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DAC SERVICE PLEDGE 

 

THE DAC SERVICE PLEDGE WILL BE 
KNOWN, PRACTICED, OWNED AND 
ENERGIZED BY ALL STAFF. 

 

1. We strive to be the very best. 
2. We react quickly. 
3. We smile; we are on stage. 
4. We are friendly, helpful, and courteous. 
5. We are ambassadors for our Club. 
6. We use proper telephone etiquette. 
7. Our attire is immaculate. 
8. We are positive. 
9. We are knowledgeable. 
10. We are a “yes” Club. 

 

Working together to provide the finest possible 
experience for our members, in every area of their 
Club, during every moment of their day. 

  



E m p l o y e e  M a n u a l                                                           

6 
 

  

ABOUT THIS MANUAL 
As with any job change, there will be a period of adjustment. New employees want to know what can 
be expected from the DAC and what the DAC expects from its employees. Questions about job 
duties, benefits and the general operation of the DAC will arise. This manual will assist employees in 
finding the answers to many questions and help familiarize employees with the DAC’s philosophy, 
guidelines and employee benefits.  

It should be read carefully and kept for future reference. This manual is only intended to provide a 
summary of the policies and benefits of the DAC. It is not intended to create a contract of 
employment, express or implied, guaranteeing employment for any specified period of time. Either 
the employee or the DAC may terminate the employment relationship at any time, for any reason, 
with or without cause or notice. Understand that no supervisor, manager or representative of the 
DAC other than the General Manager, has the authority to enter into any agreement with a person 
for employment for any specified period of time or to make any promises or commitments contrary to 
the foregoing. Further, any employment agreement entered into by the General Manager shall not be 
enforceable unless it is in writing. 

Every effort has been made to make this manual as comprehensive as possible. However, it cannot 
answer every question or anticipate every situation. In order to retain necessary flexibility in the 
administration of DAC policies, the DAC reserves the rights to modify, delete or add to the 
provisions of this manual from time to time at its sole discretion. Employees may receive revisions or 
additions to the Employee Manual from time to time and are responsible for reading them 
thoroughly and inserting them into their copy of the Employee Manual. 

Supervisors are the main source of information. Do not hesitate to ask questions of a supervisor. The 
DAC welcomes interest and believes in the importance of a prompt response. 

 

OPEN DOOR POLICY 
It is the DAC’s wish to treat every employee, regardless of position, with respect and in a fair manner. 
The DAC has an “Open Door Discussion Policy”. All employees, when encountering a problem are 
encouraged to take the following steps: 

 Talk with a supervisor. During the discussion, employees should talk openly. The supervisor 
will listen because it is their desire to understand and help in solving problems that may arise. 
Generally, the problem will be solved together. 
 

 If it is uncomfortable speaking with a supervisor, a meeting with Human Resources can be 
arranged. Depending on the circumstances, Human Resources will either meet with an 
employee and a supervisor together, or individually. Human Resources will also confer with 
others involved and carefully review the facts and circumstances in order to resolve the problem. 
If the problem persists, employees should make arrangements to see the General Manager. 
Management wants to give full consideration to all employee suggestions and problems. All 
matters discussed with a supervisor or management will be kept confidential to the extent 
possible. And, in the same manner, personal problems or grievances and DAC policies are not 
to be discussed with DAC members or fellow employees under any circumstances. 
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WHAT WE EXPECT FROM EMPLOYEES 
The first responsibility of all employees is to know their job duties and how to perform them 
promptly, correctly and pleasantly. Secondly, all employees are expected to cooperate with 
management and fellow employees, be accountable for their actions and maintain a good team 
attitude. The third responsibility is the most important one: Member Service. How employees interact 
with DAC members, guests and fellow employees, and how positive acceptance of direction can affect 
the success of every department is imperative for employees to understand. In turn, the performance 
of one department can impact the entire service offered by the DAC. Consequently, whatever the 
position, every employee has an important assignment: perform every task to the very best of their 
ability, provide exceptional member service and always go the extra mile. The result is better overall 
performance for the DAC, and personal satisfaction for the employee. 

Employees are encouraged to look for opportunities for personal development. This manual offers 
insight on performing to the best of your ability to meet and exceed the DAC’s expectations. 

 

COMMUNICATIONS 
The success of the DAC is dependent upon good communication. Open lines of communication are 
important between an employee and their supervisor, members and employees, as well as between 
fellow employees. 

BULLETIN BOARDS/LOG BOOKS/BOXES 
Bulletin boards and log books have been placed in various departments and contain important 
information that is related to the job. It is the employee’s responsibility to check the bulletin board or 
log book in their department prior to beginning each shift. Each memo must be initialed after 
reading. Some departments provide boxes for employees, where messages or notes may be left. All 
employees with a box should check it before beginning each shift. 

HANDOUTS/NEWSLETTER/WEBSITE 
Part of member service is being able to answer questions about the DAC and its programming. It is 
the employee’s responsibility to keep informed about DAC events, policies and activities. The easiest 
way to do this is to check the handout board by the membership office. These handouts are updated 
on a monthly basis, and give important information about what goes on at the DAC. Also, reading 
the monthly newsletter and visiting our website (www.downtownac.com) for updated programming 
and event information is a great way to stay informed. 

  

EMPLOYMENT 
EQUAL EMPLOYMENT OPPORTUNITY 
In order to provide equal employment and advancement opportunities to all individuals, employment 
decisions at the DAC will be based on merit, qualifications and abilities. The DAC does not 
discriminate in employment opportunities or practices on the basis of race, color, religion, sex, 
national origin, marital status, age, disability or any other basis protected by federal or state laws. 

The DAC will make reasonable accommodations for qualified individuals with known disabilities, 
unless doing so would result in an undue hardship. This policy governs all aspects of employment, 
including selection, job assignment, compensation, discipline, termination and access to benefits and 
training. 



E m p l o y e e  M a n u a l                                                           

8 
 

  

Any employee with questions or concerns about any type of discrimination in the workplace must 
bring these issues to the attention of their immediate supervisor, or Human Resources. Employees 
can raise concerns and make reports without fear of reprisal. 

Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary 
action, up to and including termination of employment. 

 

IMMIGRATION LAW COMPLIANCE 
The DAC is committed to employing only United States citizens and aliens who are authorized to 
work in the United States and does not unlawfully discriminate on the basis of citizenship or national 
origin. 

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

Employment is conditional upon providing proof of eligibility for employment in the United States. 
Employees who present falsified documents will be immediately terminated. 

Employees with questions or seeking more information on immigration law issues are encouraged to 
contact Human Resources. Employees may raise questions or complaints about immigration law 
compliance without fear of reprisal. 

 

EMPLOYMENT APPLICATIONS 
The DAC relies upon the accuracy of information contained in the employment application, as well 
as the accuracy of other data presented throughout the hiring process and employment. Any 
misrepresentations, falsifications, or material omissions of this information or data may result in the 
exclusion of the individual from further consideration for employment, or if currently employed, 
disciplinary action up to and including immediate termination of employment. 

In processing employment applications, the DAC may check various types of records, such as court 
records, motor vehicle records and/or financial records. If the DAC takes an adverse employment 
action, based in whole or in part on the results of these records, a copy of the report may be provided 
to the employee upon request. 

 

EMPLOYMENT REFERENCE CHECKS 
To confirm that individuals who join the DAC as employees are well qualified, it is the policy of the 
DAC to check the employment references of all applicants. 

 

HIRING POLICY 
The DAC’s hiring policy is as follows: 
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 To select people on the basis of skill, training, ability, attitude, and character without 
discrimination with regard to age, sex, color, race, creed, national origin, religious persuasion, 
sexual preference, or disability that does not prohibit performance of essential job functions, 
with or without accommodation, or other criteria protected by law. 
 

 To provide reasonable accommodation to qualified employees with a known physical or mental 
disability, so long as the accommodation does not create an undue hardship, in accordance 
with the Americans with Disability Act. 
 

 To check references and employment history of all potential employees. Run background 
checks and require drug testing for certain positions and departments as needed (this may 
include both current and potential employees). 
 

 To require that all new employees provide documented proof of eligibility to work in the   
United States, such as a social security card, as well as a valid form of photo identification, 
such as a state driver’s license or a passport. 
 

 To not hire anyone under the age of 16. Those ages 16 and 17 may only work in specific 
areas of the Club, as approved by the Bureau of Labor and Industries. 

 

AT WILL RELATIONSHIP 
Employment with the DAC is at will and can be terminated by either party at any time. While the 
DAC hopes the relationship will be long-term and mutually beneficial, it should be recognized that 
neither the employee, nor the DAC, have entered into any contract of employment, expressed or 
implied. The relationship is, and will always be, one of voluntary employment “at will”. 

 

INTRODUCTORY PERIOD 
Once an employee is hired, they enter a 90-day “Introductory Period”. The introductory period is 
intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory 
level of performance and to determine whether the new position meets their expectations. The DAC 
uses this period to evaluate employee capabilities, work habits and overall performance. 

All new and rehired employees work on an introductory basis for the first 90 calendar days after their 
date of hire. Any significant absence will automatically extend any introductory period by the length 
of the absence. If the DAC determines that the designated introductory period does not allow 
sufficient time to thoroughly evaluate the employee’s performance, the introductory period may be 
extended for a specified period.  Employees who have completed the introductory period will still be 
considered “at will” employees. 

 

EMPLOYMENT CATEGORIES 
It is the intent of the DAC to define employment classifications so that employees understand their 
employment status and benefit eligibility. An employee’s exempt or nonexempt classification may be 
changed only upon written notification by DAC management. 
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Each employee is designated as either nonexempt or exempt from federal and state wage and hour 
laws: 

 Nonexempt employees are employees who are required to be paid overtime at the rate of time 
and one-half their regular rate of pay for all hours worked beyond 40 hours in a workweek, in 
accordance with federal and state wage and hour laws. 
 

 Exempt employees are employees who are not required to be paid overtime, in accordance with 
applicable federal and state wage and hour laws, for work performed beyond 40 hours in a 
workweek. Executives, professional employees, outside sales representatives and certain 
employees in administrative positions are typically exempt. 

In addition to nonexempt or exempt, each employee will also be included in one of the following 
categories: 

 Full-Time regular employees are employees hired to work 40 or more hours per week on a 
regular basis. Such employees may be exempt or nonexempt as defined above. Some full-time 
regular employees may be eligible for the DAC benefit package and subject to the terms, 
conditions and limitations of each benefit program. The Human Resource Director should be 
consulted for eligibility requirements. 
 

 Part-Time regular employees are employees hired to work fewer than 40 hours per week. Such 
employees may be exempt or nonexempt as defined above. Part-time regular employees will 
receive all legally mandated benefits. 
 

 Temporary employees are those who are hired for a specific project or for a specific period of 
time, including seasonal workers. Employees hired from temporary employment agencies are 
employees of the respective agency and not of the DAC. Temporary employees are not eligible 
for DAC benefits unless otherwise required by law and retain temporary status until notified of 
a change. 

 

JOB DESCRIPTIONS 
The DAC maintains job descriptions on each position within the DAC. To develop and maintain a 
clear structure of job responsibility, a job description will be provided to each employee outlining 
duties and responsibilities. 

Job descriptions are concise written documents summarizing: 

 Position information 

 Position requirements 

 Position overview 

 Duties of the position 

 Any required physical requirements 

Job descriptions are reviewed from time to time by supervisors and the Human Resources 
Department and may be rewritten, if necessary. 
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TRAINING 
The DAC has a thorough and comprehensive training program for all employees. Each department 
within the DAC has training guidelines and standards which will be fully covered. Employees are 
paid minimum wage or a designated training rate of pay while training for a position. 

It is mandatory that every new employee, within the first 30 days of employment, attend a New Team 
Orientation, where the DAC Service Pledge, DAC Brand and the importance of consistent high 
quality service are discussed, DAC policies are reviewed and a comprehensive tour of the Club is 
given. At that time, questions will be answered about employment with the DAC. 

 

MEETINGS 
Monthly meetings should be treated with the same consideration as a regular shift, in that the 
employee must be on time and attendance is mandatory. Employees are paid a standard meeting rate 
for attending meetings. The time spent in meetings will be counted in determining whether overtime 
applies. If unable to attend a meeting, the department supervisor must be informed in advance, in 
writing. It is up to the supervisor’s discretion to classify an absence as excused or unexcused. 

 

MEAL AND BREAK PERIODS 
All employees are provided with meal and break periods in conjunction with applicable law. 
Employees must clock out for meal periods, unless specifically asked by the department supervisor to 
stay in the building during the meal period. Supervisors will schedule meal and break periods to 
accommodate operating requirements. If an employee chooses or is required to remain in the 
building during a meal or break period, all meal and breaks should be eaten in the employee lounge 
or in a designated area determined by the department supervisor. 

 

LACTATION ACCOMMODATION 
Upon reasonable notice, the DAC will provide a location and a 30 minute break for every four-hour 
work period during the workday for lactating employees to express milk for children 18 months or 
younger. Employees who are required to take break periods will be paid for that portion of the 
lactation break that the employee would normally take. The remainder of the break will be unpaid 
time. At the DAC’s discretion, the employee may make up the unpaid portion of the break period. If 
the unpaid portion of the break period is not made up, the DAC is not required to compensate the 
employee for that time. Lactation breaks occurring during meal periods are always unpaid. 

 

PERFORMANCE EVALUATIONS, MERIT 
Supervisors are responsible for following and evaluating employee’s performance. Supervisors 
schedule performance evaluations or meetings with employees to allow an opportunity to air 
thoughts, feelings or problems. 

Performance evaluations are scheduled approximately every 12 months, coinciding generally with the 
anniversary of the employees’ original date of hire. Periodically, a supervisor may address a situation 
through the use of verbal or written merit or warnings. All merit or warnings are documented for 
employee personnel files. 
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ADVANCEMENT 
Employees have an equal opportunity to advance to other positions as the DAC encourages 
employees to set both personal and professional goals. However, it is understood that an employee 
hired for a specific position has no guarantee for future advancement. Advancement or promotion 
decisions are based, in substantial part, on qualifications and ability to perform the job as 
demonstrated by past and present performance. This will then be compared to that of other 
applicants for the same position, and are made at the sole discretion of the DAC. 

 

ACCESS TO PERSONNEL FILES 
The DAC maintains a personnel file of each employee. The personnel file includes the employee job 
application, resume, records of training, tax and insurance forms, documentation of performance 
appraisals and salary increases and other employment records. Employees and their immediate 
supervisor should complete the Personnel Action Form and other required forms on the first day of 
employment. Personnel files are the property of the DAC and access to the information they contain 
is restricted to the extent allowed by law. Only supervisors and management personnel of the DAC 
are allowed to review the information contained in the Personnel files. Employees who wish to review 
their own file should contact Human Resources. With reasonable advance notice, employees may 
review their own personnel files in Human Resources’s office and in the presence of an individual 
appointed by the DAC to maintain the files. 

 

PERSONNEL DATA CHANGES 
It is the responsibility of each employee to promptly notify Human Resources of any changes in 
personal data. Changes may be made directly into Paylocity, such as: 

 Personal mailing addresses 

 Telephone numbers 

 Marital status 

 Names and number of dependents 

 Individuals to be contacted in the event of an emergency 

 Education accomplishments 

 Other information important to employment 
 

BENEFITS PROGRAM 
The DAC is committed to sponsoring a comprehensive benefits program for all eligible employees. 
In addition to receiving an equitable salary and having an equal opportunity for professional 
development and advancement, employees may be eligible to enjoy other benefits. 

The DAC will periodically review the benefits program and will make modifications as necessary. The 
DAC reserves the right to modify, add or delete the benefits it offers. 

Full-time regular employees become eligible to participate in the DAC’s medical, dental and vision 
program on the 91st day of employment.  
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TIME-OFF BENEFITS 

Full Time Employees: 
Full-time regular employees begin accruing paid time off (PTO) on the first day of employment; 
however, PTO is available to use beginning on the 91st day of employment. 

PTO may be used for the employee’s vacation and/or sick time, as well as for the care of a family 
member as allowed by law. Upon termination or resignation of employment, employees will forfeit 
any unused PTO. 

Hours are accrued and calculated as follows: 

Salaried Employees are assumed to work 86.67 hours per pay period for the basis of the below 
calculations. 

Year 1 of employment – 1 hour of PTO is accrued for every 30 hours worked, which equates to 
slightly more than 8.5 days (69 hours) of leave per year. However, you are limited to using 40 hours 
per calendar year. At the end of each calendar year, any remaining unused PTO balance, up to 40 
hours, will roll over into the following calendar year and be available for use immediately. 

Years 2-5 of employment – 1.54 hours of PTO will accrue for every 40 hours worked, which equates 
to 10 days (80 hours) of leave per calendar year. You will be able to use up to 80 hours of PTO per 
calendar year in years 2 through 5. At the end of each calendar year, any remaining unused PTO 
balance, up to 40 hours, will roll over into the following calendar year and be available for use 
immediately. 

Years 6+ of employment – 2.31 hours of PTO will accrue for every 40 hours worked, which equates 
to 15 days (120 hours) of leave per calendar year. You will be able to use up to 120 hours of PTO per 
calendar year in year 6 and forward. At the end of each calendar year, any remaining unused PTO 
balance, up to 40 hours, will roll over into the following calendar year and be available for use 
immediately. 

Consistent with Oregon’s mandatory sick leave law, the first 40 hours of PTO taken in any calendar 
year will be considered protected leave under the provisions of that law, regardless of the actual 
purpose of such leave. 

Part Time Employees: 
1 hour of Sick Time is accrued for every 30 hours worked. You are limited to using 40 hours per 
calendar year. At the end of each calendar year, any remaining unused Sick Time balance, up to 40 
hours, will roll over into the following calendar. 

 

ILLNESS POLICY 
If an employee is unable to work due to illness, they must adhere to the following procedure:  

 Notify the department supervisor immediately. The more notice provided, the better. 
 

 In the case of sickness which may keep an employee off the job for more than three consecutive 
days, or of an injury that could restrict an employee’s job duties, a written doctor’s release must 
be provided to the HR office upon return to work. 
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HOLIDAYS 
The DAC may close or have reduced hours on Christmas Eve, New Year’s Eve, New Year’s Day, 
Memorial Day, Independence Day and Labor Day, as well as other particular days during the year. 
The decision to remain open on holidays is at the sole discretion of management. The DAC will be 
closed on Thanksgiving Day and Christmas Day. 

In addition, all qualified military veterans who are scheduled to work on Veteran’s Day are entitled to 
take Veterans Day as an unpaid holiday, so long as the veteran employee requests the time off at least 
21 days prior to the holiday and the request will not cause the DAC to experience significant 
economic or operational disruption or cause an undue hardship. The DAC will notify the veteran 
employee within 14 days of Veterans Day whether the request will be granted.  In the event the DAC 
denies the veteran employee’s requested time off for Veterans Day, the Company will allow the 
employee to take an unpaid day off within the next year. The Company and the veteran employee will 
agree on the actual date of that time off. 
 
As a private employer, the DAC does not pay overtime for hours worked on holidays, except where 
required by law when an employee works more than 40 hours in a work week. As a rule, the DAC 
does not provide paid days off to nonexempt hourly employees when the DAC is closed. Employees 
wishing to have a holiday off must request it in advance from their supervisor. See the section titled 
“Schedule Responsibilities”. 

 

BEREAVEMENT 
Up to three (3) working days of leave with pay shall be granted to full time regular exempt employees 
upon request, to make arrangements and attend funeral services of the employee’s eligible relatives. 
The paid leave will only be made to employees for actual time spent away from work for the funeral or 
its arrangements. If a holiday or part of the employee’s vacation occurs on any of the days of absence, 
the employee will not be paid for holidays not worked, or vacation pay in addition to paid funeral 
leave. All other employees are entitled to three (3) days of unpaid leave. 

With supervisor approval, full-time regular employees may take up to one full day without pay to 
attend funerals of other relatives and friends. If the employee prefers, a day of accrued eligible PTO 
may be used for this purpose. 

If the employee also qualifies for bereavement leave under the Oregon Family Leave Act, then this 
bereavement leave policy will run concurrent to the OFLA leave. 

 

JURY DUTY 
Employees called for jury duty must notify their supervisor within forty-eight (48) hours of receipt of 
jury summons. 

Employees are expected to call their supervisor each day that they are on jury duty. On any day or half 
day when not required to serve, employees are expected to return to work. If the jury is dismissed 
early, employees are expected to return to work.  
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LEAVE FOR VICTIMS OF CERTAIN CRIMES, DOMESTIC VIOLENCE, SEXUAL ASSAULT, 
STALKING OR CRIMINAL HARASSMENT 
Crime Victim Leave 

Unless it creates a hardship for the DAC, a reasonable amount of unpaid leave is available to eligible 
employees who are victims of a “person felony” (as defined by state law), or who have an immediate 
family member (spouse, domestic partner, father, mother, sibling, child stepchild or grandparent) 
who is a victim of a person felony.  Leave is available to enable the employee to attend a criminal 
proceeding related to that crime, and other proceedings in which crime victims may be present.  To 
be eligible for crime victim leave, the employee must have worked at least 25 hours per week for at 
least 180 days immediately before the leave begins.  The DAC will not discriminate against any 
eligible employee who utilizes this leave. 

Leave for Victims of Domestic Violence, Sexual Assault, Stalking or Criminal Harassment 

In addition to the above leave, upon the date of hire unpaid leave is also available to eligible 
employees who have been victims or are parents or guardians of a minor child who is a victim of 
domestic violence, sexual assault, stalking or criminal harassment.  Leave is available for one or more 
of the following purposes:  

1. Seeking legal or law enforcement assistance or remedies to ensure the health and safety of 
the employee or the employee's minor child or dependent;  

2. Seeking medical treatment for or to recover from injuries caused by domestic violence or 
sexual assault to or stalking or criminal harassment of the eligible employee or the 
employee's minor child or dependent;  

3. Obtaining or assisting a minor child or dependent in obtaining counseling from a 
licensed mental health professional related to an experience of domestic violence, sexual 
assault, stalking or criminal harassment;  

4. Obtaining services from a victim services provider for the eligible employee or the 
employee's minor child or dependent; or   

5. Relocating or taking steps to secure an existing home to ensure the health and safety of 
the eligible employee or the employee's minor child or dependent. 

 

Provisions Applicable to All Crime Victim Leave 

When applicable, leave runs concurrently with any available OFLA leave.   In addition, all leave 
under this policy is unpaid unless the employee elects to use accrued paid leave, and use of this leave 
may impact the employee’s benefits.  When the employee requests leave, he or she must provide 
reasonable advance notice, if possible.  Upon request, the employee must produce sufficient 
certification confirming the purpose of the leave. 

All records regarding any leave requested or awarded pursuant to this policy are confidential and may 
not be released without the express permission of the employee, unless otherwise required by law. 

 

MILITARY LEAVE OF ABSENCE 
Leaves of absence without pay for military or reserve duty are granted to employees in accordance with 
applicable federal and state laws. Employees called to active military duty or to Reserve or National 
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Guard training, or volunteering for the same, should submit copies of their military orders to their 
supervisor immediately after the orders are received. Employees will be granted a military leave of 
absence without pay for the period of military service. Employees who are reservists or members of 
the National Guard will be granted time off without pay for required military training. Eligibility for 
reinstatement after military duty or training is completed is determined in accordance with applicable 
federal and state laws. 

 

FAMILY AND MEDICAL LEAVE (FMLA and OFLA) 
Eligible employees are entitled to up to 12 work weeks of unpaid, job-protected leave within a 12-
month period for the following reasons:  

1. To care for certain family members who suffer serious health conditions (OFLA and FMLA); 
2. To recover from or treat the employee’s own qualifying serious health condition that makes 

the employee unable to perform the employee’s job (OFLA and FMLA); 
3. To care for an employee’s child who suffers from an illness, injury or condition that is not a 

serious health condition but that requires home care (OFLA only);  
4. For an incapacity due to pregnancy, prenatal medical care or child birth (OFLA and FMLA); 
5. To deal with the death of a family member by attending the funeral or alternative service; 

making arrangements necessitated by the death; or grieving the death. (OFLA only).  
Bereavement leave is limited to two weeks per family member death and must be completed 
within 60 days from date employee is notified of the death; and 

6. To care for an employee’s infant or newly adopted or new foster child under 18 or for the care 
of an adopted or foster child older than 18 if the child is incapable of self-care (“Parental 
Leave”).  Parental Leave must be taken within the first year after the birth or placement of the 
child and must be taken as a single, continuous leave. (OFLA and FMLA). 

Employees eligible under Oregon law (OFLA) may be entitled to additional leave for pregnancy-
related disabilities, childbirth, or to care for that employee’s child under certain circumstances. Please 
direct any questions you have to your Human Resources representative. 

Benefits and Protections 

During OFLA and FMLA leave, the DAC must maintain the employee’s health coverage under any 
“group health plan” on the same terms as if the employee had continued to work.  Upon return from 
OFLA and FMLA leave, most employees must be restored to their original or equivalent positions 
with equivalent pay, benefits, and other employment terms except for the amount of vacation or sick 
or PTO leave used during the leave, if applicable, and for any benefit changes as applicable to other 
covered employees.  Use of OFLA or FMLA leave cannot result in the loss of any employment benefit 
that accrued prior to the start of an employee’s leave except for the amount of sick or PTO leave used 
during the leave, if applicable.  If the employee does not return from leave, the Company may recover 
the premiums paid by the Company during the leave, as allowed by law. 

Eligibility Requirements 

Employees are eligible for FMLA leave if they have worked for the DAC for at least 12 months within 
the past seven years and for 1,250 hours over the previous 12 months.  Hours that an employee 
would have performed but for the employee’s covered Uniformed Services Employment and 
Reemployment Rights Act (USERRA) leave will be credited to the employee in determining eligibility, 
including employment periods outside the past seven years if the break in employment with the DAC 
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was due to the employee’s USERRA-covered service obligation.  Employees are eligible for OFLA 
leave if they have worked for 180 or more days immediately prior to the first day of the leave and for 
an average of 25 or more hours per week.  However, for parental leave, only the 180-day requirement 
applies, and for Military Deployment Leave, “eligible employees” need only have worked an average 
of 20 hours per week.  The employee’s eligibility for FMLA and OFLA leave will be determined on a 
calendar year.  Because there are some differences between OFLA and FMLA leaves, some types of 
leave may reduce an employee’s leave bank under only one of the applicable laws.  Please direct any 
questions you have about eligibility to your Human Resources representative. 

Definition of a Serious Health Condition for Basic Leave Entitlement 

A serious health condition is an illness, injury, impairment, or physical or mental condition that 
involves either an overnight stay in a medical care facility, or “continuing treatment” by a health care 
provider for a condition that either prevents the employee from performing the essential functions of 
the employee’s job, or prevents the qualified family member from participating in school or other 
daily activities. 

Subject to certain conditions, the “continuing treatment” requirement may be met by a period of 
incapacity of more than three consecutive calendar days combined with at least two visits to a health 
care provider within a 30-day period, or one visit and a regimen of continuing treatment, or incapacity 
due to pregnancy, or incapacity due to a chronic condition.  Other conditions may meet the definition 
of continuing treatment.  Please direct any questions you have about eligibility to your Human 
Resources representative. 

Definition of Family Member 

“Family members” under FMLA include minor children, spouses, parents, and adult children 
incapable of self-care.  “Family members” under OFLA also include parents-in-law, same-sex domestic 
partners, adult children, grandparents, and grandchildren.   Please check with your Human 
Resources representative for more information. 

Use of Leave 

Except as otherwise provided in this policy, an employee does not need to use the employee’s leave 
entitlement at one time.  Leave can be taken intermittently or on a reduced leave schedule when 
medically necessary.  Employees must take reasonable efforts to schedule leave for planned medical 
treatment so as to not unduly disrupt the DAC’s operations.  In most circumstances, family or 
medical leave will not be granted during the period of time in which another family member is also 
taking family leave or is otherwise available to provide care.  Further, if two or more family members 
are employed by the DAC, there may be limits on when employees/family members can take leave at 
the same time. 

Substitution of Paid Leave for Unpaid Leave 

The employee will be required to use available paid sick or PTO days if the leave is otherwise unpaid.  

Employee Responsibilities 

Employees must provide 30 days’ advance notice of the need to take OFLA and/or FMLA leave when 
the need is foreseeable.  When 30 days’ notice is not possible, the employee must provide notice as 
soon as practicable and generally must comply with the Company’s normal call-in procedure.  If 
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notice is not given as required, the leave may, under certain circumstances, be delayed, reduced or 
denied.   

Employees must provide sufficient information so the DAC can determine whether the leave qualifies 
for OFLA and/or FMLA protection and the anticipated timing and duration of the leave.  Sufficient 
information may include that the employee is unable to perform essential job functions due to a 
serious health condition, that a family member is unable to perform daily activities, that there is a 
need for hospitalization or continuing treatment by a health care provider, or circumstances 
supporting the need for military family leave.  Employees also must inform the Company if the 
requested leave is for a reason for which OFLA and/or FMLA leave was previously taken or certified.   

All employees taking OFLA and/or FMLA leave (except brief incidents of sick child leave or for 
parental leave) will be required to provide written documentation on a form provided by the DAC, 
indicating the need for the leave.  Forms are available from Human Resources for both the notice of 
leave and for any medical certification that may be required.  Employees are required to cooperate 
with the DAC.  An employee’s failure to respond to reasonable inquiries may result in the denial of 
protected leave if the DAC is unable to determine whether the leave qualifies.  While on leave, 
employees may be requested to report periodically to the DAC regarding the status of the medical 
condition and their intent to return to work.  Employees absent for more than three consecutive 
working days will be required to bring a physician’s certification indicating the employee is fully 
released to perform regular job duties; under certain circumstances, an employee may be required to 
provide such a certification for shorter absences. 

Failure to return to work upon expiration of the requested leave or upon expiration of the 12-work 
week period (or 26-work week period for Military Family Leave) may result in immediate termination. 

The DAC‘s Responsibilities 

The DAC will inform employees requesting leave whether they are eligible under OFLA and/or 
FMLA.  If they are, the notice will specify any additional information required as well as the 
employee’s rights and responsibilities.  If they are not eligible, the DAC will provide a reason for the 
ineligibility. 

Under certain circumstances an employee may be required to supply a medical certification.  If a 
medical certification is required, you will be notified of that requirement in writing. 

The DAC will inform employees if leave will be designated as OFLA and/or FMLA-protected, and 
the amount of leave that will be counted against the employee’s leave entitlement.  If the Company 
determines that the leave is not OFLA or FMLA-protected, the Company will notify the employee. 

The DAC will not interfere with, restrain, or deny the exercise of any right provided under OFLA 
and FMLA, discharge or discriminate against any person for opposing any practice made unlawful by 
OFLA or FMLA, or discharge or discriminate against any person for involvement in any proceeding 
under or relating to OFLA or FMLA.  An employee may file a complaint with the U.S. Department 
of Labor or may bring a private lawsuit against the DAC for violation of the leave laws.  FMLA does 
not affect any federal or state law prohibiting discrimination, or supersede any state or local law or 
collective bargaining agreement that provides greater family or medical leave rights. 

 

Military Leave Entitlements (OFLA and FMLA) 
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Military Exigency Leave (FMLA only)   

Eligible employees are entitled to leave to address certain qualifying exigencies for the employee’s 
spouse, child or parent on active duty in the Regular Armed Forces while deployed in a foreign 
country, or on call to active duty status in the Reserve components of the Armed Forces, including the 
National Guard, in support of a contingency operation that requires deployment to a foreign country. 
Qualifying exigencies may include attending certain military events, arranging for alternative 
childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, 
attending post-deployment reintegration briefings, rest and recuperation (limited to 15 calendar days), 
and arranging or providing care for a military member’s parent who is incapable of self-care (FMLA 
only). 

Military Caregiver Leave (FMLA only) 

Eligible employees are entitled to take up to 26 weeks of unpaid, protected leave during a single 12-
month period to care for a covered service member.  A covered service member is (i) a current 
member of the Armed Forces, including a member of the National Guard or Reserves, who is 
undergoing medical treatment, recuperation, or therapy; otherwise in out-patient status; or otherwise 
on the temporary disability retired list for a serious injury or illness; or (ii) a veteran of the Armed 
Forces, including the National Guard or Reserves, who is undergoing medical treatment, 
recuperation or therapy for a serious injury or illness and who was discharged or released under 
conditions other than dishonorable at any time during the five-year period immediately preceding the 
first date the eligible employee takes FMLA leave to care for the veteran (“covered veteran”).  

A “serious injury or illness” for a current member of the Armed Forces means an injury or illness 
incurred in the line of duty on active duty, including the aggravation of injuries or illnesses that 
existed before the beginning of the service member’s active duty, and that may render the service 
member medically unfit to perform his or her duties. 

A “serious injury or illness” for a covered veteran means an injury or illness that was incurred or 
aggravated by the member in the line of duty on active duty in the Armed Forces and manifested itself 
before or after the member became a veteran, and is: 

1. A continuation of a serious injury or illness that was incurred or aggravated when the covered 
veteran was a member of the Armed Forces and that rendered the service member unable to 
perform his or her duties; or 

2. A physical or mental condition for which the covered veteran has received a US Department 
of Veteran Affairs Service-Related Disability Rating (VASRD) of 50% or greater based in 
whole or in part on the condition precipitating the need for military caregiver leave; or 

3. A physical or mental condition that substantially impairs the covered veteran’s ability to 
secure or follow a substantially gainful occupation by reason of a disability or disabilities 
related to military service, or would do so absent treatment; or 

4. An injury, including a psychological injury, for which the covered veteran has been enrolled 
in the Department of Veterans Affairs Program of Comprehensive Assistance for Family 
Caregivers.  

At no time shall an employee take more than 26 weeks of leave during a single 12-month period.  In 
order to care for a covered service member, an eligible employee must be the spouse, child or parent, 
or next of kin of a covered service member. 

Military Deployment Leave (OFLA only) 
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During a period of military conflict, an employee who is a spouse or domestic partner of a member of 
the Armed Forces of the United States, the National Guard or the military reserve forces of the 
United States who has been notified of an impending call or order to active duty or who has been 
deployed, is entitled to a total of 14 days of unpaid leave per deployment that may be taken:  

 (a) After the military spouse or domestic partner has been notified of an impending call or 
order to active duty and before deployment; and/or  

 (b) When the military spouse or domestic partner is on leave from deployment.  

The 14-day entitlement is per deployment. If multiple deployments occur in an employee’s OFLA 
leave year, the employee is entitled to take deployment leave for each deployment until that 
employee’s OFLA leave entitlement is exhausted.  Military deployment leave may be taken 
intermittently. 

 

HEALTH/DENTAL INSURANCE 
The DAC is dedicated to the health and well-being of its employees and their families. A 
comprehensive, quality insurance program is available to full-time regular employees and their 
families. Full-time regular employees become eligible for coverage on the 91st day of employment. 

The DAC pays a portion of the employee medical premium. Employees covered by the plan may elect 
to include dependents at an additional cost (pre-tax dollars). Dental premiums are paid 100% by the 
employee. 

If an employee becomes ineligible for benefits due to a reduction of hours, the coverage will be 
provided through the end of the month and then may be eligible for COBRA. 

A change in employment classification that could result in loss of eligibility to participate in the health 
insurance plan(s) may qualify an employee for benefits continuation under the Consolidated 
Omnibus Budget Reconciliation Act (COBRA). Refer to the Benefits Continuation (COBRA) policy 
for more information. 

 

INSURANCE PREMIUM PAYMENT DURING LEAVE OF ABSENCE 
The DAC will continue to pay its share of insurance premiums for employee coverage while an 
employee is on OFLA/FMLA. While on any other type of unpaid leave of absence from the DAC, 
employees will be responsible for paying the total premiums for coverage and that of the dependents. 
Failure to do so may result in loss of coverage and possible refusal by the insurance carrier to allow 
coverage to be reinstated. Consult with the Human Resource Director to discuss payment schedules. 

 

BENEFITS CONTINUATION (COBRA) 
The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 
qualified beneficiaries the opportunity to continue health insurance coverage under the DAC health 
plans when a “qualifying event” would normally result in the loss of eligibility. 

Some common qualifying events are resignation, termination of employment, death of an employee, a 
reduction in employee’s hours, leave of absence, employee’s divorce or employee’s legal separation. 
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Under COBRA, the employee or beneficiary pays the full cost of coverage, at the DAC group rate, 
plus an administration fee. The DAC provides each eligible employee with a written notice describing 
rights granted under COBRA when the employee becomes eligible for coverage under DAC health 
plans. The notice contains important information about the employee’s rights and obligations. 

 

401 (K) SAVINGS PLAN 
The DAC has established a 401(k) savings plan to provide all full-time regular employees the 
potential for future financial security for retirement. 

To be eligible to participate in the 401(k) savings plan, full-time regular employees must complete one 
(1) year of service, work at least 500 hours within the calendar year, and be 21 years of age or older. 
Complete details of the 401(k) savings plan are described in the Summary Plan Description (SPD), 
which is provided to eligible employees. Contact Human Resources for more information about the 
401(k) savings plan. 

 

CLUB BENEFITS 
Employees, whether full-time regular, part-time regular or temporary, working at least 2 scheduled 
shifts per week are entitled to use all DAC facilities. Group X, personal trainers and swim instructors 
receive membership once scheduled and training/teaching lessons. 

Employees, whether full-time regular, part-time regular or temporary, working less than 2 scheduled 
shifts per week are not entitled to use of the fitness areas, group exercise classes or aquatics areas. 

Employee rules and regulations are subject to change with written notice from management at any 
time. Employees have Club privileges with the exception of the hours from 11:30 a.m. through 1:30 
p.m. and 4:30 p.m. through 6:30 p.m. Monday through Friday. Employees may not use the cycle 
studio, sit in the lobbies unless invited by a member, and should never, at any time, displace a 
member. Some exceptions may apply. 

Employees not abiding by DAC usage policies are subject to disciplinary action, and/or loss of Club 
usage benefits. 

 

LOCKER ROOMS 
All employees, whether full-time regular, part-time regular or temporary, are entitled to use adult 
locker rooms during approved hours, but may not store belongings in day use lockers while on shift. 
Employees may store personal belongings in junior locker room day use lockers during their shift. 
Junior locker room day use lockers are to be emptied at the end of the shift. Employees must provide 
their own lock. The locker rooms are checked after hours and overnight locks are removed. 

 

PERSONAL TRAINING 
Employees, whether full-time regular, part-time regular or temporary, working at least 2 scheduled 
shifts per week are entitled to one complimentary hour of introductory personal training with a DAC 
personal trainer to be used within the first 90 days of employment and during approved hours. 
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FITNESS AREA 
Employees, whether full-time regular, part-time regular or temporary, working at least 2 scheduled 
shifts per week, or scheduled GroupX instructors (unless otherwise noted) are entitled to use the 
fitness area during approved hours but employees must never displace a member. 

 

KIDSTOP 
All employees, whether full-time regular, part-time regular or temporary, are entitled to use Kidstop 
while using the facilities. Employees must make reservations and follow all the standard rules for 
drop-in and cancellation. Employees are provided a reduced rate (see the Kidstop Staff for current 
rates). There is a four hour limit for daycare and employees must never displace a member. 

 

AQUATICS 
Employees, whether full-time regular, part-time regular or temporary, working at least 2 scheduled 
shifts per week (unless otherwise noted) are entitled to use the aquatics area. The employee should 
check with the aquatic staff for lane availability prior to swim and must never displace a member. 
Aqua aerobic classes have a limit of 12 people per class. Employees must use pools during approved 
hours, never displace a member and must check with the class instructor for availability. 

 

GROUP EXERCISE CLASSES (GROUP X) 
Employees, whether full-time regular, part-time regular or temporary, working at least 2 scheduled 
shifts per week, or scheduled GroupX instructors are entitled to participate in group exercise classes 
with the exception of cycle classes (unless otherwise noted). Employees who are on the GroupX 
substitute list may participate in GroupX classes as needed to ensure appropriate preparation of 
classes they may help instruct.  These employees should communicate with the Fitness Director when 
they plan to attend classes.  Employees must attend classes during approved hours, never displace a 
member and must check with the class instructor for availability. 

 

RESTAURANT AND SPORTS BAR 
The Restaurant and Sports Bar are available to all employees, whether full-time regular, part-time 
regular or temporary at all times, provided there is space and the employee does not displace another 
patron. Employees are asked to change out of any official DAC uniform prior to dining in the 
Restaurant or Sports Bar. To receive the employee discount, an employee identification card must be 
presented prior to ordering.  

 

EMPLOYEE DISCOUNTS 
All employees, whether full-time regular, part-time regular or temporary, receive the discounts listed 
below. 

Employees of the DAC must pay for their purchases with cash or credit card. Employees may not 
“charge on account” for their purchases.  
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Gift certificates are not discounted since employee discounts are nontransferable. 

Food and Beverage 
Employees, whether full-time regular, part-time regular or temporary, receive a 20% discount 
off of food and nonalcoholic beverage purchases for themselves and one guest. The employee 
must pay for the meal and present an employee card to the server prior to ordering. This 
applies to the Juice Bar, Restaurant and the Sports Bar. Additionally, use of the Restaurant 
and Sports Bar are restricted to employees who are not on shift or break. Already discounted 
specials do not apply. 

Sports Boutique  
Employees, whether full-time regular, part-time regular or temporary, receive a 20% discount 
off of Sport Boutique purchases when presenting their current employee identification card to 
the Welcome Desk attendant. 

Guest Fees 
Employees, whether full-time regular, part-time regular or temporary, may bring a guest in to 
use the facilities at a reduced rate (see Member Services or a Welcome Desk attendant for 
more information). Local guests are limited to two visits per month. 

Employee Spouse Membership 
Employees, whether full-time regular or part-time regular, working at least 2 scheduled shifts 
per week may purchase an Employee Spouse Membership at a discounted initiation fee. 
Employee spouse eligibility is available to committed couples in a romantic relationship that 
share the same address and have an emotional and economic bond, sharing financial 
responsibility. Monthly dues for employee spouses are set at a reduced rate (see Member 
Services for more information). 

Other Departments 
Other departments may offer classes, services and activities where discounts for full-time 
regular, part-time regular or temporary employees will apply. 

 

DIRECT DEPOSIT 
The DAC offers the conveniences of depositing paychecks directly into an employee’s bank or credit 
union. An employee may choose to deposit the entire paycheck into one or more accounts, or deposit 
a fixed amount with the remainder provided as a regular payroll check. 

Employees can pick up forms for direct deposit in the time clock room or from Human Resources. 
The deposits will begin with the 2nd paycheck after submitting a direct deposit form. 

 

PARKING 
The DAC does not validate or provide parking for employees. Some exceptions apply. 

 

MILEAGE REIMBURSEMENT AND VEHICLE USE 
If an employee uses their personal vehicle to run errands, pick up supplies or deliver items, they may 
be reimbursed for approved mileage at a set rate of $0.50 per mile. The mileage reimbursement must 
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have prior approval from a supervisor and the mileage must be tracked on a mileage form. The DAC 
does not pay for mileage for travel to and from work. 

The DAC is not responsible for any damage to vehicles while running work-related “errands”. All 
employees who use their vehicles for work-related purposes assume full liability and responsibility for 
any damages that may occur. 

Any employee who uses their vehicle for work-related purposes must carry liability insurance and 
have a current Oregon Driver’s License, as required by State Law. 

 

COMPENSATION 
TIMEKEEPING 
Accurately recording time worked is the responsibility of every nonexempt employee. Federal and 
state laws require the DAC to keep an accurate record of time worked in order to calculate employee 
pay and benefits. Time worked is time spent on the job performing assigned duties only. 

Employees are expected to clock in and out for each and every shift worked at the DAC. If the time 
clock is not working, the supervisor must be notified of the hours worked and a “Punch Adjustment 
Request” must be completed and given to the supervisor. The beginning and ending time of any split 
shift or departure from work for personal reasons should also be recorded.  

Altering, falsifying, tampering with time records or recording time on another employee’s time record 
may result in disciplinary action, up to and including termination of employment. Under no 
circumstances can one employee be asked to clock in or out for another. 

 

WORK WEEK & OVERTIME 
The established work week is a period of seven consecutive days, beginning on Monday at 12:00 a.m. 
and ending on Sunday at 11:59 p.m. 

Normal work schedules for a department will be determined by the department supervisor. The 
schedules may change from week-to-week, depending on the needs of the DAC. 

When operating requirements or other needs cannot be met during regular working hours, 
employees will be given the opportunity for overtime work assignments. All overtime work must 
receive the prior approval from the supervisor. 

Overtime assignments will be distributed as equitably as practical to all employees qualified to 
perform the required work. Overtime compensation is paid to all hourly employees in accordance 
with Federal and State wage and hour restrictions. For hourly employees, overtime is calculated at the 
rate of time and one half the employee’s regular rate and is calculated on a weekly basis. Overtime is 
paid for hours worked in excess of 40 hours, based on the established work week. Time off for PTO, 
sick leave or any leave of absence, will not be considered hours worked for purposes of performing 
overtime calculations. 

Employees who work overtime without receiving prior authorization from their supervisor may be 
subject to disciplinary action, up to and including possible termination of employment. 
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PAYDAY 
The DAC issues pay checks on a semimonthly basis. The 1st through the 15th of the month are paid 
on the 25th. The 16th through the end of the month are paid on the tenth (l0th) of the following 
month. If a scheduled payday falls on a Saturday, paychecks will be issued on the Friday prior. If a 
scheduled payday falls on a Sunday, paychecks will be issued on the following Monday. It is the 
DAC’s policy not to give payroll advances. 

 

ADMINISTRATIVE PAY CORRECTIONS 
The DAC takes all reasonable steps so that employees receive the correct amount of pay in each 
paycheck and so that employees are paid promptly on the scheduled payday. In the unlikely event 
there is an error in the amount of pay, the employee should promptly bring the discrepancy to the 
attention of their Supervisor so corrections can be made as quickly as possible. 

 

PAY DEDUCTIONS 
The law requires the DAC to make deductions from every employee paycheck. Among these are 
applicable federal, state and local income taxes. The DAC must also deduct Social Security taxes on 
employee earnings up to a specified limit that is called the Social Security “wage base”. 

The DAC offers programs and benefits beyond those required by law. Eligible employees may 
voluntarily authorize deductions from their paychecks to cover the costs of participation in these 
programs.  

 

ATTENDANCE AND PUNCTUALITY 
To maintain a safe and productive work environment, employees must be reliable and punctual in 
reporting for scheduled work. 

Absenteeism and tardiness place a burden on other employees and on the DAC. In the rare instances 
when employees cannot avoid being late to work, or are unable to work as scheduled, they should 
notify their supervisor and the Manager on Duty as soon as possible in advance of the anticipated 
tardiness or absence. Poor attendance and excessive tardiness are disruptive. Either infraction may 
lead to disciplinary action, up to and including termination. 

 

SCHEDULE RESPONSIBILITIES 
Employees are responsible for keeping track of the dates and times they are scheduled to work. It is 
the employee’s responsibility to check the schedule upon arrival to see if any last minute changes have 
been made. 

Employees may trade shifts with other qualified employees (a qualified employee is one who currently 
works in and is trained for the position to be covered). Requests for shift changes must be submitted 
in writing 72 hours prior to the shift. Supervisor approval must be obtained prior to the change. If an 
employee cannot work due to unforeseen circumstances, it is the employee’s responsibility to find a 
replacement and report the change to the employee’s supervisor in writing. 
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Many supervisors are flexible when designing work schedules. However, the following should be kept 
in mind:  

 Employees are hired for a specific shift (example: M-W-F mornings). If unavailable to work all 
or part of a regular shift, supervisors are not under any obligation to rearrange the schedule. 
 

 Work schedules are designed, first and foremost, to meet the needs of DAC membership. 
Employees must work as a team to cover all shifts. This may mean working the occasional odd 
shift or overtime when requested by the supervisor. 
 

 The amount of hours a supervisor schedules an employee is based on many factors including 
hours available, seniority, the quality of work and the number of people on staff. The DAC 
cannot guarantee hours on a permanent basis. Supervisors make the schedule so that their 
department will run smoothly, after taking all the above factors into consideration. They will 
make every effort to accommodate an employee without compromising the daily operations of 
the department. 

 

ILLNESS 
Many illnesses that cause diarrhea or vomiting can be transmitted from ill food workers to customers. 
In order to protect everyone, DAC enforces the following illness policy along with requiring proper 
handwashing and no bare hand contact of ready-to-eat food. Please contact management to discuss 
shift coverage when experiencing these symptoms. 

Employees may not return to work for at least 24 hours after the symptoms are no longer 
experienced: 

 Diarrhea 

 Vomiting 

 Sore throat with fever 

 Jaundice (yellowing of eyes and skin) 

 Infected cuts or burns on hands or arms 

In addition, employees in food service are restricted if they are diagnosed with any of the following: 

 E.coli 

 Salmonella typhi 

 Shigella 

 Hepatitus A 

 Norovirus 
 
In the case of sickness which may keep an employee off the job for more than three consecutive days, 
or of an injury that could restrict an employee’s job duties, a written doctor’s release must be provided 
to Human Resourcesupon return to work. 
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TERMINATION 
Since employment with the DAC is based on mutual consent, both the employee and the DAC have 
the right to terminate employment at will, with or without cause, at any time. The DAC values its 
employees and does not wish to lose their experience or contributions. 

Termination of employment is an inevitable part of personnel activity within any organization, and 
many of the reasons for termination are considered routine. Below are examples of some of the most 
common circumstances under which employment is terminated: 

 Resignation: voluntary employment termination initiated by an employee 

 Discharge: involuntary employment termination initiated by the DAC 

 Layoff: involuntary employment termination initiated by the DAC for non-disciplinary reasons 
or due to departmental reorganization 

 Retirement: voluntary employment termination initiated by the employee meeting age, length 
of service, and any other criteria for retirement from the DAC 

The DAC will request an exit interview at the time of resignation. The exit interview will afford an 
opportunity to discuss such issues as employee benefits, conversion privileges or return of DAC 
property. Suggestions, complaints and input from the employee about their overall experience at the 
DAC is encouraged. 

In the event of resignation, two (2) weeks’ notice should be given. Supervisors are requested to give at 
least four (4) weeks’ notice. The decision to allow an employee to work through the notice period or 
to resign immediately is in the discretion of the General Manager. Any employee who terminates 
employment without giving two (2) weeks’ notice may not be considered for rehire. 

Employee benefits will be affected by employment termination in the following manner: 

 Any unused accrued time off benefits at termination will be forfeited by the employee. 

 Health benefits may be continued under COBRA laws  
 

RETURN OF PROPERTY 
Employees are responsible to return all DAC property, materials or written information issued to 
them immediately upon request or upon termination of employment. The DAC may also take any 
action deemed appropriate to recover or protect its property. If DAC property is not returned, the 
DAC employee will be assessed property replacement fees. Wages may be garnished for unrecovered 
property. 

 

VERIFICATION OF EMPLOYMENT 
Human ResourcesHuman Resources will respond to requests for verification of employment by 
providing the hire date and position title. No employment data other than those mentioned will be 
released without a written authorization and release signed by the individual who is the subject of the 
inquiry. Letters of recommendation are at the discretion of the General Manager or Human 
Resources. 
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WORKPLACE POLICIES 
NON-DISCRIMINATION/NON-HARASSMENT 
The DAC is committed to providing a work environment that is free of discrimination, including 
harassment. Discrimination and harassment based on an individual’s race, religion, color, age, sex 
(including pregnancy), national origin, veteran status, disability, marital status, genetic information, 
sexual orientation, gender identity or any other classification protected by applicable federal, state or 
local laws is prohibited and will not be tolerated. In addition, the Company expressly prohibits and 
will not tolerate any (i.e., zero-tolerance) harassment of any type whatsoever, even if not specifically 
directed at a protected class of persons as defined by federal and state law.   

Harassment can include, but is not limited to, off-color language; offensive jokes; derogatory 
comments, epithets or slurs about gender, race, religion, disability, national origin and other 
protected categories; unwanted sexual advances; leering; remarks about anatomy; or inappropriate 
touching. Harassment may also be nonverbal or physical, and can include distribution of written or 
graphically offensive materials, magazines or posters, displays of nude or offensive pictures, invading 
personal privacy, and threats. Inappropriate or offensive behavior that has connotations related to 
race, gender, religion, disability, national origin, sexual orientation and other protected classifications, 
but that may not meet the standard of “harassment” under this policy, may nevertheless constitute 
“conduct unbecoming an employee” and will also be subject to corrective action or termination. 
Conduct prohibited by this policy is unacceptable in the workplace and in any work-related setting 
outside the workplace, such as business meetings, business trips and business-related social events. 
No employee, client or supplier of the DAC is exempt from this policy. The Company also 
discourages romantic relationships between Company employees.   

If you believe you have been harassed or discriminated against by any person in connection with your 
employment, or if you have witnessed harassment or discrimination by or against others, report the 
harassment immediately. The report should be to Human Resources or any other member of 
management that you are comfortable approaching.   

Reports of discrimination, harassment or retaliation will be investigated fairly. The DAC will attempt 
to maintain confidentiality, consistent with the Company's need to conduct an adequate investigation 
and to take prompt corrective action in response to any harassment or retaliation.   

The DAC will not tolerate retaliation of any kind against individuals who express concerns about 
discrimination or harassment in the workplace, or who participate in an investigation. No employee 
will be punished or suffer any adverse employment action for bringing a good faith harassment 
complaint to the DAC’s attention. Employees should keep in mind, however, that allegations of 
harassment, discrimination and retaliation are potentially very serious, and while such allegations 
should be reported whenever warranted, they should be made with accuracy and veracity. 

Any employee who violates this policy will be subject to disciplinary action, up to and including 
termination of employment. Any non-employee who violates this policy will be subject to actions up 
to and including being barred from the DAC property. 

 

PERSONAL RELATIONSHIPS IN THE WORKPLACE 
The employment of relatives or individuals in a dating relationship in the same area of an 
organization may cause serious conflicts and problems with favoritism and employee morale. In 



E m p l o y e e  M a n u a l                                                           

29 
 

  

addition to claims of partiality in treatment at work, personal conflicts from outside the work 
environment can be carried over into day-to-day working relationships. 

For purposes of this policy, a relative is any person who is related by blood or marriage, or whose 
relationship with the employee is similar to that of persons who are related by blood or marriage. A 
dating relationship is defined as a relationship that may be reasonably expected to lead to the 
formation of a consensual “romantic” or sexual relationship. This policy applies to all employees 
without regard to the gender or sexual orientation of the individuals involved. 

Relatives of current employees may not occupy a position that will be working directly for, or 
supervising their relative. Individuals involved in a dating relationship with a current employee may 
not also occupy a position that will be working directly for, or supervising the employee with whom 
they are involved in a dating relationship. The DAC also reserves the right to take prompt action if an 
actual or potential conflict of interest arises involving relatives or individuals involved in a dating 
relationship who occupy positions at any level (higher or lower) in the same line of authority that may 
affect employment decisions. 

If a relative or dating relationship is established after employment, it is the responsibility and 
obligation of the supervisor involved in the relationship to disclose the existence of the relationship to 
management. The individuals concerned will be given the opportunity to have input regarding who is 
to be transferred to another available position. The final decision regarding who will be transferred, 
or if necessary, terminated from employment, will be made by the General Manager. 

In other cases where a conflict arises because of the relationship between employees, even if there is 
no line of authority or reporting involved, the employees may be separated by reassignment or 
terminated from employment. Employees in a close personal relationship should refrain from public 
workplace displays of affection or excessive personal conversation. 

 

CONFLICTS OF INTEREST 
Employees have an obligation to avoid actual or potential conflicts of interest. 

An actual or potential conflict of interest occurs when an employee is in a position to influence a 
decision that may result in a personal gain for that employee, or a relative of the employee, as a result 
of the DAC’s business dealings. For the purposes of this policy, a relative is any person who is related 
by blood, by marriage, or whose relationship with the employee is similar to that of persons who are 
related by blood or marriage. 

Transactions with outside firms must be conducted within a framework established and controlled by 
the executive level of the DAC. Business dealings with outside firms should not result in unusual 
gains for those firms. Unusual gain refers to bribes, product bonuses, special fringe benefits, unusual 
price breaks and other windfalls designed to ultimately benefit the employer, the employee, or both. 
Promotional plans that could be interpreted to involve unusual gain require specific executive level 
approval. If employees have any influence on transactions involving purchases, contracts or leases, 
with or by outside firms, they must disclose this to Human Resources as soon as possible so that 
safeguards can be established to protect all parties. 

This policy establishes only the framework within which the DAC wishes the business to operate. 
The purpose of this guideline is to provide general direction so that employees can seek further 
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clarification on issues related to the subject of acceptable standards of operation. Human Resources 
should be contacted for more information or questions about conflicts of interest. 

 

OUTSIDE EMPLOYMENT 
An employee may hold a job with another organization as long as the job responsibilities with the 
DAC are performed satisfactorily with the exception of employees who are subject to a non-compete 
agreement. All employees will be judged by the same performance standards and will be subject to the 
DAC’s scheduling demands, regardless of any existing outside work requirements. 

If it is determined that an employee’s outside work interferes with performance or the ability to meet 
the requirements of the DAC, the employee may be asked to terminate the outside employment to 
remain with the DAC. Outside employment will present a conflict of interest if it has an adverse 
impact on the DAC. 

 

THEFT 
The DAC trusts employees with the care and safe keeping of valuable DAC assets. Employees 
abusing this trust by misuse or theft of DAC property, property of a DAC member or the property of 
another employee, are subject to immediate termination and prosecution by legal authority, if 
warranted. 

 

LOST AND FOUND 
Any money or valuable items which are found in the DAC must be immediately turned over to the 
back Welcome Desk. The DAC does not loan out items from lost and found under any 
circumstances. 

 

SOLICITATION 
Conducting personal business, including the solicitation of membership or funds within the Club is 
strictly prohibited. Membership lists are confidential and should never be used to solicit or contact 
members for any purpose other than for DAC business. In an effort to maintain a productive and 
harmonious work environment, persons not employed by the DAC may not solicit or distribute 
literature in the workplace at any time for any purpose. 

The DAC recognizes that employees may have interests in events and organizations outside the 
workplace. However, employees may not solicit or distribute literature concerning these activities at 
any time while on DAC premises. 

Examples of impermissible forms of solicitation include: 

 The collection of money, goods, or gifts for community, religious, political, or charitable 
groups  

 The sale of goods, services or subscriptions outside the scope of official DAC business 

 The circulation of petitions 

 The distribution of literature not approved by the employer 
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 The solicitation of memberships, fees or dues 

If employees have a message of interest to the workplace, they may submit it to the Human Resources 
Department for approval. All messages will be reviewed and, if appropriate, posted and distributed. 

 

EMPLOYEES GIVING TESTIMONY 
Employees of the DAC may not offer or provide advice or opinions or expert testimony on matters 
arising out of or pertaining to their position at the DAC without written consent of the General 
Manager. This means that even if the matter doesn’t relate to the DAC, if an employee has an 
opinion or knowledge because of their position at the DAC, they may not provide advice or opinions 
or expert testimony without written consent. 

This policy will not affect an employee’s right to participate in a trial or proceeding as a fact witness 
(testifying about events witnessed), or as a party, or if subpoenaed to testify. This policy only affects an 
employee’s ability to testify as to advice, opinion or as an expert. 

 

ALCOHOL AND DRUG POLICY 
The DAC has always maintained a strong commitment to providing a safe, efficient and productive 
work environment. In keeping with this commitment, the Company has a strict policy regarding the 
inappropriate use and possession of drugs and alcohol. All employees must adhere to the rules stated 
in this policy. 

Prohibited Conduct 

No employee may unlawfully use, possess, transfer, distribute, manufacture, or be under the influence 
of a controlled substance (as defined below) or alcohol while on the Company’s property, on duty, on 
on-call status, operating a vehicle or potentially dangerous equipment that is owned or leased by the 
DAC or otherwise during work hours, including break and lunch periods. In addition, no employee 
may report for work or remain on duty or on-call status while under the influence of or otherwise 
impaired by any controlled substance or alcohol. Any prescription drug or over-the-counter 
medications should be used only in accordance with the prescription or the manufacturer’s 
directions. Employees have the responsibility of notifying their supervisor or management of the use 
of any prescribed drugs that may potentially affect safety or work performance. 

It is essential that all employees comply fully with this policy. Applicants and employees who violate 
this policy are subject to disciplinary action up to and including the possibility of immediate 
termination. The DAC reserves the sole discretion to determine infractions of this policy and to 
determine the resulting discipline or remedial action. 

Testing 

The DAC reserves sole discretion to require an employee to take a test to determine the presence of 
drugs or alcohol.  In particular: 

Current employees may be subject to drug and alcohol testing in the following situations: 

a. For Reasonable Suspicion - If the Company has a reasonable suspicion to believe that an 
employee or group of employees is using or has used or is under the influence of alcohol 
or controlled substances. 
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b. Post Accident/Incident - If the employee or group of employees has been involved in an 
on-the-job accident or incident that either injures or threatens to injure the employee or 
others or that causes or threatens to cause property damage, and where a reasonable 
possibility exists that drug or alcohol use may have contributed to the accident or 
incident. 

c. Random, Periodic and Blanket Testing - If, at the Company’s sole discretion, and with 
or without a reasonable belief that an employee or group of employees is under the 
influence of controlled substances or alcohol, the Company elects to test (i) one or more 
employees at random or at periodic intervals, or (ii) all employees as part of a company-
wide test.   

d. Under the terms of a “Return to Work” Agreement between the employee and the 
Company, on the terms established in that agreement. 

e. When required by law. 

If a test is positive for alcohol or controlled substances, the employee will be immediately suspended 
from employment without pay pending a determination of appropriate disciplinary or other corrective 
measures. 

The DAC reserves the right to determine the conditions for testing, including the type of test 
administered; whether reasonable suspicion exists; the level of discipline to be applied; whether an 
employee will be given the opportunity to participate in a drug or alcohol treatment program; and to 
evaluate an employee’s willingness to enter and to satisfactorily complete a recommended treatment 
program. 

Prompt employee compliance and full cooperation with this drug and alcohol policy is a condition of 
employment.  Any applicant or employee who fails to present for, tampers with, substitutes, or alters 
a drug or alcohol-screening test will be subject to immediate disqualification from or termination of 
employment. Furthermore, an applicant’s or employee’s refusal to submit to required drug and 
alcohol testing, searches, or failure to participate in and satisfactorily complete a recommended 
rehabilitation and treatment program, or failure to cooperate in any other way that is required by this 
policy may subject the applicant or employee to immediate disciplinary action, including 
disqualification from or termination of employment. 

Right to Search 

The Company reserves the right to conduct a search of all Company property, as well as an 
employee’s personal property on Company premises, for alcohol or controlled substances.  An 
employee who refuses to submit to any such search or to cooperate in any related investigation will be 
subject to immediate disciplinary action which may include suspension or termination. 

Definitions 

For the purpose of this policy, the following terms have the following meanings: 

Controlled Substances:    

“Controlled substances” or “drugs” are defined as all forms of narcotics, depressants, stimulants, 
hallucinogens, cannabis (both recreational and medicinal), and other drugs whose sale, purchase, 
transfer, manufacture, use or possession is prohibited or restricted by state or federal law.  In 
addition, these terms include: 

1. Any substance defined as a “controlled substance” by applicable law; 
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2. Any legal drug that has been obtained illegally; 
3. Any drug legally obtained, but that is used for other than the prescribed purpose or in the 

prescribed manner; 
4. So called “designer drugs” or drug substances not approved for medical or other use by 

the U.S. Drug Enforcement Administration or the U.S. Food and Drug Administration; 
and 

5. Unauthorized substances, including alcohol, that can cause impairment of physical 
and/or mental functioning.  

“Prescription drugs” are defined as those drugs that are used in the course of medical treatment and 
have been medically prescribed and authorized. 

 “Under the influence” is defined as any detectable level of alcohol or drugs in an employee’s system 
or any noticeable or perceptible impairment of the employee’s mental or physical faculties. The DAC 
reserves the sole discretion to determine whether an employee is under the influence of alcohol or 
controlled substances.   

Where appropriate, as determined by the DAC, the DAC will give employees who have alcohol or 
drug dependency problems, or who feel that they may have such problems, an opportunity to take an 
unpaid leave of absence for up to forty-five (45) days in order to complete, at the Employee’s own 
expense, an alcohol or drug rehabilitation program approved by the DAC. If the DAC gives an 
employee an opportunity for rehabilitation and the employee enters and satisfactorily completes such 
a drug or alcohol program, the employee will be eligible for reinstatement, subject to any conditions 
the DAC may require. Employees should understand that the DAC recognizes the sensitivity of 
rehabilitation and will respect confidentiality to the extent possible. 

 

WORKPLACE VIOLENCE PREVENTION 
The DAC is committed to preventing workplace violence and to maintaining a safe work 
environment. The DAC has adopted the following guidelines to deal with intimidation, harassment, 
or other threats of (or actual) violence that may occur during business hours or on its premises. 

All employees, including supervisors and temporary employees, should be treated with courtesy and 
respect at all times. Employees are expected to refrain from conduct that may be dangerous to others. 
Firearms, weapons and other dangerous or hazardous devices or substances are prohibited from the 
premises of the DAC. 

Conduct that threatens, intimidates, or coerces another employee, a member, or a member of the 
public at any time, including off-duty periods, will not be tolerated. This prohibition includes all acts 
of harassment including harassment that is based on an individual’s sex, race, age, or any 
characteristic protected by federal, state or local law. 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to 
the immediate supervisor or any other member of management. This includes threats by employees, 
as well as threats by customers, vendors, solicitors or other members of the public. When reporting a 
threat of violence, employees must be specific and detailed. 

All suspicious individuals or activities should also be reported as soon as possible to the Manager On 
Duty (M.O.D.). Employees should avoid violence. Commotion should be reported to the M.O.D. 
immediately. 
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The DAC will promptly and thoroughly investigate all reports of threats of violence and of suspicious 
individuals or activities. The identity of the individual making a report will be protected as much as is 
practical. In order to maintain workplace safety and the integrity of its investigation, the DAC may 
suspend employees, either with or without pay, pending investigation. 

Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in 
violation of this guideline will be subject to prompt disciplinary action up to and including 
termination of employment. 

The DAC encourages employees to bring their disputes or differences with other employees to the 
attention of their supervisor or Human Resourcesbefore the situation escalates into potential violence. 
The DAC is eager to assist in the resolution of employee disputes and will not discipline employees 
for raising such concerns. 

 

GENERAL CONDUCT ON SHIFT 
Employees are expected to conduct themselves in a professional manner at all times. Employee 
behavior helps create the atmosphere of the DAC. Sincerity, courtesy, attentiveness and 
thoughtfulness to members and fellow workers show that DAC employees care. 

 Smoking: Smoking or vaping is not permitted by employees at any time or in any area of the 
Club and restaurant, including the restaurant deck. Employees must follow City of Eugene 
ordinances and are not allowed to smoke outside of the club. 
 

 Gum Chewing: Gum chewing is unprofessional and is not permitted by employees at any 
time or in any area of the Club or restaurant. 
 

 Conflict: Occasionally staff members may disagree with one another. It is important that these 
disagreements are resolved. However, it is NOT APPROPRIATE to do so in front of 
members, or within earshot of members. If such a situation occurs: 

o Acknowledge that there is a disagreement. 
o Acknowledge that an acceptable conclusion can be reached in a more appropriate 

setting. Get the supervisor involved. They may have a solution, may mediate, or may 
want employees to work it out on their own. 
 

 Gossip: Gossip is very destructive in nature and will not be tolerated. Any employee caught 
gossiping or spreading “rumors” may be subject to immediate disciplinary action or 
termination. 
 

 Confidentiality: During the course of employment, employees may become aware of 
information that is confidential in nature. Employees must keep confidential information to 
themselves and refrain from telling others. Likewise, it is not appropriate to discuss sensitive 
or personal information about members with employees or other members. Membership 
lists, account information, phone numbers and addresses of employees or members are not to 
be released without management approval.  This obligation continues even after employment 
with the DAC ends. 
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 Employees should only access confidential member information when they have a business 
reason to do so (checking in a member, updating an account, etc.). Access for any other 
purpose is not permitted. 
 

 Attitude: Maintain a positive attitude. Greet each and every member with a smile and a 
“hello”. Leave any personal problems at home. Be sincere when dealing with members. An 
employee’s positive attitude reflects the DAC as a whole. 
 

 Telephones and Faxes: Unless your job requires use of cell phones do not have cell phones 
out and/or in use during your working hours. Personal phone calls may be made during a 
break or after a shift is over. Employees cannot accept personal calls while on shift unless it is 
an emergency. Designated member phones are for member use only. Employees should use 
the telephone in the employee lounge for personal calls. The DAC phone system is very busy. 
All calls should be local and limited to three minutes. The DAC’s fax machine is designed for 
business use only and is not intended for personal use. 
 

 Visitors: Friends, relatives and other employees who are not on shift should not be visiting an 
employee while at work. 
 
 

GENERAL CONDUCT OFF SHIFT WHILE ON PREMISE 
An employee’s behavior should be mature and consistent with the atmosphere in the DAC. 
Employees should behave as a DAC member, entering and exiting the Club through the front and 
back doors, and waiting to be served in normal member areas. All employees are required to show an 
employee I.D. card upon entering the Club. 

 

COMPUTER AND E-MAIL USAGE 
Computers, computer files, the e-mail system and software are DAC property intended for business 
use only. Employees should not use a password, access a file or retrieve any stored communications 
without authorization. To enforce compliance with this policy, computer and e-mail usage may be 
monitored and employees have no reasonable expectation of privacy with respect to this DAC 
property. 

The DAC prohibits the use of computers and the e-mail system in ways that are disruptive, offensive 
to others or harmful to morale. 

E-mail may not be used to solicit others for commercial ventures, religious or political causes, outside 
organizations or any other nonbusiness matters. 

The DAC purchases and licenses the use of various computer software for business purposes and 
does not own the copyright to this software or its related documentation. Unless authorized by the 
software developer, the DAC does not have the right to reproduce such software for use on more than 
one computer. Employees may only use software on local area networks or on multiple machines 
according to the software license agreement. The DAC prohibits the illegal duplication of software 
and its related documentation. 
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Employees should notify their immediate supervisor, Human Resources, or any member of 
management upon learning of violations of this policy. Employees who violate this policy will be 
subject to disciplinary action, up to and including termination. 

 

INTERNET ACCESS AND USAGE 
This internet Usage Policy applies to all employees of Downtown Athletic Club Inc. who have access 
to computers and the internet to be used in the performance of their work. Use of the internet by 
employees of Downtown Athletic Club Inc. is permitted and encouraged where such use supports the 
goals and objectives of the business. However, access to the internet through Downtown Athletic 
Club Inc. is a privilege and all employees must adhere to the policies concerning computer, email and 
internet usage. Violation of these policies could result in disciplinary and/or legal action leading up to 
and including termination of employment. Employees may also be held personally liable for damages 
caused by any violations of this policy. All employees are required to acknowledge receipt and confirm 
that they have understood and agree to abide by the rules hereunder. 

Company employees are expected to use the internet responsibly and productively. Internet access is 
limited to job-related activities only and personal use is not permitted. 

All internet data that is composed, transmitted or received via the DAC’s computer communications 
systems is considered to be part of the official records of the DAC and, as such, is subject to 
disclosure to law enforcement or other third parties. Consequently, employees should always insure 
that the business information contained in internet e-mail messages and other transmissions is 
accurate, appropriate, ethical and lawful. 

The equipment, services and technology provided to access the internet remain at all times the 
property of the DAC. As such, the DAC reserves the right to monitor internet traffic and retrieve and 
read any data composed, sent or received through our on-line connections and stored in our 
computer systems. 

Data that is composed, transmitted, accessed or received via the internet must not contain content 
that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating or 
disruptive to any employee or other person. Examples of unacceptable content may include, but are 
not limited to, sexual comments or images, racial slurs, gender-specific comments, or any other 
comments or images that could reasonably offend someone on the basis of race, age, sex, religious 
beliefs, national origin, disability, sexual orientation or any other characteristic protected by law. 

 The unauthorized use, installation, copying, or distribution of copyrighted, trademarked, or patented 
material on the internet is expressly prohibited. No material should be put on the internet without 
prior written approval from the DAC. 

In an attempt to maintain a virus-free environment, information may only be downloaded from the 
internet with prior written authorization. You must ask the IT Department for approval and 
assistance to download information from the internet. 

Abuse of the internet access provided by the DAC in violation of law or DAC policies may result in 
disciplinary action, up to and including termination. Employees may also be held personally liable for 
any violations of this policy. The following behaviors are examples of previously stated or additional 
actions and activities that are prohibited and can result in disciplinary action: 

 Sending or posting discriminatory, harassing or threatening messages or images 
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 Using the DAC’s time and resources for personal gain 

 Stealing, using or disclosing security codes or passwords without authorization 

 Copying, pirating or downloading software and electronic files without permission 

 Sending or posting confidential material, trade secrets, proprietary information outside of the 
DAC 

 Violating copyright law 

 Failing to observe licensing agreements 

 Sending or posting messages or material that could damage the DAC image or reputation 

 Participating in the viewing or exchange of pornography or obscene materials     · 
 Sending or posting messages that defame or slander other individuals 

 Attempting to break into the computer system of another organization or person 

 Refusing to cooperate with a security investigation 

 Sending or posting chain letters, solicitations or advertisements not related to business 
purposes or activities 

 Using the internet for political causes or activities, religious activities or any sort of gambling  
 Sending anonymous e-mail messages 

 Engaging in any other illegal activities  
 

SOCIAL MEDIA 
DAC Inc. recognizes that there are legitimate business reasons for using social media at work or using 
corporate computing resources. We understand that the relationship of our employees to an online 
world that you spend time in 24/7 can lead to the blurring of work time and off work time. However, 
during your shift we require you to limit the use of social media to work-related content during work 
hours. 
 

Personal Use of Social Media 
The DAC Inc. recognizes that you may wish to use social media in your personal life outside of work 
time. This policy does not intend to discourage nor unduly limit your personal expression or online 
activities. However, you should recognize the potential for damage to be caused (either directly or 
indirectly) to the DAC Inc. in certain circumstances via your personal use of social media when you 
can be identified as a DAC Inc. employee. Accordingly, you should comply with this policy to ensure 

that the risk of such damage is minimized. You are personally responsible for the content you 
publish in a personal capacity on any form of social media platform. When in doubt, you should 
seek guidance from the DAC Inc. on how to comply with the following obligations. 
 

VOICEMAIL 
As a part of its technology platform, the DAC maintains a voicemail system for certain employees. 
This system is provided to assist in the conduct of business within the DAC. 

Voicemail and the data stored in it are and remain at all times the property of the DAC. As such, all 
voicemail messages created, sent or received are and remain the property of the DAC. 

The DAC reserves the right to retrieve and read any message composed, sent or received, and 
employees have no reasonable expectation of privacy with respect to such voicemail. Please note that 
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even when a message is deleted, it is still possible to recreate the message; therefore, ultimate privacy 
of messages cannot be guaranteed to anyone. 

Messages should be limited to the conduct of business of the DAC. 

While voicemail may accommodate the use of passwords for security, the reliability of such for 
maintaining confidentiality cannot be guaranteed. You must assume that any and all messages may be 
heard by someone other than the intended or designated recipient. Moreover, all passwords must be 
made known to Human Resources. Passwords not known to the DAC may not be used. 

Except as set forth above, all messages sent via voicemail are considered to be confidential and as such 
are to be heard only by the addressed recipient or at the direction of the addressed recipient. 

Voicemail messages may not contain content that may be reasonably considered offensive or 
disruptive to any employee. Offensive content would include, but would not be limited to, sexual 
comments, racial slurs, gender- specific comments, or any comments that would offend someone on 
the basis of his or her age, sexual orientation, religious beliefs, national origin or disability. 

Employees learning of any misuse of the voicemail system or violations of this policy must 
immediately notify Human Resources. If an employee is found to have violated this policy, the 
employee may be subject to discipline, up to and including termination. 

 

CONFIDENTIALITY 
Employees may not permit any unauthorized person to have access to any medium of information 
related to the DAC, its subsidiaries, vendors or clients. “Medium of information” is defined to 
include books, forms, paper documents, oral communications, systems, etc. or other communications 
concerning the business affairs of the DAC, its subsidiaries, vendors or clients. Information may only 
be distributed with the permission of the General Manager. 

Employees must make sure that all confidential documents and correspondence thrown into the 
wastebasket are shredded and/or torn. 

DAC property is to be used for business purposes only and all trade secrets and other internal 
proprietary information are to be safeguarded. Passwords are designed to maintain the confidentiality 
of DAC business related information and to give employees access to all, or part, of the DAC 
computers, electronic or telephone systems as part of their work functions. They are not designed to 
provide confidentiality of any personal messages or documents. Therefore, the DAC reserves the right 
to enter and review all computer databases and electronic transmissions, including but not limited to, 
computer, electronic, telephone and voice mail systems. Employees should have no reasonable 
expectation of privacy with respect to these items. 

 

PERSONAL APPEARANCE AND DRESS CODE 
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and 
affect the business image that the DAC presents to members and visitors. 

During business hours or when representing the DAC, employees are expected to present a clean, 
neat and tasteful appearance. Employees should dress and groom themselves according to the 
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requirements of the position and accepted social standards. This is particularly true if the position 
involves dealing with members or visitors in person. 

The DAC requires all employees to dress in appropriate business attire and behave in a professional, 
businesslike manner in keeping with the DAC image. Our aim is to project a professional, competent 
and efficient image at all times. 

Suggestive or revealing clothing is not appropriate. Be aware of appearance when bending over, 
stooping or sitting down. Examples of inappropriate clothing items that should not be worn while 
working include: 

 T-shirts or sweatshirts with controversial or offensive messages or images 

 Blouses that reveal significant cleavage 

 Low rise slacks (no midriff skin should be exposed) 

 Halter tops 

 Tops with bare shoulders unless worn under a blouse or jacket 

 Visible undergarments 

In addition, no body piercing and no visible tattoos above a shirt neckline on the neck or face or any 
visible tattoo that is offensive in nature are allowed while at the DAC. All facial piercing is to be 
removed while working at the DAC (this includes tongue piercing). Conservative earrings are 
allowed, but must not be dangerous or preclude an employee from fulfilling their job duties in a safe 
manner. Hair must be of a natural color only. 

The DAC may choose to terminate the employment of employees who make changes to their 
appearance that are not in accordance with the guidelines.  

 

GENERAL APPEARANCE GUIDELINES 
Employees must be aware of personal cleanliness and grooming, paying particular attention to face, 
hair, nails and hands. 

 Hair color should be natural-looking and not dyed unusual colors. 

 No bare midriffs will be allowed. Cleavage is not acceptable. 

 Nose rings, facial piercing, tongue studs or other types of visible body piercing are not 
permitted while on duty. 

 Conservative earrings and necklaces, in moderation, are allowed for women only. Oversized 
earrings must be removed during shift if not appropriate. 

 Clothing (personal clothing or uniform) should be kept clean and neatly pressed at all times. 

 Shoes should be kept clean and polished. 

 Project a professional appearance by maintaining good posture. Stand and walk erect. 

 Nametags are to be worn on the right side during all shifts. 

 No baseball caps or other types of hats (other than those issued as part of a uniform) are to be 
worn during the shift. 

 Men should keep hair to a shorter, professional length (above the ears and off the shoulders). 
Facial hair must be neatly groomed. 

 Women should keep long hair styles back and away from the face. Hair should not hang in 
the eyes. 
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 Women who wear makeup should make sure it is conservatively applied. A fresh, wholesome 
appearance should be maintained. 

Each department has a specific uniform or dress code. See the department supervisor or Human 
Resources for a list of acceptable attire and for additional information on the dress code in a 
specific department. 

 

IDENTIFICATION, UNIFORMS AND NAMETAGS 
When entering the Club, all employees are required to show their employee identification card to the 
Welcome Desk attendant. Employees will be issued one complimentary employee identification card 
at the time of hire. If the employee identification card is misplaced by the employee, an additional 
employee identification card may be purchased from the back Welcome Desk. Upon termination of 
employment, the employee must return the employee identification card. It is the DAC’s policy to 
require both members and employees to check-in upon each entrance to the Club. 

Employees who are required to wear a staff uniform with a DAC logo imprinted on it, will be issued 
one complimentary staff uniform at the time of hire. Any additional staff uniforms may be purchased 
from Human Resources. Each year, on the employee’s anniversary date, a staff uniform may be 
exchanged for a new uniform at no additional cost to the employee. Upon termination of 
employment, the employee must return all staff uniforms and will be reimbursed for any uniforms 
that the employee purchased. 

Employees will be issued one complimentary nametag at the time of hire. Any additional nametags 
may be purchased from Human Resources. Upon termination of employment, the employee must 
return all nametags to Human Resources. 

 

GENERAL EMPLOYEE SAFETY 
Safety is very important at the DAC. Workplace and job safety contribute to a pleasant working 
atmosphere. The manner in which employees perform their jobs also contributes to the safety of the 
environment. Please note the following: 

 Always think prior to acting. What impact will these actions have on the work 
environment? 

 Employees should never use a piece of equipment that they have not been trained to use. 

 When using knives, chemicals or equipment, focus on the task at hand. If distractions 
present themselves, stop until the distractions have ceased. 

 Certain medications can affect judgment. Employees must be aware of the side effects of a 
medication and adhere to the warning labels of the medications. Employees must report 
the use of judgment altering medications to their supervisor. A determination may be 
made regarding the effect of the medicines on the employee’s ability to safely and properly 
perform job assignments. Although the use of medication as part of a prescribed 
treatment program authorized by a licensed physician may be acceptable, failure to report 
the use of such medication may subject an employee to disciplinary action. 

 Employees should be aware of their limitations and communicate with the department 
supervisor if they cannot safely complete a task. 

 Recommended protective equipment for the task at hand is required. 
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 Be wary of shortcuts. Using a chair instead of a ladder can have serious consequences. 
Take the time to do the job right from the start.  

 Clean up spills quickly. 
 

Remember, accidents are just that, accidents. No one intends to injure themselves. It is up to all 
employees to make safety a priority on the job. Any concerns should be addressed with the 
department supervisor and/or the Safety Committee. 

In the case of accidents that result in injury, regardless of how insignificant the injury may appear, 
employees must immediately notify the Manager on Duty (M.O.D.). Accident report forms must be 
completed for DAC records, as well as those required by SAIF for potential Worker’s Compensation 
claims. 

The DAC has Material Safety Data Sheets (MSDS) on all materials used throughout the DAC. All 
MSDS are kept in a binder in the employee lounge and on Paylocity’s employee portal. They are 
available for viewing at any time. The MSDS sheets contain important content and hazard 
information on all chemicals and cleaning products used here at the DAC. When using a certain 
product as part of a job duty, the MSDS on that particular product should be read. If you have any 
questions about MSDS, please ask. 

Employees who violate safety standards, who cause hazardous or dangerous situations or who fail to 
report such situations, may be subject to disciplinary action, up to and including termination of 
employment. 

Reports and concerns about workplace safety issues may be made anonymously if the employee 
wishes. Comment cards may be filled out and deposited in the boxes located at either the front or 
back lobby. All reports can be made without fear of reprisal. 

 

SAFETY COMMITTEE 
The Safety Committee meets monthly to discuss, evaluate and promote safety issues within the DAC. 
The members of the committee consist of representatives from each department within the DAC. 
Employees interested in serving on the Safety Committee should contact the Safety Committee 
Chairman. Safety issues or concerns should be brought to the attention of the Safety Committee in 
one of three ways: 

The  concern  submitted  in  writing  to  the  Safety  Committee  Chairman,  or  any  of  the    
department representatives. 

The concern placed in the safety suggestion box provided in the employee lounge or a comment card 
box located in the front or back lobby. 

The concern submitted in person at a Safety Committee meeting. 

 

REPORTING INJURIES 
Employees must immediately take the following steps whenever there is an injury in the Club: 
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Employees must immediately alert the M.O.D. by contacting the front Welcome Desk. The situation 
should be explained quickly and concisely while request for the assistance of the M.O.D. is made. 
The employee should return to the injured person. 

Employees should assist the injured person until the M.O.D. arrives. An injured person should 
never be moved, unless their life is at stake. First Aid/CPR by employees who are currently certified 
should be administered. 

Employees should stay and assist the M.O.D as needed and return to work when their assistance is 
deemed unnecessary. 

Employees must never make comment about liability or responsibility on behalf of the DAC. 

 

MANAGER ON DUTY 
It is important to have a manager in charge at all times to better serve member and employee needs. 
The Manager on Duty (or M.O.D.) provides excellent service, setting a supreme example for all 
employees to follow. The M.O.D. is available when needed and lends guidance and constructive 
criticisms to all staff throughout their shifts. The Manager on Duty oversees all operations and acts as 
a supervisor over all departments while on shift, and is available for emergencies, assistance and 
observation. The M.O.D. has been trained to: 

 Maintain the DAC Brand image 

 Deal with illnesses/injuries 

 Give staff breaks as needed   

 Handle member questions 

 Check on staff accountability 

 Reprimand employees for various policy infractions when necessary 

 Offer assistance or coverage in busy areas of the Club 

 Give Club tours 

 Sign up new members 

 Open and close the Club 

 Deal with the unexpected 

Employees should contact the M.O.D. when faced with a situation they cannot handle. 

 

CONTACTING THE M.O.D. 
Employees needing to contact the M.O.D. should call the front Welcome Desk. A brief and concise 
explanation should be given to the Welcome Desk attendant who will then relay the information to 
the M.O.D. Always state if the situation is an emergency. 

 

FIRE DRILLS AND EMERGENCIES 
EMPLOYEES MUST CONTACT THE FRONT WELCOME DESK IMMEDIATELY TO ALERT 
THE M.O.D. IN THE CASE OF A FIRE. 
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Employees who are trained or comfortable using a fire extinguisher may attempt to put out a fire by 
using a fire extinguisher. Any people in the general area should be alerted to vacate the area. If the use 
of a fire extinguisher does not put out the fire, leave the area at once.  

The DAC fire alarm system is extremely sensitive. Occasionally there is a false fire alarm due to 
construction inside the building or other non-fire situations. Usually these alarms are no cause for 
concern and should not interrupt the daily work flow. Any fire alarm should be reported to the 
M.O.D. immediately. The source of all alarms is checked out by Manager On Duty and the 
maintenance staff. 

In the event of an actual fire, the alarm will sound, and then the following page will broadcast over 
the intercom: 

“All Staff, Fire Evacuation” 

“All Staff, Fire Evacuation” 

In the event of a fire evacuation, employees must evacuate the members and fellow employees from 
the designated area. A fire evacuation plan for each department is available from the department 
supervisor. Employees are required to be familiar with the fire evacuation plan. There are certain 
areas within the DAC where pages cannot be heard. Employees should check these areas, as well as 
the restrooms. Employees must move quickly, but not panic. Elevators should not be used to evacuate 
– stairs should always be used in the case of a fire. Once the building is evacuated, employees must 
report to the DAC fire evacuation meeting location at Willamette and Broadway and remain there 
until the fire department or DAC management gives approval to return to the building. 


