
Mission Statement 

CYO and Community Services is a partnership of youths, adults and parishes, rooted in 

Catholic values, committed to fostering a culture of community services, and dedicated to 

serving the young, the disabled, the elderly and the poor. 

 

 

 

Dear CYO Staff Member: 

 

Attached are various CYO and Community Service‘s policies.  You will need to print 

pages 1 – 43 of these policies and bring them with you to your orientation.  

Orientation is mandatory.   

 Environmental Education orientation and training dates are April 8 - 9 

 Day Camp orientation and training dates are June 7 - 11 

 SumFun orientation and training dates are June 21 - 25  

 Resident Camp orientation and training dates are June 7 – 11 

 

In the Employment Forms (W-4, Direct Deposit, etc.) section you will find 

Acknowledgement forms for all of the below named policies.  Please sign and return the 

Acknowledgement forms and return with all of the other Employment Forms.   

 

The following are the Policies:  

 

1. Seasonal HR Policies 

 

2. Seasonal Safety Policies 

 

3. Drug Free Workplace Policy 

 

4. Conflict of Interest Policy 

 

5. Diocesan Standards of Conduct Policy – New Hire Staff Only 

 

6. Diocesan Safety of Children Policy – New Hire Staff Only  

 

These policies are one document, however there are numerous pages.  You will only need 

to print the Seasonal Staff Human Resource and Safety Policies (pages 1-43) and bring 

with you to orientation.   
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CYO AND COMMUNITY SERVICES  

SEASONAL STAFF HUMAN RESOURCES POLICIES 

 

INTRODUCTION 

 

WELCOME TO CYO! 

 

As an employee of CYO and Community Services (CYO), you have accepted an invitation to 

serve our community with a selfless spirit.  Thank you for your generosity.  YOU are now part of 

a critical team empowering CYO to accomplish its mission and goals! 

 

CYO is part of a ministry of service to the community of the Catholic Diocese of Cleveland.  As 

people of faith we are challenged by ideals.  Please read carefully and reflect upon CYO‘s 

Mission Statement, Catholic Values and Management Principles on the following page.  While 

you may come from a different faith tradition, you will recognize quickly in these statements 

important beliefs about life espoused by many traditions.  As you review these, I invite you to 

consider how you can give life to these values each day in your work at CYO.  Feel welcome to 

discuss these statements with your supervisor and fellow workers.  If our team of employees and 

volunteers makes these ideals live in our work, all participants, volunteers, visitors and staff will 

experience a special level of caring and sense of community through our programs. 

 

As these statements suggest, CYO strives to provide a safe and healthy environment for our 

employees and volunteers.  We encourage participation by all in suggesting and implementing 

improvements to our agency and programs.  CYO is committed to providing the best programs 

possible for our participants and their families.  We believe that delivering quality services that 

address genuine needs is our call and will help ensure a solid future for CYO.  Because CYO is 

measured by the combined efforts of all our employees and volunteers, we must consistently 

strive to give our best effort to accomplish these ideals.  

 

CYO‘s Camping Programs are primarily CAMPER – centered.  In seeking to achieve the highest 

objectives for the camper, you should MAKE CAMPING an experience that is saturated with 

FUN.  By joining our CYO team we recognize and appreciate your personal dedication and 

desire to grow in maturity through generous service of others.  We believe that our personal 

caring about the dignity of each person, a desire to foster inclusive communities and a sense of 

satisfaction from a job well done will continually motivate each of us. 

 

In a complex society many laws and rules govern our conduct in the workplace.  This handbook 

attempts to outline how we work together at CYO.  Our Board of Trustees has reviewed and 

approved this handbook.  Of course, no personnel practice can possibly cover all of the practices 

and requirements of employment and relationships in the context of the summer camp.  Every 

staff member must be aware of the mission of camp.  Their individual lives must reflect that 

mission.  From this, it follows that certain types of conduct and performance are inherent in 

being a staff member in a Catholic organization.  I pass it on to you as a guideline for your job.  

If you have any questions regarding the information in this handbook, please contact your 

supervisor, our Human Resource Manager or me. 

 

Your colleague in service, 

 

Donald P. Finn 

Executive Director 
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MISSION STATEMENT 

 

CYO and Community Services is a partnership of youths, adults and parishes, rooted in Catholic 

Values, committed to fostering a culture of community service and dedicated to serving the 

young, the disabled, the elderly and the poor. 

        Adopted September, 1995 

 

 

CATHOLIC VALUES 

 

SPIRITUALITY: CYO and Community Services shall enhance the spiritual 

development of program participants, volunteers, staff and trustees. 

 

DIGNITY: CYO and Community Services shall contribute to the dignity of 

each person, especially those whom we serve. 

 

INCLUSIVENESS: CYO and Community Services shall foster the development of 

inclusive communities with God as their center. 

 

SERVICE: CYO and Community Services shall nurture a spirit of selfless 

service, as Jesus taught. 

     Adopted July 1995    

 

 

MANAGEMENT PRINCIPLES 

 
EXCELLENCE: Excellence in service shall distinguish the program of CYO and 

Community Services. 

 

COMMITMENT: The Leadership of CYO and Community Services shall 

strategically guide the agency to develop a culture of commitment 

to community service. 

 

DEVELOPMENT: CYO and Community Services shall support the professional 

development and growth of staff and volunteers. 

 

STEWARDSHIP: CYO and Community Services shall reflect sound fiscal 

responsibility by securing public and private funding and 

allocating resources to best meet community needs. 

LINKAGE: CYO and Community Services shall build strong partnerships with 

the parishes and communities served.   

        Adopted July, 1995 
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APPROACH TO THE JOB 
The success of CYO in fulfilling its mission depends on each employee.  As we provide services for those in need, 

our relationships with co-workers, supervisors and all those with whom we have contact must be based on our 

values, particularly respect for the dignity of each person. 

 

A couple of ways to demonstrate our respect for every person and our desire to serve are to: 

 provide quality services in a prompt, respectful and courteous manner, 

 communicate in a spirit of hope and honesty with co-workers and clients 

Together we will be able to fulfill our mission in a manner characterized by our values. 

 

It is essential that staff maintain an appearance and attitude befitting a community service organization striving to 

live by the values portrayed in the gospel.  The agency atmosphere must be one respecting the dignity of each person 

with a genuine desire to serve all visitors as well as those who contact the office via the telephone, e-mail, etc.  
Individuals visiting or contacting the office should be served promptly and courteously, without exception. 

 

 

TEAMWORK 
Employees of CYO share a common mission, values & organizational goals.  We spend many working hours a year 

in association with our fellow workers.  In order to make those hours pleasant, it is necessary for each employee to 

have the desire to get along with others.  All members of the staff, while assigned to specific responsibilities, are 

expected to assist or help other employees whenever the need arises. 

 

 

EMPLOYMENT POLICIES 

 

EQUAL OPPORTUNITY 
Since we are an equal opportunity employer, all employees and prospective employees will be recruited, selected 

and trained without regard to age, sex, race, color, disability, national origin, marital status, veteran status and any 

other protected class as defined by law.  This same non-discriminatory consideration will be used in all other aspects 

of the employment relationship in accordance with applicable laws. 

 

All applicants are carefully screened and full consideration is given to their training, education, skills, experiences, 

growth potential and previous work record.  All managers and employees of CYO are charged with fulfilling their 

responsibilities for the active support of our equal employment opportunity program.  Any employee, including 

supervisors and directors, involved in discriminatory practices may be subject to termination. 

 
Any employee with questions or concerns about any type of discrimination in the workplace is encouraged to bring 

these issues to the attention of his or her immediate supervisor or the Human Resource Manager without fear of 

reprisal. 

 

Knowledge of beliefs and traditions of the Catholic Church and commitment to Catholic social teaching may be 

required for certain positions.  This requirement will be listed on only those job descriptions where these 

qualifications are deemed essential. 

 

 

SEASONAL EMPLOYMENT 
If staff wish to be considered for employment for subsequent seasons or other CYO programs, it will be necessary to 

complete a new application and be selected from the field of applicants for the positions(s) available. 

 

 

EMPLOYMENT PROCESS 
When an employment position becomes available management will follow a uniform hiring process.  The process is 

as follows: 

 Post position internally for five (5) business days 

 Post position externally at the agencies discretion 

 Review all applications and/or resumes 

 Interview selected applicants  

 Check applicant references (3) 
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 Offer applicant position contingent upon criminal background check and drug/alcohol screening 

 Criminal background check conducted on all new hires and seasonal staff 

 Conduct Diocesan Registry Screening 

 Conduct National Sex Offender‘s Public and Civil Registry screening 

 Drug/alcohol screening 

 Training – Including VIRTUS, confidentiality (HIPAA) safety in the workplace, safety procedures for 
participants and any training pertinent to the position 

 

 

CRIMINAL BACKGROUND CHECK 
Final candidates for employment positions will undergo a criminal background check according to the program 

guidelines.  Employment is contingent on the results of the background check.  Background checks are conducted by 

the Ohio Bureau of Criminal Identification (BCI) and Investigation and/or the Federal Bureau of Investigation 

(FBI). 
 

If the applicant has been a resident of Ohio for the past five consecutive years the candidate will be fingerprinted at 

the CYO offices.  If the applicant has resided outside of Ohio at any time (including school) over the past five years 

the applicant must have both a BCI and FBI.  Instructions will be given to the applicant on how to obtain a FBI 

background check. 

 
Staff are obligated to report immediately any arrest or conviction to the Human Resources Manager any conviction 
(whether guilty or ―no contest‖) of any violation of the law, except minor traffic violations.  Staff will be required to 

sign a statement annually indicating that they have not been convicted of any violation of the law.  In the event of 

conviction or discovery of failure to provide timely notice of an arrest or conviction, the employee is subject to 

disciplinary action up to and including termination. 

 

 

EXIT INTERVIEWS 
At CYO, we believe that our employees are our most important assets and we are concerned about retaining 
talented, competent people.  Employees terminating their position with the agency will usually be offered the 

opportunity to participate in an exit interview conducted by the Human Resource Manager or a supervisor.  It is our 

hope that we may gain constructive insights and ideas for the benefit of present and future employees through this 

interview. 

 

 

EMPLOYMENT OF RELATIVES 
It is CYO‘s policy to avoid bringing family relationships into the work place whenever possible.  However, on 

occasion more than one family member may work for CYO and Community Services.  The following guidelines 
will govern these situations: 

 

1. No employee will be permitted to hire a relative. 

2. When related persons work for CYO, one relative may not supervise another. 

3. Related persons will not be involved in evaluating each other‘s job performance or in making 

recommendations for salary adjustment, promotions, or other budget decisions. 

4. CYO may have relaxed standards regarding this policy for temporary, seasonal or part-time 

employment.  All such instances will be reviewed by the Executive Director and reported to the 

Personnel Committee. 

5. For purposes of this handbook, relatives shall include:  grandparent, parent, spouse, sibling, child, 

grandchild, uncle, aunt, niece, nephew, step relative, in-law, half relationships, first cousin or person 
not related by blood or marriage but living within the same house for an extended period. 

 

 

PERFORMANCE REVIEW 
CYO uses a standard form to record formal performance appraisals, usually on an annual basis.  Employees will 

have an opportunity to review, add written comments, and make copies of the performance review.  Employees who 

disagree with the appraisals are encouraged to discuss areas of disagreement with their supervisor.  Employees must 

sign and date their appraisal after all comments have been noted.  Performance appraisals become a permanent part 

of the employee‘s personnel file.   



 

 

 

CONFIDENTIAL MATTERS  
Each employee has an obligation to keep and maintain in strict confidence any information he or she may acquire of 

a confidential nature relating to the individuals and families we serve, our employees and the policies and operation 

of CYO and Community Services.  Any violation of confidentiality seriously injures the dignity of the person(s).  

Even casual remarks can be misinterpreted and repeated.  As co-workers, we support one another in this serious 

responsibility.  Therefore, no employee should ever discuss client, employee or business transactions with anyone 

who does not have a direct association with the transaction or does not need to know.  This obligation to maintain 

confidentiality continues even after you leave our employment.  CYO‘s policy on confidentiality is in compliance 

with the Health Insurance Portability and Accountability Act of 1996 (HIPAA) and the state of Ohio laws governing 

the protection of individually identifiable information.    

 

 Sharing sensitive information about our program participants and their families may only be done under the 

terms of a properly executed release-of-information.  

 Sharing information about our employees may only be done with the express authorization of the employee 

in question. 

 Any work product developed by an employee of CYO and Community Services is the property of CYO 

and not the employee.  Sharing information about CYO operating procedures, which might be construed as 

―trade secrets‖ of a program, may not be done without the permission of the Executive Director. 

 Sharing any information with the media and/or press must be approved in advance by the agency‘s 

Executive Director.  (When approached by the media regarding any matters of a controversial nature, do 

not answer and direct inquires to the Executive Director at 330-762-2961.) 

 Disclosure of unauthorized information may be cause for disciplinary or legal action, including dismissal, 

as stipulated on the Confidentiality Statement that all employees are required to sign, in compliance with 

HIPAA specifications. 
 

If you are questioned by someone outside of CYO or your department and you are concerned about the 

appropriateness of giving him or her certain information, remember that you are not required to answer, and that we 

do not wish you to do so.  Instead, as politely as possible, refer the request to your supervisor or the Executive 

Director. 

 

 

ACCOMMODATIONS FOR DISABILITIES 
If you have a disability which affects your ability to perform your job duties, please contact your supervisor to 

discuss the appropriate accommodations we can make for you to safely and effectively perform your job.  A 

statement from your physician describing the extent of your disability and limitations will usually be necessary in 

order for us to make the proper accommodations. 

 

 

DRUG FREE WORKPLACE POLICY 
CYO has a Drug-Free Workplace Policy that all employees must review and understand. Employees will receive the 

Policy along with an Acknowledgement and Consent form.  These forms must be completed and signed by each 
employee as a condition of employment. 

 

 

OPEN DOOR POLICY AND GRIEVANCE PROCEDURE 
In any complex operation problems or differences of opinion regarding work matters will occasionally arise between 

employees and their supervisors, fellow employees, or CYO in general.  We encourage you to bring any problem 
you might have to your supervisor.  If your supervisor, after a reasonable amount of time, is unable to resolve the 

problem to your satisfaction, the Executive Director has an open door policy to discuss any matter. 

 

This open door policy and problem review procedure is designed to resolve problems quickly and is based on the 

following principles: 

 

 We encourage you to first bring your problem and questions to your immediate supervisor‘s attention. 

 

 Your problem will be thoroughly discussed and evaluated on its merits. 
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 If you are not satisfied with your immediate supervisor‘s response to a job-related problem, then he or she 

will refer you to the Executive Director to resolve the dispute. 

 

 If you are not satisfied with the resolution of the problem by the Executive Director, you may file an 

appeal, in writing, to the Chairperson of the Board of Trustees within ten (10) days of the written decision 
of the Executive Director.  A committee of the Board will review the situation and make a final decision. 

 

Obviously, we cannot correct a problem unless we know about it.  Therefore, you are encouraged to use CYO‘s 

open door policy and grievance procedure to air any problems or grievances you may have regarding your job. 

 

 

INFORMATION SYSTEMS 
CYO and Community Services (herein referred to as CYO) recognizes the importance of E-Mail, Voice Mail, 

Computer/Network Systems and Internet access in today‘s fast-paced work environment.  Accordingly, E-Mail, 
Voice Mail,Computer/Network Systems and Internet access is available to certain employees. 

 

E-Mail, Voice Mail, Computer/Network Systems and Internet communication is to be based on mutual respect of 

others in the workplace.  Employees have the responsibility to use those resources in an effective, ethical and legal 

manner.  These systems are not to be used in a way that may be disruptive, offensive or harmful to morale.  There is 

to be no display or transmission of sexually explicit images, messages, cartoons, or any transmission or use of E-

Mail or Voice Mail communications that contain ethnic slurs, racial epithets, or anything that may be construed as 

harassment or disparagement of others based on their race, national origin, sex, sexual orientation, age, disability, 

veteran status, or religious or political beliefs.  Violation of this policy will result in appropriate disciplinary action 

up to and including termination of employment. 

 
In general, employees should use the information systems for CYO business only.  Appropriate personal use of these 

resources should be confined to lunch, break and other non-peak business periods with the approval of the 

employee‘s supervisor.  The information systems are not to be used to solicit others for commercial ventures, 

religious or political causes, outside organizations, or other non job-related solicitations.  Also, employees should 

keep in mind the potential for violation of copyright laws.  Reminder:  Copying copyrighted software onto CYO‘s 

network without proper licensing is not only illegal but could make you and CYO liable for copyright infringement. 

 
CYO retains the copyright to any material posted to any forum, newsgroup, chat, World Wide Web page or any 

other repository of any type by any employee in the course of his or her duties. 

 

For privacy reasons, employees should not attempt to gain access to another employee‘s personal file of E-Mail, 

Voice Mail, network files, Internet transmissions, etc. without the latter‘s express permission.  However, the 

Executive Director and Network Administrator reserves the right to enter an employee‘s E-Mail, Voice Mail,  

network files or Internet files, transmissions, etc.  All communications are property of CYO. 

 

The confidentiality of client and employee matters shall be maintained at all times.  No employee will put at risk the 

confidentiality of any sensitive matter by transmitting or receiving confidential material through the use of the 

Internet or Internet e-mail without appropriate measures to protect confidentiality.   
 

CYO monitors the activities of every employee‘s workstation.  If there is an indication that violation of this policy 

has occurred CYO will examine usage patterns and impose penalties including possible termination of employment 

where inappropriate use is shown. 

 

The default settings on each workstation are established by CYO for protection of the network.  Do not change any 

of the settings on your workstation without prior approval from the Network Administrator.  

 

Downloaded files and attachments may contain viruses or hostile applications that could damage CYO‘s network.  If 

you have any doubt as to the trustworthiness of any source, do not download the file or accept any e-mail 

attachments from that source.  If you need assistance in running a virus check please inform the Network 

Administrator.  Users will be held accountable for any breaches of security caused by files obtained for non-business 
purposes. 
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Please remember that use of E-Mail, Voice Mail, Computer Systems Internet access, etc.  originating at CYO is a 

privilege, and this privilege may be revoked if abused.  When using CYO‘s Internet connection, you are a CYO  

representative.  Please be aware that the following actions violate CYO‘s policy: 

 

1. Any activity that is contrary to State or Federal Law, including distributing or obtaining copyrighted 

software or information without proper authorization from the copyright holder. 
2. All employees using the Internet must respect all copyright issues regarding software, license provisions, 

information, privacy and attributions of authorship.  With respect to software, copying copyrighted 

software to a CYO computer without proper licensing is not only illegal but makes you and CYO liable for 

copyright infringement.  Any employee who has unlicensed software on CYO‘s equipment that has been 

provided for his or her use will be held accountable for the consequences. 

3. Any activity that could damage CYO‘s reputation or potentially put you and the agency at risk for legal 

proceedings by any party.  Employees may not transmit inaccurate or incorrect information, or harassing 

communications or communications that could be considered unfair competitive practices.  Please  

remember that the message you post to a mailing list, chatroom or news group, or even send directly to one 

person outside of CYO, can end up on the screens of thousands of readers.  Please use good judgment. 

4. Any activity that could be construed as hostile to another company or institution.  An example of this is 

making attempts to gain unauthorized access to another system and/or information. 
5. Communication of a commercial nature, solicitations, advertisements and similar commercial postings are 

unwelcome in many Internet forums. 

6. Methods and materials developed by CYO, including marketing information, development plans, clientele 

listings, and technological developments are only a few examples of proprietary information held as 

confidential and which are not to be shared outside the agency. 

 

PERSONAL STATUS CHANGES 
Each employee has the responsibility to notify the payroll department of any change in name, address, telephone 

number, marital status, number of dependants, or related information for the purpose of ensuring that all CYO 

benefits and records are current.  Falsification or intentional omission of pertinent information for the agency‘s 

records may result in termination. 

 

 

BRINGING CHILDREN TO WORK 
Normally staff may not bring their children to work with them.  However with supervisory approval, an employee 

may bring a child to work when the employee is faced with an emergency.  This approval would be for up to one 

day.  Such emergencies might include a disruption to child-care arrangements when no notice is provided. 

 

With supervisory approval, an employee may bring a child to work for a day once every two years for a ―Bring Your 

Child to Work Day.‖ 

 

With supervisory approval, an employee may bring a child to work after school if the child is older, requires very 
little supervision and space is available.  The parent must not be involved in direct care for our participants. 

 

 

FACILITIES 
Staff are responsible for the proper maintenance of camp equipment and supplies.  Camp vehicles, equipment and 

camp animals are not available for personal use without prior approval of your immediate supervisor.  Unauthorized 

use of camp tools, equipment or supplies is prohibited.  CYO phones are for camp business only, unless the Program 

Director or Administrator gives proper authorization. 

 

 

PERSONAL PROPERTY 
All personal property and personal effects used or brought into the agency by employees are the responsibility of the 

employee, and not the agency.  Please note that the agency reserves the right to search through employee personal 

effects at any time as part of an investigation of theft, drug use, drug possession, or any other investigation of 

employee misconduct.  Therefore, please use discretion in bringing personal effects into the office because all such 

items may be subject to inspection by the agency. 
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PERSONAL POSSESSIONS 
Staff may keep your personal possessions in designated areas.  It is recommended that he/she bring only those items 

that are necessary for camp.  If staff brings personal possessions (cell phones, radios, cd players, games, toys, 

etc.) they do so at your own risk, even if these possessions are used for camp activities.  CYO camping 

programs are not responsible for personal possessions misused, damaged, lost or stolen.  Staff should also encourage 

campers to leave their valuable possessions at home.   

 

Personal cell phones are to be turned off while staff is on duty.  

 

 

SOLICITATIONS AND CONTRIBUTIONS 
Persons who are not employees of CYO will not be permitted to come upon or remain on the premises for the 

purpose of making solicitations, postings or distributing cards, notices, or any other material of any kind.  This rule 

is not intended to prevent CYO from carrying on its normal community relations/employee relations programs or 

activities, which may, from time to time, necessitate management approval and direction of distributions and 
solicitations on CYO‘s premises. 

 

Solicitations or displays for fundraising for family members are permissible as long as it does not interfere with 

agency operations. 

 

 

 

OUTSIDE EMPLOYMENT 
Employees may elect to hold outside employment and/or uncompensated positions.  This is not prohibited as long as 

it does not interfere with or cause a conflict of interest with CYO.  For full-time staff, CYO must be the primary 

employer.  Full-time employees are expected to consult with their supervisor prior to accepting outside employment 

to assure that no conflicts or interference occur.  

 

 

PAYROLL AND TIMEKEEPING POLICIES 

 

TIME OFF/ABSENCE FROM WORK 
Punctuality and regular attendance are essential to the proper operation of CYO Camps.  These also help staff 

establish a good working reputation and add to opportunity for advancement. For the safety and well-being of all 

staff members, staff must sign out and sign in when leaving and returning to the premises.   

 

Seasonal and temporary employees will not receive pay for sick leave, vacation leave, jury duty, military leave or 

other leave.  Absences from work will result in loss of pay and possible dismissal.  If a staff member becomes sick 

before reporting to work or while on duty, he/she should notify your Program Director immediately, so that a 

substitute might be secured and/or arrangements can be made for the day‘s work.  When the Program Director 
cannot be reached call CYO at 330.762.2961.  Absences must be kept to a minimum!  Schedule appointments, 

vacations, special events, etc. during time off.  Arriving late or leaving the site early without permission and may be 

considered adequate cause for immediate dismissal.  In the event of harsh weather, staff are to report to work unless 

notified by Program Director.  Program Directors will notify the staff and participants through announcements on 

radio stations, and/or through personal calls to home.  Only the Executive Director or the Program Director can 

cancel a program due to weather.   

 

Unpaid Leave – Any time staff need off for personal reasons, it must be requested in writing to the Camp Director 

prior to the beginning of the camp season or as soon as possible.  Unapproved absences may result in dismissal or 

other disciplinary actions. 

 

 

OVERTIME FOR NON-EXEMPT EMPLOYEES 
Overtime hours for non-exempt employees must have prior approval of the employee‘s supervisor.  Overtime 

compensation is paid at the rate of 1 ½ time the employee‘s regular hourly rate for all hours actually worked in 

excess of 40 in a workweek, which is from 12:01 a.m. Monday to Midnight Sunday.  Executive, 

administration/managerial and professional employees are ―exempt‖ employees under the law and are not entitled to 



 

overtime compensation for hours worked in excess of 40 in a workweek.  Holidays, vacation days or other days off 

work during a workweek are not counted as days worked for purposes of determining overtime compensation.  

 

To accommodate the diverse needs of programs and participants, work schedules may vary among CYO programs 

and differ during various times of the year.  To accommodate these varying needs, CYO staff must be willing to 

alter their work schedules. 
 

Employees that work at Resident Camp at Camp Christopher are considered Exempt employees by law. 

 

 

PAY PERIOD AND PAYCHECKS 
Pay weeks shall be Monday through Sunday.  Payday shall be semi-monthly, on the 15th and the last day of the 

month.  Your paycheck will be automatically deposited in your personal account at a financial institution.  

Paychecks are based on the scheduled hours of employees, as reconciled with the employee‘s time sheet.  If you 

are unclear of what days you are being paid for, please consult your supervisor. 
 

You must complete staff time sheets as provided by your supervisor.  It is not necessary for Camp Christopher‘s 
Resident Camp staff and Day Camp staff to complete daily time sheets.   

 

You are not permitted to complete the time sheet for another employee.  Any corrections can be made in the 

subsequent payroll.   

 

PAYCHECK DEDUCTIONS 
Along with your paycheck, you receive an earnings statement, which itemizes the deduction from your paycheck.  

These deductions fall into two groups:  those required by law, and those authorized by you in writing.  Deductions 

required by law include: 

 

1.  Federal Insurance Compensation Act (Social Security/Medicare) - A percentage (specified by federal 
law) of your earnings is deducted from your annual pay.  CYO also contributes an equal amount to 

your Social Security/Medicare fund. 

2.  Withholding Tax - The amount withheld for Federal Income Tax payments varies depending upon 

your earnings and the number of exemptions claimed. 

3.  State Income Tax is also withheld on the same basis. 

4.  City Income Tax - The percentage specified by the city in which you work. 

5.  Attachments, Garnishments or Levies - These deductions are made when so ordered by court decree or 

the Internal Revenue Service. 

 

Voluntary deductions authorized by you may include payments for your Group Medical Insurance or other benefit 

plans, United Way or Catholic Charities appeals, or tax deferred annuity contributions.   

 
Unemployment Compensation and Worker‘s Compensation premiums are paid entirely by CYO, and there is not 

deduction made from your paycheck. 

 

The amount of deductions may depend on your earnings and on the information you furnish on your federal and 

state withholding forms regarding the number of dependents/exemptions you claim.  Any change in name, address, 

telephone number, marital status or number of exemptions must be reported to your supervisor or the Human 

Resource Manager immediately, to ensure proper credit for tax purposes.  

 

 

GARNISHMENTS, ATTACHMENTS AND JUDGMENTS 
Normally, CYO will not help creditors in the collection of personal debts from its employees.  However, under 

certain legal procedures known as garnishments, levies, judgments, etc., CYO is compelled by law to take action. 

 

If your wages are attached, we are required by law to withhold from your earnings and pay to your creditor a 

specified amount each payday until the debt is settled. 
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If you have any creditor problems or anticipate legal action resulting from an indebtedness, it is a good idea to talk it 

over with your supervisor without delay.  Excessive involvement by the agency in the collection of your personal 

financial debts could lead to disciplinary action. 

 

 

PAY ADVANCES AND LOANS 
Due to government regulations and the method or reporting social security, state and federal taxes, CYO will not 

give pay advances or loans to employees. 

 

 

BUSINESS TRAVEL 
CYO will reimburse employees for appropriate business travel and related expenses.  Employees must provide 

receipts and other supporting documentation as required by the agency in order to obtain reimbursement for business 

expenses.  In order to avoid the denial of reimbursement for business expenses, employees should obtain prior 

approval for all significant travel and other business expenses prior to incurring the expenses.  CYO will not 

reimburse employees for alcoholic beverages or excessive costs, such as for luxurious, expensive or generous 

accommodations, meals, transportation or gratuities.  Employees should contact their supervisor for reimbursement 

guidelines.  (See CYO ―Transportation/Expense Reimbursement Procedures‖).  Employees who use their personal 

vehicles are responsible to maintain adequate auto (collision and liability) insurance coverage on their personal 

vehicle.  In the unfortunate event of an accident, employees‘ personal auto insurance coverage is the primary 

coverage. 

 

 

 

STANDARDS OF CONDUCT 

 

CAMPER WELFARE 
The first responsibility of each and every staff member is to the health and welfare of the campers.  Staff are 

expected to take every care to protect the privacy and person of each camper.  Physical punishment or any sexual 

contact between staff and campers is completely unacceptable and is grounds for dismissal (see the Diocese of 

Cleveland‘s Policy for the Safety of Children in Matters of Sexual Abuse and Standards of Conduct policy).  Staff 

should make every effort not to be alone with a camper or out beyond the view of other staff while with campers.  

This is for the protection of the camper and the staff member, as well as the camp. 

 

 

COMMUNITY RELATIONS 
Employees represent CYO & Camp in dealing with the community.  As an employee of CYO, we expect behavior 

to reflect the values of CYO. 

 

 

CONFLICTS OF INTEREST 
In February, 2007, CYO‘s Board of Trustees adopted a Conflict of Interest Policy for Employees.  The intent of this 
policy is to assure that employees always act in the best interest of CYO and perform their duties carefully, in good 

faith, and with prudence, skill and diligence.   

 

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of 

interest.  An actual or potential conflict of interest occurs when an employee is in a position to influence a decision 

that may result in a personal gain for that employee, or for a relative, as a result of CYO‘s business dealings.  For the 

purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with the 

employee is similar to that of persons who are related by blood or marriage. 

 

Examples of conflicts of interest would include: 

 Having a direct or indirect financial interest in another entity that could be affected by an employee‘s 

decision. 

 Having a compensation arrangement with any entity or individual with whom CYO has a transaction or 

arrangement. 

 Accepting or offering gifts, excessive entertainment, favors or payments which might reasonably be 

construed to constitute undue or otherwise improper influence. 



 

 Revealing or misusing confidential information or breaching any fiduciary duty owed to CYO. 

 Competing with CYO. 

 

If an employee has any influence on transactions involving purchases, contracts, leases, etc. it is imperative that he 

or she disclose to an officer of CYO as soon as possible the existence of any actual or potential conflict of interest so 

that safeguards can be established to protect all parties.  Employees are also required to disclose conflicts of which 
they become aware involving another employee. 

 

On an annual basis, each employee will be required to provide written certification of compliance with the Conflict 

of Interest Policy for Employees.  An employee may obtain a full copy of CYO‘s Conflict of Interest Policy for 

Employees from his or her supervisor or from the Human Resources Manager. 

 

 

DISIPLINARY ACTION, DISMISSAL AND RULES OF CONDUCT  
CYO‘s employment procedures are aimed at hiring people who will become committed, reliable and well-satisfied 
employees.  Orientation, day-by-day training, counseling, and application of human relations principles by 

supervisors are key in developing good, stable employees.  Nevertheless, employees may resign or be dismissed for 

various reasons.  Disciplinary terminations may or may not be preceded by a warning, at the discretion of 

management, depending on the nature of the offense. 

 

Employees are expected to conduct themselves at all times in a manner that is consistent with the 

mission and values of CYO.  Engaging in behavior that reflects negatively on CYO, whether on 

or off the job, is grounds for disciplinary action.   

 
In all businesses, it is necessary to have certain rules and regulations.  These rules and regulations are not meant to 

restrict the rights of any one person, but are to protect the rights of all.  We, therefore, have provided for your 

guidance some of the reasons for disciplinary action or dismissal: 

 

1.  Misrepresentation of withholding or pertinent facts in securing employment or during employment. 

2.  Violation of established operating policies and procedures. 
3.  Negligence which endangers the life or safety of another person. 

4.  Child abuse, child molestation or endangering of children in job related activities. 

 

5.  Physical, mental, or verbal abuse/cruelty or neglect or participants or employees. 

6.  Sexual misconduct involving a participant or staff member.   

7.  Failure to report conditions or treatment that physically or emotionally endangers clients. 

8.  Creating or contributing to unsanitary conditions. 

9.  Taking advantage of or abusing a program participant or the family member of a program participant. 

10.  Intimidation or harassment of other employees or management. 

11.  Making malicious, false or derogatory statements that may damage the integrity or reputation of CYO, its  

       employees or members.  Engaging in behavior designed to create discord or lack of harmony; interfering with  
       another employee on the job; restricting work output or encouraging others to do the same. 

12.  Commission of unlawful or immoral acts either on or off duty, which may, in the judgment of CYO, injure its    

       reputation, even if such acts do not lead to a criminal conviction. 

13.  Absence or tardiness without proper notification to immediate supervisor, excessive absenteeism or tardiness or  

       insufficient reasons for absenteeism.  

14.  Unauthorized absence form work area. 

15.  Abuse of break times and/or lunch period. 

16.  Sleeping or loafing while on duty. 

17.  Walking off the job without permission. 

18.  Insubordination, including refusal or failure to perform assigned work. 

19.  Negligent, careless or inefficient performance of duty. 

20.  Irresponsible use/abuse of property and/or equipment. 
21.  Personal use of CYO‘s property, supplies or equipment without proper approval. 

22.  Utilizing CYO‘s tax exempt status for personal benefit. 

23.  Improper use of CYO‘s telephones, computers, Internet, two way radios, etc. 

24.  Deliberate or reckless destruction or damage to CYO‘s property. 

25.  Theft, attempted theft or unauthorized removal of CYO‘s property from CYO‘s premises or allowing it to  

       happen. 
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26.  Failure to observe safety rules and/or instructions. 

27.  Failure to promptly report to your immediate supervisor an on-the-job injury or accident involving an employee, 

visitor, client, CYO‘s equipment or property. 

28.  Intentional falsification of payroll records or other records required in the transaction of CYO‘s business. 

29.  Intentional or unintentional inappropriate use and/or disclosure of protected health information. 

30.  Intentional falsification of payroll records or other records required in the transition of CYO‘s business. 
31.  Reporting to work or being on the job under the influence of alcohol, illegal drugs or other medications, which 

could impair judgment. 

32.  Possession or sale of illegal drugs on CYO‘s premises and or any sponsored event. 

33.  Off-duty use of illegal drugs, or abuse of prescription medications, as detected by a drug test. 

34.  Fighting, either orally or physically, on CYO premises and or any sponsored event. 

35.  Possession of firearms or other weapons. 

36.  Gambling, betting activity or any lottery is prohibited on premises or while conducting business except for CYO  

       sponsored events. 

37.  Unauthorized distribution of publication of literature in the workplace. 

Although the above are specific reasons for dismissal or disciplinary action, it is not an exhaustive list, and there 

may be other reasons for dismissal or disciplinary action, at the sole discretion of management.  Following 

termination, employees should consult with their supervisors regarding options potentially available under the law 
for continuation or conversion of their medical insurance benefits. 

 

 

NO WEAPONS POLICY 
It is the policy of CYO and Community Services that all firearms and/or dangerous weapons of any type, concealed 

or unconcealed, are prohibited on the CYO‘s premises or in CYO-owned vehicles, including all CYO parking areas, 

regardless of whether the person is licensed to carry the weapon or not.  ―Dangerous weapons‖ includes, but is not 

limited to, knives with a blade of more than two inches or any other instrument or device designed or adapted for 

use as a weapon and capable of inflicting serious bodily injury or death. 

 

This policy applies to all persons entering CYO premises, with the exception of authorized security personnel and 

law enforcement officers.  Further, CYO employees, including contract and temporary employees, are prohibited 

from carrying firearms or dangerous weapons of any type outside CYO‘s premises while acting within the course 
and scope of their employment or while attending any CYO sponsored function (i.e. parties, picnics), regardless of 

whether the person is licensed to carry the weapon.   

 

This policy shall govern the right of any individual to carry a concealed weapon on CYO property, including CYO 

parking areas, and this policy is not altered or restricted by Ohio‘s Concealed Weapons Law, which was effective on 

April 8, 2004.   

 

Failure to abide by the terms of this policy may result in discipline up to and including termination.  Further, 

carrying a weapon onto CYO premises, including all CYO parking areas, in violation of this policy will be 

considered an act of criminal trespass and will be grounds for immediate removal from the premises and may result 

in prosecution. 
 

If you have any questions about this policy, or become aware of any violation of this policy, please notify your 

supervisor or the Human Resource Manager immediately. 

 

 

HARASSMENT PROHIBITED 
CYO is committed to providing a work environment that is free of discrimination, intimidation, hostility and 

unlawful harassment.  Actions, words, jokes, or comments based on an individual‘s sex, race, ethnicity, age, 

disability or any other legally protected characteristic violates CYO‘s Catholic values and will not be tolerated.  As 
an example, sexual harassment (both overt and subtle) is a form of employee misconduct that is demeaning to 

another person, and undermines the integrity of the employment relationship. 

 

Sexual harassment is any deliberate or unsolicited verbal comment, gesture, or physical contact of a sexual nature, 

which is unwelcome.  It refers to behavior which is personally offensive, that disables morale, creates an 

intimidating, hostile working environment, and interferes with the work effectiveness of its victims and their co-

workers.  Compliments of a socially acceptable nature do not constitute sexual harassment. 

 

16 



 

Harassment can occur as a result of a single incident or a pattern of behavior where the purpose or effect is to create 

a hostile, offensive or intimidating work environment.  These behaviors may include:   

 racial insults 

 derogatory ethnic or religious slurs 

 bullying either physically or mentally 

 
All employees who believe themselves to be victims of unlawful harassment are strongly urged to bring these 

violations to the immediate attention of his/her immediate supervisor, the Human Resource Manager, the 

Chairperson of the Board of Trustees, the Executive Director or Chairperson of the Personnel Committee of the 

Board of Trustees who is not involved in the harassment.  Do not suffer in silence – we cannot take corrective action 

unless we know about the inappropriate conduct. 

 

All members of management and employees are charged with the responsibility to maintain a work relationship free 

of all forms of unlawful harassment.  Any employee, who becomes aware of an incident of harassment, whether by 

witnessing the incident or being told of it, must report it to his/her immediate supervisor, the Human Resource 

Manager or the Executive Director.  Management will take swift action to investigate all complaints of harassment 

and will take prompt and immediate remedial action as necessary to terminate the harassment.  CYO will not take 
adverse action against any employees because they have made good faith complaints about harassment. 

 

 

POLITICAL ACTIVITY 
Employees may not use work time to engage in any partisan political activity, nor use the CYO or its resources to 

engage in any partisan political activity for the benefit of any person.   

 

 

PUBLIC STATEMENT 
Employees shall not make any public statement regarding any camp records, policy or position, programs, activities, 

personnel or general business operation without prior clearance from the Executive Director or appointed designee.  

Inquiries from the news media should be referred to the Camp Director or Executive Director. 

 

 

PUBLIC SPEAKING ENGAGEMENT 
If staff are asked by an outside agency or organization to appear as a guest speaker or invited program participant, as 

a representative of CYO or the camp, prior clearance must be obtained from the Camp Director or Executive 

Director. 

 

 

GIFTS/GRATUITIES 
Employees may not accept gratuities at any time during or after the camping season.  If a parent would like to make 

a donation it will be given to the Program Director to use for the benefit of the CYO camp program.   

 

 

TRANSPORTATION 
Employees are expected to arrange your own transportation to and from work.  CYO is not responsible for any 

injury or occurrence that happens during travel to and from work.  CYO will not be responsible for 

injuries/accidents/incidents that happen to employees who leave during work hours, unless it is for purposes 

expressly related to CYO business, and has been expressly approved by the Camp Director. 

 

Transporting Clients and Operating Agency Vehicles 
Operating a Personal Vehicle 

An employee must meet the following requirements to operate his/her personal vehicle on a regular basis in 
connection with transporting clients or program participants. 

 The employee must be twenty-one (21) years of age or older. 

 The employee must provide a copy of their driver‘s license and proof of insurance.  

 The above information must be updated with the Human Resource Manager with each insurance 

and/or change. 
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 Driver employees are subject to a Motor Vehicle Report (MVR) check through the Department of 

Motor Vehicles. 

 The employee must sign and date the Driver‘s Statement Form – A.   

 The employee must acquire written permission from his/her supervisor to transport program 

participants. 

 
Operating an Agency Vehicle 

In addition to the requirements outlined under Operating a Personal Vehicle (above), an employee operating an 

agency supplied vehicle may be subject to the following depending on the specific job function and size of the 

vehicle. 

 Required to complete a Department of Transportation (DOT) physical and will be subject to random drug 
tests, per DOT regulations and CYO‘s policy.   

 May be required to obtain a Commercial Driver‘s License (CDL). 

 The employee must sign and date the Driver‘s Statement Form – B.  

 
Reviewing the Driving Record 

Motor Vehicle Report (MVR‘s) will be requested for all employees who will be transporting clients or program 
participants as a regular part of their job.  In reviewing MVR‘s, no distinction will be made between violations that 

occur while driving at work and those which occur while driving during non-work time. 

 

MVR‘s must be completed prior to assigning a new employee or an existing employee to a position that requires the 

transporting of clients or program participants on a regular basis.  This check must reflect an acceptable driving 

record as defined below: 

 

 No major violations within the past thirty-six (36) months including, but not limited to, the following: 

o Hit and run 

o Driving under the influence of drugs or alcohol 

o Reckless operation 
o Operating a motor vehicle during a period of suspension or revocation 

 No combination of accidents (chargeable or non-chargeable) and minor violations which exceed four (4) 

points within the past thirty-six (36) months. 

 
Applicants or current employees who do not meet the criteria outlined above may not be assigned to positions that 

require the transport of clients or program participants. 

 
The driving record (MVR) of employees involved in the transport of clients or program participants will be checked 

annually.  Employees identified as out of compliance with the requirements outlined above will be either reassigned 

to a position that does not involve transport of clients or program participants or will be subject to termination based 

on the circumstances involved. 

 

Additionally, employees who transport clients or program participants are required to report to the Human Resource 

Manager within 30 days of any conviction of a moving violation, including violations incurred while driving during 

their own personal time.  Such employees are also required to inform the Human Resource Manager of any license 

suspension, revocation or cancellation or any other disqualification to drive. 

 

When an employee is involved in an accident while transporting a client or program participant, an MVR will be 
requested and reviewed against the criteria outlined above. 

 

Failure to notify the Human Resource Manager of the events outlined above may subject the employee to 

disciplinary action up to and including immediate termination. 

 

 

DRESS AND GROOMING 
As an employee of CYO, you are expected to maintain appropriate standards of dress, appearance, cleanliness, 

grooming, and personal hygiene at all times during working hours, as determined by the Executive Director.  
Extremes in dress and/or appearance are discouraged.  The manner of dress and general appearance of all employees 

must be consistent with the dignity of the services offered by the CYO. Your personal appearance and dress exert an 

influence upon the children coming to the site and also convey to the public a general impression of the personnel 



 

and program.  Therefore, your dress while on the job should be in good taste, as clean and neat as possible, and 

appropriate for the duties to be performed.  Casual clothing may be appropriate/encouraged in your employment 

setting.  But clothing that advertises or otherwise supports controversial products or ideas are strictly forbidden.  

Revealing clothing (such as two-piece bathing suits or ½ shirts) is not permitted.  You may not wear dangling or 

hoop earrings (studs are permitted in the ears only). Wearing ‗body piercing‘ jewelry (such as earrings) in any 

location of the body except the ears is prohibited.  Employees should make efforts to cover or conceal all tattoos.  
CYO reserves the right to restrict clothing it determines to be inappropriate.  Employees may be given a staff 

shirt/uniform.  These are to be kept clean and in good condition.  Staff clothing should be worn as assigned by 

supervisor.  If staff clothing wears out prematurely or is lost, employees may be able to purchase replacements if 

they are available.   

 
Shoes – Appropriate footwear must be worn at all times.  Footwear must support the entire foot and may not be 

open-toed and/or open healed.  The only exception is that flip flops may be worn while you have swimming 
activities. 

 
Should you have any questions regarding this policy, please contact your supervisor or the Executive Director. 

 

 

TELEPHONE CALLS 
Due to the fact that the telephone usage is a critical part of the agency‘s business, use of the telephones for personal 

reasons must be for emergency or compelling reasons only.  Use of phone lines for unnecessary or casual personal 

calls will be viewed as a behavior requiring disciplinary action.  Employees shall be responsible for reimbursing the 

agency for all personal long distance calls. 

 

 

SMOKING/TOBACCO POLICY 
CYO strongly discourages the use of tobacco products by camp staff.  This is because: 

 The overwhelming body of evidence indicates that smoking kills and results in serious health risks to the 

smoker and those around the smoker. 

 The use of tobacco violates CYO‘s values by showing a lack of self-respect for one‘s personal health and a 

lack of self-respect for those in close proximity.  

 The use of tobacco by staff provides a poor example to campers. 

 

Those over 18 may smoke in designated areas only and for limited times as permitted by supervisors.  Smoking 

breaks shall not distract you from accomplishing work responsibilities.   

 
Smokeless tobacco is prohibited on CYO premises. 

 

 

SAFETY AND SECURITY 

 

SAFETY 
CYO provides all employees with a copy of the CYO Safety/Health Procedures brochure at orientation.  This 

brochure explains CYO‘s approach to health and safety and procedures for a variety of key issues.  Please review 

this brochure carefully and make readily available to access in case you need it.  You may obtain a copy of the 

safety/health procedures from the Human Resource Manager. 

 

 

STAFF SAFETY STATEMENT 
 The dignity of each person is a central theme in Catholic social teaching and a core value of CYO.   

 Our trained and committed staff is the key to accomplishing our mission and goals. 

 

Therefore, it is the policy of CYO and Community Services that every employee is entitled to work under the safest  

possible conditions.  To this end, every reasonable effort will be made in the areas of accident prevention, fire 

protection and health preservation.  The CYO Safety Committee will have major responsibility to pursue 

aggressively accident prevention programs and training with management and staff. 
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The Executive Director and Program Managers will be accountable for the health and safety of all CYO employees 

under their supervision.  Program Managers are responsible to insure that all employees work in compliance with 

established safe work practices and procedures. 

 

We believe that practically all accidents can be prevented by heightening our staff‘s awareness of safety issues and 

by taking common-sense precautions.  The prevention of accidents is our joint obligation.  In order to provide a safe 
place for you to work and for our clients to participate in programs, no safety precaution is knowingly overlooked.   

Familiarize yourself with all safety regulations, reporting requirements and, in the course of your work, report to 

your supervisor any hazards, unsafe working conditions, or injury to yourself or fellow employees.  Make it a part of 

your job here at CYO to work safely, think safety, and assist in the prevention of accidents to yourself, our program 

participants and your fellow workers.   

 

Personal and organizational commitment to health and safety must form an integral part of CYO from the Executive 

Director to all employees.  Let us all work as a team to accomplish this important goal! 

 

 

CURFEW FOR MINOR STAFF 
 CYO believes that providing transportation and supervision to minor employees during nights out offers them not 

only an opportunity to bond socially with one another (an important component of the experience of being a camp 

staff member), but more importantly, it helps to ensure their safety and well being.  This practice will also assist 

them to return to camp by their curfew of 12:30 AM. 

 

All resident camp staff who are under the age of 18 (Minors) living on Camp Christopher property are required to 

have a curfew of 12:30 am for early and late nights out.  Minor staff are also required to stay with a CYO appointed 

chaperone for the entirety of the time that they are off of Camp property. To comply with Summit County ordinance 

no. 539.09 parents will be required to sign a permission slip.  CYO will provide transportation to and from the 
chosen destination for the group of minor employees as long as the destination is reasonable and appropriate.   

 

Parents of minor employees will need to make arrangements for weekend travel to and from the employees‘ homes.  

If persons other than the parent/guardian of the minor will be picking up the minor employee, this must be 

communicated to camp supervisors by the parents or guardian before the minor employee will be released on the 

weekend.  For those minor employees staying on the premises throughout the weekend, travel off of the campsite 

may or may not be available and will be based on factors such as the availability of drivers, vehicles and the 

competing needs of campers.   

 

 

PARKING 
The parking lot at Camp Christopher can be very crowded during Sunday drop-off, Saturday pick-up or even daily 

for vans, buses and cars with parents and campers coming in for day programs.  Because of this situation and for the 

safety of our staff and participants, the following policy adjustments have been enacted and will be strictly enforced. 

 Employee parking is limited to the lot at the entrance of camp.  Only with permission from a supervisor 

may employees park in other areas of the camp.  When possible, it is also expected that staff will park at 

the northern side of the lot to leave room for day camp buses. 

 Employees, regardless of age, commuting to and from the camp on a daily basis, may utilize the parking lot 

throughout the work` day. 

 Of those employees living on the premises, only those employees 18 and older may utilize the parking lot.  
Employees under the age of 18 who are living on the facility are not permitted to park a car at the 

camp. 

 

Although CYO cannot match the convenience of a private car, it is committed to transporting and supervising 

minors away from the camp property during weekly nights out.  Occasional trips to stores, malls or other venues can 

be arranged through proper communication with supervisors. 

 
 

VISITORS 
In order to maintain security and safety, all visitors are required to immediately check-in.  Your help in this matter 

will be appreciated.  Visitors are not permitted to loiter on the premises unless accompanied by a member of CYO‘s 

staff. 
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YOUR BENEFTIS 

 

MILITARY LEAVE 
Employees who are members of the U.S. Military Reserve or National Guard are eligible for leave for reserve training or 

emergency military duty.  A long-term leave of absence will be granted to employees who enter active full-time military 

service, up to the limits provided by law. 

 

 

WORKERS’ COMPENSATION 
It is expected that all employees will exercise caution to protect themselves as well as their fellow workers from injury.  

While workplace injuries are rare in our business, accidents do occur.  Employees injured on the job must report the 

injury immediately to their immediate supervisor and fill out an injury report as soon as possible.  An employee's failure 

to promptly report an injury in the workplace may result in disciplinary action against the employee.  Employees who 

witness an injury to an employee or visitor must also promptly complete an injury report. 

 

All CYO employees are covered by the Workers' Compensation Act.  If you are injured in the course of your 

employment, this incident will be considered an industrial accident and will be processed under Ohio's Workers' 

Compensation Act.  On allowed claims, Workers' Compensation pays for the lost time, medical bills, and disability 

claims by a formula set by State law.  

 
See CYO Safety Brochure for specific procedures for Work Related Injuries and seeking professional medical treatment. 

 

 

SOCIAL SECURITY 
Federal law requires that employees set aside a certain percentage of each paycheck for social security (FICA).  This 

amount is automatically withheld from your paycheck by CYO, as required by law.  CYO also matches the employees' 

social security contributions, dollar for dollar.  The total amount of the contribution is forwarded to the federal 

government and placed in the employees' social security accounts.  After retirement, employees will receive social 

security benefits.  These benefits will be determined by the Social Security Administration, at the time of retirement, 

based on earnings and contributions during working years. 

 

 

QUESTIONS 
This handbook is not meant to be exhaustive.  Special needs, circumstances and problems of individual employees 

require special responses.  As questions arise, contact your supervisor first.  If he/she is unable to help or answer 

your questions, contact the Human Resource Manager.  You and your needs are important to the management group 

and CYO. 

 

 

EMPLOYEE-HANDBOOK AT-WILL POLICY 
The full content of this Employee Handbook is presented only as a matter of information.  The language used in this 

material in not intended to create, nor is it to be construed to constitute a contract between CYO and any one or all 

of its employees.  CYO reserves the right to change, suspend or terminate without notice any of its plans, policies or 

procedures whether they be contained in this handbook or in other agency documents.  These policies supersede any 

and all prior policies previously issued by CYO. 

 

All employment with CYO is for no definite period of time and may be terminated at any time, without prior notice, 

by either CYO or the employee.  Employees are expected to give a one week advance notice of a resignation in 

order to receive a favorable reference and accrued, unused leave pay upon employment termination.  Oral 
modification of the contents of this material is not authorized or allowed, and such representations are to be of no 

effect. 

 

Seasonal employment is normally for a projected period of time but is not guaranteed. 
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STAFF SAFETY STATEMENT  

The dignity of each person is a central theme in Catholic social teaching and a core value of CYO.  

Our trained and committed staff is the key to accomplishing our mission and goals.   

Therefore, it is the policy of CYO and Community Services that every employee, including 

volunteers is entitled to work under the safest possible conditions.  To this end, every reasonable 

effort will be made in the areas of accident prevention, fire protection and health preservation.  

The CYO Safety Committee will have major responsibility to pursue aggressively accident 

prevention programs and training with management and staff. 

 

The executive director and program directors will be accountable for the health and safety of all 

CYO employees under their supervision.  Program directors are responsible to insure that all 

employees work in compliance with established safe work practices and procedures. 

 

We believe that practically all accidents can be prevented by heightening our staff‘s awareness of 

safety issues and by taking common-sense precautions.  The prevention of accidents is our joint 

obligation.  In order to provide a safe place for you to work and for our clients to participate in 

programs, no safety precaution is knowingly overlooked.   Familiarize yourself with all safety 

regulations, reporting requirements and, in the course of your work, report to your supervisor any 

hazards, unsafe working conditions, or injury to yourself or fellow employees.  Make it a part of 

your job here at CYO to work safely, think safety, and assist in the prevention of accidents to 

yourself, our program participants and your fellow workers.   

 

Personal and organizational commitment to health and safety must form an integral part of CYO 

from the Executive Director to all employees.  Let us all work as a team to accomplish this 

important goal! 

 

- Donald P. Finn 

 
 

 

 

 

 

 

 

 

 

 

 

 
Written 12/18/01 

Revised: 9/21/04 
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CYO AND COMMUNITY SERVICES 

STAFF SAFETY and EMERGENCY POLICIES 

 

* For purposes of identifying staff mentioned throughout this document please use the    

   following key: 

Administrator =  Don Finn, Executive Director 

  Tess Flannery, Associate Director 

  Kim Ausel, Human Resource Manager 

Program Director = Jim Mazzagatti, Director of Adult Day Services 

   MaryAnn King, Director of Athletics 

   John Litten, Director of Camp Christopher 

   Maureen Capellas, Youth & Young Adult Ministry Leader  

Participant =  Program Participant, Campers, Members, Clients, Children, etc. 

 

 
 

PART I. EMERGENCY TELEPHONE NUMBERS 
     OFFICE   FAX  CELL/PAGER 

Don Finn, Executive Director  (330) 762-2961 x206 (330) 762-2001 (330) 687-2961 
Tess Flannery, Associate Director  (330) 762-2961 x224 (330) 762-2001 (330) 256-5140 

Kim Ausel, HR Manager    (330) 762-2961 x221  (330) 762-2001  

Angelo Mercorelli, CYO Building Mgr (330) 535-2793 x233  (330) 762-2001 (216) 408-9490 

Dave Ziga, Camp Ranger   (330) 666-6230    

CYO Emergency Number  (330) 762-2961  (if after hours listen for the message) 

 

For medical emergencies, call 911. 

 

 

CAMPER SUPERVISION RATIOS  
Staff/camper ratios that are based on the recommended ratios set by our organization and the American Camp 
Association are to be followed during all camping programs run by CYO and Community Services.  The following 

ratios are to be followed for each program.   

 

Resident Camp 

Camper Staff  Overnight Campers Day-only  

Age  Number Campers  Campers 

4-5 years 1  5   6   

6-8  1  6   8 

9-14  1  8   10 

15-18  1  10   12  

 
Resident Camp Special Populations 

       Staff  Campers 

Needing constant and individual assistance or supervision 1  1 

Needing close, but not constant assistance or supervision 1  2 

Needing occasional assistance     1  4 

Needing minimal assistance    1  5  

 
SumFun      Staff  Campers 

1 3 

 

STAFF AGE REQUIREMENTS 
At least 80% of the staff/camper ratios established need to be staffed by persons age 18 and older.  Counselors in 

training will not be included as adult supervisors in calculating the staff/camper ratios. 

 

All staff must be at least 16 years of age and at least two years older than the minors with whom they are working. 
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PART II.  FIRST AID AND HEALTH CARE 

 

SAFETY COMMITTEE 
CYO has a Safety Committee & a Safety Team.  The committee meets quarterly to review all safety issue for clients 

& employees.  The team is composed of a management leader & a group of employees.  They monitor the buildings & 

grounds for safety problems.  Please contact your Program Director, Administrator or Health Officer for immediate 

safety or health problems.  Please be sure to complete a Safety/Health form located in the Safety/Health Station for 

any Safety/Health problems that need to be addressed but are not emergencies. 

 

SAFETY/HEALTH STATION 
At the CYO main office the Safety/Health Station is located in the second floor stairwell outside the Staff Lounge.  

This station is for employees to bring safety and health issues to the attention of the safety committee.  There are 

forms in the safety station that can be completed with any safety or health concern anyone might have.  Camp 

Christopher‘s Safety/Health station is located in the Health Care Lodge or contact the Camp Ranger or Camp 

Director.  

 

SAFETY TRAINING 
CYO will periodically conduct First Aid/CPR Training, Lift Training, Personal Protection Training , Bloodbourne 

Pathogen Training, Hazardous Chemical Training, Building Fire Safety & Fire Extinguisher training.  All employees 
must attend. 
 

ADMINISTERING FIRST AID 
1. Staff members should provide first aid to participants as outlined in orientation and training.  First aid kits are 

located at every program site. 

2. All accidents and sicknesses must be reported to the Health Care Director or Nurse. 

3. In case of an accident: 

a. Inform Health Care Director, Nurse, Health Care Officer, Camp Director, Site Director and/or 
Program Directors immediately.  If an emergency, call 9-1-1. 

b. Remain calm and reassure participant. 

c. If fall is involved, do not move the injured party. 
d. If the participant must be transported to the hospital, the Program Director/Site Director or other 

responsible staff member should escort the participant in the ambulance, unless the paramedics 

direct otherwise.  The injured participant‘s medical form/s must go with him/her to the hospital. 

e. The Health Care Director, Nurse Administrator or Director will notify the parent/guardian ASAP. 

Be sure that proper documentation is completed IMMEDIATELY! For people with disabilities, this may be 

considered a Major Unusual Incident, and therefore, must be reported to CSBMR/DD within 24 hours (see Major 

Unusual Incidents on page 11). 
 

HAND WASHING 
Proper hand washing methods should be utilized by ALL EMPLOYEES to protect participants and themselves from 

bacteria and infection.  This includes: 
1. Using warm to hot water. 

2. using (anti-bacterial) soap. 

3. Scrubbing hands together for a minimum of 60 seconds. 

Rinsing thoroughly.   

 

COMMUNICABLE DISEASES 
Communicable Diseases/Parasites: Any time a staff member notices symptoms of a communicable disease or body 

parasite on a participant, he/she will be taken to the program office or designated health care area immediately. 

Contact the Health Care Director/ Nurse and Director immediately. The parent/guardian of the participant will be 

contacted and asked to pick up him/her as soon as possible. The participant will remain isolated from others while 

waiting for a parent/guardian to pick them up. Symptoms of the following will result in the participant being isolated 

and sent home: Chicken Pox, Measles, Meningitis, Mumps, Pinworms, Head Lice, Ring Worm, Croup, Scarlet Fever, 

Infectious Diarrhea, Whooping Cough, German Measles, Rheumatic Fever, Impetigo, Scabies, Strep Throat, 

Hepatitis. The participant will not be readmitted to camp until the CYO office receives a note from a doctor stating 
that the participant is not contagious.   The participant must also be free of rash, fever, and cough. 
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UNIVERSAL BLOOD AND BODY FLUID PRECAUTIONS POLICY 
As part of an overall exposure control plan, mandated by the OSHA Bloodborne Pathogens Standard, ―universal 

precautions‖ are part of infection control practices. They are specific guidelines, which must be followed to provide 

every person protection from diseases, which are carried in the blood. Since blood can carry all types of infectious 

diseases even when a person does not look or feel ill, knowledge of universal precautions is essential for anyone who 

might come into contact with blood or other body fluids. 

The following are sample guidelines, recommended by the Centers for Disease Control, to prevent cross-

contamination from bloodborne pathogens. 

1. All health care providers should use appropriate barrier precautions to prevent skin and mucous 

membrane exposure when contact with blood or body fluid of any person is anticipated. 

2. Personal Protective equipment such as latex or vinyl disposable gloves should be readily available in 

health care, housekeeping and maintenance areas, in all first aid kits, and in vehicles. 

3. Any person giving first aid should always wear latex or vinyl disposable gloves if blood is visible on the 
skin, inside the mouth, or if there is an open cut on the victim. Gloves should be changed after contact 

with each person. 

4. Gloves should always be worn when handling items or surfaces soiled with blood or bloody fluids. Such 

areas (floor, counter, etc.) should be flooded with bleach solution (1 part bleach to 10 parts water), 

alcohol, or a dry sanitary absorbent agent. However, routine cleaning practices are all that are needed if 

blood is not visible or likely to be present.  

 As examples, gloves should always be worn when cleaning up blood from a counter after a cut 

finger.  Disposable towels and tissues or other contaminated materials should be disposed of in a 

trash container lined with plastic.  Biohazard bags (―red bags‖) are to be used for dressings or other 

materials used to soak up blood or other infectious waste. 

5. Remove gloves properly – pulling inside out.  Place gloves in bag with waste.  Hands and other skin 
surfaces should be washed with soap and water immediately and thoroughly if contaminated with blood 

or other body fluids. 

6. Masks, protective eye wear, gowns or aprons should be worn during procedures that are likely to 

generate droplets or splashes of blood or other body fluids. 

7. Needles should NOT be re-capped, purposely bent or broken by hand, removed from disposable 

syringes, or otherwise manipulated by hand. 

8. After use, disposable syringes and needles, scalpel blades and other sharp items should be placed in 

puncture-resistant ―sharps‖ containers for disposal. 

9. Mouthpieces, resuscitation bags, or other ventilation devices should be available for use in areas in 

which the need for resuscitation is predictable. 

10. Health care workers who have draining lesions or weeping dermatitis should refrain from all direct care 

and from handling equipment until the condition resolves. 

All procedures should be specific to the staff and clientele served. All persons who might come into contact with 

blood or other body fluids must be trained to follow appropriate procedures. 

 

Exposure Control Plan 
This information is provided to CYO employees in compliance with OSHA‘s Bloodborne Pathogen Standard.  It is the 

intent of CYO to educate people about issues related to exposure to body fluids, to use management techniques and 

equipment to minimize exposure risks for employees, and to monitor individuals‘ use of these techniques.  CYO 

recognizes universal precautions as an effective control measure. This describes the application and monitoring of 

potential sources of risk in this program, the steps taken by CYO to protect employees, and the actions taken by CYO 

if blood or body fluid exposure occurs. 

Nurses and staff can reasonably expect to come in contact with blood and other body fluids. The potential for 

exposure to transmitted diseases is greatest for these staff members. Consequently, the program follows these 

practices: 
1. Members of the health care team are oriented to the potential for exposure by the Health Care Provider 

or Program Director. The HR Manager keeps a record of who received the education and its content for 

three years. Orientation includes: 

a. Identification of risk areas:  Contact with blood-borne pathogens (e.g., hepatitis, HIV), Contact with 

airborne pathogens (e.g., common cold, TB), contact with surface-borne pathogens (e.g., staph 

infections). 

b. Education about the nature of the risk:  Method of transmission, virulence of pathogens, resistance 

factors related to potential host, symptoms and information sources which provide clues to potential 

risk areas. 

2. Work practices designed to minimize exposure: 

a. Availability of personal protective equipment (PPE) – Gloves, CPR mask, Anti-microbial soap,  
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(eye, nose, and mouth) shield, Body fluid spill clean-up kits. 

b. Double-bagging via red bag and disposal procedure for hazardous waste. 

c. Screening individuals who come to the program. 

d. Requiring participants to provide health information. 

e. Use of universal precautions by staff. 

f. Education for people working in risk areas:  Health care team members, lifeguards, housekeeping, 
and kitchen staff. 

g. Hepatitis B vaccination offered to all: The Hepatitis B vaccination is available, and CYO will pay 

for employees receiving Hepatitis B vaccinations while employed by CYO. 

h. Sharps container provided which has biohazard label affixed. 

i. Resource personnel to answer questions: Camp Health Care Provider, Camp Supervising Physician, 

and State Dept. of Health Epidemiologist. 

3. Behavior expected from employees to minimize risk: 

a. Use of PPE 

b. Gloves are used when in contact with body fluids or providing skin treatment (e.g., applying 

medication to poison ivy, washing a rash). 

c. CPR mask is used to provide CPR/artificial respiration. 

d. Minimum 15 second hand washing with anti-microbial soap after:  Removing gloves, Contact with 
potential risk, Unprotected contact with any body fluid. 

e. Minimum 60 second hand washing with anti-microbial soap after blood splash. 

f. Use of body fluid spill‘s clean-up kit. 

g. Vaccination to protect from Hepatitis B. 

h. Sharps disposed of properly:  No re-capping of needles, All sharps (lancets, needles) placed in 

sharps container immediately after use, Full sharps container given to Health Care Provider for 

disposal through local hospital. 

i. Participation in education about disease control. 

j. Immediate reporting suspected exposure (e.g., needle stick) to supervisor and Health Care Provider. 

k. Performing job tasks in a manner which minimize/eliminate exposure potential. 

l. Evaluation of compliance with the exposure control plan as part of CYO‘s personnel management 
system. 

 

Post-Exposure Plan  
CYO employees who have a blood exposure incident are eligible for follow-up treatment. Follow-up is initiated by the 

employee who must immediately (within fifteen minutes) notify the nurse or supervisor when a blood exposure 

incident occurs. The following plan is initiated. Records of the incident are maintained for the duration of employment 

plus thirty (30) years by the Program Director and according to OSHA requirements (i.e. separate from personnel 

records). CYO administration debriefs each incident in an effort to identify ways to improve CYO‘s exposure to risk. 

Time Line Employee‘s Actions Nurse‘s Actions Program Director‘s Actions 

Within 24 

hours 
Exposure incident 

occurs. Report 

incident to camp nurse 

within 15 minutes of 

happening  

Begin prophylactic 

treatment. 

Complete 

WkComp form & 

incident report with 

Program Director 

Notify Program 

Director. Begin 15 second 

scrub of area with 

bacteriostatic soap 

followed by application 

of disinfectant  

Contact supervising 
MD and refer client for 

assessment  

Begin psycho-social 

support process. 

Determine source of contamination, 

initiate request to have source screened for 

infectious diseases. 

Notify insurance. 

Create incident report file with 

supporting documentation. 

Contact mental health professional for 

employee. 

Complete WkComp & incident report 

form with employee. 

Within next 

48 hours 
Continue medical 

follow-up per MD 

orders. 

Begin counseling 

support 

Monitor client 

adjustment to situation; 

answer questions as 

needed. Provide needed 

cares. 

Follow testing of source individual as 

warranted. 

Consult with mental health professional 

to arrange post-camp therapy per need. 

Beyond first 

three days 
Continue 

post-exposure 

prophylaxis as 

directed by MD. 

Participate in 

Participate in review of 

incident. 

Maintain contact with employee to 

follow incident. 

Lead review of incident. 

Review incident; adapt camp practices 
as needed to manage risk, to minimize 
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Time Line Employee‘s Actions Nurse‘s Actions Program Director‘s Actions 

review of incident. chance for repeat of situation. 

Maintain records for duration of 

employment plus 30 years. 

 

RESTROOM AND PERSONAL CARE POLICIES  
Here are several guidelines to follow regarding restroom use and the personal care needs of participants: 

1. Participants should use the restroom at least once every 3-4 hours.  For those participants who wear 

briefs (diapers), they should be changed at least once every 3-4 hours, and as needed.   

2. The Site Directors or other delegated employee shall keep a schedule for changing participants and 

assisting them in the restroom.  Only those participants who are unable to use the restroom 

independently should be monitored on this schedule.  As staff assists a participant, the staff member 
should initial the changing schedule and include any important notes (i.e.:  rash noted, etc.).   

3. All staff assisting in the restroom or in changing briefs should use personal protective equipment. 

4. Participants should NEVER be in the restrooms unattended.  Staff should attempt to have another 

individual in the restroom with them as they supervise the participants using the restroom.  It is best if 

the other individual is another staff person, but if necessary, a participant who can communicate clearly 

will suffice as a witness.   

5. When changing a participant‘s briefs, privacy and sanitation must be secured as well as the setting will 

allow.   

6. A participant should never be left unattended on a counter or table during changes of clothing, briefs or 

any other time.   

7. Staff should properly dispose of gloves when finished, and thoroughly wash hands. 

Participants should provide their own restroom supplies, but if necessary, Site Directors or other delegated 

employees can use petty cash to purchase needed supplies to keep a participant clean and comfortable. 

 

MEDICATIONS 
All medications brought on site must be turned into the nurse unless otherwise authorized by the nurse (this includes 

employee medications).  If there is no nurse present seek direction from the Program Director or Administrator.  All 
medications will be dispensed by the authorized nurse or delegated employee.   

 

APPROPRIATE ATTIRE 
Shoes – Appropriate footwear must be worn at all times.  Footwear must support the entire foot and may not be open-

toed and/or open healed.  The only exception is that flip flops may be worn while you have swimming activities. 

 

See Seasonal Staff Employee Handbook for the entire Dress and Grooming Policy. 

 
Should you have any questions regarding this policy, please contact your supervisor or the Executive Director. 

 

 
PART III: CRISIS PREVENTION AND RESPONSE POLICIES 

 

LOST PARTICIPANT/SEARCH AND RESCUE 
1. If a participant is missing, FIRST AND FOREMOST, determine if this MAY BE an aquatic 

emergency. If a water source is nearby or, if the individual is missing while engaged in an aquatic 

activity or, if the individual has demonstrated an attraction to water or if, for some reason, you believe 

water may be involved in the participant being lost, then treat this as an Aquatic Emergency (See 

Aquatic Emergency on page 11). 

2. Inform the Program Director immediately. In lieu of a supervisor being present, one person must assume 

the lead roll.   

3. Begin to systematically assemble all information available from all parties including counselors and 
participants. Get an accurate physical description of the missing individual including hair, eyes, weight, 

height, clothing, etc. Ask pertinent questions like: 

Where was he/she last seen? 

What was his/her state of mind (angry, depressed, threatening to run away)? 

 

 
4. Form a search party and search area of last sighting, fanning out from there. Check restrooms and 
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program areas (such as cabins or classrooms) where the participant was last seen or the group last was. If 

applicable, immediately inform lifeguards and Aquatic Emergency Procedures take precedence. 

5. Establish a signal for communication to search party team members. Proceed in a fast, orderly and calm 

fashion. 

6. If applicable, send some staff members out of the site to surrounding areas and neighborhoods. Keep 

communication lines open between search parties and home base. 
7. Do not forget to attend to participants who are still with you. Make sure they are occupied and 

supervised. Remain calm and positive. For Sum Fun, Recreational Respite, and Neighborhood Services, 

make sure one-half of the staff remains with these participants.  

8. At the direction of the Program Director or Administrator contact the local authorities.  If the Program 

Director or Administrator is unreachable, contact the local authorities after 5 minutes (unless this may be 

an aquatic emergency, in which case, local authorities are to be notified immediately). 

The search continues until the participant is found or the local authorities arrive, take over and direct the staff 

on their duties. 

  

WATERFRONT SAFETY 
1. Certified personnel shall staff all aquatic activities with proper ratios as dictated by the certifying body. 

This includes staff swimming or boating. 

2. All waterfront activities shall adhere to the following staff to participant ratios: 

Participant Age   Staff  Participants 
4-5      1  5 

6-8      1  6 

9-14     1  8 

15-up     1  10 

People with disabilities   1  4, or less if needed 

3. In addition to certified personnel, there will at least one additional designated lookout for each aquatic 

activity. The duties of a lookout are to assist the lifeguards in maintaining safe supervision of 

participants.  

4. Participants and staff must follow all safety rules as posted at the waterfront areas. Staff members not 

designated as lookouts must either swim with the participants or supervise those who are not swimming.  

5. A safety system, such as the buddy system, is to be used to account for all aquatic participants. Safety 
checks will occur every ten minutes at all swimming activities. 

6. Permission must be granted from certified aquatic personnel before engaging in an aquatic activity. 

7. All participants must be evaluated and classified as to swimming ability.   In order to swim in water that 

is deeper than 3.5 feet, certified aquatic personnel must evaluate participants.  Once evaluated, 

swimmers are allowed only to participate in activities that are commensurate with their ability. Be aware 

of participants who are non-swimmers, as they may need extra attention.   

8. If severe weather approaches (thunder and lightning) all waterfront activities will be closed and 

participants and staff should take shelter.  

9. There shall be no swimming outside of the designated swimming area. There shall be no swimming after 

sundown, unless it is a staffed, planned activity.  

10. There shall be no diving by staff or participants unless rules specifically allow diving in deep sections of 
water. 

11. All participants and staff must wear personal flotation devices (PFD‘s) when boating. There shall be no 

boating in any swimming section. There shall be no ramming, tipping or horseplay while boating.  

12. Wheelchairs in aquatic areas must have the brake set and must be within a close distance of a staff 

member at all times. People seated in a wheelchair must be at least five feet back from the pool/lake 

edge. 

13. All participants must be supervised in changing rooms or restrooms. 

14. All staff MUST remind participants and medical personnel to apply sunscreen before each aquatic 

activity and every hour after that (in addition to anytime activities take place in direct sun).  Staff must 

also apply sunscreen to themselves as appropriate, in order to avoid injury to skin.   

15. Remember to leave each aquatic area clean and organized after each activity and make 
sure that participants have fun! 

For Sum Fun campers, PFD’s sent by parents must be worn by the participant or he/she may not enter the 

water.  NOTE:  PFD’s are not a substitute for supervision.  If a PFD appears to be inadequate, the site director 

or program director shall notify the parent as soon as reasonably possible and resolve the situation. 
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LOST SWIMMERS/AQUATIC EMERGENCIES 
If a participant is missing during swimming time, IMMEDIATELY notify the lifeguards on duty that someone from 

your party is missing.  Then: 

1. Remove all participants from the water and recount all that remain.. 

2. The Site Director or Program Directors should assign ½ of the staff to take the other participants out of 

the waterfront area to a safe place. 

3. The waterfront staff and the remaining CYO staff will immediately scan the waterfront, check the 

changing rooms and restrooms.  Staff should take direction from the waterfront personnel during the 

search of the waterfront. 

4. THE SITE DIRECTOR OR PROGRAM DIRECTORS SHOULD CONTACT 
5. 9-1-1 IF THE CAMPER IS NOT FOUND WITHIN ONE MINUTE.  The Administrator should also 

be notified at that time.   

6. Follow other protocols for missing participants.   
The search continues until rescue authorities arrive, take over and direct the staff on their duties. 

 

EVACUATION OF A CAMP SITE 
If the authorities at a particular facility inform you that your campsite must be evacuated, follow the following plan: 

1. Gather all participants and staff at a designated area. The location most appropriate is an open meadow, 

clear from trees or power lines. The lead staff person present at the time must make this determination. 

The path of evacuation will be determined by the direction of the impending danger. The most viable 
path of evacuation would be via the site‘s main entrance from the highway. From this location, the 

evacuation can proceed in either direction to a designated safe area.   

2. This is the order of evacuation that should be followed: 

a. Medically critical with medical support personnel; 

b. Persons with limited mobility with attendants; 

c. Persons with special physical and/or developmental needs with attendants; 

d. Youngest participants; 

e. Adult participants; 

f. Non-essential staff; 

3. The Site Director and Program Directors should be sure that all participants are present. If any are 

missing, staff should follow Lost Participant Procedures (see page 10). 
The Program Director should be notified of the situation and will instruct on how to proceed with the evacuation.   

 

If an emergency evacuation of the premises is determined necessary due to a threat of health and safety local 

authorities will be notified by calling 9-1-1. Evacuation and shelter will be managed through cooperation with the 

emergency responding agency. The emergency responding agency works in cooperation with the Summit County 

Emergency Management Agency to ensure proper transport and shelter. 

 

CHILD ABUSE  - INCLUDES DIOCESAN POLICY ON THE SAFETY OF CHILDREN 
Note:  Child includes anyone, camper or staff, under age 18. 

Child Abuse Reporting: In accord with the Diocese of Cleveland Policy for the Safety of Children In Matters of 

Sexual Abuse all CYO staff are required to report any alleged physical or sexual abuse that they become aware 

of to the municipal police department or county sheriff where the abuse is believed to have occurred within 24 

hours after the allegation is made known.  All alleged physical and sexual abuse must also be reported to the 

diocese in accord with diocesan policy.  Use Uniform Report for Child Protection.  

 
1.  Procedures for Child-Abuse Complaints:  In accord with the Diocese of Cleveland Policy for 

     the Safety of Children In Matters of Sexual Abuse 

a. Any actions you observe that are not acceptable behavior according to the above guidelines should 

be reported as soon as possible to the Site Director, Program Director or Camp Director. 

b. The Director will notify the appropriate authorities and parents. 

c. The Director will take appropriate internal action.   

 

2. Child Sexual Abuse:  In accord with the Diocese of Cleveland Policy for the Safety of Children In Matters of Sexual 

Abuse 
a. All staff members must be very cautious in order to avoid doing anything that could be interpreted as 

sexual abuse.  Child sexual abuse includes but is not limited to any contact or interaction between a child 

and an adult or caregiver when the child is being used for the sexual stimulation of the adult or of a third 
person.  The behavior may or may not involve touching.  Sexual behavior between a child and an adult or 

caregiver is always considered forced, whether or not the child has consented. 
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b. DO NOT TOUCH THE GENITAL AREA OR BUTTOCKS OF ANY PARTICIPANT EXCEPT 

DURING PERFORMANCE OF ROUTINE RESTROOM DUTIES.  It is best practice to always 

have another person, even if it must be a camper, with you when helping a child in the restroom.  A 

quick hug is considered acceptable, but a prolonged hug or embrace is not.  Use good judgment, and 

be cautious. 

 
3. Physical Abuse:  

a. In a CYO setting, physical abuse is most likely to happen when a staff member is disciplining a 

rebellious or unruly participant.  Anything done to inflict pain while disciplining a participant is 

considered abuse (See Behavior Management Policy). 

b. The physical size and strength of staff members necessitates that you use discretion and restraint in 

all physical contact activities with participants.  Games that encourage intense competitive activities 

with physical contact that potentially could cause injury must be eliminated or supervised very 

closely by non-participating staff members. 

c. In addition to being vigilant with regard to abuse inflicted by staff, CYO employees must also be 

observant of participants who may be abused at home or from other persons outside of CYO.  Staff 

should be observant of participants who have unexplained bruises or welts, especially in strange 

patterns.  In addition to that, participants who have unusual rashes, infections or other unexplained 
health problems should be carefully observed.  All unusual conditions should be documented, 

whether the source of the injury is known or not. 

 

Additional information on reporting of child abuse and neglect is available through the CSB 

brochure, available from the Program Director. 

 

MAJOR UNUSUAL INCIDENTS 
Major Unusual Incidents pertain only to those persons who are mentally retarded/developmentally disabled.  MUI‘s 

are those events that happen, which are more serious and require intervention or investigation from CSBMR/DD.  

These are outlined as the following: 

1. Abuse; 

2. Neglect; 

3. Death (natural, accidental, suicide or homicide); 

4. Attempted suicide; 

5. Behavior shown by an individual which may lead to serious or adverse injury or significant property 

destruction; 

6. Fire resulting in injury to a person, relocation of the individual or interruption of services; 

7. Any major involvement of a person with law enforcement authorities; 
8. Serious injury to a person which required hospitalization (including emergency room trips) or results in 

permanent physical damage as a result of injury; 

9. Adverse reaction to a life-threatening degree because of an administered drug or dietary food item; 

10. Medication error resulting in serious consequences for a person whether: 

a. Due to an unprescribed drug; 

b. Due to a prescribed drug incorrect frequency or dose; 

c. Due to a dietary error-ingestion of a contraindicated food; 

11. Extended and unauthorized absence of a person which exceeds stated IP community access; 

12. Removal of a person from residential or program services without consent of the resident, guardian or 

appropriate authorities; 

13. Any violation of a person‘s rights pursuant to the Ohio Revised Code 512.62, serious in nature of a 
repetitious pattern; and  

14. Exploitation of an individual. 

In the event of an MUI, follow the directives of the appropriate section of the MUI manual and document the incident 

appropriately.  MUI‘s must be reported to the appropriate County Board of MR/DD within 24 hours.  When in doubt 

as to the proper course of action, seek assistance from Program Director. 

 

PARTICIPANT PICK-UP/DROP-OFF 
As part of the duty of the employee to protect the welfare of all participants, employees must be conscientious and 

only release participants to the care of parties authorized by parent or guardian.  In the event that employees do not 

recognize the person seeking responsibility for the participant, the employee must contact the parent or guardian or the 

Program Director immediately. 

 

 

 32 



 

DO NOT ALLOW ANYONE TO REMOVE A PARTICIPANT FROM A CYO PROGRAM WITHOUT 

PERMISSION FROM THE LEGAL GUARDIAN. 

 

 

 

TRANSPORTATION 
1. See Seasonal Staff HR (Human Resource) Policy for driver qualifications. 

2.   All drivers must be cleared to drive by the Ohio Bureau of Motor Vehicles and DISC.  Copies of your 

driver's license must be given to the Director prior to the beginning of each season.  

3. All drivers must be age 21 or older and complete a behind the wheel orientation prior to driving.  All van 

drivers must complete the National Safety Council ―Coaching the Van Driver‖ orientation prior to driving for 

CYO.  A Commercial Driver‘s License (CDL) is required for drivers of all vehicles, which can transport 

more than 15 passengers. 
4. Only authorized persons are permitted to drive or ride in agency vehicles.  

5. CYO employees and volunteers are personally and financially responsible for any traffic violations, fines, 

etc. that they may incur while driving.  

4. Medical forms should accompany or be available on file for all participants and staff when being transported.  

5. All vans transporting 14 or less participants must have one staff member (who may also be the driver) in the 

vehicle. All other vehicles must adhere to a 15:1 participant/staff ratio. 

6. Smoking is strictly prohibited in ANY CYO vehicles.  Drivers should also abstain from using a cell phone, 

eating, drinking or other distractions while driving.  If you must use a cell phone please pull to a safe location 

and park prior to using the phone unless it is impossible or an emergency and you are unable to.   

7. All drivers must complete safety inspection of vehicle prior to use. The vehicle checklist includes: 

a. Lights 
b. Tires 

c. Wipers and Washer (filled) 

d. Emergency Flashers 

e. Horn 

f. Driving, parking and the emergency brakes 

g. Mirrors 

h. Oil and radiator fluid 

8. All passengers including the driver must wear a safety belt at all times.  All passengers must load and un-load 

one at a time, in an orderly fashion, away from traffic. Do not overload vehicles. 

9. Prior to backing up, make sure to check behind vehicle and check all mirrors.  Whenever possible have a 

second staff member on the outside of the vehicle, informing the driver that all is clear behind them and 

guiding as the vehicle is backing.  All vehicles must be refueled at the quarter tank mark. The staff member 
must remain at with the fuel nozzle while re-fueling until finished.  All passengers remain in the vehicle. 

Please see the Program Director or Administrator for gas card and always remember to procure a receipt.  

Employees and volunteers MUST refrain from smoking at or near a gas station or other fuel source. 

10. All vehicles should have a working cell phone with adequate battery power before each trip. If no cell phone, 

make sure each driver has a phone card or change for the pay phone. If you do not have your own cell phone, 

inform the Program Director, who will procure one for you.  Make sure each driver has the phone number or 

pager of the Administrator or Program Director prior to traveling.  Drivers should avoid talking on the phone 

or radio while driving unless an emergency necessitates otherwise.  No one should use as cell phone while at 

or near a gas station or other fuel source.   

11. All vehicles must have a first aid kit and other emergency accessories, as needed. All vehicles should have a 

vehicle binder which includes a rental agreement or vehicle registration, vehicle log, accident and incident 
sheets, AAA numbers and insurance cards. 

12. Passengers should be instructed in the following safety procedures prior to transporting 

a. Passengers should remain seated at all times with hands and arms inside vehicle 

b. Seatbelts should be fastened – one person per seatbelt. 

c. Noise level should be such as to not distract the driver. There should be no throwing of objects 

or other disruptive behavior. 

d. Passengers should enter and leave the vehicle under the direction of a staff member and/or 

driver. If the vehicle makes an emergency stop, passengers should follow directions of staff 

member and/or driver and use buddy system if leaving the vehicle. 

13. In the case of driver or passenger illness, please return to CYO immediately for treatment. 

14. In case of accident: 

a. Remain calm and calm passengers. 
b. Check for injured passengers and damage to vehicle. 

c.  If an emergency, call 9-1-1 immediately.  Contact the Program Director or Administrator, The 33 



 

CYO office and the local police department. 

d. Document all appropriate information.  See Vehicle Information packet for details.   

15. In case of vehicle breakdown: 

a. Remain calm and calm passengers.  Contact the local police department or if an emergency, call 9-

1-1 immediately. Contact the Program Director or Administrator and the CYO office.  Contact AAA 

if towing is needed. 
b. Pull the vehicle into a parking lot or other safe area with little traffic. Passengers should remain in 

the vehicle and wait for assistance unless the situation is deemed unsafe. 

c. If the vehicle needs to be evacuated, direct passengers to the safest area nearby. Passengers should 

walk on the side of the road in a single file line against the flow of traffic to an area away from the 

traffic. 

16. Regarding employees‘ personal vehicles: 

a. Staff may drive to and from the CYO program in their own vehicles. Vehicles are to be parked in 

the designated staff parking lot and are the responsibility of the owner, not CYO. 

b. Staff may not use personal vehicles to transport participants unless directed by supervisor and HR 

policies have been followed.   

c. Staff vehicles may not enter the confines of Camp Christopher unless proper permission is granted. 

If your vehicle, for some reason, is within the confines of Camp (past the lower lot), extreme care 
and safety must be followed. Limit your pace to 5-MPH maximum. 

17. All staff should always be alert to incoming vehicular traffic. Stress extreme caution to participants at all 

times, especially with delivery trucks and emergency vehicles. 

18. Maintenance personnel or those authorized should be the only persons operating tractors, mowers, wagon, 

trucks, etc. Drivers of maintenance vehicles should also use extreme caution in operation.  Employees must 

meet required age standards as established by the Department of Labor in order to operate tractors, mowers, 

wagons, trucks, and any other type of machinery.  For more information on a particular piece of equipment, 

please see the Program Director.   

19. All persons riding on the Hay Wagon should be seated with legs up on wagon, not dangling along the sides. 

Employees must make every effort to eliminate horseplay; throwing hay, wrestling, etc, and instead stress 

safety. 
20. Vehicles should be kept a safe distance apart if traveling together. It is not recommended that vehicles travel 

by convoy. Drivers should pre-establish rest stops to check in with each other. All drivers should have maps, 

complete directions to destination, and appropriate telephone numbers. One driver should be appointed lead 

driver. On any trip, stops should be made only at acceptable rest stops. After three continuous hours, the 

vehicle must stop to rotate drivers and rest the passengers. All traffic laws of the state are to be strictly 

obeyed when operating CYO vehicles. 

21. Load and unload vehicles in areas that are free from vehicular traffic unless an emergency. The vehicle 

should be parked, with the emergency brake on and the motor turned off. Loading and unloading will take 

place in an orderly fashion following directions from staff member. Participants should be directed where to 

assemble after unloading and kept under supervision of an employee or volunteer.  Attendance of all 

participants must be taken at the start of the trip and again each time the participants exit and enter the 

vehicle. 
22. In the event that a trip or route is running off schedule and will be more than 30 minuets early or late to it‘s 

destination, the driver or other adult present in the vehicle should contact the Program Manager to alert him 

or her to this situation.  The Program Manager will then contact parents and caregivers to inform them of this 

change in schedule so that they can plan accordingly for pick-up/drop-off.  Program Managers may contact 

parents directly, or in the instance that there are more calls than can reasonably be made by one person in a 

timely manner, he or she may craft a message to parents and direct other employees to call parents on the 

matter. 

23.  

 

At the end of any trip employees must verify that all participants and belongings/refuse are no longer on the 

vehicle by physically searching each seat and the floor of the vehicle.  Any needed repairs or cleaning should be 

brought to the attention of the Program Director as soon as possible after ending a trip. 

 

 
 

FIELD TRIPS/CAMPERS INTERMINGLE WITH THE PUBLIC - (for Camp Christopher 
Hinkley Trips, see Program Manual) 

In General: 

1. Plan Ahead!  Review with the Program Director and the Parents (through the newsletter) the exact date, time 

and location of field trips, along with any special instructions (such as manner of dress or necessary supplies 
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to be brought). Make sure permission is secured from parents, if applicable.  It is recommended that if 

participants are expected to bring a lunch, that the Site Director ask parents to pack a 100% disposable lunch 

so that lunch bags can be discarded after eating, instead of being carried around all day.  Requisition 

necessary supplies from the Program Director.  

2. Ask participants to dress in something specific to help easily identify group members who in turn, make 

supervision and counting easier (i.e.: same brightly colored shirts, baseball caps, etc.). 
3. Remind staff to wear their CYO Staff Shirts or identifiable clothing. 

Maintain the regular ratio with a minimum of two staff persons.  A First Aid certified staff member must be 

easily accessible-within voice distance.  Try to use the buddy system and teach participants why it is used (to 

watch out for each other).  Take a head count every 15-30 minutes, before and after moving from one area to 

another, or more often if the activity 

4. or situation involves crowds, attractive nuisances or other distractions.  

5. Schedule central meeting times and locations for time checks, med passing, lunch, restroom breaks, etc.   

6. Be sure to communicate to all staff where the nurse/medical officer will be and at what times in the event of 

an emergency.  Be sure that staff know what times the participants in their group may need to meet with the 

nurse in order to receive medications.   

7. Try to make sure that participants know what to expect and what the rules are. Include expectations for 

unusual circumstances, such as using playground equipment or spending money.   
8. Explain the plan to all participants and staff to address potential emergencies or situations, such as illness, 

extra bathroom trips, being approached by strangers, or meeting someone the participant knows.  

9. Keep belongings to a minimum.  It is best for belongings to remain on the bus unless they are necessary 

throughout the day.   

10. Do not invite others to join the group without the knowledge and consent of a staff member.  Report 

uninvited guests or suspicious circumstances to the Site Director immediately.   

11. Try to define the area within which the participants and staff are to remain.   

12. When walking, walk in small groups.  One staff member should lead, while another brings up the rear.  Suit 

the pace of the group to the slowest person, working to remain together.  Cross streets as a total group at 

designated crossings only.  Obey traffic signals.  Count heads before and after crossing, and at regular 

intervals.   
13. Make sure appropriate supplies are packed, such as: 

a. Emergency Authorization Forms for all participants and employees. 

b. Participant Roster 

c. Itineraries, routes and schedules the bus will use in traveling to and from the destination.  (Each driver 

should have his/her own copy).   

d. A first aid kit 

e. Two-way radios or other means of easy communication 

f. Sunscreen 

g. Ample gloves and wipes 

h. A changing mat 

i. Bottled water 

In the event that a participant gets lost or separated from the group, immediately inform the security/police in the 
location where you are, and then make every attempt to spread the word to other staff (utilize two way radio‘s, cell 

phones, or any other means of communication if it is available).  Prearrange with staff where to meet in order to 

organize a search of the area.  Immediately contact the Program Director.  The Program Director will contact either 

the parent(s) or other necessary authorities.  If necessary, send the majority of staff and participants back to the site, 

while the Site Director and some key staff remain to continue the search.  Follow Lost Participant Procedures.   

 

GUESTS 
1. Guests of staff members are welcome as long as the program is not impeded.   Guest privileges may be 

revoked if the visit interferes with staff performance and/or the program. 

2. All guests and visitors must report to the Program Office or Site Director and be signed in and out including 

name, date and time. 

3. Visitors must wear a Visitor Badge while on the premises at all times. 

4. Only with permission may a guest stay for a meal. 

All guests must leave the premises by the end of the day or, at Camp Christopher, before 1:00 a.m. Overnight guests 

will not be tolerated unless proper permission from the Director is granted. 

 

 

CIVIL DISTUBANCE PROCEDURE 
The safety of participants and our staff is of highest importance to CYO.  Unfortunately, it is a fact of life that not all 35 



 

persons will be civil and well behaved.  In the event of a confrontation with another staff member, parent, or 

individual in the community, employees should attempt to follow this protocol. : 

1. Try to disengage yourself from the confrontation. 

2. If you feel in the least amount of danger call 9-1-1 IMMEDIATELY!  Be specific, and: 

a. State name and address 

b. State the situation clearly 
c. Report whether a weapon is involved 

3. Clear the site of participants 

4. Secure yourself and other staff in an office, car, classroom or other neutral area. 

5. Call your immediate supervisor. 

6. As soon as possible complete a police report and CYO incident report.  Turn a copy of the police report 

and the original incident report into your immediate supervisor.   

7. Follow up with immediate supervisor to review the incident and evaluate the situation.  

 
CRIME REPORTING PROCEDURES 

Below is a partial list of common offenses that should be reported to the local law enforcement agency: 

1.  Assault and battery 

2.  Extortion 

3.  Bomb threats 

4. Possession, use, or transfer of dangerous weapons 

5. Sexual offenses (Diocesan Policies on reporting sexual abuse must also be followed) 

6. Vandalism (more than $500 worth of damage) 

7. Theft, possession, or sale of stolen property 

8. Arson 
9. Furnishing or selling unauthorized substances 

10. Furnishing, selling or possession of controlled substances (drugs, narcotics, poisons) 

11. Distribution, sale, purchase, manufacture, or lawful possession of a controlled substance  

12. Threatening to take the life of or inflict bodily harm upon any person 

13. Possession of a weapon 

 

WEAPONS POSSESSION 
The possession of a weapon at or on any facility in which a CYO program is taking place is strictly prohibited.  The 

following steps should be taken in the event that any person is observed or reported to have a weapon at any CYO 

program.   

1. Identify the individual if possible, and at the least, note his/her location at the facility. 

2. If the weapon is a firearm, notify law enforcement.  Await the arrival of police before taking further action.  

Once police arrive, follow their directives. 

3. If the weapon is not a firearm, employees should ask the individual to surrender the weapon or declare its 
location.  If the individual fails to surrender the weapon, then law enforcement should be contacted.   

4. Evacuate all persons to a safe location as soon as possible. 

5.  Report incident to Program Director of Administrator as soon as possible.   

 

INTRUDERS  
1. All facilities are vulnerable to intruders and unauthorized guests. Always be aware of who  

      is on the premises and who is communicating with participants and staff. All staff members will refer all 

visiting persons (stranger or known) to the Program Office or Program Director where they will sign in and 

out including name, date and time.  Visitors must wear a badge while on the premises at all times.  

2.   If you see someone you do not know, ask if you can help him/her and take him or her to  

      the Program Office or Program Director immediately. Never allow a visitor to see a    

      participant or staff member without first signing in and speaking with the Administrator or  

      Program Directors. 
3.   If you sense immediate danger and no supervisor is available, call 9-1-1 immediately. 

4.   Teach the participants to come quietly and tell you if they see an unfamiliar person on the  

property. If a participant encounters an unfamiliar person, real or imagined, never tell  

him/her ―it really wasn‘t anything,‖ ―there is no need to be afraid,‖ or ―it was just your  

imagination.‖ Instead, encourage them to know that it is okay to be afraid, and to talk about their experience. 
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If someone seems to be behaving suspiciously or inappropriately around your areas, and you are away from CYO 

property, keep a staff member with the participants while two other staff members go to notify a park ranger or 

law-enforcement officer of the circumstances. 

 

KIDNAPPING 
DO NOT ALLOW ANYONE TO REMOVE A PARTICIPANT FROM THE PREMISES WITHOUT PERMISSION 

FROM THE LEGAL GUARDIAN.   Strangers may come to a site in search of potential victims. Custody disputes 

between parents can result in an unauthorized attempt to remove a participant from the premises. Should a participant 

be taken from the premises without the expressed and direct approval of the Program Director, follow the following 

action steps: 

1.  Immediately right down descriptions of all persons involved including children abducted and abductors  

(Including hair color, eye color, clothes, height, license plate number, make and model of car, etc.).  

. 2.  Call 911 and report the incident.  Provide them with information as to the child‘s clothing, description,  

etc.  Also, provide them with a description of the abductor.   
3.  Notify the Program Director or Administrator immediately.   

 

HOSTAGE SITUATION PROCEDURES 
If a situation should arise where one or more persons hold other persons against their will, the following precautions 

should be considered: 

1.  Notify 911 immediately.  Call Program Director or Administrator to inform them of the situation. 

 2.  Evacuate the area of all other persons. 

3.  Gather the facts regarding the situation for the police.  Keep notes on times, any communications from the 

person holding the hostage, and other witness information. 

4.  Provide law enforcement with a floor plan if it is possible. 

5.  Work with law enforcement to provide them with necessary assistance.   

 

BOMB THREAT AND EXPLOSION PROCEDURE 
Definition:  An explosive device either present or alleged to be present in the facility or on the premises, which 

may or may not have exploded. 
 

In the case of a bomb threat by phone, obtain as many details as possible.  Examples of information that can be 

obtained includes: 

1. When is the bomb going to explode? 

2. Where is the bomb located? 

3. What does the bomb look like? 

4. What kind of bomb is it? 

5. What will cause the bomb to explode? 

6. Did you (the caller) place the bomb? 

7. Why did you (the caller) place the bomb? 

8. What is your name? 
9. What is your address (where does the caller live)? 

10. Sex of caller? 

11. Age of caller? 

12. Race of caller? 

13. Time of call?  Length of call? 

14. Describe the caller‘s voice and language. (Calm, raspy, distracted, clearing throat, cracking voice, 

laughing, excited, ragged, nasal, disguised, lisping, rapid, deep breathing, accent, angry, deep, 

slurred, loud, familiar, crying, slow, soft, stuttering, foul, well spoken, read from script, irrational, 

incoherent, taped) 

15. If the voice was familiar, whom did it sound like? 

16. Where there background noises? (Street noises, motors, house noises, animal noises, PA system, 

office machinery, factory machinery, voices, static, booth, kitchen, other) 
17. Date of call: 

18. Number of phone caller is calling: 

19. Threat reported to: 

In the case of an explosion, follow these steps: 

1. Determine the location of the explosion. 

1. Call 911. 

2. Evacuate buildings using fire evacuation procedures unless special conditions warrant special 37 



 

instructions.   

3. Assist with injured or wounded. 

4. Notify Program Director or other Administrator. 

5. Secure area until authorities arrive.   

If explosion occurs prior to evacuation, persons should seek cover under solid, sturdy furniture, such as desks.  At 

all times they should cover their heads with hands and assume a kneeling, face-down position on the floor until 
flying debris ceases.    

 

PART IV: DISASTERS AND WEATHER EMERGENCIES 

 

EXTREME HEAT 
The following are guidelines for what you should do if the weather is extremely hot: 

 Stay indoors as much as possible and limit exposure to the sun. 

 If outdoors use sunscreen as directed.   

 Stay on the lowest floor out of the sunshine if air conditioning is not available.  

 Consider spending the warmest part of the day in public buildings such as libraries, schools, movie theaters, 

shopping malls, and other community facilities. Circulating air can cool the body by increasing the 

perspiration rate of evaporation.  

 Eat well-balanced, light, and regular meals. Avoid using salt tablets unless directed to do so by a physician.  

 Drink plenty of water. Persons who have epilepsy or heart, kidney, or liver disease; are on fluid-restricted 

diets; or have a problem with fluid retention should consult a doctor before increasing liquid intake.  

 Limit intake of alcoholic beverages.  

 Dress in loose-fitting, lightweight, and light-colored clothes that cover as much skin as possible.  

 Protect face and head by wearing a wide-brimmed hat.  

 Never leave children or pets alone in closed vehicles.  

 Avoid strenuous work during the warmest part of the day. Use a buddy system when working in extreme 

heat, and take frequent breaks.  

First Aid for Heat-Induced Illnesses 
Extreme heat brings with it the possibility of heat-induced illnesses. The following table lists these illnesses, their 

symptoms, and the first aid treatment. 

Condition Symptoms First Aid 

Sunburn Skin redness and pain, possible swelling, 

blisters, fever, headaches 
Take a shower using soap to remove oils that may block 

pores, preventing the body from cooling naturally. 

 

Apply dry, sterile dressings to any blisters, and get 

medical attention. 

Heat 

Cramps 
Painful spasms, usually in leg and abdominal 

muscles; heavy sweating 
Get the victim to a cooler location. 

 

Lightly stretch and gently massage affected muscles to 

relieve spasms. 

 

Give sips of up to a half glass of cool water every 15 
minutes. (Do not give liquids with caffeine or alcohol.) 

 

Discontinue liquids, if victim is nauseated. 

Heat 

Exhaustion 
Heavy sweating but skin may be cool, pale, 

or flushed. Weak pulse. Normal body 

temperature is possible, but temperature will 

likely rise. Fainting or dizziness, nausea, 

vomiting, exhaustion, and headaches are 

possible. 

Get victim to lie down in a cool place. 

 

Loosen or remove clothing. 

 

Apply cool, wet clothes. 

 

Fan or move victim to air-conditioned place. 

 

Give sips of water if victim is conscious. 
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Be sure water is consumed slowly. 

 

Give half glass of cool water every 15 minutes. 
 

Discontinue water if victim is nauseated. 

 

Seek immediate medical attention if vomiting occurs. 

Heat 

Stroke 

(a severe 

medical 

emergency) 

High body temperature (105+); hot, red, dry 

skin; rapid, weak pulse; and rapid shallow 

breathing. Victim will probably not sweat 

unless victim was sweating from recent 

strenuous activity. Possible unconsciousness. 

Call 9-1-1 or emergency medical services, or get the 

victim to a hospital immediately. Delay can be fatal. 

 

Move victim to a cooler environment. 

 

Removing clothing 

 

Try a cool bath, sponging, or wet sheet to reduce body 

temperature. 

 

Watch for breathing problems. 
 

Use extreme caution. 

 

Use fans and air conditioners. 

 

THUNDER STORMS AND LIGHTNING 
According to the Joint Advisory Committee on Sports Medicine, lightning is the most dangerous and most frequently 

encountered weather hazard that physically active people face each year.  The danger signs of a thunderstorm include 

dark, towering or threatening clouds, and distant lightning and thunder.   

 
Having disaster supplies on hand is vital.  Disaster supplies include:   

 A flashlight with extra batteries. 

 Portable, battery-operated radio and extra batteries. 

 First aid kit and manual. 

 Emergency food and water.  (QUESTIONABLE) 

 Non-electric can opener. (QUESTIONABLE) 

 Essential medicines.  (QUESTIONABLE) 

 Cash and credit cards.  (QUESTIONABLE) 

 Sturdy shoes. 

 
Thunder and lightning go hand-in-hand.  If thunder is heard, then lightning is present, although it may be distant and 

unseen.  The general rule is that if you can hear thunder, you are within striking distance and should seek shelter 

immediately.  According to the National Lightning Safety Institute, ―If you can see it, flee it; if you can hear it, clear 

it.‖ 

 

CYO requires employees, and other affiliates who are responsible for hosting, leading or organizing events to follow 

these recommendations when faced with an electrical storm:   
1.       Program staff and persons in positions of authority at CYO sponsored/affiliated events    

must check the forecast and watch the sky at the first signs of potentially inclement   weather.  If  

necessary, designate a responsible person to monitor weather conditions by listening to a battery operated 

radio or television for the latest storm information.   

2. Whether at an Athletic game/practice, a camp program, or other situation, ALL reports of thunder and/or 

lightning must be taken seriously, and should trigger the precautions listed below.   

3. Direct care staff and persons in authority should review the LIGHTNING SAFE POSITION with 

program participants.  Athletic and Youth Ministry staff should orient coaches and youth leaders in 

teaching this position.   

 

 

Lightning Safe Position: Crouch on the ground with your weight on the balls of your feet; keep your feet together, 
your head lowered, and your ears covered.  (Other experts recommend placing your hands on your forehead and your 

elbows on your knees to create a path for lightning to travel to the ground, instead of traveling through your heart).  
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You should assume this position when lightning threatens and you can not reach suitable shelter, when your hair 

stands on end, your skin tingles, or you hear crackling noises during a storm.  NEVER lie flat on the ground.   

a. CYO employees, and other affiliates in positions of authority must be educated in the following 

information in order to protect those for whom they are responsible: 

i. Direct participants/families to find a safe shelter, such as a sturdy building.  A hardtop 

vehicle with windows closed will be an adequate substitute if no building is available.  If 
no structure is available, get to an open space and squat low to the ground as quickly as 

possible.  If in the woods, find an area protected by a clump of trees—never stand 

underneath a single large tree in the open.   

ii. Avoid sheds, picnic shelters, baseball dugouts, and bleachers.   

iii. Avoid isolated trees, bodies of water, sheds, fences, bikes, metallic objects (flag poles, 

GOAL POSTS, umbrellas, BLEACHERS, tractors, fishing rods or camping equipment), 

using the telephone (cordless and cellular) and OPEN FIELDS.   

iv. DO NOT WAIT FOR RAIN before seeking shelter.  Most people struck by lightning are 

not in the rain.   

v. Stay away from water, beaches, water activities, (boating, swimming, etc).  Lightning can 

strike the water and travel some distance beneath and away from its point of contact.  Do 

not stand in a puddle of water, even if wearing rubber boots.   
vi. Stay several yards away from other people.  DO NOT STAY IN A GROUP. 

vii. Do not allow employees or participants to handle any electrical equipment or telephones 

because lightning could follow the wire.  Television sets are particularly dangerous at this 

time.   

viii. Avoid bathtubs, water faucets, and sinks because metal pipes can transmit electricity.   

b. If in a moving vehicle during a thunder storm: 

i. Pull safely onto the shoulder of the road away from any trees that could fall on the vehicle.   

ii. Stay in the car and turn on the emergency flashers until the heavy rains subside. 

iii. Avoid flooded roadways.   

c. In case of HAIL:  Hail is produced by many strong thunderstorms.  Hail can be smaller than a pea or 

as large as a softball and can be very destructive to people, animals, buildings, plants and crops.  In 
a hailstorm, take cover immediately.  Bring animals into a shelter.   

d. IN CASE LIGHTNING STRIKES AN INDIVIDUAL, medical care may be needed immediately to 

save the person‘s life.  Call 911.  A person who has been struck by lightning does not carry an 

electrical charge that can shock other people.  If the victim has stopped breathing, begin rescue 

breathing.  If the heart has stopped beating, administer CPR.  If the person has a pulse and is 

breathing, address other injuries that are present.  Cardiac arrest and arrhythmias, burns and nerve 

damage are common in cases where people are struck by lightning.  However, with proper treatment 

including CPR, most victims survive a lightning strike, although long term effects on their lives and 

the lives of their family members can be devastating.   

e. Wait a MINIMUM of 30 minutes from the last time that lightning was seen or thunder was heard 

before resuming activities. 

4. After a thunderstorm: 
a. Report downed utility wires. 

b.   Drive only if necessary.  Debris and washed out roads may make driving    

dangerous.   

 

 

HEAVY WINDS (Unaccompanied by thunderstorms) 
1. In woods or outside – Get to an open field area (if time permits); get as flat to the ground as possible (try 

to get into a ditch, slight cleft, hollow). Cover head with arms. 
2. In or near buildings – Get away from windows, as much as possible. Concrete block buildings are the 

best. Go to the east side of the building, along the wall and cover body and head with arms, mattresses, 

etc. 

3. Inside or outside – Get as low/prone as possible and cover head. 

4. Do not leave shelter until an 'all clear' is given from someone with authority. 

 

HURRICANES 
(A Hurricane Warning is issued when hurricane conditions (winds of 74 miles per hour or greater, or dangerously high 

water and rough seas) are expected in 24 hours or less.) 

 Listen constantly to a battery-operated radio or television for official instructions.  

 Avoid elevators.  
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 Stay inside, away from windows, skylights, and glass doors.  

 Keep a supply of flashlights and extra batteries handy. Avoid open flames, such as candles and kerosene 

lamps, as a source of light.  

 If power is lost, turn off major appliances to reduce power "surge" when electricity is restored.  

 If officials indicate evacuation is necessary:  

Leave as soon as possible. Avoid flooded roads and watch for washed-out bridges. 

 

 

TORNADOS 
Definitions:  

Tornado Watch: Conditions are favorable for a tornado or service weather.  Make staff aware, but 

take no action.  Designated employee should listen to weather radio during 

program to stay aware of weather progress.   

Tornado Warning: Tornado has been sighted.  Take shelter immediately using the following 

directives. 
 

A tornado is a violent windstorm characterized by a twisting, funnel-shaped cloud.  It is spawned by a thunderstorm 

(or sometimes as a result of a hurricane) and produced when cool air overrides a layer of warm air, forcing the warm 

air to rise rapidly.  The damage from a tornado is a result of the high wind velocity and wind-blown debris.  Tornado 

season is generally March through August, although tornados can occur at any time of year.  They tend to occur in the 

afternoons and evenings (over 80% of all tornados strike between noon and midnight).   

  

When a tornado threatens, individuals need to have a safe place to go and time to get there.  Even with advances in 

meteorology, warning times may be short or sometimes not possible.  Lives are saved when individuals receive and 

understand the warning, know what to do, and know the safest place to go.  In the event of a tornado, follow the 

following directives: 

 If you have a tornado safe room or engineered shelter go there immediately. 

 Go at once to a windowless, interior room; storm cellar; basement; or lowest level of the building.  

 If there is no basement, go to an inner hallway or a smaller inner room without windows, such as a bathroom 

or closet.  
 Get away from the windows.  

 Get under a piece of sturdy furniture such as a workbench or heavy table or desk and hold on to it.  

 Assume a kneeling position against the wall with head down, hands covering head and neck.  Employees 

should kneel behind the participants in order to ensure that participants are following emergency procedures 

and to verify attendance.   

 If in a temporary shelter (for example, a cabin at Camp Christopher), get out and find shelter in a stronger 

building elsewhere (for example, the lower restrooms at Camp Christopher).  

 Avoid places with wide-span roofs such as auditoriums, cafeterias, large hallways, or shopping malls.  

 The all-clear signal will be a verbal or PA announcement by the principal or designee.   

 If damage or injury is sustained, call 911 to notify authorities and seek help. 

 Call Program Director or Administrator to notify them of circumstances. 

If outdoors: 

 If possible, get inside a building.  

 If shelter is not available or there is no time to get indoors, lie in a ditch or low-lying area or crouch near 

a strong building. Be aware of the potential for flooding.  
 Use arms to protect head and neck.  

 

If in a car: 

 Never try to out-drive a tornado in a car or truck.  

 Get out of the car immediately and take shelter in a nearby building.  

 If there is no time to get indoors, get out of the car and lie in a ditch or low-lying area away from the 

vehicle. Be aware of the potential for flooding. 
 

FLOODING 
In the event of a flood, make sure all persons are in a safe secured area.  DO NOT allow anyone near any areas of 

flooding or high water.    Follow the following directives: 
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 Fill jugs with clean water in case water becomes contaminated.  
 Listen to a battery-operated radio for the latest storm information.  

 If local authorities instruct you to do so, turn off all utilities at the main power switch and close the main gas 

valve.  

 If told to evacuate your facility, do so immediately (Follow ‗Evacuation‘ instructions).  

 If the waters start to rise inside your facility before you have evacuated, retreat to the second floor, the attic, 
and if necessary, the roof.  

 Floodwaters may carry raw sewage, chemical waste and other disease-spreading substances. If you've come 

in contact with floodwaters, wash your hands with soap and disinfected water.  

 Avoid walking through floodwaters. As little as six inches of moving water can knock you off your feet.  

 Don't drive through a flooded area. If you come upon a flooded road, turn around and go another way. A car 

can be carried away by just 2 feet of floodwater.  

 Electric current passes easily through water, so stay away from downed power lines and electrical wires.  

Look out for animals -- especially snakes. Animals lose their homes in floods, too. 

EARTHQUAKE 
Definition: Trembling and shaking of the building and grounds, signaling movements in the earth‘s crust. 

 

Most participants are well rehearsed in earthquake ‗duck and cover‘ drills at school.  If they are inside, have them 

move away from windows and ‗duck and cover‘ under beds, tables, or stand in braced doorways.  Instruct all persons 

to protect their head and neck from flying debris with arms, coats, etc.  The Federal Emergency Management Agency 

(FEMA) reiterates its long-standing advice for staying as safe as possible during an earthquake. It‘s easy to remember 
and even easier to do: DROP to the ground; take COVER by getting under a sturdy table or other piece of furniture; 

HOLD ON until the shaking stops.  Stay in this position until building tremors and/or flying debris ceases. 

 

If the earthquake catches you outside move away from the buildings and trees.  Seek an open area.   

 
After an earthquake do not enter any buildings until the CYO administrative staff or rangers have checked them.  Stay 
in your area if it seems safe.  Calm the participants until help arrives.  . 

 

Call 911 to report injuries and damage.   

 

 

FIRE 
Fire can engulf a structure in a matter of minutes.  Understanding the basic characteristics of fire and learning the 

proper safety practices can be the key to surviving a house or building fire.   

 

1. In case of fire, sound the fire alarm immediately.  Evacuate all people from the building at the first sound 

of smoke detector, smell of smoke or seeing a fire.  Use the stairs to escape.  DO NOT USE THE 

ELEVATOR. 

2. When evacuating, stay low to the ground.  If possible, all persons should cover mouths with a cloth to 

avoid inhaling smoke and gases. 
3. During evacuation, close all doors and windows before leaving each room in order to delay the spread of 

fire. 

4. If persons believe they are trapped by fire in a room with a closed door: 

a. Keep the door closed to keep the fire and smoke out. 

b. Open a window to escape or for fresh air while awaiting rescue. 

c. If there is no smoke at the bottom or top and the door is not hot, then open the door slowly.   

d. If there is too much smoke or fire in the hall, slam the door shut.   

5. Once outside the building, appoint a party to call local fire authorities.  .  If possible, provide the 

authorities with important details including location, what is burning, and possible gas breaks in gas or 

electrical lines or other special hazards. 

6. If the fire is small, the portable fire extinguisher may be used based on training. 
7. Fire extinguishers will be placed near the exits of the building or location.  

8. Fire drills should be held within the first 24 hours of each camp session.  During a fire drill, the 

following should be accomplished: 

a. Staff should be informed of the central meeting location outside of the building in which to take all 

participants and staff at the sound of the fire alarm. 

b. Review the process of leaving the building as quickly and quietly as possible with the participants. 
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Those that have the ability to understand this can be more independent in getting to a safe location.  

Designated employees should check areas such as restrooms and locker rooms.  Employees should 

be the last to leave the building.   

c. All staff and participants should be taught where the exits and alarm pulls are located. This is 

especially important for those staying overnight, who must exit the building from a sound sleep. 

d. Staff should understand their role in getting participants to safety as their foremost priority. 
Participants and staff should be assembled at the designated ‗safe‘ area, and counted to be sure that 

all are present. Keep participants calm and quiet while awaiting further instructions.  If necessary, 

retreat further from the fire to a safer location. 

e. A designated employee should take attendance.  Once assured that all participants and staff are 

accounted for, contact the Director or Administrator. 

f. All roads must be kept open for emergency vehicles. 

g. Persons will be allowed to return to the building at the direction of their supervisor only upon the 

recommendation of the fire department.   

UTILITY FAILURE 
In the event of a Gas Line Break, follow these steps: 

 1. Contact the fire department or gas company. 

2. Evacuate the building.  All persons should assemble at a designated safe area.  A designated 

employee should take attendance. 

 3. Shut off gas if possible to do safely.   

4. Notify Program Director of Administrator.   

 
In the event of an Electrical Power Failure, follow these steps: 

 1. Clear immediate area (evacuate building if necessary). 

2. Be certain that all persons are away from downed power lines, which are extremely dangerous. 

3. Never use water on an electrical fire.  If fire breaks out, follow FIRE procedures listed above.   

 4. Notify Program Director or Administrator 

 

In the event of a Water Main or Sewer Break, follow these steps: 

 1. Call the appropriate water company. 

 2. If flooding occurs, evacuate the facility. 

 3. Call Program Director of Administrator. 

 

CHEMICAL/TOXIC FUME OR SPILL 
Definition:  The spilling of hazardous materials at or near facilities used for programming could pose a serious threat 

to the safety of persons.   

In the event that such an incident occurs follow these steps of action: 
 1. Identify to the best of your ability the threat to the participants. 

 2. Notify the fire department. 

 3. Communicate with the Program Director of Administrator. 

4. The Program Director or Administrator will work with local authorities to determine whether to 

maintain programming or to evacuate the facility.   

 

 
Approved May 30, 2003 

Updated February 2005 
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CYO AND COMMUNITY SERVICE     

DRUG-FREE WORKPLACE POLICY  

Adopted:  November 21, 2003 

Amended:  October 11, 2006 

 

I. STATEMENT OF POLICY 

 

CYO and Community Services, Inc. (―CYO‖) believes that it is very important to provide a safe workplace for all of its 
employees. In conjunction with the BWC 10-Step Business Plan for safety and health, CYO is taking steps to address the 

problem of substance use that negatively affects every workplace, including CYO‘s. CYO is concerned with the safety, 

health and well being of all program participants and of all employees. Behaviors related to substance use can endanger 
all employees, not just substance users. CYO cannot condone and will not tolerate behaviors on the part of any employee 

that relate to substance use, such as: 

1.  Use of illegal drugs; 

2.  Misuse of alcohol; 
3.  Misuse of prescription medications or over-the-counter medications; 

4.  Sale, purchase, transfer, trafficking, use or possession of any illegal drugs; 

5.  Arrival or return to work under the influence of any drug (legal or illegal) or alcohol to the extent that job 
performance is affected. 

 

Management is fully committed to its Drug-Free Workplace Policy, which establishes clear guidelines for acceptable and 
unacceptable employee behavior for everyone in the workplace. CYO will not tolerate substance use in violation of this 

Policy and intends to hold employees responsible for supporting the Policy.  

 

This Policy describes CYO‘s Drug-Free Workplace Program, and every employee is expected to read and understand it. 
The Policy applies to every employee including management. The consequences stated in this Drug-Free Policy will apply 

to anyone who violates the Policy.    

 
CYO holds all employees accountable in terms of substance use but also supports getting help for employees. If an 

employee voluntarily self-identifies that he/she may be impaired due to an alcohol and/or controlled substances problem 

prior to testing positive or otherwise violating this Policy, the employee will be given an opportunity to seek an 

evaluation, education, counseling and/or treatment in order to establish control over such problem.  However, if an 
employee has a substance problem and does not come forward, and the employee thereafter violates this Policy or tests 

positive for drug or alcohol use in violation of this Policy, CYO reserves the right to terminate employment for violation 

of this Policy. Employees who continue to work must continue to meet all established standards of conduct and job 
performance.  Voluntary requests for assistance will not prevent disciplinary action for violation of CYO's Substance 

Abuse Policy.  Other consequences that apply to all employees who violate this Policy are spelled out within this 

document. 
 

Employees whose jobs are subject to any special law or regulation (e.g. DOT) may face additional requirements in terms 

of substance abuse.     

 
This Policy will go into effect on January 1, 2004 following presentation of CYO‘s Drug-Free Workplace Program to all 

employees. CYO‘s Program covers five key components.  These are: 

 a written Policy that clearly spells out the program rules.   

 annual substance abuse awareness education for all employees.  

 training for supervisors regarding their responsibilities. 

 drug and alcohol testing, the most effective way to change harmful behaviors related to substance use.   

 employee assistance. 

 
Employees will have the opportunity to receive information about how substance use is a problem affecting the 

workplace. Employees will learn the signs, symptoms and dangers of use, and how and where to get help for themselves. 

The Human Resources Manager is CYO‘s Drug-Free Workplace Coordinator.  This person will be responsible for 



 

45 

arranging drug and alcohol testing, as needed, and will have a list of places where employees can turn for help. The 

Human Resources Manager will also arrange presentations to educate CYO‘s employees about substance use. 
 

II. PROGRAM COMPONENTS 

 

Employee Awareness Education 
Every employee will attend a session in which this Policy is presented and discussed. Employees will have a chance to ask 

questions. CYO employees will receive a copy of the Drug Free Workplace Policy and will be expected to sign an 

acknowledgement that they received it.  CYO will have a qualified person explain why and how substance use is a 
workplace problem, the effects, signs/symptoms of use, effects of commonly used drugs in the workplace, and how to get 

help. There will be a minimum of two hours of substance abuse education annually for all employees. New employees 

will hear about the program during orientation and will receive substance abuse education as soon as possible thereafter.  
 

Supervisor Training 

Supervisors will be trained to recognize substance abuse problems in the workplace.  This training is in addition to the 

employee education session. Before testing is implemented, supervisors will be trained about testing responsibilities, how 
to recognize behaviors that demonstrate an alcohol/drug problem and how to make referrals for help.   

  

Employee Assistance 
CYO will provide employees seeking help with a list of local community resources, which offer assessment and 

treatment.  Employees may access CYO‘s EAP at no cost.  Additional services may be paid for through an employee‘s 

health care or at the employee‘s personal expense.    
 

Drug and Alcohol Testing 

Testing will be used to detect problems and to deter employees from using substances in a way that violates CYO‘s Drug 

Free Workplace Policy.  In addition to alcohol, the drugs that CYO will be testing for include: 
Amphetamines (speed, uppers) 

Cocaine (including crack cocaine) 

Marijuana 
Opiates (codeine, heroin, morphine) 

Phencyclidine (PCP, ―angel dust‖) 

 

Protections for Employees 
This program is designed to protect employees from the behaviors of substance users. Some of the protections built into 

the program are: 

 Employee records such as results and referrals for help will be kept confidential.  Information will be shared on a 

need-to-know basis. Any violation of confidentiality rights is subject to disciplinary action up to and including 
termination of employment. 

 A list of resources is available through CYO‘s Drug-Free Workplace Coordinator.    

 All supervisors will be trained in their duties related to testing before this program begins.  

 All employees will receive awareness education every year to help identify problems and learn where employees 

can go for help.  

 

III. STANDARDS OF CONDUCT AND PROHIBITED BEHAVIOR 

 

Under CYO's Drug-Free Workplace Policy, the following are examples of prohibited behavior and/or conduct that are 

considered to violate the Policy: 
1. Refusing to submit to a required test for alcohol and/or drugs will preclude employment by CYO; 

2. Any use, possession, storage, manufacture, distribution, dispensation or sale of illegal drugs or drug 

paraphernalia, controlled substances, or alcohol while on or in CYO‘s premises or vehicles or on CYO 
business, or at any time during working hours, or any use that adversely affects the employee‘s attendance, 

work performance, or the employee‘s or others‘ safety at work. For purposes of this Policy, employees are 

considered on duty during meal periods, breaks, stand-by or on-call duty, and any time that the employee is 
acting in his/her capacity as an employee of CYO, whether or not on the property of CYO. 
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3. Using alcohol off CYO‘s premises in a manner that adversely affects the employee's attendance, work 

performance, the employee's or others' safety at work.   
4. Misuse of prescription or over-the-counter medications in a manner that adversely affects the employee‘s 

attendance, work performance, or the employee‘s or others‘ safety at work.  If an employee uses a 

prescription drug or over the counter medication, which causes adverse side-effects, e.g. drowsiness or 

impaired reflexes, that employee must inform his or her supervisor that he or she is taking such medications.  
The supervisor may send this employee home or temporarily assign him or her to a different duty if the side 

effects of the prescription drug may cause a threat to safety or impair work performance.  CYO also reserves 

the right to require an employee to provide a ―fitness for duty‖ release confirming the employee‘s ability to 
perform his/her job. 

5. Possession, use, manufacture, distribution, dispensation or sale of illegal drugs or controlled substances off 

CYO‘s premises that adversely affects the employee‘s attendance, work performance, the employee‘s or 
others safety at work or CYO‘s reputation in the community. 

6. Testing positive for alcohol/drugs (having a measurable or detectable amount) when tested pursuant to this 

Policy; 

7. Refusing to submit to testing or other conduct prohibited by the DOT‘s Workplace Drug and Alcohol Testing 
Procedures; 

8.  Attempting to compromise the drug or alcohol testing process or procedures, including but not limited to any 

attempt to "beat" either a drug test by: 

 substituting a urine sample,  

 adding a substance to the urine,  

 drinking generous amounts of water, or 

 in alcohol testing, by hyperventilating or regurgitating immediately before the test in order to 

influence such readings; 

9.  Failing to adhere to the requirements of drug/alcohol treatment program, or refusal to sign the return to work 

agreement upon completion of a rehabilitation program; or 
10.Refusing to sign a statement agreeing to abide by the CYO‘s Drug-Free Workplace Policy. 

 

Consequences for Violation of CYO Policy 

 
Compliance with CYO's Drug-Free Workplace Policy is a condition of employment.  Failure or refusal of an employee to 

cooperate fully, sign a required document, submit to any test, or follow any prescribed course of substance abuse 

treatment will be grounds for termination.  Nothing herein should be construed as altering the at-will employment 
relationship of any employee of CYO. 

 

CYO reserves the right to discipline or discharge employees for violating this Policy, including the standards of conduct 
set forth above.  Discipline will be issued in accordance with CYO‘s usual disciplinary policies and practices.  CYO also 

reserves the right to contact appropriate law enforcement authorities to come onto the premises of CYO in conjunction 

with the investigation of possible criminal activity.   

 
Ordinarily, an employee will not be terminated following a first positive test result, unless the employee is in a safety-

sensitive position or the employee has otherwise violated CYO‘s Standards of Conduct. 

 
An employee seeking treatment must sign an acknowledgment concerning the terms and conditions of the treatment and 

the terms and conditions under which he/she will return to work, including an agreement to be subject to periodic, 

unannounced testing. 

 
Employees who undergo counseling and treatment for substance abuse and who continue to work or who return to work 

subsequent to treatment, must meet all established standards of conduct and job performance. 

 
CYO may terminate any employee who tests positive for alcohol or drugs while undergoing required counseling or 

treatment for alcohol or drug abuse or tests positive on a periodic, unannounced test for alcohol or drugs during the period 

following completion of rehabilitation. 
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Employees who have tested positive for drugs or alcohol use will not be permitted to again perform safety sensitive 

functions until CYO receives written verification of successful completion of the program recommended by the 
appropriate substance abuse professional. The employee must sign a release authorizing the substance abuse professional 

to provide the terms and conditions of the treatment plan to the Human Resources Manager as well as a method to verify 

satisfactory completion of such treatment plan.    Employees whose jobs are subject to any special law or regulation may 

face additional requirements in terms of substance use.  
 

In accordance with Ohio law, if an employee tests positive for drugs or alcohol following a work-related injury or refuses 

to submit to testing, the employee may lose eligibility for compensation and benefits under Ohio‘s workers‘ compensation 
laws.  The burden of proof would be on the employee to prove that the presence of alcohol or a controlled substance was 

not the proximate cause of the work-related injury.  

 

IV. WHEN WILL A TEST OCCUR? 

Employees will be tested for the presence of drugs in the urine and/or alcohol on the breath under any and/or all of the 

conditions outlined below: 

 

A. Post-Offer, Pre-Employment Drug Testing   

As part of CYO‘s employment procedures, all applicants will be required to undergo a post-offer, pre-employment drug 

screen/test that is conducted by a contractor designated by CYO. Any offer of employment depends upon satisfactory 
completion of this screening, and the determination by CYO that the person is capable of performing the responsibilities 

of the position that has been offered.  Any applicant that refuses a pre-employment test will not be hired.  This includes 

internal applicants requesting transfer or promotion.   
 

If an applicant was previously employed by CYO and had a negative drug screen within twelve months of their date of re-

hire, CYO reserves the right to waive the post-offer, pre-employment drug screen. 

 
If an applicant did not pass the screening process he or she will need to wait (12) months from the date of the test or 

supply evidence of rehabilitation that is satisfactory to CYO. 

  

B. Reasonable Suspicion Testing 

Reasonable suspicion testing will occur when management has reason to suspect that an employee may be in violation of 

this Policy. The suspicion will be documented in writing prior to the release of the test findings. The documentation will 

be forwarded to the Drug Free Workplace Coordinator within 24 hours.  A reasonable suspicion test may occur based on: 
1. Observed behavior, such as direct observation of drug/alcohol use or possession and/or physical symptoms of 

drug and/or alcohol use; 

2. A pattern of abnormal conduct or erratic behavior, which may include deteriorating job performance, 
absenteeism, tardiness, recurrent accidents, or repeated violations of established safety rules, which are not 

attributable to other known factors; 

3. Arrest or conviction for a drug-related offense, or identification of an employee as the focus of a criminal 
investigation into illegal drug possession, use, or trafficking. The employee is responsible for notification of 

CYO, within five (5) working days, of any drug-related conviction or plea;     

4. Information provided either by reliable and credible sources or independently corroborated regarding an 

employee‘s substance use; or 
5. Newly discovered evidence that the employee has tampered with a previous drug or alcohol test. 

 

Reasonable suspicion testing does not require certainty.  All managers/supervisors will be trained to recognize drug and 
alcohol-related signs and symptoms. Testing may be for drugs or alcohol or both. 

 

If an employee believes a supervisor‘s behavior indicates reasonable suspicion of substance abuse, the employee should 
promptly contact either the Drug-Free Workplace Coordinator or the Executive Director, who will investigate the 

complaint. 

 

If a supervisor believes the Executive Director‘s behavior indicates reasonable suspicion of substance abuse, the 
supervisor should promptly contact the Drug-Free Workplace Coordinator or another supervisor.  If both agree that 
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reasonable suspicion exists one should promptly contact the Chairperson of the Board and Chairperson of the Personnel 

Committee, who may order the Executive Director to report for a drug test. 
 

C.  Post-Accident Testing  

Post-accident testing will be conducted whenever an accident occurs, regardless of whether there is an injury. CYO 

considers an accident an unplanned, unexpected or unintended event that occurs on CYO‘s property, during the conduct of 
CYO business, or during working hours, or which involves one of CYO‘s motor vehicles or motor vehicles that are used 

in conducting CYO business, or is within the scope of employment, and which results in any of the following:  

1. A fatality of anyone involved in the accident; 
2. Bodily injury to the employee and/or another person that requires off-site medical attention away from CYO‘s 

place of employment; 

3.  Vehicular damage in apparent excess of $500, or  
4.  Non-vehicular damage in apparent excess of $500. 

 

When such an accident results in one of the situations above, any employee who may have contributed to the accident will 

be subject to testing for drugs or alcohol use or both. 
 

Post-accident urine specimen collection (for drugs) or breath/saliva (for alcohol) is to occur as quickly as possible after 

necessary medical attention is received and within eight hours for alcohol and within 32 hours for drugs. If the employee 
responsible for an employment-related accident is injured, it is a condition of employment that the employee grants CYO 

the right to request that attending medical personnel obtain appropriate specimens (breath, urine and/or blood) for the 

purpose of conducting alcohol and/or drug testing. Further, all employees grant CYO access to any and all other medical 
information that may be relevant in conducting a complete and thorough investigation of the work-related accident 

including a full medical report from the examining physician(s) or other health care providers. A signed consent to testing 

form is considered a condition of employment. Management reserves the right to determine who may have caused or 

contributed to a work-related accident and may choose not to test after minor accidents if there is no violation of a safety 
or work rule, minor damage and/or injuries and no reasonable suspicion. 

 

D.  Follow up Testing after Return-to-Duty from Assessment or Treatment 
This test occurs when CYO decides not to terminate an employee who has previously tested positive.  A negative return-

to-duty test is required before the employee will be allowed to return to work.  If the employee fails this test, this will lead 

to termination of employment.  Once an employee passes the drug and/or alcohol test and returns to work, CYO may 

choose to do additional unannounced tests for as long as CYO deems necessary.  Any employee with a second positive 
test result will be terminated.  

 

E.  Random Drug Testing 
Random drug testing will include all employees and is conducted on an unannounced basis.   CYO has contracted with an 

outside vendor to perform the periodic selection of employees for inclusion in the random testing pools. The contractor 

selects employees at random for drug testing at any time during each calendar year. CYO will provide employee 
identification numbers to be used in the random selection drawings. The contractor will, in turn, furnish CYO with a list 

of individuals to be tested at the beginning of each selection period.  It shall be the responsibility of CYO to notify each 

employee who was selected with the date, time and location that random testing will be performed.  For part-time staff 

working irregular hours, CYO will attempt to schedule the test within forty-eight hours at a time that does not conflict 
with any outside employment the staff member may have. When notified, it shall be the responsibility of the individual 

employee to provide a urine specimen for drug testing. An employee‘s failure to comply with the request for a specimen 

for random testing will result in termination of employment.  An employee who tests positive for drugs and/or alcohol 
shall be in violation of this Policy and will be subject to the above stated ―Consequences for Violation of this Policy.‖ 

 

F. Return to Work Pending Test Results 
An employee who is sent for reasonable suspicion or post-accident testing will be placed on an unpaid leave of absence 

and will not be returned to work until the results of the testing are known to CYO.  If the test results are negative, CYO 

reserves the right to restore any pay lost by the employee during the unpaid leave of absence. 
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V. METHODS OF TESTING 

CYO will rely on systems presence testing to determine whether there is a prohibited amount of drugs or alcohol in a 
tested employee‘s system.  The cut-off levels are: 

 

Amphetamines   1,000 ng/ml 

Cocaine Metabolites    300 ng/ml 
Marijuana Metabolites      50 ng/ml 

Opiates   2,000 ng/ml 

Phencyclidine       25 ng/ml 
 

There is an initial screening test.  If it‘s negative, then a negative test is declared.  If the initial test is positive (i.e. comes 

in at or higher than the cut-off level), a second test called a ―confirmatory‖ test is done.  This is a different test and is 
considered 100% accurate by experts and the courts.  Cut-off levels are standards that have been established for each of 

the tested drugs after years of research.  These levels will be used to interpret all drug screens/tests.   

 

If testing for other drugs is required, standardized limits will be utilized to determine if this Policy has been violated. 
 

Breath alcohol testing will be conducted by a medical clinic that uses only certified equipment and personnel. Breath 

alcohol concentrations equal to or greater than .04 will be considered a verified positive result. In the event of an accident 
where an employee has ―whole blood‖ drawn at a medical treatment facility, a result equal to or greater than .04 shall be 

considered to be a verified positive result. An Evidentiary Breath Test (EBT) will typically be used to confirm any initial 

positive test result.  In accordance with Ohio law, the blood alcohol level for purposes of disallowing a workers‘ 
compensation claim will be .08 or greater. 

 

An employee who adulterates, attempts to adulterate or substitutes a specimen or otherwise manipulates the testing 

process will be terminated. A refusal to produce/provide a specimen is considered a positive test unless there‘s a verifiable 
medical reason that the specimen could not be produced. 

 
If the results of a pre-employment test indicate the specimen is diluted, the applicant can challenge the test at his/her own 

cost.  If the second test is negative, CYO will reimburse the applicant.  If the second test is diluted again, the test is 

considered positive and the applicant will not be hired. 

 
If the results of any other test indicate the specimen is diluted, a second test will be administered at CYO expense.  The 

employee can challenge the outcome of the first two tests at his/her own cost.  If the third test is diluted again, the test is 

considered positive. 
  

CYO expressly reserves the right to add or delete substances on the list set forth in this Section.  These changes may be 
made if, in CYO‘s discretion, they become warranted by the changing nature of abused substances or if mandated by 

changes in existing federal, state or local laws or regulations. 

 

VI. SPECIMEN COLLECTION PROCEDURE 

The drug and alcohol testing for CYO shall be done only by trained collection personnel who meet quality assurance and 

chain of custody standards for urine collection procedures and breath alcohol testing. Confidentiality is required from 
CYO‘s collection sites and labs. Employees are permitted to provide urine specimens in private, but subject to strict 

scrutiny by collection personnel so as to avoid any alteration or substitution of the specimen. 

 

Breath alcohol testing will likewise be done in an area that affords the individual privacy. In all cases, there will only be 
one individual tested at a time. Failure to appear for testing when scheduled shall be considered refusal to participate in 

testing, and will subject an employee to the range of disciplinary actions, including dismissal, and an applicant to the 

cancellation of an offer of employment. An observed voiding will only occur if there is grounds for suspecting 
manipulation of the testing process. 

 

Once a person receives notice that he/she is to be tested for alcohol or controlled substances, the person is expected not to 
consume more than a 16 ounce beverage within two (2) hours of the specimen collection or breath alcohol testing. 
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VII.  REVIEW OF TEST RESULTS 

To ensure that every employee who is tested is treated fairly, CYO has retained a Medical Review Officer (―MRO‖). The 
MRO is a doctor with a specialized knowledge of substance abuse disorders and will be able to determine whether there 

are any valid reasons for the presence in the employee‘s system of the substance that was tested positive. 

 

VIII.  EMPLOYEES’ RIGHTS WHEN THERE’S A POSITIVE TEST RESULT 
An employee who tests positive under this Policy will be given an opportunity to explain the findings to the MRO prior to 

the issuance of a positive test result to CYO. Upon receipt of a confirmed positive finding, the MRO will attempt to 

contact the employee by telephone or in person. If contact is made by the MRO, the employee will be informed of the 
positive finding and given an opportunity to rebut or explain the findings. The MRO can request information on recent 

medical history and on medications taken within the last thirty days by the employee. If the MRO finds support in the 

explanation offered by the employee, the employee may be asked to provide documentary evidence to support the 
employee‘s position (for example, the names of treating physicians, pharmacies where prescriptions have been filled, 

etc.). A failure on the part of the employee to provide such documentary evidence will result in the issuance of a positive 

report by the MRO with no attendant medical explanation.  In those cases where appropriate information is provided to 

the MRO, a negative report will be issued to CYO.  If the employee fails to promptly contact the MRO as instructed, the 
MRO will issue a positive report to CYO and the employee shall forego the right to offer a defense to the findings. 

 

IX. REPORTING OF RESULTS 
All test results will be reported to the MRO prior to the results being issued to CYO. The MRO will receive a detailed 

report of the findings of the analysis from the testing laboratory. Each substance tested for will be listed along with the 

results of the testing. CYO will receive a summary report, and this report will indicate that the employee passed or failed 
the test. All of these procedures are intended to be consistent with the most current guidelines for Medical Review 

Officers, published by the federal Department of Health and Human Services. 

 

X. STORAGE OF TEST RESULTS AND RIGHT TO REVIEW TEST RESULTS 
All records of drug/alcohol testing will be stored separately and apart from the employee‘s general personnel documents. 

These records shall be maintained under lock and key at all times.  Access is limited to designated CYO officials. The 

information contained in these files shall be utilized only to properly administer this Policy and to provide to certifying 
agencies for review as required by law. Designated CYO officials that shall have access to these records are charged with 

the responsibility of maintaining the confidentiality of these records. Any breach of confidentiality with regard to these 

records may be an offense resulting in termination of employment. 

 
Any employee tested under this Policy has the right to review and/or receive a copy of their own test results. An employee 

may request test results from the Drug-Free Workplace Coordinator, in writing, by presenting a duly notarized Employee 

Request for Release of Drug Tests Results form, that a copy of the test be provided. CYO will use its best efforts to 
promptly comply with this request and will issue to the employee a copy of the results personally or by U.S. Certified 

Mail, Return Receipt Requested. 

 

XI. POSITIVE TEST RESULTS 

Employees who are found to have a confirmed positive drug or alcohol test will be immediately taken off safety-sensitive 

duties and are subject to discipline up to and including termination. 

 
X:\HUMAN RESOURCES\Drug Free Workplace\DFWP w revisions 10.18.04.doc 
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CYO AND COMMUNITY SERVICES, INC. 

 

CONFLICT OF INTEREST POLICY FOR EMPLOYEES 

 

Purpose:  The purpose of this Conflict of Interest Policy is to protect the interests of CYO and Community 

Services (―CYO‖) and to provide clear direction to CYO‘s employees in order to avoid conflicts of interest or 

the appearance of such conflicts. 
 

Policy:  All employees of CYO shall avoid activities and situations which conflict with CYO‘s interests. 

Employees are to perform their duties in good faith and in a manner reasonably believed to be in the best 

interest of CYO and with such care, including reasonable inquiry, skill and diligence, as a person of ordinary 

prudence would use under similar circumstances.  
 

Procedure: 
 

 (a) An employee or an employee‘s relative having a direct or indirect financial interest or a close personal interest in a company, 

service, transaction, property, or product that could be affected by a decision which said employee makes.  For purposes of 
this policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is similar to 

that of persons who are related by blood or marriage. By financial interest, we mean an employee or an employee‘s relative 

has: 
 

(1) An ownership or investment interest in any entity with which CYO has a transaction or 

arrangement.  The ownership of one percent or less of a publicly traded company‘s securities 

shall not be presumed to be a conflict of interest, and would not need to be disclosed;  
 

(2) A compensation arrangement with CYO, other than compensation earned as salary or wages for 

normal employment, or a compensation arrangement with any entity or individual with whom 

CYO has a transaction or arrangement; or  
 

(3) A potential ownership or investment interest with, or compensation arrangement with, any entity 

or individual with whom CYO is negotiating a transaction or arrangement.  For this purpose, 

compensation includes direct and indirect payment, as well as gifts or favors that are substantial 

in nature. 
 

(b) serving as a partner, member, shareholder, director, officer, or trustee of another entity that has a direct 

or indirect interest in a transaction with CYO;  
 

(c) revealing or misusing confidential information;  
 

(d) accepting or offering gifts, excessive entertainment, favors or payments which may reasonably be 

construed to constitute undue or otherwise improper influence;  
 

(e) breaching any fiduciary duty owed to CYO;  
 

(f) participating in any private transactions, which include transactions where CYO‘s resources are 

transferred to an individual solely by virtue of the individual‘s relationship with CYO and without 

regard to accomplishing CYO‘s purposes; 
 

(g) exploiting opportunities for personal or private benefit that could otherwise benefit CYO;  
 

(h) taking direct action on behalf of CYO that may result in a material personal or private benefit or that 

may result in material adverse impact to a personal or private competitor;  
 

(i) competing with CYO;  
 

(j) utilizing CYO facilities and materials for the employee‘s own personal gain.  Materials (as used above) 

includes computer, audio visual, any kind of written materials which are developed by an employee  

either during working hours or with CYO‘s facilities, equipment, or materials.  Such materials are and 

remain the property of CYO unless otherwise negotiated between CYO and the employee.   
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Duty to Disclose: 

 

Employees shall disclose all Conflicts, including all transactions involving a financial interest, to their 

supervisor and copied to the Executive Director.  Disclosures shall be written and shall include sufficient detail 

so as to allow a complete and objective assessment of the Conflict.  The duty to disclose includes the following: 
 

(a) disclosure of actual, potential, or apparent Conflicts directly or indirectly involving the employee  

(―Primary Conflicts‖); and 
 

(b) disclosure of Conflicts of which the employee is aware which directly or indirectly involve another 

employee (―Secondary Conflicts‖).   

 

No employee shall be subject to any form of retaliation or discipline for disclosing an actual, potential, or 

apparent Secondary Conflict.  CYO shall ensure that employees reporting Secondary Conflicts shall suffer no 

retaliation as a result of their involvement in the investigation, except in the case of intentional misconduct or 

bad faith. Any employee found to have intentionally or willfully falsely reported a Conflict or Secondary 

Conflict, or found to have failed to disclose a Conflict or Secondary Conflict of which the employee knew or 

should have known, or found to have reported a Conflict or Secondary Conflict in bad faith shall be subject to 

disciplinary action.  
 

Procedures for Addressing a Disclosed Conflict: 
 

Once an employee has disclosed a Conflict, the Executive Director or his/her designee then shall undertake 

whatever steps he or she deems necessary to determine if a Conflict exists and, if so, what action is required.   

The disclosure statement provided by the employee and the resultant written summary of findings shall be 

submitted to Personnel Committee of the Board of Trustees and placed in the employee‘s personnel record. 
 

Subsequent Conflicts and Disclosures: 
 

Notwithstanding previous disclosure of actual, potential, or apparent Conflicts or Secondary Conflicts, an 

employee shall make a new disclosure of Conflicts, including Secondary Conflicts, when any matter involving 

the Conflict arises for discussion or action.  In the event that an employee is uncertain whether an actual, 

potential, or apparent Conflict exists, the employee should make disclosure of the circumstances that may give 

rise to an actual, potential, or apparent Conflict or Secondary Conflict. 

 

Implementation: 

 

All employees with supervisory responsibilities shall arrange for the distribution and explanation of this 

Conflict of Interest Policy to employees under their supervision.  Supervisors are also responsible for 

enforcement of this Policy within their areas of responsibility.  As a condition of employment, written 

certification concerning Conflict of Interest Policy compliance will be required from all employees.  Upon 

initial implementation of this Policy, such employees are to complete the Statement of Compliance Regarding 

the Conflict of Interest Policy provided below.  This signed statement is to be provided to the Human Resources 

Department for inclusion in the employee‘s personnel file. 

 

On each performance appraisal date thereafter, each employee must complete a certificate of continuing 

compliance with this Conflict of Interest Policy.   

 

Enforcement: 

 

Violation of this Policy, including refusal to sign a certificate of compliance, may result in disciplinary action, 

including termination of employment.  Legal proceedings will also be commenced, if necessary, to recover the 

amount of any improper expenditures, any profits realized by the offending employee, and any financial 

detriment sustained by CYO. 


