notified by the Center Director of the neeatime
Buses will be brought down from the parking lot and loaded at the circle, if safe. If not, campers
will hike to the bus parking lot for loading. FedrCenter Staff and adults will direct loading of

buses and will assist the Camp Director vaiticounting for all campers

If buses are unavailable at camp, Appomattox County Schools will be contacted to provide buses
for emergency evacuation, and the same loading procedure will be used upon arrival

Buses will carry campers to the Appomattox Raton Building where plans for return to camp or
transportation home will be made

Center staff will assist as needed until dismissed by the Center Director or Supervisor to leave the
facility.

F. MISSING CAMPER PROCEDURE

Observance of missing campeitl be reported immediately by teen leader, adult leader, or class instructor
to the Camp Director.
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The Camp Director, with assistance frofil £enter Staff will initiate the following actions:
Determine if the camper is actually missing by way tfaall in class, tribe or cabin
Determine where and when camper was last seen

Available staff initiate a search to include the amphitheater, pavilion, cabins, "Holly's Hill",
campfire area, horse barn, trails, and trailers

If camper is not found iB0 minutes, the Center Director will notify the proper authorities (fire,
rescue, police)

Parents/guardian of missing camper will be notified at a time deemed appropriate by local
authorities and Center Director

FourH programming will continue withlleother campers

G. ACCIDENT/INJURY/MEDICAL PROCEDURE

If a camper or teen is injured and/or requires treatment, the following procedure will be followed:

o Person should not be moved unless necessary to do so, ie, possible further danger

o0 Make camper as adafortable as possible and send for Camp Nurse/EMT

o Notify Camp Director and Center Director

o0 Camp Nurse/EMT will decide upon course of acti@enter or Program Director if EMT
is not available)
- Call Appomattox Rescue Squad
- Administer necessary firsid
- Carry person to Appomattox Family Practice or Lynchburg General Hospital

MEDICAL SUPPLIES

Medical supplies are kept in a locked cabinet at the clinic. The minimum medical supplies are described in
the medical plan. In addition, first aidkiare found in the following locations:

Office (over sink)

Kitchen (over Kitchen Manager’s desk

Shop (over work bench)

Bunkhouse Kitchen (in cabinet over sink)

Barn (tack room)

Pool (Waterfront Director’s office)

Clinic

Camp van (under driver'sate

Camp pickup trucks (behind seat)

Rifle range (on pole under shelter)

The EMT will be responsible for determining from the Health Plan the supplies to stock in each first aid kit.
In addition, the EMT will stock a first aid shoulder pack to supplhestaff member that leads a group on
a hike or trip away from the Center property.
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The EMT will check supplies weekly in the clinic and other kits, and notify the Center Director each Friday
afternoon of any medical supplies needed.

PERSONAL PROTECTION EQUIPMENT

The following protective equipment will be available in the clinic and in all first aid kits for use by "Primary
Responders", and any other person who comes in contact with blood or bodily fluids:

Vinyl gloves

Surgical masks

Gowns

Oneway breathing masks

germicidal cleaner

Waterless handwash

A Sharps disposal kit will be retained in the clinic. The EMT is responsible for maintaining the kit and is
the only person at the Center authorized to use the equipment.

A Hazardous Waste bag wihle maintained in the clinic, and all waste materials will be deposited there.
The bag will be collected by a Waste Disposal Service at times when necessary.

H. SECURITY

Security and safety is an overriding sieration in the planning of an event fdrparticipants and staff
Because of the relative isolation of Holiday Lakél £ducational Center, it is relatively easy to quickly
identify visitors and intruder\ll staff areresponsible for provide security. This will include:

+  Waitching closely fointruders and identifying visitors

+  Waitching for problems witparticipants

. Immediately reporting any disturbances to the Center Director, Program Director, or Natural
Resources Director.

Visitors to the camp are required by posted sign to check ire aiffise upon arrival. After checking in,
visitors are escorted to meet campers or campers are paged to the office by the Camp Director to meet
parents. The camp area is off limits to pool members and visitors to the lake.

All visitors who are not regisred are confronted by the Camp Director, Center Director, Program Director

or designee immediately. Visitors are politely informed that the area is private property, and are asked to
leave. The Appomattox Sheriff's office is notified at the first sigany trouble. If an intruder has strayed

in from the lake or the State Park, the park rangers are notified immediately, and the State Police called, if
action is warranted.
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VII. Employee Statement

This is to acknowledge that | have been gieewropy of the Employee Handbook and have read the
contents. | have been advised that | am to ask the Center Director or my immediate supervisor about any
portion that | do not understand. | have examined this manual and understand that Holidai ICareet

may change any part of this manual at any time without prior notice. | understand that this Handbook is
neither an employment contract nor a guarantee of continued employment and | understand that no person
other than the Center Director has theharity to enter into any express or implied contract agreement of
employment on behalf of the corporation. | agree to abide by and accept all of the rules, policies and
regulations of Holiday Lake-#l Center. | realize that any violation of Holiday Lakél Center rules and
regulations may result in disciplinary action, probation or termination.

Employee name (pt)

Employee signature

Date

This statement is to be signed, dated and returned to the Center Director.
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