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Dear Broadmoor Employee:

Welcome to Broadmoor Country Club (BCC)!  We are thrilled that you have decided to join the BCC team and our staff of talented professionals dedicated to providing our members with superior services.  At BCC, you can look forward to making many new friends and sharing in many rewarding experiences.  We value our employees and are committed to your success, and hope that BCC can assist you in achieving your professional career goals.


We operate in a dynamic world and therefore, have developed policies, procedures and practices to insure our ability to maintain a competitive position within the environment that we operate.  We also want you to understand that these policies are subject to change by the BCC from time to time with or without notice for economic or other considerations.  We believe that these policies may provide the framework for a mutually satisfactory relationship between BCC and its employees. 


Congratulations on your recent appointment and welcome to our family. We look forward to your success at our Club.

Sincerely,

Brent Clayton

President

Broadmoor Country Club 
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Employee Acknowledgment
I acknowledge that I have received a copy of the Broadmoor Country Club Handbook and that I have been provided an opportunity to carefully review the contents of the Handbook.  I agree to abide by the rules and regulations contained in the Handbook.  I understand that I am an “at will” employee of BCC.  Either BCC or I may terminate my employment at any time and for any reason or for no reason.  I understand that this Handbook only briefly outlines the Club policies, benefits and other general information and does not constitute a contract of employment or a guarantee of employment.  Such policies are intended as general policy guidance and are presented only as a matter of information and reference.  They are not intended to cover every policy or situation that might arise, nor are they intended to be binding on BCC. 
I further understand that no BCC representative or professional has the authority to enter into an agreement for employment or promise any employment for a specific period of time or make any agreement contrary to the employment “at will” provision.  I understand that if I need additional information, I may obtain it from my supervisor or from the Business Office at BCC.
BCC reserves the right to deviate or depart from, make expectations to, interpret, and apply any of its policies and policy provisions (including those in this handbook) as it sees fit based on particular facts or changing conditions or as it otherwise determines for any reason in its soul judgment.  In addition, the guidelines described in the Club policies (including those in this Handbook) are to be considered as unilateral expressions of general policy that can be added to, modified, or deleted by the BCC, in part or in whole, at any time for any reason, with or without advanced notice. 

______________________________



__________________

Employee’s Signature






Date

______________________________

Employee’s Name Printed
_______________________________



__________________

Supervisor’s Signature





Date
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Introduction


The policies described in this Handbook are designed to outline some of the basic employment policies and practices that may be of concern to you.  Such policies are intended as general policy guidance and are presented only as a matter of information and reference.  They are not intended to cover every policy or situation that might arise, nor are they intended to be binding on BCC.  These guidelines are not intended to be contractual conditions of employment, nor is the language intended to create a contract between BCC and you.  Nothing in any policy statement is to be construed to alter your status as an at-will employee.  You remain free to resign your employment at any time for any reason. Similarly, BCC reserves the right to terminate your employment for any reason or for no reason without notice.  This Handbook is not a contract for employment.


BCC reserves the rights to interpret, modify, add, delete, discontinue or revise any Employee policy in whole or in part without notice and at any time.  BCC will try to keep the Handbook current; however, there may be times when policy or law will change before this material can be revised.  In such case, the written policies will be deemed automatically amended to conform to the actual current BCC policy or applicable law.  If a provision in this Handbook would violate applicable state law, the state law will apply instead.  The policies contained in this Handbook supercede all previous policy statements made in previous versions of this Handbook.


Your Handbook is one of several resources that set forth the policies and procedures to be followed by you of the Club.  You are expected to follow and comply with all policies if the Club.  Violation of any BCC policy may result in disciplinary action, up to and including termination of employment.

This Handbook is intended to inform you about BCC policies, practices and services.  We hope you will use it as a ready reference.  Should you have any questions on any policy, please contact your supervisor or the Business Office of the BCC.
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A Brief History of Broadmoor
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Club Policy Statement

The BCC’s Policy is to treat every employee regardless of position, with dignity and respect and to be fair and just at all times.  As an Equal Opportunity Employer, we will always endeavor to select the best qualified individual for the position, based on job-related qualifications, regardless of race, color, gender, national origin, sexual orientation, age, veteran status, or the presence of a physical or mental disability.  Membership in any fraternal, religious, political or social organization has no bearing on your selection or advancement.


We recognize that at times mistakes and misunderstandings may occur in spite of our best efforts.  We want to correct every mistake and misunderstanding as soon as possible.  The only way we can do this is if you make us aware of any problems and complaints.  NO MEMBER OF MANAGEMENT IS EVER TOO BUSY TO HEAR CONCERNS OR COMPLAINTS FROM ANY EMPLOYEE.


Each member of management is responsible for creating an atmosphere free of discrimination and harassment, sexual or otherwise.  Further, employees are responsible for respecting the rights of their co-workers.


If you experience any job-related harassment based on your sex, race, religion, national origin, disability, or another factor, or believe that you have been treated in an unlawful, discriminatory manner, promptly report the incident to your supervisor, who will investigate the matter and take appropriate action, including reporting it to the Board of Directors.  If you believe it would be inappropriate to discuss the matter with your supervisor, you may bypass your supervisor and report it directly to the Club Manager or President of the Club, who will undertake an investigation.  Your complaint will be kept confidential to the maximum extent possible.

If the Club determines that an employee is guilty of harassing another individual, appropriate disciplinary action will be taken against the offending employee, up to and including termination of employment.


The Club prohibits any form if retaliation against any employee for filing a bona fide complaint under this policy or for assisting in a complaint investigation. However, if, after investigating any complaint of harassment or unlawful discrimination, BCC determines that the complaint is not bona fide and was not made in good faith or that an employee has provided false information regarding the complaint, disciplinary action may be taken against the individual who filed the complaint or who gave false information. 
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Equal Employment Opportunity

The club provides equal employment opportunities to all employees and applicants for employment without regard to race, color, religion, sex, national origin, age, or disability in accordance with applicable federal laws.  In addition, BCC complies with applicable state and local laws governing nondiscrimination in employment.  This policy applies to all terms and conditions of employment, layoff, recall, transfer, leave of absence, compensation, and training.


The BCC has adopted a policy of “zero tolerance” with respect to unlawful employee harassment.  In this connection, the BCC expressly prohibits any form of unlawful employee harassment based on race, color, religion, sex, national origin, age, or disability.  Improper interference with the ability of the BCC’s employees to perform their expected job duties is not tolerated.  


With respect to sexual harassment, the BCC prohibits the following:

· Unwelcome sexual advances; requests for sexual favors; and all other verbal or physical conduct of a sexual or otherwise offensive nature, especially where:

· Submission to such conduct is made either explicitly or implicitly a term or condition of employment 

· Submission to or rejection of such conduct is used as the basis for decisions affecting and individual’s employment or;

· Such conduct that has the purpose or effect of creating an intimidating, hostile, or offensive working environment.

· Offensive comments, jokes, innuendos, and other sexually-oriented statements.
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Employment of Relatives


The BCC permits the employment of qualified relatives of employees as long as such employment does not, in the opinion of the BCC, create actual or perceived conflicts of interest.  For purposes of this policy, “relative” is a spouse, child, parent, sibling. Grandparent, grandchild, aunt, uncle, first cousin, or corresponding in-law or “step” relation.  The BCC will exercise sound business judgment in the placement of related employees.

Employee Personnel Files


The BCC maintains personnel files on each employee.  These files contain documentation regarding all aspects of the employee’s tenure with BCC, such as performance appraisals, beneficiary designation forms, disciplinary warning notices, and letters of commendation.


To ensure that your personnel file is up-to-date at all times, notify your supervisor or the Business Office of any changes in your name, telephone number, home address, marital status, number of dependants, beneficiary designations, scholastic achievements, the individuals to notify in case of an emergency, and so forth.

New Hire Orientation Process


During your first few days of employment, you will participate in an orientation program conducted in which you will receive important information regarding the performance requirements of your position, basic BCC policies,  your compensation and benefits program, plus other information necessary to acquaint you with your job and BCC.  You will also be asked to complete all necessary paperwork at this time, such as federal, state, and local tax forms.  At this time, you will be required to present BCC information establishing your identity and your eligibility to work in the United States in accordance with applicable federal law.


Please use this orientation program to familiarize yourself with BCC and our policies and benefits.  We encourage you ask any questions you may have during this program so that you will understand all the guidelines that affect and govern your employment relationship with us.
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Separation/Termination of Employment 


Employees desiring to terminate their employment relationship with BCC are urged to notify BCC at least two weeks in advance of their intended termination.  Such notice should preferably be given in writing to your supervisor.  Proper notice generally 

allows BCC sufficient time to calculate all accrued vacation (if applicable) as well as other monies that you may be entitled to and to include such monies in your final paycheck.  Without proper notice, however, you may have to wait until after the end of the next normal pay period to receive such payments. 


Employees who plan to retire are urged to provide BCC with a minimum of two months’ notice.


As mentioned elsewhere in this handbook, all employment relationships with BCC are on an at-will basis.  Thus, although BCC hopes that our relationships with employees are long term and mutually rewarding, BCC reserves the right to terminate the employment relationship at any time.
Classification of Employment


For purposes of salary administration and eligibility for overtime payments and benefits, BCC classifies its employees as other workers as follows:
· Full time regular employees. Employees hired to work BCC’s normal, full-time, (at least 32 hour workweek) on a regular basis.  Such employee’s may be “exempt” or “nonexempt” as defined below.

· Part time regular employees.  Employees hired to work fewer than 32 hours per week on a regular basis.  Such employees may be “exempt” or “non exempt” as defined below.

· Non exempt employees.  Employees who are required to be paid overtime at the rate of time and one half (i.e., one-and-one-half times) their regular rate of pay for all hours worked beyond forty hours in a workweek, in accordance with applicable federal and state wages and hour laws.

· Exempt employees.  Employees who are not required to be paid overtime, in accordance with applicable federal wage and hour laws, for work performed beyond forty hours in a workweek.  Executives, professional employees, outside sales representatives, and certain employees in administrative positions are typically exempt.
You will be informed of your initial employment classification as an exempt or nonexempt employee during your orientation session.  If you change 
positions during your employment as a result of a promotion, transfer, or otherwise, you will be informed by the Business Office of any change in your exemption status.

Please direct any questions regarding your employment classification or exemption status to the Business Office. 
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Americans With Disabilities Act

Broadmoor Country Club is committed to providing equal employment opportunities to otherwise qualified individuals with disabilities, which includes providing reasonable accommodations whenever necessary. In general, it is your responsibility to notify your manager of the need for an accommodation. Upon doing so, your manager may ask you for your input or the type of accommodation you believe may be necessary or the functional limitations caused by your disability. Also, when appropriate, we may need your permission to obtain additional information from your physician and other medical or rehabilitation professionals. 
AIDS In The Workplace


BCC will not discriminate against any employee on the grounds that he/she has been diagnosed with HIV or AIDS, has tested positive for HIV or AIDS-related complex or has been suspected of having AIDS. Such discrimination is not permitted in hiring, firing, promotions, demotions, transfers, job assignments, compensation, or any other employment-related decision.

Immigration Law Compliance


Broadmoor Country Club is committed to employing only United States Citizens who are authorized to work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.


In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility. Former employees who are rehired must also complete the form if they have not completed an I-9 with BCC within the past three years, or if their previous I-9 is no longer retained or valid.

Employees may raise questions or complaints about immigration law compliance without fear of reprisal. 

.
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Conflicts of Interest

Broadmoor Country Club expects the General Manager to avoid any situation which does or may involve a conflict between their personal interest and the interest of BCC. As a general overview, the General Manager has an obligation at all times to promote the Club’s best interest.


The following are examples of activity leading to Conflicts of Interest, which should be avoided by the General Manager 

1. Rendering by the General Manager or any member of the General Manager’s immediate family of consulting services to any outside concern which does business with, or is a competitor of the Club, except with the Club’s knowledge and written consent.

2. Engage in any transaction that involves an ex-club employee or close relative providing goods and services to the Club.

3. Disclosure or use of confidential Club information for the personal profit or advantage of the General Manager or any third person.

4. Acceptance by the General Manager or any member of the GM’s immediate family, any gifts of more than token value are acceptable. Gifts of nominal value, entertainment, meals, or social invitations, which are customary and proper under the circumstances, are in keeping with good business practices and do not place the recipient under obligation are allowed.

5. Engage in any outside activity which might interfere or have the appearance of interfering with the performance of the duties to BCC.

6. Engage in any activity which competes directly or indirectly with BCC.

7. The use of BCC’s facilities, equipment, materials, in pursuit of employment outside BCC is prohibited.

8. BCC does not condone employment outside of the Club’s normal work hours. Any outside employment will not take precedence over the General Manager’s assigned duties, work schedule, and job performance with BCC.

9. Unless with prior approval, the General Manager should not use the technical knowledge gained through BCC in outside employment, voluntary, or assistance and collaboration with other businesses outside of BCC.
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Recording Work Hours


It is the policy of BCC to comply with applicable laws that require records to be maintained of the hours worked by our employees.  To ensure that accurate records are kept of the hours you actually work (including overtime where applicable) and to ensure that you are paid in a timely manner, you will be required to record your time worked on the BCC official time record form (time card).  For Clubhouse hourly employees, the time clock is located just inside the basement dock door.  For Grounds Department hourly employees, the time clock is located in the lunch room of the Grounds Department main building.  For Pool and Tennis employees, the time clock is located in the pool chlorinator building.  For the Golf Pro Shop hourly employees, the time clock is located in the golf bag storage room.  This form should be completed daily and forwarded to your supervisor on a weekly basis.  After reviewing the form and resolving any discrepancies, your supervisor will sign the form and forward it to payroll for processing. 

Please ensure that your actual hours worked are recorded accurately. Falsification of a time record is a breach of company policy and is grounds for disciplinary action, including the possibility of discharge.  It is the responsibility of each employee to ensure that his or her time card is correctly showing all hours worked by the end of business on Sunday, so that payroll processing can begin first thing Monday morning.  If a time card is not properly executed at the time of payroll processing, the employee will receive pay only for those hours properly recorded on their time card.  Correction of the hours owed to the employee will not take place until the following payroll week after all corrections can be approved.

Regular Pay Procedures

All BCC employees are normally paid by check.  If a scheduled payday falls on a Club-observed holiday, you will usually be paid on the day preceding the holiday. Payroll for the month of February, when BCC is closed, will be estimated and paid by the end of January.  All required deductions, such as for federal, state, and local taxes, and all authorized voluntary, such as for health insurance contributions or retirement fund contributions, will be withheld automatically from your paychecks.


Please review your paycheck for errors.  If your find a mistake, report it to your supervisor immediately.  Your supervisor will assist you in taking the steps necessary to correct the error.


In the event that your paycheck is lost or stolen, please notify your supervisor immediately.  Your supervisor will, in turn, notify our payroll supervisor who will attempt to put a stop-payment notice on your check.  If we are able to do so, you will be issued another check, minus a $25.00 fee to cover BCC’s cost of stop-payment on your check.  Unfortunately, however, BCC is unable to take responsibility for lost or stolen paychecks, and if we are unable to stop payment on your check, you alone will be responsible for such loss.
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Overtime Policy


Depending on company work needs, employees will be required to work overtime when requested to do so. Prior approval from your manager is required before any non-exempt employee works overtime. Employees working overtime without approval will be subject to disciplinary action.

Non-exempt full-time employees are eligible for additional pay for work performed beyond their regularly scheduled 40 weekly hours. 


Hourly employees are paid in accordance with the Fair Labor Standards Act.


Only actual hours worked count as time worked when computing weekly overtime. Overtime is considered any hours worked over 40 in a scheduled work week period.

Performance Reviews

To ensure that you perform your job to the best of your abilities, it is important that you be recognized for good performance and that you receive appropriate suggestions for improvement when necessary.  Consistent with this goal, your performance will be evaluated by your supervisor on an ongoing basis. You may also receive periodic written evaluations of your performance if you request them from your supervisor.


All performance reviews will be based on your overall performance in relation to your job responsibilities and will also take into account your conduct, demeanor, and record of attendance and tardiness.


In addition to the regular performance evaluations described above, special written performance evaluations may be conducted by your supervisor at any time to advise you of the existence of performance or disciplinary problems.
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Employee Conduct and Responsibilities


As an integral member of The Broadmoor Team, you are expected to accept certain responsibilities, adhere to acceptable business principles in matters of personal conduct, and exhibit a high degree of personal integrity at all times.  This not only involves sincere respect for the rights and feelings of others but also demands that you refrain from any behavior that might be harmful to you, your co-workers, and/or Broadmoor Country Club. Whether you are on or off duty, your conduct reflects on Broadmoor Country Club.  You are, consequently, encouraged to observe the highest standards of professionalism at all times.



Types of behavior and conduct that the Club considers inappropriate include, but are not limited to the following:
1. Falsifying employment or other Club records.

2. Violating the Club’s nondiscrimination and/or sexual harassment policy.

3. Soliciting gratuities from Members or their Guests.

4. Establishing a pattern of excessive absenteeism or tardiness.

5. Engaging in excessive, unnecessary, or unauthorized use of Club’s supplies, particularly for personal purposes.

6. Reporting to work intoxicated or under the influence of nonprescribed drugs.

7. Illegally manufacturing, possessing, using, selling, distributing, or transporting drugs.

8. Bringing or using alcoholic beverages on Club property or using alcoholic beverages while engaged in Club business off the Club’s premises, except where authorized.

9. Fighting or using obscene, abusive, or threatening language or gestures.

10. Stealing property from co-workers, Members, Guests, or clients, of the Club.

11. Having firearms on Club premises or while on Club business.

12. Disregarding safety or security regulations.

13. Engaging in insubordination.
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(Con’t)

14. Failing to maintain confidentiality of the Club, Member, or client information.
15. Smoking in prohibited areas.
16. Unsatisfactory performance or conduct.

17. Violation of personnel policies.

18. Negligence or improper conduct leading to damage of employee owned or Member/Guest owned property.

If your performance, work habits, overall attitude, conduct, or demeanor becomes unsatisfactory in the judgment of the Club, based on violations either of the above or any other Club policies, rules, or regulations, you will be subject to disciplinary action, up to and including dismissal.

Searches and Inspections


The Club reserves the right to conduct searches or inspections of any Club property and of any employee’s person, personal effects, desk, computer hardware or software, E-mail and other property located on Club property for any purpose whatsoever, including, without limitation, that of determining if a person is in possession of any illegal or unauthorized items.  The term “unauthorized items” includes items evidencing a violation of law, Club policy, or generally accepted social norms.  A Club employee found possessing any illegal or unauthorized may be subject to discipline up to and including termination of employment.  Any non-employee found possessing any illegal or unauthorized items without an explanation satisfactory to the Club will no longer be allowed on Club property.
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Drug and Alcohol Use


No BCC employee may possess, consume, purchase or sell any drug, alcohol, or any other intoxicating substance on BCC property, nor will any employee report for work or travel on Club business while under the influence of any intoxicating substance.

BCC will take appropriate disciplinary action against any employee in possession of or under the influence of alcohol or illegal drugs while on Club property.


Reporting to work under the influence of drugs, narcotics, or alcohol is not permitted.  Any employee discovered to be under the influence while on the job will be required to leave the Club premises. 

Any employee bringing unprescribed drugs or narcotics or alcoholic beverages to work, using them on BCC property, or dispensing or selling them on BCC property will be subject to disciplinary action, up to and including discharge.

Any employee who must use prescribed drugs or narcotics during work which affects your ability to meet the requirements of your position must report this fact to your supervisor.  A determination will then be made as to whether the effects of the drug or narcotic may pose a potential safety risk in light of your work assignment.


If you are diagnosed drug or alcohol dependant and seek assistance prior to the Club finding you in possession of or under the influence of the prohibited substances, you may be provided rehabilitation treatment.  You must cooperate fully with the treatment process and will not be permitted to return to work until a release from treatment is presented to the Business Office certifying that you are rehabilitated and capable of returning to work.
Smoke Free Workplace

To maintain a safe and comfortable working environment and to ensure compliance with applicable laws, smoking in the Clubhouse is strictly regulated.  The only place an employee may smoke in the Clubhouse is in the employee lounge on the
lower level of the Clubhouse building.  Employees smoking anywhere else in the Clubhouse building may be subject to disciplinary action.

.
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The Broadmoor Look


The intent of this guide is to simply enhance the member’s total experience while at Broadmoor and leave the members with the best possible perception of the Club.  This policy is not intended to change an employee’s self-identity, or in anyway limit the employee’s individuality.  As a member of the Broadmoor Team, the individual employee’s appearance should not therefore not detract from the Member’s total experience. The Broadmoor Look is designed to extend the commitment of Friendliness and Cleanliness.  True professionalism is the key to the Club’s ultimate success, therefore, each employee should be required to exhibit a professional attitude. Member perception is made up of prompt service, efficiency, and friendliness by our employees.  However, it goes deeper, it all starts with the winning employee image that organization like Disney have identified.
Your appearance will be governed by the following standards:

1. You are expected to dress in a manner which is normally acceptable for your work location and the work to be performed, as dictated by Club.
2. Appropriate specific standard attire is classified as follows:

a. Men:  Dress slacks, long or short sleeve dress shirts with collars (must be tucked in), ties, vests, and career footwear.

b. Women:  Dresses, skirts no shorter than 3 inches above the knee, nice slacks, pants or pantsuits, blouses, shirts with collars, appropriate fitting and career footwear.

3. Attention will be given to the physical condition of attire, as well as to personal grooming and proper personal hygiene.

4. No body piercing jewelry or ornaments will be visible while you are working, with the exception of modest earrings.

5. The Company reserves the right to make individual exceptions to the dress and personal appearance policy to address unique circumstances that you may have, such as pregnancy, or a physical or medical condition that requires an appropriate accommodation.
6. If you come to work in attire that does not comply with the Company’s dress and personal appearance policy, the Club Manager and/or your supervisor have the authority and discretion to send you home to change.  Time missed from work will be charged as paid time off or unpaid time if you have no paid time off accrued.
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Attendance and Punctuality


Broadmoor Country Club expects all employees to assume diligent responsibility for their attendance and promptness.


If you are unable to work because of illness, you must notify your supervisor or the Business Office by 10 A.M. on each day of your absence unless you are granted an authorized medical leave, in which case different notification procedures apply. (see the family and medical leaves of absence policy earlier in this handbook.) Failure to properly notify the Club results in an unexcused absence.


If you are absent for more than five consecutive workdays, a statement from your physician is required before you will be permitted to return to work.
Socialization/Dating Relationships


Dating or an intimate relationship between individuals who have a direct reporting relationship is highly inappropriate.  If such a situation begins to develop, the involved associate in the supervisory role must communicate this fact to his or her supervisor so that a transfer or reassignment can be considered for either party.  Failure by the supervisor to follow this policy is considered serious misconduct and may result in termination.  Supervisors may not request a financial loan from any subordinate at any time.  If you feel that undue pressure is being placed upon you by your supervisor in violation of this policy, please contact the Club Manager Immediately. 

Use of Company Supplies


You may be issued property belonging to the Club, such as a laptop, pager, mobile phone and/or other equipment.  You are responsible for maintaining such property in good condition.  When any property issued by the Club becomes damaged or worn, you are responsible for immediately reporting that damage to your supervisor.

Any equipment or tools belonging to BCC or rented on behalf of the BCC for use on Club property should never be taken from the workplace without prior written approval from your supervisor.  Any BCC property issued to you for your use should be returned to your supervisor upon termination of your employment. 
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Safety and Health


Broadmoor Country Club is committed to providing a safe and healthful working environment.  In this connection, the Club makes every effort to comply with relevant federal and state occupational health and safety laws and to develop the best feasible operations, procedures, technologies and programs conducive to such environment.


The Club’s policy is aimed at minimizing the exposure of our employees, customers, and other visitors to our facilities to health or safety risks.  To accomplish this objective, all Club employees are expected to work diligently to maintain safe and healthful working conditions and to adhere to proper operating practices and procedures designed to prevent injuries and illness.


The responsibilities of all employees of the Club in this regard include:

1. Exercising maximum care and good judgment at all times to prevent accidents and injuries.

2. Reporting to supervisors and seeking first aid for all injuries, regardless of how minor;

3. Reporting unsafe conditions, equipment, or practices to supervisory personnel;

4. Using safety equipment provided by the Club at all times; and

5. Observing conscientiously all safety rules and regulations at all times; and

6. Notifying their supervisors, before the beginning of the workday, of any medication they are taking, that may cause drowsiness or other side effects that could lead to injury to them and their coworkers.
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Visitors In The Workplace

To provide for the safety and security of employees and the facilities at Broadmoor Country Club, only authorized visitors are allowed in the workplace. Restricting unauthorized visitors helps maintain safety standards, protects against theft, ensures security of equipment, protects confidential member information, safeguards employee welfare, and avoids potential distractions and disturbances.


All visitors should check in at the reception area. Authorized visitors will receive directions or be escorted to their destination by the employee’s manager. Employees are responsible for the conduct and safety of their visitors.


If unauthorized individuals are observed on BCC’s premises, employees should immediately notify their supervisor or, if necessary, direct the individual to the reception area.
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Benefits Administration
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The Club has established an employee benefits program designed to assist you and your eligible dependents in meeting the financial burdens that can result from an illness and death, and to help you plan for retirement.


This section of the Handbook highlights some features of our benefits program.  Our group health and life insurance and retirement-related programs are described more fully in summary plan description booklets, with which you are provided once you are eligible to participate in these programs.  Complete descriptions of our group health insurance program’s are also in the Club’s master insurance contracts with insurance carriers, which are maintained in the Business Office; complete descriptions of our retirement-related programs are in the appropriate master plan documents, which are available through our retirement plan administrator.  If information in this handbook and our summary plan descriptions contradict information in these master contracts or master plan documents, the master contracts/documents shall govern in all cases. 


The Club reserves the right to amend or terminate any of these programs or to require or increase employee premium contribution toward any benefits with our without advance notice at its discretion.  This reserved right may be exercised in the absence of financial necessity.  Whenever an amendment is made to any of the Club’s benefits programs, the respective plan administrator will draft and submit the amendment to the Club’s management and Board of Directors.


For more complete information regarding any of our benefits programs, please contact our Business Office. 
Basic Surgical and Major Medical Insurance

All full-time employees and their eligible dependants are eligible to participate in the Club’s group basic surgical and major medical insurance programs.  Coverage for eligible employees is effective on the first day of the month after ninety days of continuous employment. 

The cost to provide basic surgical and major medical benefits for your and your eligible dependents is currently shared by you and the Club.  The cost is subject to change without notice. 

Benefits under this plan terminate on the date your employment with the Club terminates. (Please review the Club’s policy, set forth in this Handbook, regarding continuing group health insurance benefits after termination of employment).

For further details regarding basic surgical and major medical benefits coverage, consult the summary plan description booklet available in the Business Office. 

Continued Group Health Insurance Coverage

If you resign or are terminated from the Club’s employ or if your work hours are reduced, and if this event makes you or your dependents no longer eligible to participate in one of our group health insurance plans, you and your eligible dependents may have the right to continue to participate for up to eighteen months (or thirty six months) at your (or your dependent’s) expense. 
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If you are determined to be disabled under the Social Security Act at the time your termination or reduction occurs, you may be entitled to continuation coverage for up to twenty-nine months.  Please contact the Business Office to discuss participation in COBRA.

Dental Insurance
All full-time regular employees and their eligible dependents are eligible to participate in the Club’s group dental insurance program.  Coverage for eligible employees is effective on the first day of the month after ninety days of employment.  

The cost to provide dental benefits for you and your eligible dependents is borne entirely by the employee.

Benefits under this plan terminate on the date your employment with the Club terminates. (Please review the Club’s policy, set forth in this Handbook, regarding continuing group health insurance benefits after termination of employment.) 
 
For further details regarding life insurance benefits, consult the summary plan description booklet in the Business Office. 
Life Insurance Plan


All full-time regular employees are eligible to participate in the Club’s Life Insurance program.  Coverage under this program is available for employees only; dependent coverage is not available.  Coverage for eligible employees is effective on the first day of the month after ninety days of continuous employment.  

The cost to provide this benefit is borne entirely by the employee.


Life insurance benefits terminate on the date your employment with the Club terminates.


For further details regarding life insurance benefits, consult the summary plan description booklet in the Business Office.  

Paid Holidays


Due to the nature of the country club business, many of the Club’s employees will be required to work on days that would be holidays for most working Americans.  The Club appreciates the extra effort associated with working on holidays and will compensate all full-time regular employees for eight hours of holiday time in addition to any hours required to be worked on the holiday.  Those holidays included in this policy are:

New Year’s Day


Labor Day

Independence Day
Thanksgiving Day


Memorial Day

Christmas Day
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One of the biggest holidays in the country club business is Mother’s Day.  For that reason the Club will compensate any employee who works on Mother’s Day the equivalent of one and a half times the hours actually worked on Mother’s Day in the form of holiday pay.  In other words, of you work on Mother’s Day for four hours, you will receive four hours of regular pay and six hours of holiday pay.


During the Jewish holidays of Rosh Hashanah and Yom Kippur, the Club will be closed some days that you might be scheduled to work.  Employees normally scheduled to work on a day that the Club is closed due to these two holidays will receive eight hours of holiday pay if they are full-time and four hours of holiday pay of they are part-time employees.

Retirement Plan (401-K)

The Club has established a 401(k) saving plan that is available to all regular employees who have completed a minimum of twelve months of employment.  The purpose of the plan is to encourage eligible employees to save on pretax bases and to build a financial reserve for retirement.


Under the plan, eligible employees may elect to have the Club withhold between one percent and fifteen percent of their gross compensation through payroll deductions (to a maximum amount per year prescribed by IRS regulations, which is adjusted by the IRS annually for inflation) and contribute that amount to the plan as a savings contribution.  Employees may suspend their contribution at any time and may also increase or decrease the amount of their contribution as of the first day of any calendar quarter by completing a 401(k) contribution form, available from the plan administer.  Withdrawals from the plan are permitted once an employee has attained age fifty-nine and a half or in the event of financial hardship as defined by the plan.


The money contributed by employees is held and invested by the plan’s trustees as instructed by the employee/  The value of each employee’s account at retirement depends on a number of factors, such as how long an employee has been an member of the plan, how much the employee has contributed, and investment gains and losses.


Once you are eligible to participate in the plan, you receive a summary plan description booklet titled “401(k) Savings Plan”, describing the plan in more detail.  



Questions regarding our 401(k) plan should be directed to the Business Office. 

________________________________________________________________________               

Broadmoor Country Club                                                               Employee Handbook

________________________________________________________________________

Employee Use of Club Facilities

It is important that employees remember that the Club facilities are for our Members and their Guests.

1. The swimming pool, golf course, tennis courts, and clubhouse are for the convenience of our Members and their Guests, therefore, unless employee is working in the specific area of the Club facilities, they are not permitted to be in other areas of the Club.  (Exceptions:  On days the Club is closed – The golf course may be used by employees.  There will be time that specific employee parties will be conducted at the swimming pool. 
2. Coffee and soft drinks will be provided for our employees but only at designated times and locations. 

3. All employees are to park only in designated areas.

4. The General Manager shall have the right to examine all packages carried on and off the property.
Employee Meals

Employees are permitted to have a meal prepared from the kitchen during a break in the regular work shift.  The meal will be costed at the Club’s discretion and deducted from the Employee’s payroll.
Worker’s Compensation


To provide for payment of your medical expenses in the event of an on-job injury you are covered by Worker’s Compensation Insurance.  The amount of benefits payable and the duration of payment depend on the nature of your injury or illness.  In general, however, all medical expenses incurred in connection with an on-job injury or illness are paid in full. 


If you are injured or become ill on the job, you must immediately report such injury or illness to your supervisor or the Business Office.  This ensures that the Club can assist you in obtaining appropriate medical treatment.  Your failure to follow this procedure may result in the appropriate Worker’s Compensation report not being filed in accordance with the law, which may consequently jeopardize your right to benefits in connection with the injury or illness.


Questions regarding Worker’s Compensation should be directed to the Business Office. 
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Vacation

Because we recognize the importance of vacation time in providing the opportunity for rest, recreation, and personal activities, the Club grants annual, paid vacations to its full-time regular employees.  The amount of vacation to which you are entitled depends on your length of service as of your anniversary date, as follows:

Years of Service as


Annual



Monthly   

of Anniversary Date


Vacation


Accrual





Allowance


Schedule
1




5 days


            5/12 day

2 through 4



10 days


5/6 day

5 through 9 



15 days


1 ¼ days

10 or more



20 days


1 2/3 days

Vacation Carryover

Vacation may be taken as time accrues at any point during the year.  However, you may not carry over any vacation time beyond your next anniversary date.  For example, if you are eligible for ten days of vacation on your first anniversary date of service with the Club, you must use this vacation time before your second anniversary date, and so on. 

Vacation Scheduling


Vacations may be taken as weekly pay period or as individual days as long as the periods chosen meet department approval.  You should submit a Vacation Request Form to your supervisor at least two weeks before the date you wish your vacation to begin.
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Leaves of Absence

Bereavement Leave


If employee has worked for at least ninety straight days, the employee may take off with pay in the event of a death of an immediate family member (parent, spouse, sibling, or children).  Employee will be given time off without loss of pay, for a period of three days, to be with family.  Time off past three days may be taken without pay.  Bereavement Pay will be based on hourly rate in effect at the time leave is used times the average number of hours worked per day during the past four pay periods.  The supervisor may request proof of death of relative. 

Jury and Witness Duty


If you are a full-time regular employee who is summoned to jury duty, the Club continues your salary during your active period of jury duty for up to a maximum of five working days per calendar year.  If you are not a full-time regular employee, you are given time off without pay while serving jury duty. 


All employees are allowed unpaid time off if summoned to appear in court as a witness.


To qualify for jury or witness duty leave, you must submit to your supervisor a copy of the summons to serve as soon as it is received.  In addition, proof of service must be submitted to your supervisor when your period of jury and witness duty is completed.


The Club will make no attempt to have your service on a jury postponed except when business actions necessitate such action. 

Military Leave

Leaves of absence without pay for Military or Reserve duty are granted to full-time regular and part-time regular employees.  If you are called to active Military duty or to Reserve or National Guard training, or if you volunteer for the same, you should submit copies of your military orders to your supervisor as soon as is practical.  You will be granted a military leave of absence without pay for the period of military service, in accordance with applicable federal and state laws.  If you are a reservist or a member of the National Guard, you are granted time off without pay for required military training.  Your eligibility for reinstatement after your military duty or training is completed is determined with accordance with applicable federal and state laws. 
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Family and Medical Leaves of Absence

Part A. Employees who qualify for a leave under the Family and Medical Leave Act of 1993


The Club will grant a leave of absence to regular full-time and regular part-time employees (who meet the requirements described below) for the care of a child after birth of adoption or placement with the employee for foster care, the care of a family member (spouse, child, or parent) with a serious health condition, or in the event of an employee’s own serious health condition.  Leaves will be granted for a period of up to twelve weeks in any twelve month period. 


An employee must have completed at least one full year of service with the Club and have worked a minimum of 1,250 hours in a twelve month period preceding the leave to be eligible for such leave.  Employees who do not meet these requirements may apply for a leave of absence subject to the conditions described in Part B of this policy.

If you request a leave of absence to care for a child after birth, adoption, or placement in your home for foster care or to care for a covered family member with a serious health condition, you will be granted unpaid leave under the following conditions:

1. If the leave is planned, you must provide us with at least thirty days’ notice prior to the anticipated leave date. 

2. If the leave is unexpected, you should notify your supervisor as far in advance of the anticipated leave date as is practicable.  (Normally this should be within two business days of when you became aware of your need for the leave).

3. Any time that you expect to be or are absent from work for more than five consecutive work days as a result of your own serious health condition (including pregnancy), you will be required to submit appropriate medical certification from your physician.  Such certification must include at minimum, the date the disability began, a diagnosis, and the probable date of your return to work. 

All Club benefits that operate on an accrual basis (e.g., vacation days) will cease to accrue during the period of leave.

You will be required to use all accrued, unused sick, vacation, and personal days during your leave, prior to being eligible for any benefits under the Club’s salary continuation plan.  Once such accrued benefits are exhausted, the balance of the leave will be without pay, unless you are eligible for short-term disability benefits in accordance with applicable state law or salary continuation in accordance with the Club’s salary continuation plan.  
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All group health benefits will continue during the leave provided you continue regular employee contributions to these plans. (Other benefits, such as pension, 401(k), life insurance, and long-term disability will be governed in accordance with the terms of each benefit plan). 


During your leave, you may be required to provide the Club with additional physician’s statements on request from the Club or the Club’s insurance carriers, attesting to your continued disability and inability to work.  You may also be required to submit to medical examinations by physicians designated by the Club at its discretion and at the Club’s expense, at the beginning of, during, or at the end of your leave period, and to provide the Club with access to your medical records as required.


Before you will be permitted to return from medical leave, you will be required to present the Club with a note from your physician indicating that you are capable of returning to work and performing the essential functions of your position with or without reasonable accommodation.  Where required, the Club will consider making reasonable accommodation for any disability you may have in accordance with applicable law.

Leave Entitlement


Eligible employees are entitled for up to twelve weeks in any twelve-month period (or longer if required by applicable state of local law or, in the case of a leave for am employee’s serious health condition, where a leave extension is required and approved).


Leave taken to care for a child after birth, adoption, or placement in your home for foster care must be taken in consecutive work weeks.  Leave taken for the employee’s or a covered family member’s serious health condition may be taken consecutively, intermittently, or on a reduced work/leave schedule based on certified medical necessity.  In such instances, the Club will follow applicable federal and state laws in reviewing and approving such leave requests.
Reinstatement Rights


Eligible employees are entitled on return from leave to be reinstated to their former position or an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment.  Exceptions to this provision may apply if business circumstances have changed (e.g., if the employee’s position is no longer available due to a job elimination).  In addition, employees on a leave extension are not guaranteed reinstatement.  These employees will be handled in accordance with the reinstatement provisions in Part B of this policy. 
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Part B.  Leaves for employees who do not meet the minimum service requirements.


Full-time regular and part-time regular employees who have less than one year of service, and/or who have not worked a minimum of 1,250 hours during a twelve-month period prior to their leave, may request leaves of absence for the reasons set forth above in Part A, subject to the following terms and conditions:

1. Leave requests must be made thirty days in advance of the date the employee would like the leave to begin or, in emergency situations, with as much advance notice as is practicable. (Normally, this should be within two business days of when the need for the leave becomes known to the employee.)
2. The certification requirements and the conditions for required use of accrued time off, benefits accrual, and continuation of group health insurance during leave set forth in Part A apply to all leave requests.

3. Unless applicable state or local law requires otherwise, leaves will be limited to a thirty day maximum.

4. Unless applicable state or local law requires otherwise, reinstatement will not be guaranteed to any employee requesting a leave under this Part B.  However, the Club will endeavor to place employees returning from leave in their former position or a position comparable in status and pay, subject to budgetary restrictions and the Club’s need to fill vacancies and its ability to find qualified temporary positions. 

All questions regarding leaves of absence should be directed to the Club’s Business Office.
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Accounting and Finance
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Reimbursable Business Expenses


Employees receive reimbursement for using personal vehicle for Company business.  The reimbursement is reviewed and updated periodically considering the IRS guidelines. (current is 37.5 miles)


If you use your personal vehicle, you must maintain the following minimum insurance coverage for your vehicle:

· Bodily injury - $100,000.00 per occurance/$300,000.00 aggregate and Property damage - $25,000.00 per occurrence.  Proof of insurance must be required.

When traveling on company business, associates must comply with all motor vehicle regulations and state laws as well as Company policies.
