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PRESIDENT'S
WELCOME

Welcome! You have just joined a dedicated team of employees. We hope that your
employment with San Gabriel Valley YMCA will be rewarding, challenging, and of mutual benefit
to you and the YMCA. We take pride in our employees as well as the families we serve. We
consider ourselves leaders in the field of childcare, camping, and fitness.

Please take the time to read this employee handbook carefully. It is an important
communication, management, and legal document. Please sign the Acknowledgment at the
end to show that you have read, understood and agree to the contents of this handbook. This
handbook provides most of the terms and conditions of your employment. Specific provisions
contained in an individual employment agreement control over the general provisions of the
handbook. This handbook supersedes any previously issued handbooks or inconsistent policy
statements.

Throughout the handbook, we will refer to San Gabriel Valley YMCA as
“YMCA” or the company.

Please understand that no employee handbook can address every situation in the work
place. If you ever have questions about the terms or conditions of your employment, you
are encouraged to ask them. If you have any difficulty reading or understanding any of the
provisions of this manual, please contact the Business Manager or myself. Likewise, if you have
any suggestions related to company policies or procedures, please let us know.

We wish you success in your employment here at San Gabriel Valley YMCA!

All the best,

Craig Cerro
President/CEO
San Gabriel Valley YMCA
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INTRODUCTORY
LANGUAGE
AND POLICIES

2.1 YMCAS HISTORY

This YMCA began in 1912 and was
incorporated in 1924. The current location
was a move in 1955 to an old house that was
purchased with a down payment from the
Y’s Men’s Club and programming expanded
to include Aquatics. Only 23 years later the
Gymnasium building was completed and
expansion continued in programming.

In the summer of 1920, the first campers were
sent to Jenks Lake and Mountain Camping
began. Currently, with the purchase of two
camps in the San Gabriel Mountains, we send
hundreds of kids to camp during the summer
and have a year round program for resident
camping and a retreat location for Churches
and company groups.

In 1967, a branch of this YMCA was
created and called the Puente Hills Branch.
Programming grew for them along with the
annual “Turkey Trot” 5K/10K race, going
for over 30 years, to help raise money for
the center. In 1992, the YMCA acquired the
Family Resource Center to assist struggling
families in the Bassett community.

It was in 1983 that this YMCA began its
Child Care programming at the Covina
facility. Today, we continue to
operate on
school

properties in Covina, West Covina, Azusa and
Hacienda Heights. We also have partnered
with the West Covina School District to
operate the Y-ACES educational enrichment
programming. In 2000 we began the State
Funded Preschool Program in addition to

the LAUP Preschool and are now operating
preschool sites in Azusa, Covina, and Baldwin
Park.

The Youth Basketball league, Karate and
Kajukenbo classes, a Senior Dance Group

and a Wellness Center in Covina are all now
providing additions to the family programming
that was just swimming for many years.

2.2 ETHICS CODE

YMCA will conduct its business honestly

and ethically wherever we operate. We will
constantly improve the quality of our services
and operation and will maintain a reputation
for honesty, fairness, respect, responsibility,
integrity, trust and sound business judgment.
No illegal or unethical conduct on the part of
officers, managers, employees, or affiliates is in
the Y’s best interest. We will not compromise
our principles for short-term gain. The ethical
performance of this YMCA is the sum of the
ethics of the men and women who work here.
Thus, we are all expected to adhere to high
standards of personal integrity.

Officers, managers, and employees of the
company must never permit their personal
interests to conflict, or even appear to conflict,
with the interests of the YMCA, its clients
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or affiliates. All of us must be particularly
careful to avoid representing the YMCA in any
transaction with others with whom there is
any outside business affiliation or relationship.
Officers, directors, and employees shall avoid
using YMCA contacts to advance their private
business or personal interests at the expense of
the Y, its clients or affiliates.

No bribes, kickbacks or other similar
remuneration or consideration shall be given
to any person or organization in order to
attract or influence business activity. Officers,
managers, and

employees shall avoid

gifts, gratuities, fees,

bonuses or excessive

entertainment, in

order to attract or

influence business

activity.

The officers,

managers, and

employees of

the YMCA will

often come into

contact with, or

have possession

of, proprietary, confidential or business-
sensitive information and must take

all appropriate steps to assure that the
confidentiality of such information is
maintained. This information - whether it
belongs to our company or any of its clients,
customers or affiliates - may include strategic
business plans, operating results, marketing
strategies, customer lists, personnel records,
financial data, upcoming acquisitions

and divestitures, new investments, or
manufacturing costs, processes and methods.
Proprietary, confidential and sensitive business
information about our company, other
companies, individuals and entities must be
treated with sensitivity and discretion, and
only be disseminated on a need-to-know basis.

Officers, managers, and employees are
required to report all information accurately

and honestly, and as otherwise required by
applicable reporting requirements.

Officers, managers, and employees must obey
all applicable Equal Employment Opportunity
laws and act with respect and responsibility
towards others in all of their dealings.

Officers,
managers,
and employees
are required
to promptly
disclose unethical,
dishonest,
fraudulent and
illegal behavior,
or any violation of
company policies and
procedures, directly to
management.

Violation of the Code

of Ethics will result in
discipline, including possible termination.
The degree of discipline imposed may be
influenced by the existence of voluntary
disclosure of any ethical violation and
whether or not the violator cooperated in any
subsequent investigation.

If you ever have any doubt about whether
your conduct or that of anyone else meets the
company’s ethical standards or compromises
the company’s reputation, please discuss

it with Carol Crow, Audit Committee
Chairperson, San Gabriel Valley YMCA Board
of Directors. She can be reached at 626-967-
7325 or cacrow@ix.netcom.com.

Rewmewber that good ethics is good business!
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HIRING AND
ORIENTATION

o POLICIES

3.1 EEO STATEMENT
AND NON-
HARASSMENT
POLICY

Our company is committed to the principals of
Equal Employment Opportunity and to making
employment decisions based on merit and
value. We are committed to complying with
all Federal, State, and local laws providing
Equal Employment Opportunities, as well
as all other laws related to the terms and
conditions of employment. We desire to
keep a work environment which is free of
harassment or discrimination because of sex,
race, religion, color, national origin, physical
or mental disability, marital status, age, sexual
orientation or any other status protected by
Federal, State or local laws. We will make
every reasonable effort to accommodate those
physical or mental limitations of an otherwise
qualified employee, unless undue hardship
would result for the company.

We are all responsible for
upholding this Equal Employment
Opportunity policy
and

commitment. Equal Employment Opportunity
laws afford each one of us the chance to
succeed or fail based on individual merit.

Just as the company bears a responsibility
towards this policy, each employee must
clearly communicate their disinterest in, or
offense taken to, any perceived verbal or
physical discrimination or harassment. Sexual,
racial, ethnic and other forms of harassment
of, or by, employees, vendors, visitors,
customers and clients are forbidden by law
and will not be tolerated.

Prohibited sexual harassment is defined as
follows: Unwelcome sexual advances, requests
for sexual favors, and other verbal or physical
conduct of a sexual nature constitutes sexual
harassment when (1) submission to such
conduct is made either explicitly or implicitly
a term or condition of an individual’s
employment (2) submission to or rejection of
such conduct by an individual is used as the
basis for employment decisions affecting such
individual or (3) such conduct has the purpose
or effect of unreasonably interfering with an
individual’s work performance or creating

an intimidating, hostile or offensive work
environment.

It is not possible to identify each and every
act that constitutes or may constitute
sexual harassment. However, examples of
sexual harassment are included below: (a)
unwelcome requests for sexual favors; (b)
lewd or derogatory comments or jokes; (c)
comments regarding sexual behavior or
the body of another employee; (d) sexual
innuendo and other vocal activity such as
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catcalls or whistles; (e) obscene letters, notes,
invitations, photographs, cartoons, articles,
or other written or pictorial materials of a
sexual natures; (f) continuing to express
sexual interest after being informed that
interest is unwelcome; (g) retaliating against
an employee for refusing a sexual advance
or reporting an incident of possible sexual
harassment to the YMCA or any government
agency; (h) offering or providing favors or
employment benefits such as promotions,
favorable evaluations,

favorable assigned duties

or shifts, etc., in exchange

for sexual favors; (i)

any unwanted physical

touching or assaults, or

blocking or impeding

movements.

Any employee who feels that he or she

has witnessed, or been subject to, any

form of discrimination or harassment must
immediately notify their supervisor, Business
Manager or other manager at the company.
We will promptly and thoroughly investigate
any claim and take appropriate action. We
will impose appropriate sanctions against any
person found to be in violation of this policy.
These sanctions may include, but are not
limited to reprimand, suspension, demotion,
transfer and discharge.

YMCA prohibits retaliation against any
employee who brings forth any complaint or
assists in the investigation of any complaint.

Any employee who believes he or she has
been subject to unlawful discrimination,
harassment or retaliation may also raise his

or her concerns to the Equal Employment
Opportunity Commission or State Fair
Employment Office. The address and
telephone number for this office is:

Equal Employment
Opportunity
Commission
1801 L Street,
N.W.
Washington, DC
20507
(202)663-4263
(800)USA-EEOC
toll free

Division of
Labor Standards
Enforcement
455 Golden Gate
Avenue
San Francisco, CA 94101
(415) 703-4810

3.2 CHECKING
REFERENCES

We believe it is good business policy to
thoroughly check pre-employment references.
This may include personal and professional
references, as well as credit, criminal, medical,
academic, and driving records to the extent
permitted by law. Misrepresentations with
regard to references or employment history are
taken seriously by the company and constitute
grounds for immediate discipline or discharge,
no matter when discovered. Please be sure
that all your past employment references

and credentials provided to the company are
accurate.
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