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The policies and procedures in this manual are not intended to be contractual commitments by the Great Lakes Bay Regional Convention & Visitors Bureau Inc., and they shall not be construed as such by employees.

The policies and procedures are intended to be guides to management and are merely descriptive of suggested procedures to be followed.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc. reserves the right to revoke, change or supplement guidelines at any time without notice.

No policy is intended as a guarantee of continuity of benefits or rights.  No permanent employment or employment for any term is intended or can be implied from any statements in this manual.
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Welcome Letter from the President

#1010


Michigan’s Great Lakes Bay Regional Convention & Visitors Bureau was formed by consensus of the Convention & Visitor Bureaus of Bay City, Midland County and Saginaw County.   After more than 20 years of working cooperatively the time came to unite efforts and collectively market Michigan’s Great Lakes Bay Region under one organizational umbrella.   Leaders recognized that collectively Michigan’s Great Lakes Bay Region provides a world-class destination for overnight visitors.  September 2009 marked the first year of single management and marketing programs.  Efforts required to successfully create a single overarching organization were accomplished in 2010 and 2011 marked the first year of formal operation.  Each individual community Convention & Visitors Bureau remained intact for asset oversight, economic development investments and selection of representatives to serve on the Great Lakes Bay Regional Board of Directors.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. (GLBRCVB) is a not-for-profit 501C6 organization funded by hotel assessments collected within Bay County and Midland County and through a room tax collected within Saginaw County.  Each County collects 5% on the cost of the sale of overnight lodging facilities with no less than 75% of these funds directed to the Great Lakes Bay Regional marketing efforts.   Our Vision:  We are recognized as the premier Convention & Visitors Bureau in the State of Michigan.  We provide proactive and focused marketing in the following areas: Meetings and Convention sales, Leisure Travel & General Tourism, Sports Marketing, Group Travel.  We have increased overnight visitation to Great Lakes Bay Regional by utilizing technology as the foundation of all our sales efforts.  The mission of Great Lakes Bay Regional Convention & Visitors Bureau Inc. is to increase overnight visitation to Michigan’s Great Lakes Bay Region.

Strong alliances exist between Michigan’s Great Lakes Bay Convention & Visitors Bureau and our subsidiary CVBs and the Great Lakes Bay Regional Alliance, the Chambers of Commerce organizations, the Economic Development organizations and with all the municipalities throughout the Region.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc. strategic partners also include hotels, motels and bed and breakfast facilities within Great Lakes Bay Region.  We understand that promotion of tourism attractions, restaurants and in county agencies and organizations supporting the travel industry is essential for successful overnight marketing of our Region. 

Michigan’s Great Lakes Bay Regional Convention & Visitors Bureau Inc. is dedicated to fostering increases in sporting events, meetings, conventions, motorcoach visits, and travel and tourism to our Great Lakes Bay Region.  As business conditions have evolved, Michigan’s Great Lakes Bay Regional Convention & Visitors Bureau Inc. has implemented value-added programs designed to deliver solutions to meeting and convention decision-makers, sports planners, motorcoach tour planners, special event and festival planners and to the general public.  The GLBRCVB provides easy to access incentives via, direct contact, through our Internet site, through social media and by way of public relations.  As the world becomes smaller, the Great Lakes Bay Regional Convention & Visitors Bureau Inc. programs will continue to support the ability of local organizations to compete and win in the global economy.

Sincerely,

Annette M. Rummel

President/CEO
Organizational History

#1020


Bay County, Midland County and Saginaw County Convention & Visitors Bureaus (CVBs) have worked cooperatively for nearly 20 years to promote tourism to the region.  The seed for organizational consolidation was sown on July 1, 2009 during a meeting when the concept of creating a single CVB was discussed. The topic was brought to the attention of the Board of Directors of each organization.  After thoughtful consideration each Board of Directors independently came to the same conclusion - a single CVB would provide substantially more advantages and opportunities for growth.  With this understanding, each Board gave their unanimous approval and also granted the directive to proceed with the consolidation effort. 
This effort will be pursued under the guidance of the Great Lakes Bay Regional Consolidation Task Force and the Great Lakes Bay Regional Alliance.  Task Force and Alliance members are committed to work expeditiously toward the establishment a Regional CVB.  Task Force Members include three representatives from the Bay, Midland and Saginaw County CVBs.  Each Task Force member was appointed and unanimously ratified by each of the respective Board of Director members.  

As of September 1, 2009, the day-to-day operation of the three CVB’s was functioning with a united sales and management team.  Each organization’s Board retains their respective oversight function and aggressively worked in a unanimous effort toward establishing the new regional CVB - The Michigan’s Great Lakes Bay Regional CVB.
With the operational aspects of the CVBs under control, attention focused on addressing steps to create the organizational structure.  First, there was a need to ensure that consolidation of the Bay, Midland and Saginaw County CVBs was desired throughout each participating County.  Presentations were made to the Bay County Board of Commission, to the Midland County Board of Commission and to the Saginaw County Board of Commission.  Each of these Commissions provided a unanimous authorization to proceed.  Focus then turned to the State of Michigan.

The next step in combining the three CVB organizations, as well as to ensure all participants play an equal role, funding percentages would be equalized.  Equalization of funding required that new legislation be established at the State level.  We were fortunate to have conscientious elected officials representing the Great Lakes Bay Region. These officials understood the importance of tourism, were committed to create the needed legislation.  They formed a bipartisan alliance for the betterment of our region.  This bipartisan alliance is called the Great Lakes Bay Regional Legislative Caucus and had already affected legislative change benefitting our region.

With Bay, Midland and Saginaw County constituents unanimously desiring the legislation our bi-partisan Great Lakes Bay Regional Caucus was committed to success.  The legislation was carefully scripted to ensure that it did not impact areas outside of our region.  The legislation empowered local elected officials with program authority and oversight.  The legislation established a sustainable, competitive funding mechanism and superseded other funding legislation.  When the legislation was approved, the foundation was set to launch the new Great Lakes Bay Regional Convention & Visitors Bureau.  
Organizational History (cont)

#1020


The CVB consolidation promised to drive more money into direct marketing and advertising and result in greater tourism growth for the Great Lakes Bay Region. Savings in overhead expenses and greater investments into marketing will result in the accomplishment of tourism industry advancement.
Estimated economic impact of tourism spending in our region tops $252,000,000 annually providing 10% of the employment opportunities within the Great Lakes Bay Region. Tourism ranks within Michigan’s top three industries employing in excess of 200,000 people.  Visitors spend $17.5 billion annually in the state generating $971 million dollars in state sales tax.  The Great Lakes Bay Region ranks as one of the most visited tourism regions in Michigan. 

The goal of the new Great Lakes Bay Regional CVB is to be a focused, strategically based and results-oriented CVB.  This organization will contribute to advancement of the Great Lakes Bay Regional initiative, to regional economic growth, help shape the future of the Great Lakes Bay Region and contribute to the enhancement of the quality of life within Michigan’s Great Lakes Bay Region.  Our efforts will result in a successful tourism industry.  Additionally, organizational efforts will contribute to stronger business recruitment, relocation and expansion efforts as well as support efforts in recruitment of new employees.

Key Elements of Success

#1030

Michigan’s Great Lakes Bay Regional Convention & Visitors Bureau Inc. will increase Great Lakes Bay Region’s hotel occupancy revenue by 5% annually by creating avenues and opportunities to promote the quality of products and services of the hospitality industry.

The Great Lakes Bay Regional Convention & Visitors Bureau will serve as the Great Lakes Bay Region’s hospitality industry ambassador and stakeholder liaison with the various levels of government, surrounding communities, trade associations, and other organizations.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will accomplish this by participation in no less than 80% of the meetings and/or programs within the identified priority organizations.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will maintain the Great Lakes Bay Regional Convention & Visitors Bureau Inc. utilizing a financial structure that assures a unified Great Lakes Bay Region hospitality community.  Great Lakes Bay Regional Convention & Visitors Bureau Inc.’s actions will complement colleague business, economic development organizations and governmental units.  This will be measured by a Board of Directors comprised of an equal number of representatives from each geographic area of the Region, and ex-officio seats reserved for the Chamber of Commerce CEOs, the Economic Development organizations CEO, appointed County Board of Commission representatives and the Great Lakes Bay Regional Alliance CEO.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will forward monthly reports to our governmental units.

Grow The Great Lakes Bay Region’s Occupancy

Technology
Technology will be the underpinning of all sales efforts of the Great Lakes Bay Regional Convention & Visitors Bureau Inc.

Meetings and Convention Sales

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will nourish a two way relationship with meeting and convention planners to book meetings within Great Lakes Bay Region.

Leisure Travel and General Tourism

The Great Lakes Bay Regional Convention & Visitors Bureau, Inc. will apply direct marketing measures to increase Great Lakes Bay Region’s share of Michigan’s leisure travel and general tourism market.

Sports Marketing

The Great Lakes Bay Regional Convention & Visitors Bureau, Inc. will aggressively focus on attracting Soccer/Lacrosse, Bowling, Cheerleading/Dance, Softball/Baseball tournaments to Great Lakes Bay Region.

Motorcoach Group Travel

The Great Lakes Bay Regional Convention & Visitors Bureau, Inc. will participate in trade shows to gain direct contact and sales opportunities with motorcoach tour operators.

Serve as Great Lakes Bay Regional’s hospitality industry ambassador and stakeholder liaison

Increase the representation of the Great Lakes Bay Regional Convention & Visitors Bureau Inc. at Board of Commissioner’s Meetings.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will consider this representation of paramount importance to continue quality communication with these elected officials.

Increase our contact with the Michigan Department of Transportation and all transportation related governmental agencies affecting Great Lakes Bay Region.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will actively pursue trailblazing opportunities and stay abreast of roadway issues.

Increase our contact with the Governor’s office.
The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will actively serve the office of the Governor of Michigan to benefit Michigan’s Great Lakes Bay Region’s hospitality industry.

Seek out appropriate state and federal grants and be knowledgeable about pending legislation affecting the hospitality industry.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will actively seek out state and federal grants and work with our Legislators to ensure success.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will keep current regarding legislative issues affecting the hospitality industry.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will keep in contact with members of the State Legislature and communicate our legislative needs.

Participate in speaking engagements and information exchanges with other areas.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will provide staff as speakers to group gatherings and share our success stories.

Maintain constant communication with the Michigan Economic Development Corporation/Travel Michigan Offices.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will actively serve the office of the Michigan Economic Development Corporation and Travel Michigan Offices to the benefit of Great Lakes Bay Region.

Coordinate a customer concern system that allows discreet communication to assist business regarding improved customer service.
The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will establish a documented program to receive and respond to customer complaints and compliments.
Maintain a Great Lakes Bay Regional Convention & Visitors Bureau organization and financial structure that assures a unified Great Lakes Bay Region hospitality industry

Maintain accurate Great Lakes Bay Regional Convention & Visitors Bureau Inc. historical information, corporate papers, agreements and contracts.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will establish a place of records, both on and off site for the secure storage of historical information, corporate papers, agreements and contracts.

Maintain a Great Lakes Bay Regional Convention & Visitors Bureau organization and financial structure that assures a unified Great Lakes Bay Region hospitality industry (Cont)

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will review and update the organizational strategic plan on an annual basis both by the Board of Directors and staff.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will document the Great Lakes Bay Regional Convention and Visitors Bureau’s annual achievements within an annual report.

Determine an organizational structure and staff structure that is appropriate to accomplish our Mission.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will establish staff positions, descriptions and policies appropriate to accomplish our Key Elements of Success including measurements to track success.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will determine Great Lakes Bay Regional Convention & Visitors Bureau’s structure that will enable our organization to achieve our Mission:  To increase overnight visitation to Great Lakes Bay Region.

Maintain accurate financial information, County Hotel Tax, County Assessment Information and relevant statistical information.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will provide monthly financial reports to the Board of Directors, committees and staff.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will establish state of the art office space to ensure maximum achievement of the Strategic Plan Mission.

Organization Chart

#1040


 Statement of Commitment to Employees

#1050


The Great Lakes Bay Regional Convention & Visitors Bureau Inc. is committed to:

· The organization’s recruitment and selection of highly capable and innovative employees;
· Management’s commitment to provide a work environment and leadership that unites employees and generates enthusiasm for the organization and its services;
· A commitment to maintain the highest standards of business ethics;
· An understanding of the importance of the employees’ role in the organization’s success;
· A commitment to provide training and opportunities for advancement;
· An open door policy.
Receipt of Policy Manual

#1060


The Great Lakes Bay Regional Convention & Visitors Bureau Inc. realizes our strength and future growth depend directly upon the contribution made by each employee of the organization.  It is the desire of the organization to build a loyal staff with pride in their work.

I have received this manual with the understanding that it provides general information about the Great Lakes Bay Regional Convention & Visitors Bureau Inc. and the conditions under which I will function.  I understand that if any policies or procedures are unclear, it is my obligation to seek clarification from the President/CEO.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. reserves the right to alter, amend, modify, change or terminate any of the policies or benefits described in this manual at any time it chooses with or without notice to employees.  Since the information in this manual is necessarily subject to change as situations warrant, it is understood that changes in the manual may supersede, revise, or eliminate one or more of the policies in this manual.  I understand that it is my responsibility to remain current regarding any changes that may occur and I accept the responsibility for keeping informed of these changes.

I have received my copy of the Policy Manual, which outlines the policies, practices, and benefit guidelines of the company, and I have read and I understand the information contained in the manual.

I further acknowledge my understanding that my employment with the Great Lakes Bay Regional Convention & Visitors Bureau Inc. is At Will, which means that any employee may be terminated at any time with or without cause and with or without notice.

Employee’s Signature






Date
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#2010


Equal Opportunity is Great Lakes Bay Regional Convention & Visitors Bureau Inc. policy.  It is Great Lakes Bay Regional Convention & Visitors Bureau Inc. policy to select the best-qualified person for each position in the organization.  No employee of Great Lakes Bay Regional Convention & Visitors Bureau Inc. will discriminate against an applicant for employment or fellow employee because of race, creed, color, religion, sex, national origin, ancestry, age, disability status or any other legally prohibited basis.

This policy applies to all employment practices and personnel actions.  Great Lakes Bay Regional Convention & Visitors Bureau Inc. has adopted an equal employment opportunity policy which essentially means that the company prohibits discrimination against any person in recruitment, selection, appointment, training, promotion, retention, discipline, or any other aspect of personnel administration because of race, religion, color, national origin, age, sex (including pregnancy), height, weight, marital status, disability, genetic information or any other protected class/classification as designated by Federal or State law.  Discrimination on the basis of age, sex, height, weight, or physical or mental disability or any other protected class/classification will be prohibited except where specific age, sex, mental, or physical requirements constitute a bona fide occupational qualification necessary to a proper and efficient administration.

An employee who believes that he/she has been subject to unlawful discrimination based on race, religion, color, national origin, age, sex (including pregnancy), height, weight, marital status, disability, genetic information or any other protected class/classification as designated by Federal or State law, shall notify the President/CEO immediately, who will provide the employee with a Discrimination/Harassment complaint form, a copy of which is printed on the following page.  This form must be completed in detail as soon as possible so that the Great Lakes Bay Regional Convention & Visitors Bureau Inc. will have adequate notice of and be able to investigate any claim of unlawful discrimination.  This form must be completed in order to trigger an investigation of any discrimination claim.  Failure to complete the form will be considered by the Great Lakes Bay Regional Convention & Visitors Bureau to be an admission by the employee that the claim of unlawful discrimination is totally without merit and constitutes a waiver by the employee of any right to said claim.

Any person having inquiries concerning Great Lakes Bay Regional Convention & Visitors Bureau Inc.’s compliance with the above is directed to contact the President/CEO.

Revised:  January 1, 2011
Approved by: ____________________________________








President/CEO

Discrimination/Harassment Complaint Form

Name:__________________________________________________________________

Describe the alleged incident in detail, including the date upon which the incident occurred; the identity of the individual who committed the act of harassment and/or discrimination; the approximate time when the incident occurred; the acts which you believe constituted unlawful discrimination and/or sexual harassment, including any verbal acts; your response or reaction; and any other details which will assist the Great Lakes Bay Regional Convention & Visitors Bureau Inc. in its investigation:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Have you reported this incident to anyone else?
Yes

No

Have you been subjected to similar acts of

harassment and/or discrimination by the same

employee (s) in the past?



Yes

No

If yes, did you report the prior incident (s)?

Yes

No

Signature:___________________________________________
Date:__________

Recruitment

Policy
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. provides equal employment opportunity to all applicants on the basis of demonstrated ability, experience, and training.

As positions become available within the company, prior to outside recruitment, the President/CEO shall determine, in his/her sole discretion, the availability of qualified candidates within the organization.  Recruitment may be conducted through schools, governmental agencies, and organizational advertising.  Contact the President/CEO to discuss the most appropriate method of recruitment.  This policy excludes those employed through temporary agencies or “job shops”.

Employment Opportunity/Position Requisition Form


Title of Position: _________________________________________________________

Department: ______________  
Classification: Exempt______ Non-Exempt______

Hiring Supervisor: ________________________________________________________

Reports to: ______________________________________________________________

Position Description: ______________________________________________________

Major Job-Related Duties and Functions: ______________________________________

Minimum Qualifications:  (Knowledge, Skills, and Education): ____________________

Additional Desired Qualifications: ___________________________________________

Employment Status:
Regular Full-time_____ Regular Part-time_____ Temporary_____

Salary Range: ____________________________________________________________

Potential Career Opportunities in the Position: __________________________________

Additional Comments: _____________________________________________________

For additional information, applicants should contact:

Name




Telephone


Date

Employment Policies and Release Form


There are a number of Great Lakes Bay Regional Convention & Visitors Bureau Inc. policies that an applicant needs to be knowledgeable about and agree to before being employed.  There are also a number of activities that the Great Lakes Bay Regional Convention & Visitors Bureau Inc. may want to instigate as part of the review and investigation of the appropriate background information on an applicant.  The purpose of this document is to present these policies and investigative activities to the applicant to ensure that they are understood and agreed to at the time the application is submitted.  We, therefore, ask that you please read, complete, and sign this form before you complete the Application for Employment.
Policies

Among the policies that have been adopted at Great Lakes Bay Regional Convention & Visitors Bureau Inc. are the following, which we believe, are important for an applicant to know in advance of employment.  These are listed below.  Your signature on this Release Form indicates that you have read, understand, and would agree to operate under these policies if employed at Great Lakes Bay Regional Convention & Visitors Bureau Inc. 

1. This firm is an equal opportunity employer and does not discriminate because of age, sex, race, color, national origin, disability, religious preference, or for any other legally prohibited basis.

2. Great Lakes Bay Regional Convention & Visitors Bureau Inc. is a drug free-workplace.  To ensure worker safety and integrity of the workplace, Great Lakes Bay Regional Convention & Visitors Bureau Inc. prohibits the illegal manufacture, possession, distribution or use of controlled substances in the workplace by its employees or those who engage or seek to engage in business with Great Lakes Bay Regional Convention & Visitors Bureau Inc. Offers of employment, therefore, may be conditioned on a physical examination, including a drug and alcohol screening.

3. Smoking is not permitted inside the offices of the Great Lakes Bay Regional Convention & Visitors Bureau Inc.  For the safety and health of its employees, Great Lakes Bay Regional Convention & Visitors Bureau Inc. is committed to a smoke-free environment.

4. Your signature on this Release Form indicates that you understand and agree that if employed, that employment is for no definite period, and may, regardless of the date of payment of your wages and salary, be terminated at any time for any reason with or without cause and without previous notice.  Nothing in this Manual shall be construed to supersede your employment status as an “at-will” employee, subject to termination for any reason, at any time, with or without cause, with or without notice.  Likewise, you may terminate employment at any time, with or without cause.  Nothing in this Manual is intended to form an express or implied contract regarding the duration or terms and conditions of employment and nothing in the Manual is a promise that these policies will be applied in every case.

5. An offer of employment must originate from the President/CEO of the Great Lakes Bay Regional Convention & Visitors Bureau Inc. 
Applicant’s name





Date

Background Review Activities

The following investigative activities may be conducted by Great Lakes Bay Regional Convention & Visitors Bureau Inc. as part of the background review of prospective employees.  Your signature on this Release Form indicates you understand these activities and you authorize them to be performed with the conditions specified as listed below.

1. Persons convicted of specific crimes may not hold certain positions at this company.  If you are applying for such a position and have been convicted of a felony, please note this below.  If more space is needed, please provide the additional information on a separate sheet of paper.  In addition, you authorize Great Lakes Bay Regional Convention & Visitors Bureau Inc. to undertake a criminal records checks. __________________________________________________________________________________________________________________________________________

2. You authorize Great Lakes Bay Regional Convention & Visitors Bureau Inc. to obtain a Motor Vehicle Record report.  Our insurance company may also obtain a report through its sources.  If the position you are applying for involves driving a motor vehicle, it is imperative that a good driving record exists.

3. You also authorize and request any and all of your former employers to furnish any and all information regarding your job performance.  You agree to hold your former employers and their agents harmless from all liability, which could relate in any way to the disclosure of private information or an assessment or opinion of your suitability for employment.

4. You understand that an offer of employment must originate from the President/CEO of Great Lakes Bay Regional Convention & Visitors Bureau Inc. 

In closing, we ask that you read (and complete where needed) the remaining three (3) statements and that your signature on this Release Form indicates you understand each.

1. I have read and understand the job description for the position of ________________ as approved on the date of __________________________.

2. I understand the misrepresentation or omission of facts herein is cause for termination, if employed.

3. I have read and understand the attached application and have answered all portions of the application truthfully and correctly with no omissions.

______________________________________

________________________

Signature






Date

Employee Selection Process

Policy









#2030


Great Lakes Bay Regional Convention & Visitors Bureau Inc. provides equal opportunity to all applicants on the basis of demonstrated ability, experience, training, and potential.  Qualified persons are selected without prejudice or discrimination as stated in the company’s Equal Opportunity policy.

The employment requisitions, initiated by the President/CEO, will define the job-related tasks and qualifications necessary to assume the position.  The defined tasks and stated qualifications will be the basis for screening applications.  The President/CEO, or designated personnel, may conduct structured interviews limited to job-related questions to assess the candidates’ experience, demonstrated ability, and training.  Group interviews, private interviews, the telephone or other forms of communication may be used for these initial interviews.

Pre-employment tests demonstrated to be job-relevant and valid according to accepted professional practices may be used.  Such tests are to be administered only by trained personnel in the prescribed professional manner.  Applicants may be tested.  

After initial interviews and testing, the President/CEO or designated personnel may conduct interviews with the candidates.

Before extending an employment offer and upon the applicant’s prior agreement that inquiries may be made, at least two applicant references may be checked.  Inquiries are to be made in a professional manner requesting only factually verifiable and job-related information.  The reference data is used only as supplemental information for the hiring decision.

Following employment, the information will be retained within the employee’s personnel file.

Employee Selection Process

Policy (Continued)
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After candidate interview, verification of employment history, and reference inquiries, the President/CEO is responsible for the employment offer.  The President/CEO may make the offer personally or may delegate this responsibility to designated personnel.

After the verbal offer has been made and the candidate has agreed to the essential terms of the offer (typically positions, employee classification, salary or rate, and starting date), a written offer will be prepared by the President/CEO and submitted to the candidate in person or by mail.  The written offer will confirm the verbal offer and will include the essential terms of the verbal offer as agreed to by the candidate.  The candidate will be required to submit a signed and dated acceptance of the written offer.

The verbal or written offer must never express or imply that employment is “permanent”, “long-term”, of a specific duration, or words of similar meaning.  An exception may be made where a temporary position of known duration is to be filled.  Employment may be made contingent upon certain job-related factors, such as obtaining a specific state or federal license or security clearance when appropriate or desirable.

Once the candidate has accepted the employment offer, she or he will be required to provide documentation of identity and employment eligibility in accordance with federal law.  The Form I-9, a copy of which is included at the end of this policy, shall be used for this purpose.

Employment Eligibility Verification – Form 1-9




Sexual Harassment

Policy
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. will not allow any form of sexual harassment within the work environment.  Sexual harassment interferes with work performance; creates an intimidating, hostile, or offensive work environment; influences or tends to affect the career, salary, working conditions, responsibilities, duties, or other aspects of career development of an employee or prospective employee; or creates an explicit or implicit term or condition of an individual’s employment.  It will not be tolerated.

Sexual harassment, as defined in this policy, includes, but is not limited to:  unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when such conduct explicitly or implicitly affects an individual’s employment, unreasonably interferes with an individual’s work performance, or creates an intimidating, hostile, or offensive work environment.

Great Lakes Bay Regional Convention & Visitors Bureau Inc. will actively investigate every complaint of sexual harassment.  It is the duty of every employee to cooperate in any such investigation, and it would constitute a serious infraction of this organization’s policy to retaliate against or penalize an employee for asserting a claim of sexual harassment.  Any employee found to have sexually harassed another employee or to have retaliated against for employee for making a complaint of sexual harassment will be subject to discipline, up to and including discharge.

An employee who believes that he/she has been subject to sexual harassment shall notify the President/CEO immediately, who will provide the employee with a Discrimination/Harassment complaint form, a copy of which is enclosed with this Manual.  This form must be completed in detail as soon as possible so that the Great Lakes Bay Regional Convention & Visitors Bureau Inc. will have adequate notice of and be able to investigate any claim of sexual harassment.  This form must be completed in order to trigger an investigation of any sexual harassment claim.  Failure to complete the form will be considered by the Great Lakes Bay Regional Convention & Visitors Bureau to be an admission by the employee that the claim of sexual harassment is totally without merit and constitutes a waiver by the employee of any right to said claim.

Medical Evaluations and Interviews

Policy
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Once an employee has been hired, medical evaluations may be required to ensure that a prospective employee is able to perform the essential functions of the job, with or without reasonable accommodation.  Such an evaluation will be conducted whenever a job has special physical demands or if a reasonable question exists concerning whether the employee would endanger his or her health or safety or the health or safety of others in performing assigned tasks, with or without reasonable accommodation.

The medical evaluation will be at Great Lakes Bay Regional Convention & Visitors Bureau Inc.‘s expense and performed by a physician chosen by the organization.  The employee will be required to sign a written release of this information to the organization.  Great Lakes Bay Regional Convention & Visitors Bureau Inc. will treat as confidential the information contained in a report of medical evaluation.  The organization will provide the employee with a copy of any written report it receives from the health professional regarding the evaluation.

An employee’s continued employment with Great Lakes Bay Regional Convention & Visitors Bureau Inc. is conditioned upon successful completion of the medical evaluation.

Disclaimer of Liability




Great Lakes Bay Regional Convention & Visitors Bureau Inc. and employee have mutually agreed that a medical interview, evaluation, or examination is required to determine employee’s ability to perform his or her essential job-related tasks with our without reasonable accommodation, in a manner, which will not create an unreasonable risk of harm to employee or others.  Employee acknowledges that the organization will rely on the report prepared by the examining physician in determining employee’s ability to perform.

Employee releases and agrees to hold harmless Great Lakes Bay Regional Convention & Visitors Bureau Inc., its officers, directors, shareholders, employees, successors, and assigns from any and all liability, of any kind or nature whatsoever, which might arise out of or result from any statement or omission made or contained in said medical report.

The organization is not required to undertake any independent investigation of the truthfulness or accuracy of statements made or contained in said medical report.

Employee’s Signature






Date 

Substance Abuse

Policy
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. recognizes that individuals, sometimes to an extent that their abilities and senses are impaired, use substances such as alcohol and drugs.  Our position regarding substance abuse is the same whether alcohol, illegal drugs, prescription drugs, or controlled substances are involved (“substances”).

This policy is implemented because we believe that the impairment of any Great Lakes Bay Regional Convention & Visitors Bureau Inc. employee due to his or her use of substances is likely to result in the risk of injury to other employees, the impaired employee, or to third parties, such as customers or business guests.  Moreover, substance abuse adversely affects employee morale and productivity.

“Impairment” or “being impaired” means that an employee’s normal physical or mental abilities, or faculties, while at work have been detrimentally affected by the use of substances.

The employee who begins work while impaired or who becomes impaired while at work is guilty of a major violation of organization rules and is subject to severe disciplinary action.  Severe disciplinary action can include suspension, dismissal, or any other penalty appropriate under the circumstances.  Likewise, the use, possession, transfer, or sale of any substance on company premises or in any Great Lakes Bay Regional Convention & Visitors Bureau Inc. parking lot, storage area, or job site is prohibited.  Violations are subject to severe disciplinary action.  In all instances, disciplinary action to be administered shall be at the sole discretion and determination of the organization.

Employees who are taking prescription drugs, which may affect job performance, shall report this to the President/CEO.  This is for the protection of the employee and for safety purposes in case of an adverse reaction to the drug while at work, or so the employee is not falsely accused of taking an illegal substance.

When an employee is involved in the use, possession, transfer, or sale of a substance in violation of this policy, the company may notify appropriate authorities.

Great Lakes Bay Regional Convention & Visitors Bureau Inc. is aware that substance abuse is a complex health problem that has both physical impact and an emotional impact on the employee, his or her family, and social relationships.  A substance abuser is a person who uses substances, as defined above, for non-medical reasons, and this use detrimentally affects job performance or interferes with normal social adjustments at work.  Substance abuse is both a management and a medical problem.

Substance Abuse
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A supervisor/manager/coworker who suspects a substance abuse case should discuss the situation immediately with the President/CEO.  Because each case is usually different, the handling and referral of the case must be made by the President/CEO.

Great Lakes Bay Regional Convention & Visitors Bureau Inc. has resources available to assist an employee who requests help with substance abuse.  The employee must ask for help.  Should disciplinary action be pending against an employee who asks for help, the company will assist to the extent of its resources assuming that the employee remain employed.  Nonetheless, regular disciplinary action will proceed.  If the employee is terminated, the company will be unable to continue any program.  Voluntary, successful participation in a recovery or rehabilitative program by an employee may be a mitigating factor in any disciplinary action, depending on the facts and circumstances of each individual case.  In some cases, disciplinary action may be suspended, or the employee placed on probation pending a successful completion of a recovery program.

Employees who are placed on a rehabilitation program because of performance or behavior problems due to substance abuse are subject to dismissal for failure to successfully complete the program or change their performance behavior.

Applicants who have a past history of substance abuse and who have demonstrated an ability to abstain from the substance, or who can provide medical assurance of acceptable control, may be considered for employment as long as they are otherwise qualified for the position for which they are applying.

Due to the entertainment nature of the Travel and Tourism industry, the Board of Directors has chosen to adopt the following alcoholic beverage policy.  Alcoholic beverages may be served to persons of legal age during official Great Lakes Bay Regional Convention & Visitors Bureau Inc. functions.  These functions must receive approval by the Board of Directors.  The service must be managed in good taste and with good judgment.  No alcoholic beverages should be served at any organizational event where children are a planned part of the function.  Social activities, held off-premises and paid for on a personal basis are not affected by this policy.  

Substance Abuse
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The organization is concerned with its employee’s privacy, especially when matters regarding medical and personal information are involved.  As long as the information is not needed for law enforcement or security purposes, the company shall maintain employee medical and personal information in confidence and release this information to authorized organizational personnel on a “need to know” basis.  An exception to this policy is when the employee signs a release for the transfer of such information on forms acceptable to the organization to designated persons or agencies.

Nothing contained in this section shall eliminate or modify the company’s right to terminate any employee at any time for any reason.

Smoking

Policy
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No smoking will be allowed in the office area or within company owned vehicles at any time.  This policy is for the health and safety of all employees. 

Your cooperation is requested, as this policy must be rigidly enforced to comply with the company health and safety requirements and to maintain proper insurance coverage for our building.  See Public Act 188 of 2009, being MCL 333.12601, et seq., effective May 1, 2010.

Employment Classifications

Policy
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There are three classifications of employees:

1. Regular Full-time – An employee who works a normal 40-hour workweek on a regularly scheduled basis.

2. Regular Part-time – An employee who works less than a normal 30-hour workweek, on either a regularly scheduled basis or on an irregular basis and who is not entitled to regular benefits.

3. Temporary – An employee hired for a period not exceeding three months and who is not entitled to regular benefits.  An extension of a temporary work classification for an additional three-month period, or less, may be granted, if upon review by management, the assignment is clearly found to be necessary.  In addition to the use of this classification for secretarial or clerical positions, it applies to students working part-time, as interns and those who work during the summer.

All employees are classified as exempt and non-exempt according to these definitions:

Salaried Exempt – Positions of a managerial, administrative, or professional nature or for outside sales, as prescribed by federal and state labor statutes, which are exempt from mandatory overtime payments.

Salaried Non-Exempt – Positions of a clerical, technical, or service nature, as defined by statute, which are covered by provisions for, overtime payments.

Note:  These definitions are illustrative in nature and are not intended as a statement of the law.  Refer to the Comment preceding the policy on Overtime Compensation, Section 3060, the Fair Labor Standards Act, and applicable state law.

If you are uncertain as to your status, please contact the President/CEO.

Employee Safety
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. strives to provide its employees with a safe and healthful workplace environment.  To accomplish this goal, both management and employees must diligently undertake efforts to promote safety.

The organization shall also undertake the responsibility to educate employees as to hazards of the workplace and to train employees as to such hazards and the proper and safe method to perform job tasks.

Employees shall devote their full time skill and attention to the performance of their job responsibilities utilizing the highest standard of care and good judgment.  

Finally, all job-related injuries or illnesses are to be reported to the President/CEO immediately, regardless of severity.  In the case of serious injury, an employee’s reporting obligation will be deferred until circumstances reasonably permit a report to be made.  Failure to report an injury or illness may preclude or delay the payment of any benefits to the employee and could subject Great Lakes Bay Regional Convention & Visitors Bureau Inc. to fines and penalties.

Safety first!

Employee Accident Report Form


_____________________________

___________________
____________

Last Name
First
Initial


Social Security #

Department

Address (Including City, State, Zip)

_____________________________         
___________________

Telephone Number



Date of Birth

Time, Date, and Location of Accident: ________________________________________

What injuries are being reported: _____________________________________________

How did the accident occur? ________________________________________________

Witnesses to the accident: __________________________________________________

Treatment or first aid provided: ______________________________________________

By signing below, employee consents to the release of medical charts, reports, X-rays, diagnoses, and other information to Great Lakes Bay Regional Convention & Visitors Bureau Inc. or its authorized representatives from any health care provider rendering treatment or providing consultative or other services in conjunction with the diagnosis and treatment of the injury described above.

_____________________________________
__________________________

Employee’s Signature




Date

Anniversary Date
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An employee’s anniversary date is defined as his or her first day on the job with the company.  Performance reviews will be conducted at the discretion of the President/CEO.  Salary/wage adjustment never automatically follows a performance review. 

Reinstatement

Policy
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Employees who are reinstated into the organization may maintain their original anniversary date for seniority purposes as well as for those benefit programs governed by the anniversary date.  The policy shall be as follows:

1. Layoff – Employees who terminate because of reduction in work force will maintain their original anniversary date for seniority purposes, if they are re-employed by Great Lakes Bay Regional Convention & Visitors Bureau Inc. within one year after date of termination.

2. Voluntary resignation – Employees who voluntarily terminate their employment with Great Lakes Bay Regional Convention & Visitors Bureau Inc. may maintain their original anniversary date, subject to management approval, if they are re-employed by the company within six months after date of termination.  The company is under no obligation to rehire any such employee.

New Hire
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The President/CEO is responsible for having the new employee fill out all pre-employment forms, benefit applications, and enrollment forms; having the employee’s picture taken for the organization’s use; and providing basic information on pay and leave policies, benefits, parking situations, and working hours, after the hiring process has been completed.  

Rehire

Policy
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Applications received from former employees will be processed using the same procedures and standards that govern all direct applications.  The President/CEO will review the former employee’s performance records and the circumstances surrounding termination of previous employment with the company.  This information will be provided to the staff responsible for screening and interviewing applicants.  Great Lakes Bay Regional Convention & Visitors Bureau Inc. is under no obligation to rehire former employees.

Relatives

Policy
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Relatives of Great Lakes Bay Regional Convention & Visitors Bureau Inc. employees may apply and, if qualified, will be considered for employment except in certain sensitive areas, such as accounting, personnel, or research and development.  Relatives will not be allowed to supervise or evaluate each other.  Relatives will not work in the same department or under the same supervisor or manager.

A relative is defined as any person related to the employee by blood, marriage, or adoption in the following degrees:  spouse, parent, child, grandparent, grandchild, brother, sister, brother-in-law, sister-in-law, aunt, uncle, niece, nephew, or first cousin.

Return to Work After Serious Injury or Illness

Policy
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As a joint protection to the employee and the organization, employees who have been absent from work because of serious illness or injury are required to obtain a doctor’s release specifically stating that the employee is capable of performing his or her normal duties or assignments, with or without reasonable accommodation. 

Great Lakes Bay Regional Convention & Visitors Bureau Inc. President/CEO shall ensure that employees who return to work after a serious injury or illness are physically capable of performing their duties or assignments without risk of re-injury or relapse, with or without reasonable accommodation.

The President/CEO will make every reasonable effort to assign the returning employee to assignments consistent with the instructions of the employee’s doctor until the employee is fully recovered.  A doctor’s written release is required before recovery can be assumed.

Early Return to Work Policy and Procedure

Policy
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. is concerned about the health and good work habits of its employees.  In the event you are injured and unable to perform your job, we want to assist in obtaining the best treatment and the return to your regular job as soon as possible.  Whenever possible, Great Lakes Bay Regional Convention & Visitors Bureau Inc. will provide modified work while you are recovering from your injury.  The following information has been prepared to help you understand the procedures for notifying us concerning your condition and your work restrictions.

1. Inform your doctor that Great Lakes Bay Regional Convention & Visitors Bureau Inc. does provide modified work and have your doctor provide you with physical limitations.

2. Return your work limitations to the President/CEO immediately following your doctor appointment or at the beginning of your next work shift.

3. Great Lakes Bay Regional Convention & Visitors Bureau Inc. will then provide a Job Analysis of a modified job, which is within your work restrictions to your doctor for his/her approval if necessary.

4. Once your physician has approved the Job Analysis, Great Lakes Bay Regional Convention & Visitors Bureau Inc. will provide you with a written job offer letter, describing the details of the light duty assignment when available.

5. Modified jobs are temporary and it will be the employee’s responsibility to provide the President/CEO with a current work status report following every doctor appointment.

6. If your physician does not release you to any work activities, then you will need to contact the President/CEO on a weekly basis, either by phone or in person.

Failure to accept an offer for light duty assignment can be the basis for termination of employment or a termination of any wage replacement benefits you may be entitled to.

I have read and understand this policy and procedure.

_______________________________________________

Employee’s Signature



Date

Performance Improvement

Policy
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Performance improvement may be suggested whenever the President/CEO believes that an employee’s performance is less than satisfactory and can be resolved through adequate counseling.  Corrective counseling is completely at the discretion of the President/CEO.  The organization desires to protect its investment of time and expense devoted to employee orientation and training whenever that goal is in the organization’s best interests.  The company expressly reserves the right to discipline or discharge “at will”.  Even if corrective counseling is implemented, it may be terminated at any step at the discretion of management.  Management, in its sole discretion, may warn, reassign, suspend, or discharge any employee at will, whichever it chooses and at any time.

The President/CEO will determine the course of action best suited to the circumstances.  The steps in performance improvement may be as follows, and may or may not apply to every circumstance:

1. Verbal counseling - As the first step in correcting unacceptable performance or behavior, the President/CEO should review pertinent job requirements with the employee to ensure his or her understanding of them.  Certain circumstances, such as violation of a widely known policy or safety requirement, may justify a written warning without first using verbal counseling.  The President/CEO should consider the severity of the problem, the employee’s previous performance appraisals and the circumstances surrounding the particular case.  The President/CEO may communicate that a written warning, probation, or possible termination could result if the problem is not resolved should indicate the seriousness of the performance of misconduct.  The employee should be asked to review what has been discussed to ensure his or her understanding of the seriousness of the problem and the corrective action necessary.  The President/CEO should document the verbal counseling for future reference immediately following the review.

2. Written counseling – If the unacceptable performance or behavior continues, the next step may be a written warning.  Certain circumstances, such as violation of a widely known policy or safety requirement, may justify a written warning without first using verbal counseling.  The written warning defines the problem and how it may be corrected.  The seriousness of the problem is again emphasized, and the written warning shall indicate that probation or termination or both, may result if improvement is not observed.  Written counseling becomes part of the employee’s personnel file, although the President/CEO may direct that the written warning be removed after a period of time, under appropriate circumstances, in his/her discretion.

Performance Improvement

Policy (Continued)







#2150


3. Probation – If the problem has not been resolved through written counseling or the circumstances warrant it, or both, the individual may be placed on probation.  Probation is a serious action in which the employee is advised that termination will occur if improvement in performance or conduct is not achieved within the probationary period.  The President/CEO, after review of the employee’s corrective counseling documentation, will determine the length of probation.  Typically, the probation period may be at least two weeks and no longer than 60 days, depending on the circumstances.  A written probationary notice to the employee is prepared by the President/CEO.

The letter may include a statement of the following:

· The specific unsatisfactory situation;

· A review of oral and written warnings;

· The length of probation;

· The specific behavior modification or acceptable level of performance;

· Suggestions for improvement;

· A scheduled counseling session or sessions during the probationary period; and 

· A statement that further action, including termination, may result if defined improvement or behavior modification does not result during probation.  “Further action” may include, but is not limited to reassignment, reduction in pay, grade, or demotion.

The President/CEO should personally meet with the employee to discuss the probationary letter and answer the questions.  The employee should acknowledge receipt by signing the letter.  If the employee should refuse to sign, the President/CEO may sign attesting that is was delivered to the employee and identifying the date of delivery.  The probationary letter becomes part of the employee’s personnel file.

On the defined probation counseling date or dates, the employee and President/CEO will meet to review the employee’s progress in correcting the problem.  Brief written summaries of these meetings should be prepared with copies provided to the employee and the President/CEO.

At the completion of the probationary period, the President/CEO will determine whether the employee has achieved the required level of performance and to consider removing the employee from probation, extending the period of probation, or taking further action.  The employee is to be advised in writing of the decision.  Should probation be completed successfully, the employee should be commended, though cautioned that any future recurrence may result in further disciplinary action.

Performance Improvement

Policy (Continued)







#2150


4. Suspension – A two or three day suspension without pay may be justified when circumstances reasonably require an investigation of a serious incident in which the employee was allegedly involved.  A suspension may also be warranted when employee safety, welfare, or morale may be adversely affected if a suspension is not imposed.

In addition, and with prior approval of the President/CEO and at his/her discretion, suspension without pay for up to three consecutive working days may be imposed for such proven misconduct such as but not limited to intentional violation of safety rules, fighting, or substance abuse on the job.  These examples do not limit management’s use of suspension with or without pay in other appropriate circumstances.  In implementing a suspension, a written counseling report should set forth the circumstances justifying the suspension.  Such a report shall become a part of the employee’s personnel file.

5.
Involuntary Termination – The involuntary termination notice is prepared by the President/CEO.  The employee is notified of the termination by the President/CEO for debriefing and completion of termination documentation.

Nothing in this Section regarding Performance Improvement, or elsewhere in this Manual, shall be construed to superseded you employment status as an “at-will” employee, subject to termination for any reason, at any time, with or without cause, with or without notice.   Nothing in this Section is intended to form an express or implied contract or obligation regarding a process or procedure which management is required to follow regarding discipline.  Discipline is solely administered at the discretion of the President/CEO and the Great Lakes Bay Regional Convention & Visitors Bureau shall not be bound to or obligated by the procedures provided in this Section. 

Termination
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Terminations are to be treated in a confidential, professional manner by all concerned.  The President/CEO must assure this thorough, consistent, and evenhanded termination procedure.  This policy and its administration will be implemented in accordance with the organization equal opportunity statement.

Either the employee or employer can terminate the employment relationship with the organization at any time and for any reason.  The organization subscribes to the policy of employment at will.  Continued employment with the organization is at the sole and exclusive option of organization management.  Permanent employment or employment for a specific term cannot be guaranteed or promised in the absence of a specific written contract of employment between an employee and the organization.

Terminating employees are entitled to receive all earned pay, including vacation pay.  Unused sick or personal time will be forfeited.

Employment with the company is normally terminated through one of the following actions:

1. Resignation – voluntary termination by the employee;

2. Dismissal – involuntary termination by the organization for any reason at any time with or without cause; or

3. Layoff – termination due but not limited to reduction of the work force, economic forces or elimination of a position.

Resignation

An employee desiring to terminate employment, regardless of employee classification, is expected to give as much notice as possible.  Two weeks or ten working days is generally considered to be sufficient notice time to find a replacement.

Should an employee resign to join a competitor, if there is any other conflict of interest, or if the employee refuses to reveal the circumstances of his or her resignation and the future employer, the President/CEO may require the employee to leave the company immediately rather than work during the notice period.  This is not to be construed as a reflection upon the employee’s integrity but an action in the best interests of business practice.  When immediate voluntary termination occurs for the above reasons, the employee will receive pay “in lieu of notice”, the maximum being two weeks of pay based upon a 40-hour work week at the employee’s straight-time rate or salary.

Employees terminating voluntarily are entitled to receive all earned vacation pay.  Unused sick or personal time will be forfeited.

Termination
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Dismissal

An employee may be dismissed at any time, for any reason, with or without cause, at the sole and absolute discretion of company management.  In the case of dismissal, the organization may, as its sole discretion, give some notice of its intent to dismiss an employee, but the organization is not required to give any such notice.

Layoff

When a reduction in staff is necessary, or one or more positions are eliminated, the organization will, at its sole discretion, identify the employees to be laid off.  The organization may give two weeks notice to the laid off employee, but it reserves the right to substitute two weeks severance pay in lieu of notice.  Such pay will be based upon a 40-hour work week at the employee’s straight-time rate or salary.

Termination Processing Procedures

1. The President/CEO must immediately notify the accountant of the termination so that a termination checklist can be initiated.  The President/CEO will direct and coordinate the termination procedure.

2. The accountant, subject to applicable law, will deduct all outstanding advances charged to the terminating employee from the final paycheck.

3. On the final day of employment, the President/CEO must receive all keys, ID cards, and company property from the employee.

4. The President/CEO shall conduct an exit interview with the employee.

5. The employee will be sent his or her final payroll check from the President/CEO.  The final check shall include all earned pay and any expenses due the employee.

Arbitration of Employment Disputes
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Any dispute or claim that arises out of or that relates to employment with Great Lakes Bay Regional Convention & Visitors Bureau Inc., or that arises out of or that is based on the employment relationship (including any wage claim, any claim for wrongful termination, or any claim based on any employment discrimination or civil rights statute, regulation or law), including tort or harassment claims (except a tort that is a “compensable injury” under workers’ compensation law), as allowed by law, shall be resolved by arbitration in accordance with the then effective commercial arbitration rules of the American Arbitration Association by filing a claim in accordance with the filing rules of the American Arbitration Association, and judgment on the award rendered pursuant to such arbitration may be entered in any court having jurisdiction thereof.

This section regarding arbitration shall not and does not alter the employment at-will relationship.

Internet Usage
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This policy is designed to define expectations for what is acceptable when using company Internet resources.  Internet usage at Great Lakes Bay Regional Convention & Visitors Bureau Inc. is provided to you as a result of a company investment and it is expected that you use these resources for business purposes.  Examples of appropriate usage include the following:

1. Communicating with fellow employees, customers, prospects and suppliers regarding business matters.

2. Researching topics that are relevant to your specific job requirements.

3. Conducting other business activities, such as the company website, posting job opportunities, describing company products, etc.

Special care is to be taken in disseminating organization confidential information over the Internet.  When employees are in doubt about dissemination of information, they should contact the President/CEO for written approval to release the information.  Security and confidentiality need to be of high concern for all company employees.  

All software downloaded from the Internet becomes the property of the organization.  Unless authorized by the President/CEO, employees are not allowed to download copyrighted software from the Internet.  In any cases where an employee downloads unauthorized copyrighted software they assume the full responsibility for his/her action and absolve the organization from his/her unauthorized action.

All files that are downloaded must first be scanned for possible infection.  Any employee who knowingly attempts to propagate the Internet or internal resources with infected viruses, Trojan Horses or any action harmful to the organization now or in the future will be subject to termination and if appropriate, prosecution.

The organization has installed a variety of systems to thwart intrusion by outside hackers.  It is extremely important that this system’s integrity be maintained.  Any user who tries to override these security measures will be subject to termination.

All communication and Internet visits made during business hours are considered public information.  Employees of Great Lakes Bay Regional Convention & Visitors Bureau Inc. are not allowed to view, transmit, forward, or download material that is offensive, abusive, pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory, inflammatory, fraudulent, or otherwise unlawful.  Employees are also not allowed to use e-mail or the Internet for any purpose that is illegal, against company policy, or contrary to the organization’s best interest.  Great Lakes Bay Regional Convention & Visitors Bureau Inc. has the right to view all private files that have been downloaded and to monitor Internet and e-mail communications.
Internet Usage
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It is a violation of company policy to store, view or print graphic files that are not directly related to an employee’s job or business activity of the organization.  Examples of these misuses might include downloading games, jokes, audio files, animations or movie segments.

All Great Lakes Bay Regional Convention & Visitors Bureau Inc. employees are expected to honestly disclose who they are when they send e-mail, register accounts or when conducting other Internet transactions.

Employees understand, acknowledge and agree that they have no privacy interest or any reasonable expectation of privacy of or relating to their use of company computers, software, hardware, peripherals, electronic communication devices, etc.

Internet Usage Acknowledgment Letter

I acknowledge the Great Lakes Bay Regional Convention & Visitors Bureau Inc. Internet Usage Policy.  I have read the policy in full and fully agree to abide by all its terms.  I understand that the organization may monitor my personal use of the Internet and that my communications are not considered private.  All communications may be recorded and stored for archival retrieval.  I understand that if I violate the terms of this policy, my employment could be subject to termination or even civil prosecution.

____________________________________________________

Employee’s Signature



Date
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Great Lakes Bay Regional Convention & Visitors Bureau Inc.  will not pay wages to any employee at a rate less than the company pays employees of the opposite sex for work, which is of substantially equivalent and requiring comparable skill.

This policy is to be construed in accordance with applicable federal and state laws and regulations.

Job Descriptions
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Job descriptions are available from the President/CEO for all positions in the company.  The items included in each position description are the following:

1. Job identification;

2. Essential job qualifications;

3. Summary statement;

4. Assigned responsibilities or duties; and

5. Supervisor or rater.

Position descriptions are used to determine employee selection, job requirements, performance appraisals, organizational structure, and the relative worth of jobs in relation to each other.

Company management reviews all company positions to ensure equity and consistency in our human resource system.

Job Description Form


Job Title: _______________________________________
Job Code: _______________

Department: ____________________________________
Date: ___________________

Written by: ______________________________________________________________

Approved by: ____________________________________________________________

Pay Scale: _______________________ Exempt: ___________ Non-Exempt__________

Essential Job Qualifications: ________________________________________________

Summary Statement: ______________________________________________________

Assigned Responsibilities or Duties: __________________________________________

Supervisor: ______________________________________________________________

Workday
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A workday begins at 8:00 a.m. and ends at 4:30 p.m. with 1/2 hour off for lunch.  Each workweek consists of 40 hours, and generally includes work performed Monday through Friday.  However, the nature of our business sometimes demands workday or workweek hours different than those set forth above.  Variation to the schedule will be made or approved by the President/CEO, at his/her sole discretion.

Payday
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Our employees are paid on the 15th and the last day of the month (bi-monthly), 24 times annually.  Time cards (if applicable) are to be submitted to the President/CEO or if directed to the bookkeeper by close of business preceding the company payday.  

Pay Advances
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It is our policy to decline all requests for early paychecks or pay advances for personal reasons.  Pay advances in the event of vacation or legitimate business reasons (e.g. temporary duty assignment) may be requested through the President/CEO.

TIME SHEET


Payroll Change Notice


To:  Accountant

Please enter the following change/s in your records to take effect____________________










Date & Time

Employee_______________________________________________________________

Social Security No.________________________________________________________

Employee No.____________________________________________________________

The Change/s

	( Check all Applicable Boxes
	From
	To

	( Job
	
	

	( Rate
	
	

	(
	
	

	(
	
	


Reason for the Change/s

( Hired

( Transfer

( Length of Service Increase

( Re-hired

( Merit Increase
( Re-evaluation of Existing Job

( Promotion

( Demotion

(Resignation

( Retirement

(Layoff

( Discharge

( Probationary Period Completed

( Leave of Absence from_______________ until_______________





Date


Date

( Other (Explain)_________________________________________________________

______________________________     ___________________

President




   Date

OVERTIME COMPENSATION
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Non-exempt salaried employees will be paid at the rate of one and one-half times their regular hourly rate of pay for all time worked in excess of 40 hours in any one workweek.

Overtime is never at the employee’s discretion.  It shall only be incurred and paid at the request of the organization through the President/CEO.  President/CEO shall ensure that no unauthorized overtime hours are worked.

This policy shall comply with and be construed in accordance with applicable state and federal laws and regulations.

Meal and Rest Periods
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Meal Period – The normal workday is eight hours, commencing at 8:00 a.m. and ending at 4:30 p.m. with a 1/2 hour unpaid lunch period scheduled as close to the middle of the workdays as possible.  Lunch periods shall be staggered so as not to curtail services to the public. 

Rest Period – Non-exempt employees are permitted two paid 10-minute rest periods.  Rest periods are to be scheduled as near the middle of the morning and afternoon as possible.

The organization reserves the right to alter schedules.

Flextime

Policy 
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Salary Exempt Full Time Employees are given the opportunity to schedule their own working hours within the limitations set by the organization to meet its goals and objectives.  The only requirement is that these employees must work eight hours each day and must arrive and leave within specified two-hour periods.  Arrival time can be any time between 6:30 AM and 8:30 AM.  Departure time can be anytime between 3:00 PM and 5:00 PM after eight hours of work.

Note:  This allows for a minimum of 30 minutes for lunch.

The employee is expected to adhere to the general guidelines on a voluntary basis and to continue to meet job commitments and responsibilities.  Another of the responsibilities is consideration of the needs of the work group and avoiding any disruption of others when arriving and departing from the workstation.

The employee must accurately fill out his or her time sheet each day if applicable.  The President/CEO is responsible for fair administration of this flextime policy.

The President/CEO reserves the right to deny flextime at his/her sole discretion.

Performance Review
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All employees of Great Lakes Bay Regional Convention & Visitors Bureau Inc. will participate in a performance review with the President/CEO based on the following schedule:

As often as is warranted by the job situation and the employee’s performance.

The performance review will be completed in writing in coordination with an interview between the employee and the President/CEO.  The employee is to share in the review process by adding written comments to a self-evaluation form.

The employee is also encouraged to:

· Inquire about his or her performance from time to time;

· Accept additional responsibilities and show initiative;

· Review opportunities for advancement within the department or job classification;

· Ask for assistance in developing a goal-oriented path for advancement within the department or organization;

· Learn about training available to assist the employee in skills improvement, promotion, or lateral transfer.

Information pertaining to rates of pay is deemed to be confidential matters between the organization and each employee and is not to be discussed among employees.

Salary Administration
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The Board of Directors and President/CEO will meet during the fiscal year to budget the organization’s compensation package.  They will establish a compensation pool for:

1. Pay increases, if any;

2. Monies to be allocated to the reduction, continuation or expansion, if any, of the organization benefits program; and 

3. Monies to be budgeted for the addition of new employees.

The President/CEO will meet with the Budget Committee to establish the percentage of monies to be allocated for annual pay increases, if any.  Pay increases are not granted on an automatic basis.  A performance appraisal is one of several criteria, which will be used to support the President/CEO’s recommendation for salary adjustment and adjustment amount.  Other criteria include, but are not limited to, the actual amount of money allocated to the department, pay survey data, and impact of an individual on organization profit and loss.  Recommendations will be submitted to the Board of Directors for final approval.  Salary adjustments, if any, will become effective the first pay period of the next fiscal year, unless otherwise directed by the Board of Directors.

Payroll Deductions

Policy
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The following mandatory deductions will be made from every employee’s gross wages:  federal income tax, Social Security FICA tax, and applicable city and state taxes.

Every employee must fill out and sign a federal withholding allowance certificate, IRS form W-4, on or before his or her first day on the job.  This form must be completed in accordance with federal regulations.  The employee may fill out a new W-4 at anytime when his or her circumstances change.  Employees who paid no federal income tax for the preceding year and who expect to pay no income tax for the current year may fill out an Exemption Form Withholding Certificate, IRS Form W-4E.  Employees are expected to comply with the instructions on Form W-4; Questions regarding the propriety of claimed deductions may be referred to the IRS in certain circumstances.  Other voluntary contributions, such as credit union, health care participation costs and pension plan contributions, are also deducted each pay period.

Every employee will receive an annual Wage and Tax Statement, IRS Form W-2, for the preceding year on or before January 31.  Any employee, who believes that his or her deductions are incorrect for any pay period, or on Form W-2, should check with the President/CEO and the accountant immediately.  The President/CEO will give you time to do this during the workday.

Employee Benefits
Section IV – Employee Benefits

#4010 – Insurance

#4020 – Vacation

#4030 – Holidays

#4040 – Sick or Personal Leave

#4050 – Leave of Absence and Military Leave

#4060 – Medical Leave of Absence

#4070 – Family Leave

#4080 – Parental Leave

#4090 – Pregnant Employees

#4100 – Bereavement Leave

#4110 – Jury Duty

#4120 – Voting

#4130 – Retirement Plan

Insurance

Policy
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. recognizes the needs of employees for financial protection in the event of illness or injuries that result in medical expense and loss of income.  Providing adequate, cost-effective medical, dental, and vision, disability, and life insurance protection is a concern of the organization.  At the present time, the organization has selected the Blue Cross Plan to meet the employees’ needs, but reserves the right to change plans or coverage or to terminate coverage (see below).  Coverage is offered with the employee contributing a percentage determined annually.  Coverage for you is available, the employee, subject to the terms of the insurance plan.

The plan offered is somewhat complex.  For this reason, the Summary Plan Descriptions (SPD) or brochures, which describe this plan, should be referred to for specific information.  The President/CEO is available to answer specific insurance questions.  During new employee orientation, the cost, coverage, eligibility requirements and conversion privileges of this plan will be explained in detail.  You will be provided a copy of the Summary Plan Description for the plan that you are eligible to receive.  Spouse and dependent coverage is available with the employee paying the cost.  The terms and conditions of the insurance policy, itself, will control over any inconsistent descriptions contained in this manual.

Great Lakes Bay Regional Convention & Visitors Bureau Inc. reserves the right to change insurance companies or to reduce, modify or terminate eligibility requirements, benefits, or coverage at any time.

Option to insurance Coverage

An employee who is eligible for enrollment in the insurance program may choose to receive pay in lieu of such insurance coverage; provided, however, the employee provides proof of another source of insurance and signs a statement attesting to said insurance coverage, and is not covered as a dependent on a Great Lakes Bay Regional Convention & Visitors Bureau Inc. health plan.

Vacation

Policy 
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Vacation benefits are based on Full-Time employee’s next anniversary date, which occurs in the current calendar year.  The schedule is as follows:

1 – 3 years of continuous service...............................2 weeks

4 – 7 years of continuous service...............................3 weeks

8+ years of continuous service...................................4 weeks

New employees become eligible to take vacation after they have worked six consecutive months.  Part-time employees are not entitled to paid vacation.  Employees who are not entitled to paid vacation may request permission from the President/CEO to take up to one week of unpaid vacation time.

Employees may take total “available” vacation at any time throughout the year, subject to approval.  All vacations must be scheduled in advance with the President/CEO.  

With the approval of the President/CEO employees may carry over accrued vacation, but all vacation hours carried over from one calendar year must be used by the end of the following year, or they will be forfeited.

When an employee’s continuous length of service reaches a point entitling him or her to the next higher rate of vacation accrual, earning at the new rate will begin on January 1st of the year the increase in vacation will take place.

Upon termination, the employee’s accrued, but not taken vacation hours, will be added to the final paycheck using the employee’s then-current straight-time hourly rate for conversion.

Holidays

Policy
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. provides 12 1/2 paid holidays each year.  The company is officially closed on these days:


New Year’s Day


Martin Luther King Jr.’s Birthday


President’s Day


Good Friday (1/2 day)


Memorial Day


Independence Day


Labor Day

Veteran’s Day


Thanksgiving Day


Day after Thanksgiving


Christmas Eve


Christmas Day


New Year’s Eve

If these holidays fall on Saturday, the preceding Friday will be a holiday.  If they fall on Sunday, the following Monday will be a holiday.

If Christmas Eve or New Year’s Eve should fall on a Saturday or Sunday, the preceding Friday will be a holiday.

Temporary employees are not eligible for holiday pay.  Regular part-time employees are eligible to one-half pay for holidays.

If a designated holiday falls within an employee’s vacation period, the holiday is not considered a vacation day. 

Sick or Personal Leave

Policy
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A regular full-time employee will receive 40 hours of sick leave on an annual basis from January 1 through December 31.  It is in the best interests of an employee who is ill or injured that employees not remain at work.  It is the President/CEO’s responsibility to send the employee home if the employee is incapacitated.

Employees are encouraged to make routine doctor or dentist appointments before arriving for work or after leaving work for the day, if possible.  If time off is required for such appointments, arrangements should be made in advance with the President/CEO.  

An employee is expected to notify the President/CEO at the beginning of each workday during illness or injury.  Exceptions to this include a serious accidental injury, hospitalization, and when it is known in advance that the employee will be absent for a certain period of time.

A Medical Release Statement is to be submitted to the President/CEO for a review before the employee returns to work in the following situations:

1. In all cases of work-related injury when the employee has been unable to work after the time of injury; or

2. When returning from medical or maternity leaves of absence.

In the case of a work-related accident or injury, the organization will compensate an employee for any lost work hours beginning on the date of the accident or injury and for the days scheduled to work during the first seven calendar days following the date of the injury not chargeable to any other benefit.

Unused sick leave will be forfeited upon termination.  No employee will be allowed to overdraw sick leave beyond 40 hours.

Sick leave is not earned while an employee is on a leave of absence.

This policy shall comply with and be construed in accordance with applicable state and federal laws and regulations.

Leave of Absence and Military Leave
Policy
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Leave of absence is time off in a non-pay status.  An employee must submit a request for leave of absence in writing to the President/CEO.  The employee is expected to request leave of absence with as much advance notice as possible.  Leaves of absence will not be granted for periods less than two weeks in duration.  Vacation or sick leave must be used for such absences.  All leaves of absence shall be granted at the sole discretion of the President/CEO.

The reason for leave should fall into one of the following categories:

1. Medical (including pregnancy-related)

2. Military

3. Personal

The employee has the responsibility to keep the President/CEO advised of the leave situation and to notify the President/CEO at least two weeks before the expiration of the approved leave to discuss return to work.

If the employee desires voluntary termination, this should be reported as soon as possible.  The company will make a reasonable effort, consistent with good business practices and organizational needs, to reinstate an employee to the same position he or she previously occupied, or to a similar position, following a leave of absence.

However, in the case of leaves of 6 months, the company cannot guarantee that the same or a similar position will be available at the time an employee desires to return to work, or thereafter.  If this situation occurs, the company reserves the right to offer the employee a lower-level position, if one is available at the appropriate salary for such a position.

An exception to this rule occurs when an employee is guaranteed re-employment rights under federal or state laws.  This policy shall comply with and be construed in accordance with applicable state and federal laws and regulations.

How to Determine Benefits

1. Holidays – To be paid for a holiday, an employee must be in active pay status the day before and the day after the holiday.  Employees are not eligible to receive pay for any holiday during the leave period.

2. Vacation – No vacation hours are earned during the leave period.  Employees requesting a leave of absence for medical or military reasons may choose to use all earned vacation before beginning leave of absence.  Employees requesting personal leave of absence must use all earned vacation before beginning leave of absence.

3. Sick or Personal – No sick or personal hours are earned during the leave period.
Notwithstanding the above, an employee on leave of absence who fails to return to work will be terminated effective his or her last day of work or paid leave (vacation, sick, or personal), whichever is later.
It is Great Lakes Bay Regional Convention & Visitors Bureau Inc. policy to support the United States, and in that regard, those of its employees who are members of the armed forces or military reserves.  The organization will grant such unpaid leave as may be required in order to enable its employees to comply with required reservist activities.

Such leaves will be granted in accordance with applicable laws and regulations of the United States, and such laws and regulations will control such matters as re-employment or continuation of benefits.

Medical Leave of Absence

Policy
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Upon written application by an employee who has at least 90 days of continuous service with the organization, Great Lakes Bay Regional Convention & Visitors Bureau Inc. will grant to the employee for an appropriate period of time a leave of absence without pay for illness or pregnancy subject to the requirements set forth below.  The organization reserves the right to request a certificate or statement from the employee’s physician establishing the employee’s physical need for the leave of absence.  An employee returning to work from a leave of absence in the case of illness or pregnancy will present a certificate or statement from the employee’s physician indicating that the employee is able to return to work.

An employee need not apply for an illness or pregnancy leave of absence if the absence will not exceed five working days.  However, the employee must notify the President/CEO no later than the day of such absence.

The following requirements will be applicable to employees on all types of leaves of absence:

1. An employee on any leave of absence shall not return to work prior to the expiration of his or her leave without prior written consent of the organization.

2. An employee who does not return to work at the end of his or her leave of absence will be considered to have voluntarily resigned from employment with Great Lakes Bay Regional Convention & Visitors Bureau Inc. 

3. If an employee returns to work within eight weeks after the leave of absence begins, the organization will return the employee to the employee’s previous job, if the job exists and if the employee remains qualified and able to perform the work in such job.

4. If an employee returns to work more than eight weeks after the leave of absence begins, the organization shall not be required to return the employee to any job within the organization.

5. An employee who accepts other employment while on any leave will be deemed to have voluntarily resigned his or her employment with the organization.

6. Group insurance participation for employees on leave of absence will continue during the leave but will terminate the first billing date subsequent to thirty days after the leave of absence began.

7. The time that an employee is on leave of absence will be counted as time worked for determining whether or not the employee is entitled to other organizational benefits, subject, of course, to the specific provisions of any health insurance policy, retirement plan or other benefit package.  Similarly, an employee’s length of service will continue to increase while the employee is on leave of absence.

Family Leave

Policy
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The organization provides an unpaid family leave for up to twelve weeks within a two-year period subject to the following terms and conditions.  For purposes of this policy, a “year” is determined by looking back twelve months from the date the leave is requested to determine how much leave has been taken in that period.

Employees taking a family medical leave of absence shall make a reasonable effort to schedule medical treatment or supervision so as to minimize any disruption to organization operations.  If a serious health condition is anticipated, employee shall provide at least 30 days written notice, prior to taking leave, explaining the reason for the leave.  If a serious health conditions is not anticipated, the employee should make an oral request for leave at least 3 days prior to the leave.

For the purposes of this policy “serious health condition” means:

· An illness of a child of the employee requiring home care; or

· An injury, disease or condition that according to the medical judgment of the treating physician; poses an eminent danger of death;

· An illness that is terminal in prognosis with a reasonable possibility of death in the near future; or

· An illness of any medical or physical condition requiring constant care

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. may require certification from a health care provider as to the need for the leave.  Employees may choose to use accumulated vacation or sick leave time.  For any serious health condition that is not life threatening or terminal, no family medical leave is allowed during any period of time when another family member is taking family medical leave or is otherwise available to care for the family member.

During the leave, the regular position of the employee shall be considered vacant for the period of the leave, and the employee will not be removed or discharged as a consequence of the leave.  Benefits do not continue to accrue during the leave period.  However, the organization will continue health care coverage for the employee during the leave.

At the conclusion of the leave period, the employee shall be restored to his or her former position or an equivalent job without loss of seniority or service credits accruing under any benefit plan as of the date the leave commenced.  If the organization is unable to restore the employee to his or her former job or an equivalent due to the organization’s circumstances, the employee shall be reinstated to any position that is available and suitable.  The organization is not required to discharge any other employee in order to reinstate the employee.

Family leave provisions are not applicable to employees who have not worked at least one year and who have not worked at lease 1,250 hours, or 25 hours a week, in the previous twelve months.

Parental Leave

Policy
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The Great Lakes Bay Regional Convention & Visitors Bureau Inc. shall provide unpaid parental leave for its employees.  Employees seeking parental leave shall provide a request in writing at least 30 days in advance of the anticipated date of delivery or adoption if the necessity for the leave is foreseeable.  The notice shall be binding upon the parents unless:

· The birth is premature;

· The mother is incapacitated due to the birth such that she is unable to care for the child;

· The employee takes physical custody of a newly adopted child at an unanticipated time and is unable to give 30 days advance written notice; or

· In cases of premature birth, incapacity or unanticipated taking of physical custody of an adopted child, employee shall give the company written notice of the revised dates of parental leave within 7 days following the birth or taking of custody.

The Great Lakes Bay Regional Convention & Visitors Bureau Inc. may require certification from a health care provider as to the need for the leave.  Employees may choose to use accumulated vacation or sick leave time.  Any parental leave shall not exceed twelve weeks in length and shall consist of all or that part of the time between the birth of the premature infant, until the infant has reached the developmental stage equivalent to twelve weeks as determined by an attending physician or all or part of the twelve week period following the date an adoptive parent takes physical custody of a newly adopted child under six years of age.

The organization will not grant parental leave if the effect would be to enable the employee and the other parent of the child, if also employed, parental leave totaling more than the time set forth above or to grant any parental leave for any period of time in which the child’s other parent is also taking parental leave from employment.

Employees seeking parental leave may also utilize any accrued vacation, sick leave or compensatory leave subject to the other terms and conditions of this policy manual.

Pregnant Employees

Policy
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In addition to the family leave policy, pregnant employees may request, if reasonably necessary, a temporary transfer to a less strenuous or hazardous position for the duration of the pregnancy.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc. may require a medical opinion regarding the need for transfer.

Pregnant employees may also take a leave of absence on account of pregnancy for a reasonable period of time if the leave is reasonably necessary, the employee requests the leave in writing, and the organization can reasonably accommodate the request.  Pregnant employees may also use any accrued vacation time or other compensatory time off.

Upon return, any pregnant employee shall be entitled to any seniority, vacation credits, or other benefits, which have accrued as of the date of the leave and were not used in conjunction with the leave.  No employee benefits accrue during the leave.  Upon return, the company will endeavor to return the employee to her former job or its equivalent.

If the organization’s circumstances have so changed that the employee cannot be reinstated to the former or an equivalent job, the employee shall be reinstated to any position, which is available and suitable.  However, the company is not required to discharge any employee in order to reinstate the employee to any other job other than her former job.  If any issue arises as to the employee’s physical capacity to return to work, the company may request a medical opinion.

Bereavement Leave

Policy 
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The organization will pay for time off in the event of death of the following immediate and close family members:

· Immediate Family – (spouse, child, parent, parent-in-law), the employee shall be excused without loss of pay on the days scheduled to work for a period not to exceed five consecutive days.

· Close Family – (grandparent, grandchild, brother, sister, spouse’s brother or sister, daughter-in-law or son-in-law), the employee shall be excused without loss of pay for three consecutive days for the purpose of attending the funeral.

The President/CEO may authorize an additional extension of the leave up to a total of 3-5 days if circumstances, such as extensive travel, require the employee to be absent.  Extensive travel is defined as any distance over 300 miles one-way.

Jury Duty

Policy 
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. will grant employees time off for mandatory jury duty or court appearances as a witness when the employee must serve or is required to appear as a result of a court order or subpoena.  A copy of the court order or subpoena must be supplied to the President/CEO when requesting time off.

The employee is entitled to compensation to be paid which shall not exceed the difference between the employee’s regular straight-time daily rate and the daily jury fee paid by the Court.  In order to receive payment, an employee must give the employer prior notice that her or she has been summoned for jury duty and must furnish satisfactory evidence that jury duty was performed on the days for which he or she claims payment.  Compensation as set forth shall be paid to an employee who is subpoenaed as a witness in a case in which the employee is not a party.

Voting

Policy
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. encourages all employees to vote.  Employees are encouraged to use flextime hours for this purpose or to take advantage of polling hours prior to the beginning or following the end of your workday.

If this cannot be arranged, the President/CEO may approve time off to vote either at the beginning or end of your workday, provided that you give at least one day’s notice.

Retirement Plan

Policy 
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. provides all full-time employees a retirement plan in which the company contributes 3% of an employee’s gross wages to the approved retirement plan of their choice.  Contributions begin upon 30 days of qualifying service.

Employee Expenses

Section V – Employee Expenses

#5010 – Employee-Incurred Expenses and Reimbursement


#5020 – Mileage Reimbursement


#5030 – Travel Reimbursement


Travel/Mileage Reimbursement Request Form


#5040 – Use of Rental Car on Company Business


#5050 – Conferences and Meetings


#5060 – Professional Memberships


#5070 – Educational Assistance


Pre-Enrollment College Reimbursement Request


#5080 – Required Management Approval


Employee-Incurred Expenses and Reimbursement
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. will pay all actual and reasonable business-related expenses incurred by employees in the performance of their job responsibilities.  The President/CEO must approve all such expenses incurred by an employee before accounting will make payment.

Expenses reports are to be submitted and supported by evidence of proof of purchase, e.g., receipts.  Expense reports are to be submitted to the President/CEO for reimbursement.

Mileage Reimbursement

Policy
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For the convenience of the employee, when he or she uses his or her personal vehicle for company business, all employees of The Great Lakes Bay Regional Convention & Visitors Bureau Inc. shall be reimbursed for company-related business travel at the prevailing federal rate per mile.  Use of a personal vehicle is never required by the company and is discretionary on the part of the employee.  Travel expenses between your home and your assigned work location are not reimbursable.  If an employee is required to travel from home directly to a third location on company business and then to work, the company will reimburse the employee for the difference between the mileage the employee normally drives to work and the total miles driven for business purposes.

Requests for reimbursement of business-related travel will be submitted to the President/CEO on a standard company expense report.  Reimbursement requests will include the following:

1. Date of travel

2. Travel destination

3. Number of miles traveled on company business

4. The reason for company travel

The expense report must be signed and dated by the employee.  The reports must be submitted to the President/CEO and will be processed according to the policy, Employee-Incurred Expenses and Reimbursement – Section 5010.  The employee, in using his or her vehicle for company purposes, assumes liability for his or her vehicle.  All employees who desire to use their personal vehicles for company business must have a current driver’s license and vehicle liability insurance in at least the minimum amounts required by state law.
Travel Reimbursement

Policy
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This policy establishes the general guidelines and procedures to be followed when business travel is required.

1. Travel-related expenses are to be detailed on the organization travel reimbursement form.

2. Employees, who use their personal vehicles for organization business, including trips to the airport, will be reimbursed at the standard organization mileage rate, provided that the time and distance involved is reasonable under the circumstances.

3. All parking expenses and highway tolls incurred as a result of business travel will be reimbursed.

4. All air travel must be approved in advance by the President/CEO unless unavoidable.  All travel will be by coach class whenever possible.  First class may be used when coach class accommodations are not available or when traveling with a customer who is traveling first class.  The duplicate airline ticket receipt should be attached to the company reimbursement form.

5. Purchase of additional air travel insurance is not a reimbursable expense.

6. Employees should request advance approval for use of a rental car at their destination.    A copy of the rental car agreement form must accompany the travel reimbursement form.

7. Employees should select moderately priced lodging convenient to their destination to minimize time and expense.  A detailed receipt from the hotel or motel must accompany the reimbursement form unless such is unavailable; in which case, a credit card receipt is acceptable.

8. Employees must submit receipts for meals with the reimbursement form.  Reasonable tips, when paid by the employee and noted on the receipt, will be reimbursed.

Travel/Mileage Reimbursement Request Form




Use of Rental Car on Company Business

Policy 
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Employees required to travel because of their job responsibilities may rent a car upon receiving prior approval.  An economy or compact size car will be the employee’s first choice in obtaining a rental car unless the business being conducted requires the use of a larger vehicle.  A copy of the rental car agreement must accompany the employee’s travel expense report.

Conferences and Meetings

Policy
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Our organization encourages employees to increase their job-related skills and knowledge through participation in professional conferences and meetings.  Employees must submit a request to the President/CEO for approval to attend such conferences or meetings.  The request must identify the subject matter of the presentation, how it is job-related, and an estimate of the expenses.

If the request is approved, the organization will reimburse the employee for 100% of his or her conference-related expenses:  travel, registration fees, workbooks, and lodging and meals not included in the registration fees.

The time off for employee’s attendance and travel will be paid at the employee’s normal rate of pay.

Professional Memberships

Policy 
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Employees are encouraged to participate in and continue their professional development while employed by our organization.  The organization will sponsor membership in job-related professional organizations.

Employees are encouraged to invite other interested employees to appropriate organizational functions and to distribute publications and other organizational literature of general interest within the organization.

Approval of an organization-sponsored membership in an appropriate professional organization will be the responsibility of the President/CEO.

Educational Assistance

Policy 
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To encourage the personal development of our employees, The Great Lakes Bay Regional Convention & Visitors Bureau Inc. provides tuition cost and laboratory fees per calendar year to regular full time employees with at least one full year of continuous service who successfully complete approved courses.  

The President/CEO must approve the course in advance.  Payment for the course will be made directly to the learning institution.  Tuition may be approved for any course or training at an accredited college, university, or other institution of higher learning.  Only degree credit courses required for a business related degree are considered eligible for reimbursement.  Non-degree courses that are job related will be considered by the President/CEO for reimbursement on a case-by-case basis.  A minimum grade of “C” must be achieved to receive reimbursement.

Employees are required to submit copies of grade reports or other evidence of satisfactory completion to the President/CEO as proof of successful completion within 30 days after completing the course.   The President/CEO may grant, in a case by case basis, an extension of this 30 day deadline. 

Employees failing to successfully complete courses or training will be responsible to reimburse the organization.  If an employee voluntarily terminates his or her employment within one year following reimbursement for educational assistance, the employee will refund a pro rata share of the total educational assistance expenses paid based on the difference between the number of days that the employee worked after reimbursement and 365 days.  If any amount remains owing to the organization, the employee shall pay this amount to the organization before termination is completed or make other arrangements for payment.

Pre-Enrollment College Reimbursement Request


Required Management Approval
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All employee travel, educational assistance, mileage, and subsistence expenses must have the President/CEO’s approval.  Employees are required to request approval in advance of expenditures whenever possible to ensure no delay in company reimbursement.  All expense reports must be submitted to the President/CEO for payment.  Prior to being honored by the accountant, these reports must have the employee’s signature and date and must be approved by the President/CEO.

Miscellaneous Policies

Section VI – Miscellaneous Policies

#6010 – Announcement of New Positions

#6020 – Confidentiality of Company Information

#6030 – Employee Orientation

Employee Orientation Checklist

#6040 – Conflict of Interest

#6050 – Grievance Procedure

Grievance Form

#6060 – Gratuities to Government Employees or Officials

#6070 – Gratuities to Customer or Supplier Representatives

#6080 – Political Activities

#6090 – Employee Privacy

Authorization to Provide Information

Consent to Release Information

#6100 – Telephone

#6110 – Dress Code

#6120 – Kitchen-Break Room

#6130 – Employee Recognition

#6140 – Customers

#6150 – Recreational Activities-Sponsorships

#6160 – Outside Employment

#6170 – Emergency Closings

#6180 – Parking

#6190 – Mail and Shipping/E-mail

Announcement of New Positions
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. believes that the best candidates to fill our job openings may well be some of our present employees.  In so keeping, prior to any outside recruitment, we will announce all new positions within the company for five working days.

All present employees are encouraged to review the requirements for each position and apply for those positions in which they are interested.  Applications will be given the same consideration as outlined in the company recruitment policy (Section 2020).

Confidentiality of Company Information

Policy
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All employees are asked to sign the following statement at the time of employment:

“In consideration of my employment with Great Lakes Bay Regional Convention & Visitors Bureau Inc., I will be exposed to information and materials which are confidential and proprietary and of vital importance to the economic well-being of The Great Lakes Bay Regional Convention & Visitors Bureau Inc.  I will not at any time disclose or use, either during or subsequent to my employment, any information, knowledge, or data which I receive or develop during my employment which is considered proprietary by The Great Lakes Bay Regional Convention & Visitors Bureau Inc. or which relates to the trade secrets of The Great Lakes Bay Regional Convention & Visitors Bureau Inc.  Such information, knowledge or data includes, but not limited to the following which is by example only:  processes, know-how, designs, drawings, diagrams, formulas, test data, accounting or financial data, pricing or salary data, marketing data, business plans and strategies, negotiations and contracts, research, customer or vendor lists, inventions, and discoveries (‘trade secrets’).

I further agree that upon termination of my employment with Great Lakes Bay Regional Convention & Visitors Bureau Inc., I shall promptly return any and all documents containing the above information, knowledge or data, or relating thereto, to The Great Lakes Bay Regional Convention & Visitors Bureau Inc.  This agreement shall be binding upon my successors, heirs, assigns, and personal representatives and shall be for the benefit of the successors and assigns of The Great Lakes Bay Regional Convention & Visitors Bureau Inc.  In the event that a dispute arises concerning this agreement and a lawsuit is filed, the prevailing party shall be entitled to reasonable attorney’s fees and costs.

I acknowledge that the proprietary information and trade secrets are created at substantial cost and expense to The Great Lakes Bay Regional Convention & Visitors Bureau Inc. and that unauthorized use or disclosure would cause irreparable injury to The Great Lakes Bay Regional Convention & Visitors Bureau Inc.  I hereby consent to the order of an immediate injunction, without bond, from any court of competent jurisdiction, enjoining and restraining me from violating or threatening to violate this provision.

I understand that my continued employment with The Great Lakes Bay Regional Convention & Visitors Bureau Inc. is contingent upon my compliance with this agreement.”

_______________________________________

________________________

Employee’s Signature





Date

Confidentiality of Company Information – E-Mail

Policy (Continued)
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Organization computers and e-mail system are organization property and should be used solely for organizational purposes.

Personal use of organization computers or e-mail system is prohibited.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc. reserves the right to access the e-mail system from time to time without notice.  Employees acknowledge that the e-mail system is not considered private and that by using the system, employees consent to the company’s access to it.

To facilitate access, the use of passwords or other security devices by any employee is restricted to those passwords or security devices known and approved by the organization.

Employee Orientation

Policy 
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All new employees will be provided with an orientation briefing, which will be held within their first week of employment with the company. The employee orientation goals are:

1. To establish good employee-employer communication;

2. To reduce the anxieties of a new environment and new responsibilities;

3. To build teamwork spirit;

4. To inform the employee of the company’s achievements;

5. To provide the employee with information about the company benefit package and to explain the participation eligibility dates for the various plans available;

6. To assist the employee in learning the assigned job and the skills required for efficient job performance;

Employee Orientation Checklist


Orientation

As your new employer, we would like to acquaint you with our policies and benefit programs in order that your employment with us will be as rewarding as possible.  All employees, upon joining the staff at The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will be asked to participate in an orientation.  A representative from the organization will conduct the orientation.  The following checklist will serve as a guide to the orientation.

I. Issuance of Company Property

Item

A. Company Policy Manual

B. Building Keys

C. Other

1. ___________________________

2. ___________________________

Received

______________________________

______________________________

______________________________

______________________________

______________________________

II. Review of Company Information

Topic

A. Classification

B. Overview of Personnel Benefit Program

C. Use of Time Sheet

D. Overtime Policy

E. Payday and Pay Stub Info

F. Use of Kitchen and Lunch Schedule

G. Meal and Rest Period/Smoking Policy

H. Food and Office Area or Work Station

I. Calling Supervisor when Late or Absent

J. Use of Telephone

K. Parking

L. Workers’ Compensation

M. Department Organization Structure

N. Introductions

O. Dress Code

Discussed

______________________________

______________________________

______________________________

______________________________

______________________________

____________________________________________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

Employee Orientation Checklist (Continued)


III. Review of Company Policies

Topic

A. Performance Review

B. Insurance

C. Vacation

D. Paid Holidays

E. Sick Leave

F. Bereavement Leave

G. Jury Duty

H. Retirement Program

I. Grievance Procedure

J. Special Lunches

Discussed

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

IV. Company Philosophy

Topic

A. Relationship to Clients

B. Great Lakes Bay Regional Convention & Visitors Bureau Inc. 

C. Use of Great Lakes Bay Regional Convention & Visitors Bureau Inc. Facility

Discussed

______________________________

______________________________

______________________________

V. Company Philosophy

Topic

A. History

B. Products/Services

Discussed

______________________________

______________________________

My signature below indicates that I have received the items listed and the discussion topics specified above have been reviewed to my satisfaction.

_______________________________________

__________________________

Signature






Date

Conflict of Interest

Policy
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No employee of The Great Lakes Bay Regional Convention & Visitors Bureau Inc. shall maintain an outside business or financial interest, or engage in any outside business or financial activity, whether as an officer, director, shareholder (other than the holder of less than five percent of a publicly-traded company), partner or otherwise, which conflicts with the interests of the company, or which interferes with his or her ability to fully perform job responsibilities.

For example, and not by limitation, if your job responsibilities include purchasing, or you are in a position to influence such purchases, you should have no proprietary or financial interest in any business that furnishes products, materials, or services to the company or in any related transaction.  Nor may you benefit directly or indirectly from a third party who furnishes products, materials, or services to the company.  Violation of this policy will result in immediate dismissal.

Gratuities to Government Employees or Officials
Policy
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In adherence to government regulations, no employee may offer a gratuity to any government employee or official on behalf of, or in pursuance of, The Great Lakes Bay Regional Convention & Visitors Bureau Inc. business.  An offer to provide, or the actual provision of, any form of gratuity to a government employee or official may be grounds for immediate termination or other appropriate action.

Gratuities to Customer or Supplier Representatives

Policy
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Employees of The Great Lakes Bay Regional Convention & Visitors Bureau Inc. may not offer to give, or accept a gift, cash or other item of value – including personal service – from an existing or prospective customer, supplier, or a representative of either in pursuance of business or in conjunction with negotiating business on behalf of this organization.

Expenses for meals as part of a seminar, convention, or business meeting are not within the definition of gratuities for purposes of this policy.  Invitations extended by a customer or supplier to participate in any program or activity, such as a party or football game should be referred to the President/CEO for approval on a case-by-case basis.  

Any violation of this policy will constitute grounds for immediate termination.

Employee Privacy

Policy
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The Great Lakes Bay Regional Convention & Visitors Bureau Inc. recognizes our employees’ rights to privacy.  In achieving this goal, the organization adopts these basic principles:

1. The collection of employee information will be limited to that which is needed by the organization for business and legal purposes.

2. The confidentiality of all personal information in our records will be protected.

3. All in-house employees involved in record keeping will be required to adhere to these policies and practices.  Violations of this policy will result in disciplinary action.

4. Internal access to employee records will be limited to those employees having an authorized, business-related need-to-know.  Access may also be given to third parties, including government agencies, pursuant to court order or subpoena.

5. The organization will refuse to release personal information to outside sources without the employee’s written approval, unless legally required to do so.

6. Employees are permitted to see the personal information maintained about them in the company records.  They may correct inaccurate factual information or submit written comments in disagreement with any material contained in their organizational records.

Authorization to Provide Information


I, authorize The Great Lakes Bay Regional Convention & Visitors Bureau Inc. to conduct a complete background investigation in order to assess my eligibility for a position requiring a high level of reliability and trustworthiness.  I authorize all persons who may have information relevant to this investigation including, without limitation, prior employers, doctors, landlords, creditors and others to disclose it (including photocopies where requested) to The Great Lakes Bay Regional Convention & Visitors Bureau Inc. or their agents.  I hereby release and hold harmless from liability all persons on account of such disclosure.  I understand that the investigation may include verification of past employment, review of personnel records maintained by any prior employer, education, and opinions of references.

This authorization shall be valid for a period of time not to exceed one year following the date indicated below or until employment is terminated, whichever occurs first.  The release and hold harmless contained herein shall remain in full force and effect with respect to all disclosures provided within this time period.

I authorize that a photocopy of my signature below may be used to obtain information regarding the investigation.

___________________________________________
________________________

Employee’s Signature





Date

________________________________

Social Security Number

Consent to Release Information


I, authorize The Great Lakes Bay Regional Convention & Visitors Bureau Inc. to release information to prospective employers of mine who identify themselves to you as such.  This authorization is unconditional and permits disclosure of the complete content of my personnel file.

I acknowledge that I have had the opportunity to review my personnel file and receive copies of information contained in it.  I hereby release and agree to hold harmless The Great Lakes Bay Regional Convention & Visitors Bureau Inc., its directors, officers, shareholders, employees, successors and assigns from any and all claims, cost, liability or expense, of any kind or nature whatsoever, including, without limitation, reasonable attorney fees, arising out of or resulting from the release of information respecting the undersigned by Great Lakes Bay Regional Convention & Visitors Bureau Inc. 

This authorization shall permit the release and disclosure of information for a period of 90 days following the date indicated below.  The release and hold harmless shall remain in full force and effect with respect to all disclosures made within this time period.

_______________________________________

______________________

Employee’s Signature





Date

_____________________________

Social Security Number

Telephone

Policy
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A large percentage of the organization’s business is transacted by telephone.  The telephone equipment is provided for the purpose of providing service to our customers.  Therefore, it is necessary to limit your personal calls to an absolute minimum number.

Personal calls should only be made in case of absolute necessity or emergency.  If non-emergency personal calls must be made, please arrange to make them during your break or lunch period.

Dress Code

Policy
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Employee dress should be neat in appearance and in a manner consistent with a professional atmosphere.  The impression made on customers, visitors, and other employees and the need to promote The Great Lakes Bay Regional Convention & Visitors Bureau Inc. and employee safety should be kept in mind.

Good individual judgment is the best guideline.

Kitchen – Break Room

Policy









#6120


The Great Lakes Bay Regional Convention & Visitors Bureau Inc. provides a kitchen area for the benefit of its employees.  Employees shall be responsible for the general clean up of the area, including the washing of personal dishes and utensils.

All trash should be disposed of in the trash container. 

Employee Recognition

Policy
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The Great Lakes Bay Regional Convention & Visitors Bureau Inc. believes that the good efforts of its employees are to be encouraged and rewarded.  The company also encourages the involvement of its employees in cultural, social, service, and recreational activities during their non-work hours.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will be happy to recognize individual honors and achievements in these areas as well by reporting such items in the company newsletter, through contact with the media and in any and all public venues deemed important.

Customers

Policy
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It is organizational policy to provide our customers with the best possible service in a courteous and thoughtful manner at all times.  The customer comes first and should be treated in the same manner that you would want to be treated.

Recreational Activities - Sponsorships

Policy
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The Great Lakes Bay Regional Convention & Visitors Bureau Inc. encourages its employees to engage in social, recreational, community service, and cultural activities during non-working hours.  Recognizing that the decision to engage in such activities is a purely personal one and further recognizing the need of employees to enjoy quality time with family and friends, the company has determined not to provide financial assistance or facilities for the promotion of these activities.

Such activities are indeed commendable but are to be undertaken solely on an individual basis by employees.

Outside Employment

Policy
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Employees are expected to be working solely for Great Lakes Bay Regional Convention & Visitors Bureau Inc. Any outside employment should be promptly disclosed to the President/CEO.  In certain circumstances, outside employment will be approved, but the company retains the right to review and evaluate each situation on an individual basis.

Emergency Closings

Policy
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Except for regularly scheduled holidays, The Great Lakes Bay Regional Convention & Visitors Bureau Inc. will be open for business on Monday through Friday during normal business hours.  The organization recognizes that circumstances beyond its control, such as inclement weather, national crises, or other emergency, do occur.  On such occasions, the organization may close for all or part of a regularly scheduled workday.

Parking

Policy
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Employee parking is available on a first-come, first-served basis in designated areas of The Great Lakes Bay Regional Convention & Visitors Bureau Inc. parking lot.  

The organization assumes no responsibility or liability for employee automobiles.  Lock your cars and take your keys.

Mail and Shipping

Policy
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Great Lakes Bay Regional Convention & Visitors Bureau Inc. is dependent upon an efficient and economical system of receiving and sending mail.  Postage and shipping costs represent a significant part of the organization’s operating budget.  No personal use of the company’s mail system shall be permitted including, without limitation, the use of company stationery or envelopes, postage or postage meters for personal purposes or the deposit of pre-stamped personal mail with company mail unless approved by the President/CEO.

From time to time, employees shall be permitted to utilize the company’s shipping carrier to arrange for the shipment of personal goods.  Any costs associated with personal shipments shall be charges back to the employee and shall be promptly reimbursed by the employee to the company.

E-mail


No personal use of the company’s computerized electronic mail system is permitted.  Computer files including e-mail files are company property and subject to inspection or copying by the company.  The Great Lakes Bay Regional Convention & Visitors Bureau Inc.  employees are to honestly disclose who they are when they send e-mail.  Attempting to subvert this policy is a serious offense.  Employers and managers of the company may regularly monitor e-mail. 

Model Release

Policy
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Due to the public nature of The Great Lakes Bay Regional Convention & Visitors Bureau, our work with the media, production of electronic, print, digital, film and any and all other forms of image capture mediums, an employee’s image may be captured and used. The Great Lakes Bay Regional Convention & Visitors Bureau Inc. reserves the right to use an image regardless of employment status.  Use of the image or likeness of an employee in no way entitles them to compensation.

Model Release
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The Great Lakes Bay Regional Convention & Visitors Bureau Policy and Procedure Manuel

was last modified on:

Date

Authorized – Chairman of the Board

President/CEO
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