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EMPLOYEE ACKNOWLEDGMENT

I have received and read the BEAR YUBA LAND TRUST EMPLOYEE HANDBOOK. I have familiarized
myself with the policies, procedures, and benefits described herein. I understand that any and all
policies except the at-will policy, procedures and benefits may be changed at any time by the Board
of Directors or Executive Director(s) of Bear Yuba Land Trust (“BYLT” or “the Company”). Should this
happen, I will be notified. No oral statements or representations can in any way change or alter the
provisions of this handbook. The BYLT Executive Director(s) reserve(s) the right to change my hours,
wages and working conditions at any time.

I further understand that my employment is “at-will,” and neither BYLT nor I have entered into a
contract regarding the duration of my employment. I am free to terminate my employment with
BYLT at any time, with or without cause and with or without advance notice. Likewise, the
organization has the right to terminate my employment with or without cause and with or without
advance notice, at the discretion of the organization. No employee of BYLT other than the Executive
Director(s) can enter into an employment contract, express or implied, for a specified period of
time, or make any agreement contrary to this policy. Only the Executive Director(s) has/have the
authority to make promises or negotiate with regard to guaranteed or continued employment, and
any such promises are only effective if placed in writing and signed by the Executive Director(s).

My signature below certifies that I understand the foregoing agreement that “at-will” status is the
sole and entire agreement between BYLT and me concerning the duration of my employment and
the circumstances under which my employment may be terminated. It supersedes all prior
agreements, understandings and representations concerning my employment at BYLT.

I further certify that I have read the organization’s Drug and Alcohol Abuse Policy and agree to
abide fully by its terms. I understand that as a condition of my employment, I must notify the
organization of any conviction for a drug violation that occurs in the workplace within five days after
such a conviction. I understand that any violation of the policy may result in serious disciplinary
action, including immediate termination.

Employee Signature Date

Employee Name (please print)

Supervisor Signature Date

Supervisor Name (please print)
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A MESSAGE FROM THE BYLT EXECUTIVE DIRECTOR(S) AND BOARD OF DIRECTORS

WELCOME TO BEAR YUBA LAND TRUST! In the first 90 days of employment, you will become very
familiar with the organization, its mission and programs. The work we perform for our community is
a crucial public benefit. We have great pride in our mission and the tremendous responsibility of
our work, especially because our agreements with private landowners to conserve their land is one
that exists “in perpetuity,” i.e. forever. Our relationships - with landowners, volunteers, donors and
the community at large - are conducted in the highest ethical manner. We live our values and ethics
with every action.

Our Mission
Bear Yuba Land Trust exists to protect and defend the working and natural lands of the

Bear and Yuba River Watersheds and to enrich the deep community connection with Nature, in
perpetuity.

Our Values & Ethics
We have the long view, understanding that our work provides benefits for future generations;
We believe a healthy environment equals healthy humans - in mind, body and spirit;
We apply criteria, use discretion, and may decline things that are popular;
We are committed to teamwork and invest in our staff as individuals;
We act professionally and maintain high integrity and respect;
We enforce accountability and transparency among our team;
We hold clear and honest communication in high regard;
We value a safe, collaborative work environment;
We celebrate our wins and progress; and
We encourage creativity and fun!

This Employee Handbook sets forth the terms and conditions of employment for all full and
part-time employees and supervisors except those who have written contracts with BYLT and those
who are specifically excluded. This handbook is designed to familiarize you with our work policies.
The Executive Director(s) or your supervisor will be happy to answer any questions you may have.

What does BYLT expect from you?
Your first responsibility is to know your own duties and how to do them efficiently, correctly,
pleasantly and with pride. Secondly, you are expected to be a good co-worker, earn the trust and
respect of your fellow employees and maintain a positive team attitude. Third, you are encouraged
to grasp opportunities for personal development offered to you as well as make the most of your
role with the organization. We expect you to voice your opinions and contribute your suggestions,
so we can constantly improve the quality of our work and the work experience of all who are a part
of the BYLT community. Finally, this organization is purpose-driven; your passion and commitment
are vital components to its success!

Welcome to the team - we are happy to have you!
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I. INTRODUCTORY LANGUAGE AND POLICIES

STATEMENT OF AT-WILL EMPLOYMENT STATUS
Your employment with Bear Yuba Land Trust (BYLT) is on an “at-will” basis. This means your
employment may be terminated at any time, with or without advance notice and with or without
cause. Likewise, we respect your right to leave BYLT at any time, with or without advance notice and
with or without cause.

Nothing in this handbook or any other BYLT document should be understood as creating a contract,
guaranteed or continued employment, a right to termination only “for cause,” or any other
guarantee of continued benefits or employment. Only the Executive Director(s) has/have the
authority to make promises or negotiate with regard to guaranteed or continued employment, and
any such promises are only effective if placed in writing and signed by the Executive Director(s).

If a written contract between you and the BYLT is inconsistent with this handbook, the written
contract is controlling.

Nothing in this handbook will be interpreted, applied, or enforced to interfere with, restrain, or
coerce employees in the exercise of their rights under Section 7 of the National Labor Relations Act.

INTEGRATION CLAUSE AND THE RIGHT TO REVISE
This employee handbook contains the employment policies and practices of BYLT in effect at the
time of publication.

All previously issued handbooks and any inconsistent statements or memoranda are superseded.

BYLT reserves the right to revise, modify, delete or add to any and all policies, procedures, work
rules or benefits stated in this handbook or in any other document of BYLT, except for the at-will
policy. Any written changes to this handbook will be distributed to all employees so that the
employees will be aware of the new policies and procedures. No oral statements or representations
can in any way change or alter the provisions of this handbook.

This employee handbook contains the entire agreement between you (the employee) and BYLT as
to the duration of employment and the circumstances under which employment may be
terminated. Nothing in this Employee Handbook, or any other personnel document, including
benefit plan descriptions, creates or is intended to create a promise or representation of continued
employment for any employee.

All changes, revisions, modifications or deletions of any policies and procedures contained in this
handbook have been approved and authorized by the BYLT Board of Directors.

ABOUT BEAR YUBA LAND TRUST
BYLT is a private, 501(c) (3) nonprofit, membership-supported organization that works to promote
voluntary conservation of the region’s natural, historical and agricultural legacy. With community
support, BYLT provides a lasting community heritage by protecting and defending our conserved
lands and trails.
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Since 1990, BYLT has been a conservation leader in our region, saving more than 15,000 acres of
Sierra Nevada conifer forest, foothill oak woodlands, meadows, riparian habitat, farms, ranches,
trails and parks. This includes over 4,000 acres of critical open space and over 4,000 acres of
headwaters lands. Our professional trails team has worked with community volunteers to build and
maintain more than 35 miles of local trails. Each year we encourage hundreds of people to get
outdoors and enjoy nature by providing numerous opportunities to do so through high-quality
adventure and learning programs.
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II. HIRING AND ORIENTATION POLICIES

EMPLOYEE RELATIONS POLICY
BYLT’s Board of Directors, Executive Director(s) and Supervisors are committed to building a great
place to work so we can work together in the delivery of our important mission and to provide
everyone with an opportunity to achieve their optimal job performance. In pursuit of this goal, we
will:

1. Provide an exciting, challenging, and rewarding workplace and experience;
2. Select people on the basis of skill, training, ability, attitude, and character

without discrimination with regard to age, gender, color, race, national origin,
religious creed, marital status, sexual orientation, political belief, disability, or any
other protected basis;

3. Develop competent people who want to pursue and grow in their profession
and who appreciate ideas, suggestions and constructive feedback from fellow
employees;

4. Assure that employees have an opportunity to discuss any problems with the
appropriate representatives of BYLT without fear of retribution;

5. Make prompt and fair adjustment of any complaints, which may arise in the
everyday conduct of our business, to the extent practical;

6. Respect individual rights, and treat all employees with courtesy and
consideration;

7. Promote employees on the basis of their ability and merit;
8. Keep all employees informed of BYLT progress as well as the organization’s

overall aims and objectives; and
9. Do all these things in a spirit of friendliness and cooperation so that BYLT will be

known as a leadership conservation organization and a great place to work.

NEW HIRES AND INTRODUCTORY PERIOD
The first ninety (90) days of employment in accordance with the assigned work week at BYLT is
considered an introductory period. During this time, you will learn your responsibilities, get
acquainted with fellow employees and determine whether you are satisfied with your job. Also,
during this time, your supervisor will closely monitor your performance.

During this introductory period, the Executive Director(s) will review and evaluate your
performance. If BYLT finds your performance satisfactory and decides to continue your
employment, your supervisor will advise you accordingly, identify any improvements expected and
discuss notable strengths you have brought to the job.

Completion of the introductory period does not entitle you to remain employed by BYLT for any
definite period of time. Both you and BYLT are free, at any time, with or without advance notice and
with or without cause, to end the employment relationship and your compensation. After
completion of the introductory period, eligible employees will receive the benefits described in this
handbook.
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EEO STATEMENT AND NON HARASSMENT POLICY
Equal Opportunity Policy
BYLT is committed to the principles of equal employment. We are committed to complying with all
federal, state, and local laws providing equal employment opportunities, and all other employment
laws and regulations. It is our intent to maintain a work environment that is free of harassment,
discrimination, or retaliation because of age (40 and older), race (including, but not limited to, hair
texture and protective hairstyles such as braids, locks, and twists), ethnicity, religion (all aspects of
religious beliefs, observance or practice, including religious dress and grooming practices), color,
national origin, ancestry, physical disability, mental disability, medical condition (including cancer or
a record or history of cancer), genetic characteristics, genetic information, marital status, sex
(including pregnancy, childbirth, breastfeeding and/or related medical conditions), gender, gender
identity, gender expression (including transgender), sexual orientation, military or veteran status,
citizenship status, or any other status protected by federal, state, or local laws. Included in the
definition of each protected category is the perception of membership in a protected category and
an individual’s association with an actual or perceived member of a protected category.

BYLT is dedicated to the fulfillment of this policy in regard to all aspects of employment, including
but not limited to recruiting, hiring, placement, transfer, training, promotion, rates of pay, and other
compensation, termination, and all other terms, conditions, and privileges of employment.

BYLT will conduct a prompt and thorough investigation of all allegations of discrimination,
harassment, or retaliation, or any violation of the Equal Employment Opportunity Policy in a
confidential manner. The Company will take appropriate corrective and remedial action, if and
where warranted. BYLT prohibits retaliation against any employee who provides information about,
complains about, or assists in the investigation of any complaint of discrimination or violation of the
Equal Employment Opportunity Policy.
We are all responsible for upholding this policy. You may discuss questions regarding equal
employment opportunity with your supervisor or any other designated member of management.

Policy Against Workplace Harassment, Harassment Prevention and Bullying
BYLT has a strict policy against all types of workplace harassment, including sexual harassment and
other forms of workplace harassment based upon an individual’s age (40 and older), race, ethnicity,
religion (all aspects of religious beliefs, observance or practice, including religious dress and
grooming practices), color, national origin, ancestry, physical disability, mental disability, medical
condition (including cancer or a record or history of cancer), genetic characteristics, genetic
information, marital status, sex (including pregnancy, childbirth, breastfeeding and/or related
medical conditions), gender, gender identity, gender expression (including transgender), sexual
orientation, military or veteran status, citizenship status, or any other status protected by federal,
state, or local laws. Included in the definition of each protected category is the perception of
membership in a protected category and an individual’s association with an actual or perceived
member of a protected category.

BYLT’s policy prohibiting harassment applies to all persons involved in the operation of the
Company. BYLT prohibits harassment, disrespectful, or unprofessional conduct by any employee of
the Company, including supervisors, managers, and co-workers. BYLT’s anti-harassment policy also
applies to vendors, customers, independent contractors, interns, volunteers, persons providing
services pursuant to a contract, and other persons with whom you come into contact while

Page 8 | 56



working, as well as other types of work relationships as defined by law.

Prohibited harassment, disrespectful, or unprofessional conduct includes, but is not limited to, the
following behavior:

Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances,
invitations, comments, posts, or messages;

● Visual displays such as derogatory and/or sexually-oriented posters, photography,
cartoons, drawings, or gestures;

● Physical conduct including assault, unwanted touching, intentionally blocking
normal movement or interfering with work because of sex, race, or any other
protected basis;

● Threats and demands to submit to sexual requests or sexual advances as a condition
of continued employment, or to avoid some other loss and offers of employment
benefits in return for sexual favors;

● Retaliation for reporting or threatening to report harassment; and
● Communication via electronic media of any type that includes any conduct that is

prohibited by state and/or federal law or by Company policy.

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other
verbal, visual, or physical conduct of a sexual nature when (1) submission to such conduct is made
either explicitly or implicitly a term or condition of an individual’s employment, (2) submission to or
rejection of such conduct by an individual is used as the basis for employment decisions affecting
the individual, or (3) such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive working
environment, even if there are no tangible or economic job consequences. Sexual harassment does
not need to be motivated by sexual desire to be unlawful or to violate this policy. For example,
hostile acts toward an employee because of his/her gender can amount to sexual harassment,
regardless of whether the treatment is motivated by sexual desire.

The term “sexual harassment” includes many forms of offensive behavior. Here are some types of
behaviors that may be violations of this policy:

● Making sexually suggestive comments, jokes, advances, or offering employment
benefits in exchange for sexual favors.

● Teasing, bullying, making fun of or making derogatory remarks about someone’s age,
race, sexual orientation, disability, or gender.

● Posting, passing around, or displaying sexually suggestive or obscene printed
materials or objects.

● Gender-based harassment including harassment by someone of the same sex as the
victim.

Sexual harassment is considered to be sex discrimination in violation of federal and state law.
Prohibited harassment is not just sexual harassment but harassment based on any protected
category. Additionally, abusive conduct, defined as any conduct of an employer or employee in the
workplace, with malice, that a reasonable person would find hostile, offensive, and unrelated to an
employer’s legitimate business interests will not be tolerated.
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In addition to the above, BYLT does not condone and will take all steps to prevent and stop bullying
in all work sites. Verbal bullying includes: teasing, name-calling, inappropriate sexual comments,
taunting, threatening to cause harm, social bullying, which is sometimes referred to as relational
bullying and involves hurting someone’s reputation or relationships, spreading rumors about
someone, or embarrassing someone in public. Physical bullying involves hurting a person’s body or
possessions. Physical bullying includes: hitting/kicking/pinching, spitting, tripping/pushing, taking
or breaking someone’s things, making mean or rude hand gestures.

Non-Discrimination
BYLT is committed to compliance with all applicable laws providing equal employment
opportunities. This commitment applies to all persons involved in Company operations. BYLT
prohibits unlawful discrimination against any individual by an employee of BYLT, including
supervisors and coworkers. Each individual has the right to work in a professional atmosphere that
promotes equal employment opportunities and prohibits discriminatory practices.
Pay discrimination between employees performing substantially similar work based on gender,
race, ethnicity or prior compensation history, as defined by the California Fair Pay Act and federal
law, is prohibited. Pay differentials may be valid in certain situations defined by law. Employees will
not be retaliated against for inquiring about or discussing wages. However, BYLT is not obligated to
disclose the wages of other employees.

Anti-Retaliation
BYLT will not retaliate against you for filing a complaint or participating in any workplace
investigation and will not tolerate or permit retaliation by management, employees, or co-workers.
It is prohibited for supervisors, managers, and co-workers, as well as third parties such as vendors
or customers, to retaliate against an employee because the employee has complained about
harassment, discrimination, retaliation, abusive conduct, or participated in an investigation,
proceeding, or hearing based on such a complaint and is a serious violation of this policy.

Complaint Process
If you believe that you have been the subject of harassment, discrimination, retaliation, or other
prohibited conduct, bring your complaint to your supervisor, manager or the Executive Director as
soon as possible after the incident. You can bring your complaint to any of these individuals. If you
need assistance with your complaint, or if you prefer to make a complaint in person, contact BYLT’s
Executive Director. Please provide all known details of the incident or incidents, names of
individuals involved, and names of any witnesses. It would be best to communicate your complaint
in writing, but this is not mandatory.

BYLT encourages all individuals to report any incidents of harassment, discrimination, retaliation, or
other prohibited conduct forbidden by this policy immediately so that complaints can be quickly
and fairly resolved.

In addition to our internal complaint procedure, the employee may also contact either the Equal
Employment Opportunity Commission (EEOC) or the California Department of Fair Employment and
Housing (DFEH) to report unlawful harassment. The EEOC and DFEH serve as neutral fact-finders
and will attempt to assist the parties to voluntarily resolve their disputes. For more information,
speak with the Executive Director(s) or the nearest EEOC or DFEH office.
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Supervisors must refer all complaints involving harassment, discrimination, retaliation, or other
prohibited conduct to BYLT’s Executive Director in effort to resolve the complaint. When BYLT
receives allegations of misconduct, it will immediately undertake a fair, timely, thorough, and
objective investigation of the allegations in accordance with all legal requirements. BYLT will reach
reasonable conclusions based on the evidence collected.BYLT will maintain confidentiality to the
extent possible. However, BYLT cannot promise complete confidentiality. BYLT’s duty to investigate
and take corrective action may require the disclosure of information to individuals with a need to
know.

Complaints will be:
● Responded to in a timely manner
● Kept confidential to the extent possible
● Investigated impartially by qualified personnel in a timely manner
● Documented and tracked for reasonable progress
● Given appropriate options for remedial action and resolution
● Closed in a timely manner

BYLT may exercise its discretion to put certain interim measures in place, such as a suspension,
leave of absence or a transfer, while the investigation proceeds. At the conclusion of the
investigation, if BYLT determines a policy violation has occurred, it may, at its sole discretion, take
remedial action, up to and including termination of employment. Because BYLT is committed to
avoiding even the appearance of impropriety with respect to harassment, it may take
corrective action toward any employee for inappropriate conduct learned during the course of any
investigation, regardless of whether the conduct amounts to a violation of law or even a violation of
this policy.

If a person who is found to have engaged in inappropriate conduct is not employed by BYLT, BYLT
will take whatever corrective action it determines is reasonable and appropriate under the
circumstances. Any individual who is found to have engaged in unlawful harassment may be
personally liable for his/her actions. Depending on the circumstances, BYLT might or might not
provide legal representation to employees accused of illegal harassment.

Accommodations For Victims Of Domestic Violence, Sexual Assault, Stalking or Other Crimes
BYLT will provide reasonable accommodations to victims of domestic violence, sexual assault, or
stalking who request an accommodation for their safety while at work, provided the
accommodation does not create an undue hardship on the Company.
Reasonable accommodations may include the implementation of safety measures such as:

● A transfer, reassignment, or modified schedule.
● A change in telephone number or work station, or installed lock.
● Assistance in documenting domestic violence, sexual assault, or stalking that

occurs in the workplace.
● An implemented safety procedure or other adjustment to a job structure,

workplace facility, or work requirement in response to domestic violence,
sexual assault, or stalking.

● Referral to a victim assistance organization.

Upon receiving a request, BYLT will engage in a timely, good faith, and interactive process with you
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to determine effective reasonable accommodations. If you no longer need an accommodation, you
must notify the Executive Director(s) that the accommodation is no longer needed. If circumstances
change and you need a new accommodation, you must request one.

BYLT will also not discharge or in any manner discriminate against an employee who is a victim of a
crime for taking time off to appear in court to comply with a subpoena or other court order as a
witness in any judicial proceeding.

Certification
When requesting a reasonable accommodation or time off because you were a victim of a crime,
you will be asked to submit a signed, written statement that certifies that the accommodation or
the time off is for an authorized purpose. You may also be asked to provide documentation that
demonstrates your status as a victim of domestic violence, sexual assault, or stalking or another
crime, such as:

● A police report showing that you were the victim of domestic violence, sexual
assault, stalking or another crime.

● A court order protecting you from the perpetrator or other evidence from the
court or prosecuting attorney that you appeared in court.

● Documentation from a medical professional, domestic violence or sexual assault
victim advocate, health care provider, or counselor showing that your absence was
due to treatment for injuries from domestic violence, sexual assault or another
crime.

Unpaid Leave
BYLT will also provide victims of domestic violence, sexual assault, stalking or another crime with
unpaid leave to obtain or attempt to obtain any relief, including, but not limited to, a temporary
restraining order, restraining order, or other injunctive relief, to help ensure the health, safety, or
welfare of you or your child. You may use available vacation, personal leave, accrued paid sick leave,
or compensatory time off for your leave unless you are covered by a collective-bargaining
agreement that states otherwise.

Notice
You must provide reasonable advance notice of your intention to take leave for the above reasons
unless advance notice is not feasible. If an unscheduled absence occurs, you must provide the
following documentation within a reasonable amount of time after your absence:

● A police report indicating that the you were a victim of domestic violence, sexual
assault, stalking or another crime;

● A court order protecting or separating you from the perpetrator of an act of
domestic violence, sexual assault, stalking or another crime, or other evidence from
the court or prosecuting attorney stating that you have appeared in court; or

● Documentation from a licensed medical professional, domestic violence counselor,
sexual assault counselor, licensed health care provider, or counselor stating that you
were undergoing treatment for physical or mental injuries or abuse resulting from
victimization of an act of domestic violence, sexual assault, stalking or another crime.

Confidentiality
BYLT will maintain the confidentiality of anyone requesting time off or requesting an

Page 12 | 56



accommodation under this policy, except as required by federal or state law or as necessary to
protect your safety in the workplace.

Retaliation
BYLT will not retaliate against a victim of domestic violence, sexual assault, stalking or another
crime for requesting or obtaining leave or a reasonable accommodation in accordance with this
policy.

Policy against COVID-19 Related Discrimination, Harassment, & Retaliation
As further reflected in BYLT’s Policies Against Workplace Harassment, Harassment Prevention and
Bullying, BYLT is committed to providing a workplace free of unlawful harassment and
discrimination. This includes harassment of or discrimination against individuals for
COVID-19-related reasons, including but not limited to an individual’s exposure or possible
exposure to COVID-19, showing symptoms of COVID-19, testing positive for COVID-19, taking a
leave of absence for COVID-19-related reasons, reporting violations of BYLT’s health, safety, or social
distancing policies, or any other reason protected by local, state, or federal law.
BYLT strongly disapproves of and will not tolerate harassment of or discrimination against
applicants, employees, unpaid interns, or volunteers by managers, supervisors, co-workers, or third
parties with whom employees come into contact.  Similarly, BYLT will not tolerate harassment by its
employees of non-employees with whom the Company employees have a business, service, or
professional relationship.

Discrimination Defined
It is a violation of BYLT policy to discriminate in the provision of employment opportunities, benefits
or privileges; to create discriminatory work conditions; or to use discriminatory evaluative
standards in employment if the basis of that discriminatory treatment is, in whole or in part, for
COVID-19-related reasons, described above. Discrimination in violation of this policy will be subject
to disciplinary measures up to and including termination.

Harassment Defined
BYLT also prohibits harassment of any kind, including harassment related to COVID-19, and will take
appropriate and immediate action in response to complaints or knowledge of violations of this
policy. For purposes of this policy, harassment is any verbal or physical conduct designed to
threaten, intimidate or coerce an employee, co-worker, or any person working for or on behalf of
the Company, including harassment for COVID-19-related reasons, described above.  Harassment in
violation of this policy will be subject to disciplinary measures up to and including termination.

Reporting and Disclosure of COVID-19-Related Information
BYLT expects and requires that all employees stay home, notify their supervisor, and get tested if
they experience cough, fever, difficulty breathing, shortness of breath, chills, muscle pain,
headache, sore throat, or the loss of taste or smell while on the job (COVID-19-related symptoms).
The Company expects and requires that all employees to immediately report to the Executive
Director if they experience COVID-19-related symptoms while on the job.
BYLT will comply with all applicable statutes and regulations that protect the privacy of persons who
have tested positive for or have been exposed to COVID-19. Although all reasonable measures will
be taken to ensure procedurally sufficient safeguards to maintain the personal confidence about
persons who have tested positive for or who have been exposed to COVID-19, BYLT will also comply
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with all local, state, and federal requirements related to the disclosure of information when an
employee is exposed to, experiences symptoms or, or tests positive for COVID-19.

Reporting and Investigating Violations of Company Health, Safety, or Social Distancing Policies
BYLT takes the health and well-being of its employees very seriously and has implemented various
health, safety, and social distancing policies in order to better protect its employees against
COVID-19. Employees are encouraged to report any violations of these policies to the Executive
Director so that the appropriate investigation and corrective action can be taken. BYLT will not
tolerate any retaliation against any employee for making a good faith complaint of a
COVID-19-related policy violation.

Reporting and Investigating Harassing or Discriminatory Conduct
BYLT encourages employees to promptly report any such incidents so that corrective action may be
taken. Any incidents of COVID-19-related harassment or discrimination should be reported
immediately to the Executive Director, who is responsible for investigating these complaints.
Supervisors and managers who receive complaints or who observe such conduct must immediately
inform the Executive Director so that an investigation may be initiated.

Every reported complaint of harassment or discrimination will be investigated thoroughly and
promptly by impartial and qualified personnel.  The investigation will be handled in as confidential a
manner as possible consistent with a fair, timely, and thorough investigation in a manner that
provides all parties appropriate due process and reaches reasonable conclusions based on the
evidence collected.

In addition to notifying BYLT about harassment, discrimination, or retaliation complaints, affected
employees may also direct their complaints to the California Department of Fair Employment and
Housing (“DFEH”), which has the authority to conduct investigations of the facts.

DISABILITY ACCOMMODATION
BYLT complies with the Americans with Disabilities Act (ADA), the Pregnancy Discrimination Act,
and all applicable state and local fair employment practices laws and is committed to providing
equal employment opportunities to qualified individuals with disabilities, including disabilities
related to pregnancy, childbirth, and related conditions. Consistent with this commitment, the
Company will provide reasonable accommodation to otherwise qualified individuals where
appropriate to allow the individual to perform the essential functions of the job, unless doing so
would create an undue hardship on the business.

If you require an accommodation because of your disability, it is your responsibility to notify your
supervisor. You may be asked to include relevant information such as:

● A description of the proposed accommodation.
● The reason you need an accommodation.
● How the accommodation will help you perform the essential functions of your job.

After receiving your request, BYLT will engage in an interactive dialogue with you to determine the
precise limitations of your disability and explore potential reasonable accommodations that could
overcome those limitations and that would not create an undue hardship to BYLT. Where
appropriate, we may need your permission to obtain additional information from your medical
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provider. All medical information received by the Company in connection with a request for
accommodation will be treated as confidential.

CLASSIFICATION OF EMPLOYEES
At the time you are hired, you will be classified as either “exempt” or “non-exempt.” This is
necessary because, by law, employees in certain types of jobs are entitled to overtime pay for hours
worked in excess of eight (8) hours per day or forty (40) hours per workweek and certain other
requirements may apply. These employees are referred to as “non-exempt” in this employee
handbook.

Exempt employees are supervisors, executives, professional staff, technical staff, outside sales
representatives, officers, directors, and others whose duties and responsibilities allow them to be
“exempt” from provisions provided by the Federal Fair Labor Standards Act (FLSA) and any
applicable state laws. If you are an exempt employee, you will be advised that you are in this
classification at the time you are hired, transferred, or promoted. Participation in our benefits
programs may be affected by your employment status or classification.

All employees of BYLT whether exempt, non-exempt, full-time, part-time or temporary, are
employed at-will.

● The EXEMPT status applies to certain administrative, professional, and executive staff.
Exempt employees qualify for exemption from overtime regulations under state and
federal law and their salaries already take into account that they may work long hours. This
does not alter one’s classification of “EXEMPT” as defined by the FLSA. Minimum wage has
increased as of 1/1/2022 for employers of 25 or fewer employees to $14.00 per hour.
Anyone who is non exempt at BYLT needs to be earning that amount and anyone who is
classified as exempt needs to earn at least 2X the minimum wage X 2080 hour on an
annualized basis so a salary of $58,240 per year, to remain exempt.

● The NON-EXEMPT status applies to all other regular employees. Non-exempt employees
are covered by either the regulations in the State of California wage orders, and/or by the
Federal Fair Labor Standard Act and receive extra pay for overtime work (as described in
the overtime section of this employee handbook) and additional rules apply. Employees
working in non-exempt positions are compensated for the actual amount of time spent on
their job. Non-exempt employees are entitled to receive time and a half of their regular
rate of pay for each hour worked after 8 hours worked in one day up to 12 hours or 40
hours worked in one week and for the first eight hours on the seventh consecutive day of
work in one workweek. Double time is payable for over 12 hours worked in one day and for
all hours in excess of eight on the seventh consecutive workday in a workweek.

● FULL-TIME employees work on a regular basis for at least 30 hours per week. Full-time
employees may or may not be EXEMPT. They are eligible for all benefits available through
work at BYLT, as long as they meet the applicable requirements, such as length of service.
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● PART-TIME employees work on a regular basis for fewer than 30 hours per week. Part-time
employees are eligible for benefits covered in this employee handbook, those required by
law or as stipulated in writing signed by the Executive Director(s).

● TEMPORARY employees work on specific projects for limited periods of time and can be
full or part-time. Short-term assignments will generally be periods of six months or less,
however, such assignments may be extended. Temporary employees are not eligible for
benefits described in this employee handbook, other than those required by law or as
stipulated in writing by the Executive Director(s).

● INDEPENDENT CONTRACTORS AND CONSULTANTS are non-employees who are paid on a
fee-for-service basis to perform certain specified services. Contractors and consultants are
not eligible for any benefits listed in this employee handbook.

The distinction between full-time and part-time depends upon the number of hours the employee
works. In order to be eligible for compensation for personal leave, vacation and holidays, the
employee must be assigned a regular work schedule of not less than twenty (20) hours per week.
The normal workweek consists of four (4) ten-hour or five (5) eight-hour days per week. At least
two days off work are normally scheduled each week. Part-time employees may be assigned a work
schedule in advance or may work on an as-needed basis. Only those part-time employees who have
an assigned work schedule of at least twenty (20) hours per week will be eligible for time-off
compensation, as described in this handbook on a pro rata basis.

EMPLOYMENT AUTHORIZATION VERIFICATION
New hires will be required to complete Section 1 of federal Form I-9 on the first day of paid
employment and must present acceptable documents authorized by the U.S. Citizenship and
Immigration Services proving identity and employment authorization no later than the third
business day following the start of employment with BYLT. If you are currently employed and have
not complied with this requirement or if your status has changed, inform your supervisor. If you are
authorized to work in this country for a limited period of time, you will be required to submit proof
of renewed employment eligibility prior to expiration of that period to remain employed by the
BYLT.

TRAINING PROGRAM
In most cases, training is done on an individual basis by an employee’s supervisor. Even if you have
had previous experience in the specified functions of your job duties, it is necessary for you to learn
our specific procedures, as well as the responsibilities of the specific position. If you ever feel you
require additional training, consult your supervisor.

CONFLICTS OF INTEREST
Situations of actual or potential conflict of interest are to be avoided by all employees. These
situations may include personal involvement with an organization with which the BYLT is engaged in
a negotiation or transaction or may be competing with BYLT for a transaction of any kind. A
relationship with a supplier or subordinate employee of BYLT which impairs an employee's ability to
exercise good judgment on behalf of BYLT may create an actual or potential conflict of interest.
Supervisor-subordinate romantic or personal relationships also can lead to supervisory problems,
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possible claims of sexual harassment and morale problems.

An employee involved in any of the types of relationships or situations described in this handbook
should immediately and fully disclose the relevant circumstances to his or her immediate supervisor
for determination as to whether a potential or actual conflict exists. If an actual or potential conflict
exists, the BYLT President may take whatever corrective action appears appropriate according to the
circumstances. Failure to disclose facts, each year, shall constitute grounds for disciplinary action up
to and including discharge.
The Conflicts of Interest policy and disclosure form is attached.

EMPLOYMENT OF RELATIVES AND FRIENDS
We will not employ friends or relatives in circumstances where actual or potential conflicts may
arise that could compromise supervision, safety, confidentiality, security, and morale at BYLT or
create the appearance of impropriety. It is your obligation to inform the Executive Director(s) or
Board of Directors of any such potential conflict, so the organization can determine how best to
respond to the particular situation.
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III. WAGE AND HOURS POLICIES

INTRODUCTION
At BYLT, pay depends on a wide range of factors, including pay scale surveys, individual effort, the
Company’s income, and market forces. If you have any questions about your compensation,
including matters such as paid time off, overtime, benefits, or paycheck deductions, speak with your
supervisor.

OFFICE HOURS
Normal office hours (i.e. when the office is open to the public) are Monday through Thursday, 10:00
am to 3:00 pm and by appointment on Friday. However, the nature of BYLT’s business may require
earlier or later start or end times based on the work tasks of that day. Examples include days when
weather conditions such as extreme heat may require that field work is performed in a cooler time
of day, such as early morning. Events that staff may be required to participate in may occur during
non-normal office hours such as evenings or weekends. Supervisors will work with employees to
determine the appropriate work hours for each workweek.

POSTING OF WORK SCHEDULES
Your supervisor will assign and schedule your individual duties and responsibilities. All employees
are expected to be at their workplaces at the start of their scheduled shifts, ready to perform their
work.

Changes in work schedules must be requested from and approved by the Executive Director(s) or
the employee’s supervisor with reasonable advance notification.

ATTENDANCE POLICY
If you know ahead of time that you will be absent or late to work, provide reasonable advance
notice to your supervisor. You may be required to provide documentation of any medical or other
excuse for being absent or late where permitted by applicable law.

BYLT reserves the right to apply unused vacation, personal leave, or other paid time off to
unauthorized absences where permitted by applicable law. Absences resulting from approved
leave, vacation, or legal requirements are exceptions to the policy.

VOLUNTARY TERMINATION
An employee may voluntarily resign his or her employment at any time. An employee failing to
report to work for three (3) consecutive workdays without notice to, or approval by his or her
supervisor, shall be considered to have voluntarily terminated his or her employment with BYLT.

MEALS AND BREAKS
Employees are required to take one (1) paid 10-minute break for each consecutive 4 hours of work.
Less than 4 consecutive hours of work does not require a break. Employees working more than 5
consecutive hours are required to take a 30-minute unpaid meal break. The employee and
employer can agree to waive the meal period if the employee works no more than 6 hours in one
day. If anyone interferes with an employee’s ability to take a required meal and/or rest periods, the
employee must notify their supervisor.
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ONE DAY REST IN SEVEN
In accordance with California law, nonexempt employees are generally permitted, on average, one
day of rest for every seven days of work depending upon scheduling and business needs as well as
availability and interest in additional hours of work.

TIMEKEEPING REQUIREMENTS
All hourly employees are required to record time worked on a time card for payroll purposes.
Employees must record their time at the start and at the end of each work period, including the
unpaid lunch break. There are two pay periods each month: from the 1st to the 15th and from the
16th to the last day of the month. At the end of each pay period, each employee's time card will be
checked and signed by the employee’s supervisor prior to preparing payroll checks. Time cards
should be reviewed and signed by every employee indicating the accuracy of the hours worked and
any vacation, personal time and scheduled holidays. Every employee is responsible for his or her
own time card.

OVERTIME
Employees may be required to work overtime as necessary. For purposes of determining which
hours constitute overtime, only actual time worked in any given workweek will be counted. The
workweek is defined from Sunday to Saturday. BYLT provides compensation for non-exempt
employees for all overtime hours worked in accordance with State and Federal law as follows:
An 8-hour per day, 5-day per week non-exempt employee shall not be employed more than eight
(8) hours in any workday or more than forty (40) hours in any workweek unless he or she receives
one and one-half times his or her regular rate of pay for all hours worked over eight (8) hours in any
workday up to 12 hours and over forty (40) hours in the workweek. Eight (8) hours of labor
constitutes a day's work, and employment beyond eight (8) hours in any workday or more than six
(6) days in any work week is permissible provided the employee is compensated for the overtime.
Compensation for time in excess of contracted weekly schedule but less than forty (40) hours for
the work week shall be paid at the base pay rate.

Overtime compensation will be computed as:
1. One and one-half times the employee's regular rate of pay for all hours worked in

excess of eight (8) hours up to and including twelve (12) hours in any workday, and
for the first eight (8) hours worked on the seventh consecutive day of work in a
workweek; and

2. Double the employee's regular rate of pay for all hours worked in excess of twelve
(12) hours in any workday
and for all hours worked in excess of eight (8) on the seventh consecutive day of
work in a workweek.

All overtime hours worked must be approved by the supervisor or Executive Director(s) in writing,
prior to the time worked. Overtime is calculated based on the hours actually worked during the
workweek. Holiday, vacation or personal time off that you do not work and for which you may
receive regular compensation do not count as days you actually worked. An employee cannot waive
his or her right to overtime compensation. BYLT does not permit “comp” time for non-exempt
employees, i.e. directing time off in exchange for overtime hours worked.
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VOLUNTEERING
Paid staff may not volunteer free time for BYLT.

FLEX TIME
An employee may request flextime, i.e., altering their normal work schedule. An example would be
an employee working 4 hours in one day and 10 hours on two other days. Flextime needs to be
agreed between the employee and employer. The request must originate from the employee and
will be considered on a case by case basis.

TRAVEL TIME PAY
Some non-exempt positions within BYLT require travel. If you are non-exempt and are required to
travel in the course of conducting your work, you will be paid in the following way:

● If you report to the workplace and then are required to travel to another site to work
for the day, travel time to the assigned work place will be paid.

● When you are required to report to a site other than your regular work site, and you
go directly to that site without first going to the regular workplace, BYLT will pay
travel time for any time in excess of your normal commute time to the regular site.

● If you are required to travel to a distant workplace, you will be paid travel time in
addition to time worked.

● Your travel hours are “hours worked” for the purposes of calculating overtime.

PAYMENT OF WAGES
BYLT employees are paid twice monthly, 7 days after the end of the pay period on the 7th and 22nd.
If the payday falls on a weekend or holiday, employee will be paid on the previous business day. Pay
is by direct deposit with your consent. You may be paid by check if you choose. If there is an error
on your paycheck, please report it immediately to your supervisor.

PAYCHECK DEDUCTIONS
BYLT is required by law to make certain deductions from your pay each pay period. This includes
income and unemployment taxes, Federal Insurance Contributions Act (FICA) contributions (Social
Security and Medicare), and any other deductions required under law or by court order for wage
garnishments. The amount of your tax deductions will depend on your earnings and the number of
exemptions you list on your federal Form W-4 and applicable state withholding form. You may also
authorize voluntary deductions from your paycheck, including contributions for insurance
premiums, retirement plans, or other services. Your deductions will be reflected in your wage
statement.

BYLT will not make deductions to your pay that are prohibited by federal, state, or local law. If you
have any questions about deductions from your pay, contact your supervisor. You will be
reimbursed in full for any isolated, inadvertent, or improper deductions, as defined by law. If an
error is found, you will receive an immediate adjustment, which will be paid no later than your next
regular payday.

LACTATION ACCOMMODATION
BYLT recognizes the health benefits of breastfeeding for both parent and child. Therefore, BYLT
provides a supportive environment to encourage breastfeeding or the expressing of breast milk by
employees during work hours. In accordance with federal and California laws, it is the policy of BYLT
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to accommodate nursing employees’ lactation needs. All nursing employees are eligible under this
policy

Milk Expression Breaks
Breastfeeding employees are allowed to breastfeed or express milk during work hours. As much as
is reasonably possible the employee will use their normal breaks and meal times. For time that may
be needed beyond the usual break times, employees may use vacation, personal leave time or may
make up the time as negotiated with their supervisors. If additional time is needed and the
employee chooses not to use vacation time, personal leave time or cannot work out make up time,
the time taken will be unpaid.

Location to Express Milk
BYLT will make reasonable efforts to identify a location in close proximity to the nursing employee’s
work area. To the fullest extent possible, the location will meet the following criteria:

1. The space will be equipped with an electrical outlet.
2. The space will have comfortable seating.
3. The space will not be a toilet or bathroom, or a closet or storage room.
4. The location will provide adequate privacy.
5. The location may be a private office or conference room that can be secured to

provide adequate privacy.
6. The space will be sanitary.
7. The space will include or will be near a facility where hand washing can take place

and where breast pump equipment can be cleaned.

Equipment and Storage
Employees are responsible for bringing their own breast pump equipment and for cleaning their
own breast pump equipment. Express milk may be stored in personal and marked containers and
placed in a BYLT refrigerator unit.

Employee Responsibility
Breastfeeding employees are responsible for keeping milk expression areas clean, using
anti-microbial wipes to clean the pump and the area around it. Employees are also responsible for
keeping the general lactation room clean for the next user.
An employee who has need for lactation accommodation should inform her supervisor and review
this policy and discuss any scheduling issues that may arise from the need for expressing breast
milk.

Non-Discrimination
Breastfeeding should not constitute a source of discrimination in employment or in access to
employment. It is prohibited under this policy to harass a breastfeeding employee; such conduct
unreasonable interferes with an employee’s work performance and creates an intimidated hostile
of offensive working environment. Any incident of harassment of breastfeeding employee will be
addressed in accordance with BYLT’s policies on discrimination and harassment.

Filing a Complaint
Nursing employees who feel they have been denied appropriate accommodations or have been
harassed due to breastfeeding or expressing milk are encouraged to contact BYLT’s Executive
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Director. You also may file a report/claim with the Labor Commissioner’s Bureau of Field
Enforcement (BOFE) at the BOFE office nearest your place of employment. The complaint must be
filed within three years of the alleged unlawful action. In addition, if you feel like you have been a
victim of retaliation for either asserting a right to lactation accommodation or for complaining to
the Labor Commissioner about the failure of the BYLT to provide this accommodation, you may file
a retaliation claim with the Labor Commissioner’s Office You must file a retaliation claim with the
Labor Commissioner’s Office within six months of the alleged retaliation.

BUSINESS EXPENSES POLICY
The purpose of this policy is to define approved non-travel business expenses and the authority for
incurring and approving such expenses at BYLT.
Approved business expenses are the reasonable and necessary expenses incurred by the employee
to achieve legitimate business purposes that are not covered by normal BYLT procurement
processes.

Business Meetings (Employer-Sponsored Events and Meetings)
BYLT pays for expenses necessary to achieve a valid business purpose when meetings are held with
donors, members, volunteers, vendors, or other related parties. The most senior BYLT employee
present is expected to pay for and report all expenses.
BYLT will make every effort to have a master account set up for Company-wide and large group
events. However, if you are at a small meeting or staying by yourself at a hotel, pay individually and
submit for reimbursement accordingly.

Technical and Training Seminars
BYLT pays for expenses associated with attendance at classes and seminars that enhance
job-related skills. Prior approval must be obtained by your supervisor.

Gifts
You may present gifts only under exceptional circumstances and with prior approval of the
Executive Director(s). BYLT does not reimburse costs over $25 for business gifts.

Other Expenses
BYLT will pay for postage and telephone expenses that are for business purposes.

Reporting
Report approved expenses on the standard expense report form and include a description of the
expense, its business purpose, date, place, and the participants.

TRAVEL EXPENSES
The purpose of this policy is to define approved business travel expenses and the authority for
incurring and approving such expenses at BYLT.

Travel expenses are the reasonable and necessary expenses incurred by an employee when
traveling on approved BYLT business trips. Travel is limited to business activities for which other
means of communication is inadequate and for which prior approval from your Supervisor has been
received.
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Advances
BYLT does not generally provide cash travel advances. Normally, you will be expected to use
personal credit cards and/or your own cash and submit approved expenses (with receipts) on the
standard Expense Report Form.

Travel Expenses
BYLT pays the actual amounts incurred for appropriate expenses when you are on travel
assignments. Examples of typical expenses include the following:

● Airline tickets.
● Meals and lodging.
● Car rental, bus, taxi, parking.
● Telephone and fax.
● Laundry and dry cleaning (trips exceeding one week only, unless emergency).
● Business supplies and services.
● Associated gratuities.
● Other expenses necessary to achieve the business purposes.

Family Members
BYLT will not pay the travel expenses of spouses or other family members.

Air Travel
Use economy or tourist class airfares when traveling on BYLT business. In addition, private,
noncommercial aircraft or chartered aircraft are not to be used, and no more than two BYLT officers
should travel together on the same flight. Airfares are to be charged to personal credit cards and
subsequently submitted for reimbursement on a monthly expense report.

Hotels
Neither in-room movies nor refreshment bars are approved BYLT expenses.

Insurance
BYLT does not pay for personal travel insurance for employees.

Rental Cars
You are required to use rental firms having existing relationships with the Company or its affiliates
and, where feasible, have negotiated discount rates. Available reasonable transportation is to be
used.

Personal Vehicles
When using your own vehicle for business purposes, you must maintain insurance coverage as
required by law and may not have more than 2 points on your driving record. Travel between your
home and primary office is not considered to be business travel. You may not use your personal
vehicle for business travel without authorization. Every attempt should be made to utilize the use of
courier and delivery services in order to avoid hazard of liability and the time away from work. You
will be reimbursed for vehicle use at the standard IRS mileage rate. The Executive Director(s) must
authorize any deviation from this policy.
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Reporting
Report approved expenses and include a description of the expense, its business purpose, date,
place, and the participants.
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IV. PERFORMANCE, DISCIPLINE, LAYOFF, AND TERMINATION

STANDARDS OF CONDUCT
BYLT wishes to create a work environment that promotes job satisfaction, respect, responsibility,
integrity, and value for all our employees, donors, members, volunteers, and other stakeholders.
We all share in the responsibility of improving the quality of our work environment. By deciding to
work here, you agree to follow our rules.
While it is impossible to list everything that could be considered misconduct in the workplace, what
is outlined here is a list of common-sense infractions that could result in discipline, up to and
including immediate termination of employment. This policy is not intended to limit our right to
discipline or discharge an employee for any reason permitted by law.

Examples of inappropriate conduct include:
● Violation of the policies and procedures set forth in this handbook.
● Possessing, using, distributing, selling, or negotiating the sale of illegal drugs or other

controlled substances.
● Being under the influence of alcohol during working hours on BYLT property (including in

Company vehicles), or on Company business.
● Inaccurate reporting of the hours worked by you or any other employee.
● Providing knowingly inaccurate, incomplete, or misleading information when speaking on

behalf of the Company or in the preparation of any employment-related documents
including, but not limited to, job applications, personnel files, employment review
documents, intra-Company communications, or expense records.

● Taking or destroying BYLT property.
● Possession of potentially hazardous or dangerous property (where not permitted) such as

firearms, weapons, chemicals, etc. without prior authorization.
● Fighting with, or harassment of (as defined in our EEO policy), any fellow employee, vendor,

or customer.
● Disclosure of BYLT trade secrets and proprietary and confidential commercially-sensitive

information (i.e. financial records/reports, marketing or business strategies/plans, donors
lists, etc.) of BYLT or its members, donors, volunteers, contractors, suppliers, or vendors.

● Refusal or failure to follow directions or to perform a requested or required job task.
● Refusal or failure to follow safety rules and procedures.
● Excessive tardiness or absences.
● Smoking in non-designated areas.
● Working unauthorized overtime.
● Solicitation of fellow employees on BYLT premises during working hours.
● Use of obscene or harassing (as defined by our EEO policy) language in the workplace.
● Engaging in outside employment that interferes with your ability to perform your job at

BYLT.
● Gambling on BYLT premises.
● Lending keys to BYLT property to unauthorized persons.

PUNCTUALITY AND ATTENDANCE
As an employee of BYLT, you are expected to be punctual and regular in attendance. Any tardiness
or absence causes problems for your fellow employees and your supervisor. When you are absent,
others must perform your workload, just as you must assume the workload of others who are
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absent.

If you are unable to report for work, you must call your supervisor at least one hour before the time
you are scheduled to begin working for that day. In all cases of absence or tardiness, employees
must provide their supervisor with an honest reason or explanation. Employees also must inform
their supervisor of the expected duration of any absence.

If you fail to report for work without notification to your supervisor and your absence continues for
a period of three days, BYLT will consider that you have abandoned your employment and have
voluntarily terminated.

PERSONAL STANDARDS
Because each employee is a representative of BYLT in the eyes of the public, membership and
guests, it is important that each employee report to work properly groomed and wearing
appropriate dress. Employees are expected to dress neatly and, in a manner, consistent with the
nature of the work performed.

MEMBER/VOLUNTEER RELATIONS
Employees are expected to be polite, courteous, prompt and attentive to BYLT members,
volunteers, landowners, partners and the public. When a situation arises where the employee does
not feel comfortable or capable of handling the problem or situation, the Executive Director(s)
should be called immediately, or the supervisor on duty in the absence of the Executive Director(s).

DRUG AND ALCOHOL ABUSE
BYLT is concerned about the use of alcohol, illegal drugs or controlled substances as it affects the
workplace. Use of these substances whether on or off the job can adversely affect an employee’s
work performance, efficiency, safety and health and therefore seriously impair the employee’s
value to BYLT.

The rules and standards of conduct related to the use of drugs and alcohol apply to all employees
on BYLT property during the workday (including meals and rest periods) and at any BYLT sponsored
events. BYLT strictly prohibits the following activities:

a. Driving a vehicle on BYLT business while under the influence of alcohol or controlled
substances.

b. Distributing, selling or possessing an illegal or controlled substance while on the job.
c. Possessing or using an illegal or controlled substance or being under the influence of

an illegal or controlled substance on the job.

Violation of the above rules and standards of conduct will not be tolerated. BYLT also may bring the
matter to the attention of the appropriate law enforcement authorities.
An employee’s conviction on a charge of illegal sale or possession of any controlled substance while
off BYLT property will not be tolerated because such conduct, even off duty, reflects adversely on
BYLT and its members. In addition, BYLT must keep people who sell or possess controlled
substances off of BYLT’s property in order to keep the controlled substances themselves off the
property of BYLT.

BYLT is not obligated, to continue to employ any person whose job performance is impaired
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because of drug or alcohol use, nor is BYLT obligated to re-employ any person who has participated
in treatment and/or rehabilitation if that person’s job performance remains impaired as a result of
dependency.

CONFIDENTIALITY
Each employee is responsible for safeguarding confidential information obtained in connection with
his or her employment. In the course of your work, you may have access to confidential information
regarding BYLT, its members, donors, volunteers, or perhaps even fellow employees. It is your
responsibility to never reveal or divulge any such information unless it is necessary for you to do so
in the performance of your duties. Access to confidential information should be on a
“need-to-know” basis and must be authorized by your supervisor. Any breach of this policy will not
be tolerated, and legal action may be taken by BYLT.

SOLICITATION AND DISTRIBUTION OF LITERATURE
No employee shall solicit or promote support for any cause or organization other than BYLT during
his or her working time or during the working time of the employee(s) at whom such activity is
directed.

Any employee observing any non-employee submitting or distributing written material for
any purpose on BYLT property should immediately notify the Executive Director(s).

OFF-DUTY CONDUCT
While BYLT does not seek to interfere with the off-duty and personal conduct of its employees,
certain types of off-duty conduct may interfere with BYLT’s legitimate business interests, in
particular because of BYLT’s status as a public benefit charitable organization. Positive relationships
with local community members are critical to our survival as a business. Employees, on or off-duty,
are viewed as BYLT “people.” For this reason, employees are expected to conduct their personal
affairs in a manner that does not adversely affect BYLT’s reputation or credibility. Illegal or immoral
off-duty conduct on the part of an employee that adversely affects BYLT’s legitimate business
interests or the employee’s ability to perform his or her job will not be tolerated.

CRIMINAL ACTIVITY
BYLT will report all criminal activity in accordance with applicable law. Involvement in criminal
activity while employed by the BYLT, whether on or off Company property, may create unnecessary
publicity, embarrassment, loss of support and related negative impacts on BYLT. Disciplinary action
including suspension or termination of employment may be considered.

You are expected to be on the job, ready to work, when scheduled. Inability to report to work as
scheduled may lead to disciplinary action, up to and including termination of employment, for
violation of an attendance policy or job abandonment.

OUTSIDE EMPLOYMENT
Outside employment that creates a conflict of interest or that affects the quality or value of your
work performance or availability at BYLT is prohibited. BYLT recognizes that you may seek
additional employment during the off hours, but in all cases expects that any outside employment
will not affect job performance, work hours, or scheduling, or otherwise adversely affect your
ability to effectively perform your duties. Any conflicts should be reported to your supervisor.
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Failure to adhere to this policy may result in discipline up to and including termination

PERFORMANCE EVALUATIONS
Employees will receive periodic performance reviews. The review will be conducted by each
employee's supervisor, who will discuss it with the employee. Each employee's first performance
evaluation will be at or near completion of the probation period. After that review, performance
evaluations may be conducted annually during the months of November or December. Job
performance evaluations may be conducted at any time, as needed.

Job performance evaluations will include factors such as quality and quantity of work performed,
knowledge of the job, initiative, work attitude and attitude toward others. The job performance
evaluation should help you become aware of your progress, areas for improvement and goals for
future work performance. Positive job performance evaluations are important but do not guarantee
increases in salary or promotions.

If job performance is deemed inadequate, an employee will be assigned a Performance
Improvement Plan by the Executive Director(s) which is a means for increasing the quality and value
of your work performance. Your initiative, effort, attitude, job knowledge, and other factors will be
addressed.

Salary and promotions are dependent on the available funds allocated by the BYLT Board of
Directors through the budget approval process as well as many other factors and are solely within
the discretion of BYLT management. However, performance evaluations are considered when
determining the amount of the increase.

After the review with your supervisor, you will be required to sign the written evaluation report to
acknowledge that it has been presented to you, discussed with you by your supervisor, and that you
are aware of its contents. A copy of the review will be provided to each employee at the conclusion
of the review session by the supervisor or Executive Director(s). It is the responsibility of the
supervisor or Executive Director(s) to ensure that annual reviews are conducted each year.

PAY RAISES
Depending on financial health and other factors, efforts will be made to provide pay raises
consistent with BYLT profitability and job performance. BYLT may also make individual pay raises
based on merit or due to a change of job position.

PROMOTIONS
To attempt to match you with the job for which you are best suited and to meet the business needs
of BYLT, you may be transferred from your current job. It is our policy to promote from within only
when the most qualified candidate is available. Promotions are made on an equal opportunity basis
according to employees possessing the needed skills, education, experience, and other
qualifications that are required for the job.

All employees promoted into new job positions will undergo a 90-day introductory period as
described in the New Hires and Introductory Periods policy. Unlike new hires, however, such
employees will continue to receive Company benefits for which they are eligible.
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TRANSFERS
BYLT may transfer your employment from one position to another with or without notice, as
required by the organization’s needs, or upon request by you and with management approval.
Transfers in excess of 90 days may be considered final and your paycheck may be increased or
decreased consistent with the pay scale for your new position.

INVOLUNTARY TERMINATION AND PROGRESSIVE DISCIPLINE
Violation of BYLT policies and rules may warrant disciplinary action. BYLT has established a system
of progressive discipline that includes verbal warnings, written warnings and suspension. The
system is not formal and BYLT may, in its sole discretion, utilize whatever form of discipline is
deemed appropriate under the circumstances, up to and including termination of employment.
BYLT’s policy of progressive discipline in no way limits or alters the at-will employment relationship.

WORKFORCE REDUCTIONS (LAYOFFS)
Under some circumstances, BYLT may need to restructure operations or reduce the number of
employees. BYLT will attempt to provide advance notice, if possible, so as to minimize the impact on
those affected.

PERSONNEL RECORDS
You have a right to inspect or receive a copy of the personnel records that BYLT maintains
relating to your performance or to any grievance concerning you. Certain documents may be
excluded or redacted from your personnel file by law, and there are legal limitations on the
number of requests that can be made. Any request to inspect or copy personnel records must
be made in writing to the Executive Director(s).

You may designate a representative to conduct an inspection of the records or receive a copy of
the records. However, any designated representative must be authorized by you in writing to
inspect or receive a copy of the records. BYLT may take reasonable steps to verify the identity of
any representative you have designated in writing to inspect or receive a copy of your personnel
records.

Personnel files are confidential; other than as specified above, access by other persons or
organizations to personnel files are on a strict need-to-know basis. BYLT restricts disclosure of your
personnel file to authorized individuals within the BYLT Office. Any request for information from
personnel files must be directed to the Executive Director(s). Only the Executive Director(s) is/are
authorized to release information about current or former employees. Disclosure of personnel
information to outside sources will be limited to legally required entities. However, BYLT will
cooperate with requests from authorized law enforcement or local, state or federal agencies
conducting investigations.

POST-EMPLOYMENT REFERENCES
All requests for references must be directed to the Executive Director(s). If you authorize disclosure
in writing of specific information, BYLT will provide a prospective employer with the information
you authorized. BYLT will provide information only strictly related to the dates of employment and
last position held.
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EXIT INTERVIEW
You may be asked to participate in an exit interview when you leave BYLT. The purpose of the exit
interview is to provide management with greater insight into your decision to leave employment;
identify any trends requiring attention or opportunities for improvement; and to assist the BYLT in
developing effective recruitment and retention strategies. Your cooperation in the exit interview
process is appreciated.
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V. GENERAL POLICIES

OPEN-DOOR POLICY
Suggestions for improvements at BYLT are always welcome. At some time, you may have a
complaint, suggestion or question about your job, your working conditions, the treatment you are
receiving, or the general operations of BYLT. Your good-faith complaints, questions and suggestions
are of concern to BYLT.

If you have concerns, we ask that you take them first to your supervisor, following these steps:
1. Within a few days of occurrence, bring the situation to the attention of your

immediate supervisor, who will then investigate and provide a solution or
explanation.

2. If the problem persists or your concern is about your supervisor, you may provide the
information verbally or in writing and present it to the Executive Director(s), who will
investigate and provide a solution or explanation. It is recommended that you bring
the matter to the Executive Director(s) as soon as possible after you believe that
your immediate supervisor has failed to resolve the matter.

3. If the problem is not resolved, you may present the problem in writing to the BYLT
Board of Directors’ President, who will reach a final resolution.

4. This procedure, which we believe is important for both you and BYLT, may not result
in every problem being resolved to your satisfaction. BYLT values your input and you
should feel free to raise issues of concern, in good faith, without fear of retaliation.

BYLT also has a formal Whistleblower Policy, attached separately, and a Policy Against Workplace
Harassment, Harassment Prevention and Bullying.

EMPLOYER PROPERTY
Desks and other BYLT property are to be used only for work-related purposes, unless with prior
approval from the Executive Director(s). BYLT reserves the right to inspect all of its property to
insure compliance with its rules and regulations, without notice to the employee and/or in the
employee’s absence. Prior authorization must be obtained from the Executive Director(s) before
any BYLT property may be removed from the premises or work sites of BYLT for any purpose other
than for BYLT endeavors.

USE OF EMPLOYER CREDIT CARD
The BYLT Board of Directors will approve the issuance of all BYLT credit cards. Credit cards will be
issued in the name of the employee or board officer with a limit of $25,000. Current policy
authorizes the following users: BYLT Executive Director(s). The card may be used only for the
purchase of goods or services for official BYLT business. All purchases will be within current budget
line item amounts and the BYLT spending policy. The person(s) issued the card is/are responsible for
its protection and custody, and shall immediately notify the credit card Company and Board
President if it is lost or stolen. The person(s) issued the card must immediately surrender the card
to the current Board President or Treasurer when affiliation with BYLT has ended. The person(s)
using a credit card for personal or other purchases that cannot be substantiated as a necessary
purchase for official business will be subject to disciplinary action, including possible termination
and potentially also including requiring reimbursement of BYLT. Credit card statements, along with
receipts for all items to be paid by BYLT, will be reconciled on a monthly basis by the Executive
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Director(s). Receipts must show the date, purpose, and name(s) for which the expense was
incurred.

EMPLOYEE PROPERTY
All employees' personal property, including but not limited to, packages, purses and backpacks, may
be inspected upon reasonable suspicion of unauthorized possession of BYLT property, and/or drugs,
alcohol or controlled substances.

AUTHORIZATION FOR USE OF PERSONAL VEHICLE
All employees required to operate a motor vehicle as part of their employment duties must
maintain a valid driver’s license, acceptable driving record, and appropriate insurance coverage.
BYLT may run a motor vehicle department check to review your driving record. It is your
responsibility to provide a copy of your current driver’s license and insurance coverage for your
personnel file. Any changes in your driving record, including, but not limited to, driving infractions
or changes to your insurance policy, must be reported to the BYLT.
If you use your personal vehicle in the course and scope of employment, you may not operate a
vehicle while:

● Under the influence of drugs, alcohol, or any other substance that might impair your
judgment or ability to drive; or

● Texting, emailing, or otherwise using a cell phone or other handheld device without
utilizing a hands-free device.

USE OF EMPLOYER VEHICLES
Company vehicles are to be used for BYLT business only. Unless the use of the vehicle has been
approved for personal use, personal or outside business use is strictly prohibited.

If you drive a Company vehicle, all infractions or violations while driving the vehicle and all
restrictions, suspensions, or revocations against your driver’s license must be immediately reported
to the Executive Director(s).

When a Company vehicle cannot be operated, is unsafe for use, or has been damaged, notify the
Executive Director(s) immediately.

As the driver of a Company vehicle, you are responsible for the vehicle while in your charge and
must not permit unauthorized persons to drive it. You are also responsible for the daily
housekeeping of the vehicle; it is to remain clean and uncluttered.

You may not operate a motor vehicle while under the influence of alcohol or a chemical substance
or other substance that can impair judgment. You may not operate a motor vehicle while texting,
emailing, or otherwise using a cell phone or other handheld device without utilizing a hands-free
device.

Multiple driving moving violations that appear on the annual state department of motor vehicle
check will result in suspension of rights to drive a Company vehicle or drive a personal vehicle on
BYLT business. Suspension of rights will continue until one year has passed with no infractions. If
there are persistent and ongoing problems with driving infractions, and driving a vehicle is a part of
successful execution of job responsibilities, you may be terminated.
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DRIVING RECORD
All employees required to operate a motor vehicle as part of their employment duties at BYLT must
maintain a valid driver’s license and acceptable driving record. The Company may run a motor
vehicle department check to determine your driving record. It is your responsibility to provide a
copy of your current driver’s license for your personnel file. Any changes in your driving record,
including but not limited to driving infractions, must be reported to the BYLT.
State law requires all motorists to carry auto liability insurance. It is against the law to drive
without insurance. If you use your own vehicle as a part of your employment duties, you must
provide management with a current proof of insurance statement or card. New proof of insurance
is required every time your policy expires and renews.

PERSONAL DATA
It is your obligation to provide BYLT with your current contact information, including current mailing
address and telephone number as well as any changes to your marital or tax withholding status.
Failure to do so may result in loss of benefits or delayed receipt of W-2 and other mailings. To make
changes, contact the BYLT Bookkeeper.

WORKPLACE PRIVACY AND RIGHT TO INSPECT
BYLT property, including but not limited to lockers, phones, computers, tablets, desks, workplace
areas, vehicles, or machinery, remains under the control of the Company and are subject to
inspection at any time, without notice to any employee, and without their presence.
You should have no expectation of privacy in any of these areas. We assume no responsibility for
the loss of, or damage to, your property maintained on BYLT premises including that kept in lockers
and desks.

SECURITY
The security of facilities as well as the welfare of our employees requires that every individual be
constantly aware of potential security risks. You should immediately notify your supervisor when
unknown persons are acting in a suspicious manner, in or around the facilities, areas of BYLT activity
and when security passwords or pass codes have been shared, or when keys are lost or misplaced.

EMPLOYER SPONSORED SOCIAL EVENTS
BYLT holds periodic social events for members, donors, volunteers and/or employees. Be advised
that your attendance at these events is voluntary and does not constitute part of your work-related
duties unless otherwise stated.
Alcoholic beverages may be available at these events. If you choose to drink alcoholic beverages,
you must do so in a responsible manner. Do not drink and drive. Instead, please call a taxi or
appoint a designated driver.

MAIL USE
You are required to limit usage of the Company mail service to business purposes only. You may not
use the Company address to receive personal mail. Report any suspicious packages or envelopes to
the Executive Director(s) immediately.

HOUSEKEEPING
All employees are expected to keep their work areas clean and organized. Common areas such as
lunchrooms and restrooms should be kept clean by those using them. Please clean up after meals.

Page 33 | 56



Dispose of trash and recycle properly.

PARKING
BYLT is not responsible for any loss or damage to employees’ vehicles or contents while parked on
BYLT property or conservation easements.

THIRD PARTY DISCLOSURES
From time to time, BYLT may become involved in news stories or potential or actual legal
proceedings of various kinds. When that happens, lawyers, former employees, newspapers, law
enforcement agencies, and other outside persons may contact our employees to obtain information
about the incident or the actual or potential lawsuit.
If you receive such a contact, you should not speak on behalf of BYLT and should refer any calls
requesting the position of the Company to the Executive Director(s).

SOCIAL MEDIA POLICY
BYLT understands that social media can be useful for our business, as well as a fun and rewarding
way to share life and opinions with family, friends and co-workers around the world. Use of social
media also presents certain risks and carries with it certain responsibilities.

To assist employees in making responsible decisions about the use of social media, these guidelines
are for appropriate use of social media:

● Social media can mean many things, including all means of communicating or posting
information or content of any sort on the Internet including to one’s own or someone else’s
web log or blog, journal or diary, personal websites, social networking or affinity website,
web bulletin board or chat room, whether or not associated or affiliated with BYLT, as well
as any other form of electronic communication.

● Inappropriate postings that may include discriminatory remarks, harassment, and threats of
violence or similar inappropriate or unlawful conduct will not be tolerated and may subject
an employee to disciplinary action, up to and including termination.

● Be respectful: Always be fair and courteous to fellow employees, partners, volunteers, or
people who work on behalf of BYLT. Threatening, intimidating, coercing, or otherwise
interfering with the job performance of fellow employees or volunteers is prohibited.

● Make sure communications are always honest and accurate when posting information or
news, and if a mistake is made, it should be corrected quickly. Be open about any previous
posts altered. Remember that the Internet archives almost everything; therefore, even
deleted postings can be searched. Never post any information or rumors known to be
false about BYLT, fellow employees, and people working on behalf of BYLT or competitors.
Post only appropriate and respectful content.

● Maintain the confidentiality of BYLT private or confidential information.
● In personal use, do not purport to speak on behalf of BYLT. Do not create a link from a

personal or third-party blog, website or other social networking site to the BYLT website
without identifying self as a BYLT employee. In personal use, never represent self as a
spokesperson for BYLT. If BYLT is a subject of the content, be clear and open about the fact
that you are an employee and make it clear that your views do not represent those of BYLT,
fellow employees, or people working on behalf of BYLT. If you do publish a blog or post
online related to the work you do or subjects associated with BYLT, make it clear that you
are not speaking on behalf of BYLT. It is best to include a disclaimer such as:
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“The postings on this site are my own and do not necessarily reflect the views of BYLT.”
● Refrain from using social media at work for personal matters.

BRING YOUR OWN DEVICE POLICY
BYLT grants its employees the privilege of purchasing and/or using smartphones and tablets of their
choosing at work for their convenience. BYLT reserves the right to revoke this privilege if users do
not abide by the policies and procedures outlined below. This policy is intended to protect the
security and integrity of BYLT’s data and technology infrastructure. Limited exceptions to the policy
may occur due to variations in devices and platforms. BYLT employees must agree to the terms and
conditions set forth in this policy in order to be able to connect their devices to the Company
network.

Acceptable Use
BYLT defines acceptable business use as activities that directly or indirectly support the business of
BYLT. BYLT defines acceptable personal use on Company time as reasonable and limited personal
communication or recreation, such as reading or game playing.

Devices may not be used at any time to:
● Store or transmit illicit materials including sexually explicit, pornographic, material that is

hostile to individuals races, religious groups, gender or other protected categories;
● Store or transmit proprietary information belonging to another Company
● Harass others

Employees may use their mobile device to access the following Company-owned resources: email,
calendars, contacts, documents, etc. BYLT has a zero-tolerance policy for texting or emailing while
driving and only hands-free talking while driving is permitted.

Devices and Support
Smartphones including iPhone, Android, Blackberry and Windows phones are allowed. Tablets
including iPad and Android are allowed. Connectivity issues will receive IT support by BYLT.

Reimbursement
BYLT will provide the employee an allowance based on job grade, to be submitted by employee via
the Monthly Expense Report. The Company will not reimburse the employee for the following
charges: roaming, plan overages, etc.

Security
In order to prevent unauthorized access, devices must be password protected using the features of
the device and a strong password is required to access the Company network. Rooted (Android) or
jailbroken (iOS) devices are strictly forbidden from accessing the network. Smartphones and tablets
belonging to employees that are for personal use only are allowed to connect to the network.
The employee’s device may be remotely wiped if 1) the device is lost, 2) the employee terminates
his or her employment, 3) IT detects a data or policy breach, a virus or similar threat to the security
of the Company’s data and technology infrastructure.
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Risks/Liabilities/Disclaimers
While IT will take every precaution to prevent the employee’s personal data from being lost in the
event it must remote wipe a device, it is the employee’s responsibility to take additional
precautions, such as backing up email, contacts, etc. The Company reserves the right to disconnect
devices or disable services without notification. Lost or stolen devices must be reported to the
Company within 24 hours. The employee is personally liable for all costs associated with his or her
device, except as provided by an employee allowance. The employee assumes full liability for risks
including, but not limited to, the partial or complete loss of Company and personal data due to an
operating system crash, errors, bugs, viruses, malware, and/or other software or hardware failures,
or programming errors that render the device unusable. BYLT reserves the right to take appropriate
disciplinary action up to and including termination for noncompliance with this policy.

TELECOMMUTING POLICY
Telecommuting allows employees to work at home, on the road or in a satellite location for all or
part of their workweek. BYLT considers telecommuting to be a viable, flexible work option when
both the employee and the job are suited to such an arrangement. Telecommuting may be
appropriate for some employees and jobs but not for others. Telecommuting is not an entitlement,
it is not a companywide benefit, and it in no way changes the terms and conditions of employment
with BYLT. Employees are not required to telework. Employees have the right to refuse to telework
if the option is made available.

Procedures
Telecommuting can be informal, such as working from home for a short-term project or on the road
during business travel, or a formal, set schedule of working away from the office as described
below. Either an employee or a supervisor can suggest telecommuting as a possible work
arrangement.

Any telecommuting arrangement made will be on a trial basis for the first three months and may be
discontinued at will and at any time at the request of either the telecommuters or the organization.
Every effort will be made to provide thirty (30) days’ notice of such change to accommodate
commuting, child care and other issues that may arise from the termination of a telecommuting
arrangement. There may be instances, however, when no notice is possible.

Eligibility
Individuals requesting formal telecommuting arrangements must be employed with BYLT for a
minimum of 6 months of continuous, regular employment and must have a satisfactory
performance record. Before entering into any telecommuting agreement, the employee and
manager, with guidance by the Executive Director(s), will evaluate the suitability of such an
arrangement, reviewing the following areas:

● Employee suitability. The employee and manager will assess the needs and work habits of
the employee, compared to traits customarily recognized as appropriate for successful
telecommuters.

● Job responsibilities. The employee and manager will discuss the job responsibilities and
determine if the job is appropriate for a telecommuting arrangement.

● Equipment needs, workspace design considerations and scheduling issues. The employee
and manager will review the physical workspace needs and the appropriate location for
telework.
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● Tax and other legal implications. The employee must determine any tax or legal
implications under IRS, state and local government laws, and/or restrictions of working out
of a home-based office. Responsibility for fulfilling all obligations in this area rests solely
with the employee.

● If the employee and manager agree, and the Executive Director(s) concur(s), a draft
telecommuting agreement will be prepared and signed by all parties, and a three-month
trial period will commence.

The employee shall agree to participate in all studies, inquiries, reports and analyses relating to this
program. The employee remains obligated to comply with all Company rules, practices and
instructions.

Communication
Employees must be available by phone and email during core hours. Participants will still be
available for staff meetings, and other meetings deemed necessary by management. The Company
will pay work-related voice and data communication charges.

Equipment
The Company may provide specific tools/equipment for the employee to perform his/her current
duties. This may include computer hardware, computer software, phone lines, email, voice-mail,
connectivity to host applications, and other applicable equipment as deemed necessary. The use of
equipment, software, data supplies and furniture when provided by the Company for use at the
remote work location is limited to authorized persons and for purposes relating to Company
business. The Company will provide for repairs to Company equipment. When the employee uses
her/his own equipment, the employee is responsible for maintenance and repair of equipment. A
loaner laptop may be provided when available. Loaner computers will vary in performance and
configuration. Loaners must be returned upon request.

Security
Consistent with the organization's expectations of information security for employees working at
the office, telecommuting employees will be expected to ensure the protection of proprietary
Company and customer information accessible from their home office. Steps include the use of
locked file cabinets and desks, regular password maintenance, and any other measures appropriate
for the job and the environment.

Dependent Care
Teleworking is not a substitute for dependent care. Teleworkers will not be available during
Company core hours to provide dependent care. Prospective telecommuters are encouraged to
discuss expectations of telecommuting with family members prior to entering a trial period.

Time Worked
Telecommuting employees who are not exempt from the overtime requirements of federal and
state law will be required to accurately record all hours worked, including compliant meal breaks,
using BYLT's time-keeping system. Hours worked in excess of those scheduled per day and per
workweek require the advance approval of the telecommuters's supervisor. Failure to comply with
this requirement may result in the immediate termination of the telecommuting agreement.
Ad Hoc Arrangements
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Temporary telecommuting arrangements may be approved for circumstances such as inclement
weather, special projects or business travel. These arrangements are approved on an as-needed
basis only, with no expectation of ongoing continuance. Other informal, short-term arrangements
may be made for employees on family or medical leave to the extent practical for the employee and
the organization and with the consent of the employee's health care provider, if appropriate. All
informal telecommuting arrangements are made on a case-by-case basis, focusing first on the
business needs of the organization.
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VI. COMPENSATION AND BENEFITS

COMPENSATION POLICY
It is BYLT’s goal to offer competitive compensation and benefits. To that end, the Executive
Director(s) in collaboration with the Executive Committee annually survey peer organizations in the
region to establish threshold compensation “grades” for each job level. Job levels are determined
by the scope of responsibility, span of control, depth of experience, and industry standards. These
include:

● Executive Director
● Program Director
● Manager
● Coordinator/Associate
● Assistant
● Intern

Salaries will be reviewed annually, and adjustments made as appropriate and in conformance with
the annual budget. If an employee’s position or duties change markedly during the year, salary
adjustments may be made at any time. Salary adjustments are based on merit (which includes
performance and responsibility level) and funds availability. BYLT also considers cost-of-living
increases.

HOLIDAYS
BYLT observes the following paid holidays:

● New Year’s Day (observed Dec 30, 2021)
● MLK Jr. Day (3rd Monday of Jan.)
● President’s Day (3rd Monday of Feb.)
● Earth Day (April 22)
● Memorial Day (Last Monday of May)
● Independence Day (July 4)
● Labor Day (First Monday of Sept.)
● Election Day (Nov. 2)
● Indigenous People’s Day (2nd Monday in Oct.)
● Veteran’s Day (Nov. 11)
● Thanksgiving Day (4th Thursday of Nov.)
● Day After Thanksgiving
● Christmas Eve (observed Dec. 23)
● Christmas Day (observed Dec. 26)
● New Year’s Eve (observed Dec. 30)
● Employee anniversary or other discretionary holiday (single day)

Full-time and part-time employees who have an assigned work schedule of at least twenty (20)
hours per week are entitled to receive holiday pay for the hours normally scheduled for that day.
For example, if the part-time employee is scheduled for a four-hour workday on a day that falls on a
holiday, that employee would be entitled to four hours of holiday pay. Any employee who works on
the paid holiday may be given credit for the hours of holiday worked. This credit for holiday worked
may be taken off at a time chosen by the employee and authorized by the employee’s supervisor.
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VACATIONS
Employees who are scheduled to work at least twenty (20) hours per week will begin to accrue
vacation time upon completion of the 90-day probation period. Vacation time will be accrued
hourly at a rate of 0.0385 hours per hour worked. This corresponds to a 40 hour/week employee
accruing 80 hours of vacation a year. Up to eighty (80) hours of unused vacation time may be
carried forward.

Cap on Vacation Accrual: You will continue to earn vacation according to the guidelines below
until you have accrued the equivalent of 2.0 times your annual rate. At that time, no further
vacation will be earned until you have used some portion of your accrued vacation, thereby
reducing the total amount of accrued vacation below the permitted maximum.
No vacation is earned while you are on any leave of absence.

When an employee in good standing has held five (5) consecutive years of employment with
BYLT, a 40 hour/week employee is eligible for three weeks (120 hours) of vacation. Up to one
hundred and twenty (120) hours of unused vacation time may be carried forward for employees
over 5 years of employment up to a maximum of 240 hours (30 days).

After ten (10) consecutive years of employment with BYLT, a 40 hour/week employee is eligible
for a fourth week of vacation (160 hours). Up to one hundred and sixty (160) hours of unused
vacation time may be carried forward for employees over 10 years of employment up to a
maximum of 320 hours (40 days).

After fifteen (15) consecutive years of employment with BYLT, a 40 hour/week employee is
eligible for six weeks of vacation (240 hours). Up to two hundred and forty (240) hours of unused
vacation time may be carried forward for employees over 15 years of employment up to a
maximum of 480 hours (60 days).

Employees working fewer than forty (40) hours per week will have prorated vacation accrual.

SPLIT VACATION
Employees may take vacation in daily or weekly increments. In special situations vacation may be
taken in less than daily increments if approved by the Executive Director(s). An employee whose
employment terminates will be paid for accrued unused vacation days up to the applicable
maximum accrual cap specified in the policy.

CALIFORNIA PAID SICK LEAVE
Eligible Employees
All employees who have worked in California for 30 or more days within a year from the start of
their employment will be entitled to paid sick time. However, employees are not eligible to take
paid sick time until they have worked for the Company for 90 days from their date of hire.

Sick Pay Amount
All employees will earn five days or 40 hours of paid sick time every 12 months. You will need to
meet the 90 day employment requirement before taking any leave. Exempt employees are
presumed to work 40 hours per workweek for purposes of sick time accrual. If their normal
workweek is less than 40 hours, accrual will be based on their normal workweek. BYLT does not pay
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employees for unused paid sick leave. Employees who are rehired with one year of separation from
employment may be eligible for reinstatement of previously accrued paid sick time.

Cap on Accrual
Employees may carry over sick leave from one year to the next and can earn a maximum of ten days
or 80 hours paid sick time. After an employee has reached this maximum amount, no additional
paid sick time will be earned until some or all of the employee's accrued paid sick time is used.

Qualifying Reasons for Paid Sick Leave
Paid sick time can be used for the following reasons:

● Diagnosis, care or treatment of an existing health condition for an employee or covered
family member, as defined below.

● Preventive care for an employee or an employee's covered family member.
● For certain, specified purposes when the employee is a victim of domestic violence, sexual

assault or stalking.

For purposes of paid sick leave, a covered family member includes:
● A child defined as a biological, foster or adopted child; a stepchild; or a legal ward,

regardless of the age of raising, even if he or she is not your legal child.
● A "parent" defined as a biological, foster or adoptive parent; a stepparent; or a legal

guardian of a legal parent.
● A parent in law
● A spouse
● A registered domestic partner
● A grandparent
● A grandchild
● A sibling

Use of Paid Sick Leave
If the need for paid sick leave is foreseeable, employees shall provide advance oral or written
notification to the supervisor. If the need for paid sick leave is not foreseeable, employees shall
provide notice to the [e.g., supervisor and the human resources manager as soon as practicable.
An employee's use of paid sick time may run concurrently with other leaves under local, state or
federal law.

Incremental Use
Paid sick leave can be used in 2 hour increments.

SABBATICAL LEAVE
BYLT is committed to having a highly accomplished, professional staff that works as a team to
expand the depth and breadth of success toward our mission and Sabbatical leave opportunities
may be available. Employees that are eligible to submit a request for Sabbatical Leave include those
who (1) have demonstrated a significant commitment to BYLT and employment of more than seven
years, (2) have several consecutive years of exemplary performance reviews, (3) and have expressed
a goal of professional growth within the mission of BYLT. Exceptions to the length of employment
requirement may be made for the Executive Director(s) or Program Director positions. BYLT
Sabbaticals are designed to provide a leave of absence for employees for professional growth.
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Sabbaticals are subject to the approval of a consensus of the Board of Directors and Executive
Director(s). Eligible employees may propose a Sabbatical in written format plus a presentation at a
Board meeting.

Successful proposals must have the following elements:
● Personal job objective
● Comprehensive BYLT work history
● Purpose and rationale for why the Sabbatical would benefit the employee and BYLT
● Specific Sabbatical design, e.g. course of study, personal research, writing assignment for

publication, temporary job swap, etc.
● Logistical info, i.e. length of leave, how job duties will be continued in your absence,

compensation proposal
● There is no compensation available for the Sabbatical Leave program and such leave is

unpaid. However, employees may raise funds through grant programs, donor sponsorship,
scholarships, saved time held-over from vacation / personal leave, no pay, etc.

HEALTHCARE INSURANCE POLICY
BYLT complies with the Federal Affordable Care Act regarding providing healthcare benefits. Known
as the “employer mandate” it applies to employers with 50 or more full-time employees, and/or
full-time equivalents (FTEs). Employees who work 30 or more hours per week are considered
full-time. At this time, BYLT provides the option for full-time employees to join an Anthem Silver
PPO healthcare plan. BYLT will pay the premium for the employee. Employees have the option of
adding other dependents to the plan or upgrading to a different plan, at their own cost. Employees
are eligible for healthcare coverage on the first day of the month following their date of hire.

OPTIONAL EMPLOYEE 403B RETIREMENT PLAN
Employees may opt-in to a 403b retirement plan, administered by BYLT, after the 90-day
probationary period. BYLT covers all plan administrative costs. BYLT is offering up to a 2% match for
employees paying into the 403b plan. If an employee elects not to participate in the program, no
match payment or other benefit is provided in lieu. Plan details will be provided separately.

PERSONAL LEAVE
Personal leave is a form of insurance that is accumulated in order to provide a cushion for time off
work due to illness or other personal matters. Time off for medical and dental appointments,
medical emergencies or illness will be treated as personal leave. BYLT management will not tolerate
abuse or misuse of your personal leave privilege.

All employees working more than 24 hours/year will be granted forty-eight (48) hours of personal
leave credit per year for full-time employees and a prorated amount for part-time employees.
(Minimum: 24 hours/year). The grant of personal leave will be made following the completion of
the 90-day probation period and at the beginning of each year.

Employees are encouraged to accumulate personal leave credits to cover potential extended
periods of required personal leave. Employees are allowed to accumulate a total of one hundred
twenty (120) hours of personal leave credit to carry forward into future years. However, personal
leave is not considered a form of accrued vacation and any unused personal leave credits are not
paid at the time of termination.
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PREGNANCY DISABILITY LEAVE (PDL)
Female employees in California are eligible for an unpaid disability leave due to pregnancy,
childbirth or related medical condition for up to four months. The four months of leave includes any
period of time for actual disability caused by the employee’s pregnancy, childbirth, or related
medical condition. This includes leave for severe morning sickness and for prenatal care. Employees
may also be eligible to transfer to a less strenuous or hazardous position/duties if such a transfer is
medically advisable and can be reasonably accommodated.
 
Any female employee planning to take pregnancy disability leave (PDL) should advise her manager
as early as possible. If the need for a leave, reasonable accommodation or transfer is foreseeable,
employees must provide reasonable advance notice at least 30 days before the pregnancy disability
leave or transfer is to begin. If 30 days’ advance notice is not possible, notice must be given as soon
as practical. Failure to give reasonable advance notice may result in delay of leave, reasonable
accommodation, or transfer. Employees must consult with their manager regarding the scheduling
of any planned medical treatment/supervision in order to minimize disruption to the operations of
BYLT. Any such scheduling is subject to the approval of the employee’s health care provider.
 
Pregnancy leave usually begins when ordered by the employee’s physician. The employee must
provide BYLT with a written certification from a health care provider for need of PDL, reasonable
accommodation or transfer. The certification must be returned within 15 calendar days. Failure to
do so may, in some circumstances, delay PDL leave, reasonable accommodation or transfer. The
certification indicating the need for disability leave should contain:

●      A statement that the employee needs to take pregnancy disability leave because she is
disabled by pregnancy, childbirth or related medical condition

●      The date on which the employee became disabled due to pregnancy
●      The probable duration of the period or periods of disability
●      If the employee needs a reasonable accommodation or transfer, a medical certification is

sufficient if it contains all of the following: a description of the requested reasonable
accommodation or transfer; a statement that describes the medical advisability of the
reasonable accommodation or transfer because of pregnancy; and the date on which the
need for reasonable accommodation or transfer became/will become medically advisable
and the estimated duration of the reasonable accommodation or transfer.

 
Leave returns will be allowed only when the employee’s physician sends a release. Where
applicable, PDL will run concurrently with FMLA.
 
Temporary transfers due to health considerations will be granted when possible. However, the
transferred employee will receive the pay that accompanies the job,
Intermittent Leave:
Leave does not need to be taken in one continuous period of time and may be taken intermittently,
as needed. Leave may be taken in increments of one hour.

If intermittent leave or leave on a reduced work schedule is medically advisable the employee may,
in some instances, be required to transfer temporarily to an available alternative position that
meets the employee’s needs. The alternative position need not consist of equivalent duties, but
must have the equivalent rate of pay and benefits. The employee must be qualified for the position.
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The position must better accommodate the employee's leave requirements than her regular job.
Transfer to an alternative position can include altering an existing job to better accommodate the
employee’s need for intermittent leave or a reduced work schedule.

Returning from Leave
Upon submission of a medical certification that an employee is able to return to work from a
pregnancy disability leave, the employee will be reinstated to her same position held at the time
the leave began or, in certain instances, to a comparable position, if available. There are limited
exceptions to this policy. An employee returning from a pregnancy disability leave has no greater
right to reinstatement than if the employee had been continuously employed.

CALIFORNIA FAMILY RIGHTS ACT LEAVE (CFRA)
BYLT provides unpaid family and medical leave to eligible employees in accordance with the
California Family Rights Act.

Eligibility
To be eligible for CFRA leave:

● You must have been employed for at least 12 months (52 weeks) with the Company prior to
beginning CFRA leave; and

● You must have worked for the Company at least 1,250 hours during the 12-month period
immediately before the leave is to start.

Reasons for Leave
● You may take CFRA leave for the following reasons:
● The birth of a child, or adoption or foster care placement of a child with you.
● To care for your own or your family member’s serious health condition (not including

disability due to pregnancy, childbirth, or related medical conditions).
● For a qualifying exigency related to your spouse, domestic partner, child, or parent who is a

military member on covered active duty or called to covered active duty status (or has been
notified of an impending call or order to covered active duty).

Family member means your child, parent, parent in law, grandparent, grandchild, sibling,
spouse, or domestic partner.

Child means a biological, adopted, or foster child, a stepchild, a legal ward, a child of a
domestic partner, or a person to whom you stand in loco parentis.

Parent means a biological, foster, or adoptive parent, a stepparent, a legal guardian, or
other person who stood in loco parentis to you when you were a child.

Sibling means a person related to another person by blood, adoption, or affinity through a
common legal or biological parent.

Leave Usage
Eligible employees may take up to 12 workweeks of leave per leave year. For purposes of this policy,
the leave year is a rolling 12-month period that is measured backward from the date any CFRA leave

Page 44 | 56



is used.

You are required to use any accrued paid time that you are eligible to take during the otherwise
unpaid portion of the CFRA leave. You also are required to use any accrued sick leave that you are
eligible to take during the otherwise unpaid portion of CFRA leave if the CFRA leave is for your own
serious health condition, a qualifying exigency, or any other reason mutually agreed to between
you and the Company

CFRA leave will run concurrent with other federal/state laws where permitted by law.

Intermittent Leave
When medically necessary, leave may be taken on an intermittent or a reduced work schedule.

Notice
If the need for leave is foreseeable (such as the birth of a child or planned medical treatment), you
must provide reasonable advance notice and make a reasonable effort to schedule leave so that it
will not unduly disrupt BYLT operations. If unforeseeable, provide notice as soon as practical. Notice
should include the anticipated timing and duration of the leave.
Failure to comply with these notice rules is grounds for, and may result in, deferral of the request
for leave until you comply with the notice requirement.

Certification
Where leave is requested for your own, or a covered family members, serious health condition, the
Company may require you to provide certification from your healthcare provider.

If leave is for your own serious health condition, certification must include:
● The date on which the serious health condition commenced.
● The probable duration of the condition.
● A statement that, due to the serious health condition, you are unable to perform the

function of your position.

If leave is for the serious health condition of your covered family member, certification must
include:

● The date on which the serious health condition commenced.
● The probable duration of the condition.
● An estimate of the amount of time that the health care provider believes you are needed to

care for the family member.
● A statement that the serious health condition of your family member requires you to

provide care during the period of treatment or supervision.

BYLT may require subsequent recertification of your own serious health if additional leave is
required.

In any case where the Company has reason to doubt the validity of the certification provided, the
Company may require, at its own expense, that you obtain a second opinion from a health care
provider, designated or approved by the Company. If the second opinion differs from the original
certification, the Company may again require, at its own expense, that you obtain a third opinion
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from a different health care provider, designated or approved jointly by you and the Company. The
third opinion will be considered final and be binding.

Return to Work
If you take leave for your own serious health condition, you must obtain certification from your
health care provider that you are able to resume work.

An employee is not entitled to reinstatement if the employee would have been otherwise laid off or
terminated for reasons unrelated to their leave

Reinstatement
Upon return to work at the end of leave, you will be placed in your original job or an equivalent job
with equivalent pay and benefits. You will not lose any benefits that accrued before leave was
taken. You may not, however, be entitled to discretionary raises, promotions, bonus payments, or
other benefits that become available during the period of leave.

Benefits
If BYLT provides you with health benefits under a group health plan, the Company will maintain and
pay for your health coverage for up to 12 weeks at the same level and under the same conditions as
coverage would have been provided if you had not taken CFRA leave.

Failure to Return to Work
If you fail to return to work or fail to make a request for an extension of leave prior to the expiration
of the leave, you will be considered to have voluntarily terminated your employment. If you fail to
return from leave, the Company may require reimbursement of the health insurance premiums
paid during the CFRA leave.

CALIFORNIA STATE PAID FAMILY LEAVE
Paid Family Leave (PFL) is a California state-sponsored insurance program with the SDI program.
Paid Family Leave provides employees with partial wage replacement for up to eight (8) weeks in
any twelve-month period while absent from work for a seriously ill or injured child, parent, spouse,
or domestic partner, or bonding with a minor child within one year of the birth or placement of the
child in connection with foster care or adoption or for a qualifying exigency related to your spouse,
domestic partner, child, or parent who is a military member on covered active duty or called to
covered active duty status (or has been notified of an impending call or order to covered active
duty. The time taken to satisfy the waiting period of seven (7) days, may be taken incrementally. PFL
does not create the right to a leave of absence and does not require BYLT to guarantee
reinstatement rights other than those mandated by law. PFL runs concurrent with any personal,
medical or pregnancy leaves when applicable. Employees are required to first use any accrued and
unused paid time off up to a maximum of two (2) weeks in a 12-month period. Information to file
for benefits can be obtained from the California Employment Development Department.

UNPAID LEAVES OF ABSENCE
The Executive Director(s) may grant other unpaid leaves of absence to employees in certain
circumstances. The employee must (1) request any leave of absence in writing as far in advance as
possible; (2) keep in touch with your supervisor during your leave; and (3) give prompt notice if
there is any change in your return date. If your leave expires and you have not contacted your

Page 46 | 56



supervisor, it will be assumed that you have terminated your employment. Upon return from an
approved leave of absence, you will be credited with the employment status that existed prior to
the start of your leave.

BEREAVEMENT LEAVE
BYLT recognizes the importance of taking leave when there is a death in the family. You are
entitled to take up to 3 days off with pay for the funeral of an immediate relative. Pay is based on
the regular rate for an eight-hour day. Authorized leave without pay is available for extended
funeral matters. Personal leave time may also be taken when necessary. Notify the Executive
Director(s) of your intention to take bereavement leave as soon as the need arises. BYLT may
request documentation to support absences for bereavement leave.

MILITARY LEAVE
BYLT will grant employees unpaid Military Leave to the extent required by applicable federal and
state law, provided that the employee’s supervisor is informed of his or her military “call-up” status
in advance. For employees with a 2-week annual military reserve or National Guard obligation,
benefits will not be interrupted during that 2-week period of absence. Reinstatement will be
required for military leave, with few exceptions.

JURY DUTY AND SUBPOENA LEAVE
If notice is received by an employee to serve as a juror, or the employee receives a court subpoena
to appear as a witness, the employee must notify his or her supervisor as soon as possible.
Employees will be excused from work if required to perform jury duty or to appear under subpoena
as a court witness.

Employees will be granted a paid leave of absence of up to five (5) business days per year for the
purpose of fulfilling these obligations. Any jury duty leave beyond five (5) days per year will be
unpaid. Upon completion of jury or subpoenaed witness duty, the employee shall submit evidence
of compensation and attendance forms to the Executive Director(s). The employee’s compensation
for the period of leave will be reduced by the amount earned by the employee for jury or
subpoenaed witness duty.

Exempt employees serving on a jury or as a witness will be paid their normal salary for any week in
which the employee has performed some work, as required by law.

DISABILITY INSURANCE
BYLT provides employees with disability insurance pursuant to the California Unemployment
Insurance Code. Specific rules and regulations governing disability insurance are available from the
Executive Director(s). Disability insurance benefits are payable when the employee cannot work
because of illness or injury not caused by employment at BYLT or when the employee is entitled to
temporary workers compensation at a rate less than the daily disability benefit amount.

UNEMPLOYMENT COMPENSATION POLICY
Unemployment compensation insurance is paid for by BYLT and provides temporary income for
employees who have lost their job under certain circumstances. Your eligibility for unemployment
compensation will, in part, be determined by the reasons for your separation from the Company.
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WORKERS’ COMPENSATION
Employees are protected by the BYLT workers’ compensation insurance policy while employed by
BYLT. The policy covers the employee in case of occupational injury or illness.
BYLT or its insurer will not be liable for the payment of workers’ compensation benefits for any
injury that arises out of an employee’s participation in any off-duty recreational, social or athletic
activity that is not part of the employee’s work-related duties.

SOCIAL SECURITY
Social Security is an important part of every employee’s retirement benefit. BYLT pays a matching
amount to each employee’s Social Security.

PROFESSIONAL MENTORSHIPS
BYLT is committed to building a highly competent, professional staff. Part of this is accomplished
through a Professional Mentorship Program that matches employees with volunteers on the Board
of Directors and/or Committees. Each year during your performance review, your supervisor will
review your professional development goals and help identify an individual that can mentor you.
The Program requires that you define your goals and actions within your performance review. For
example, it may mean meeting with your Mentor quarterly for an hour to discuss areas that
support your interests.

EXTERNAL EMPLOYEE EDUCATION
It may be necessary for employees to attend training programs, seminars, conferences, lectures,
meetings or other outside activities for the benefit of BYLT or the individual employees. Attendance
at such activities may be required by BYLT or requested by individual employees. However,
attendance will not be considered an officially authorized activity, subject to the following policies
on reimbursement and compensation unless the Executive Director(s) has/have issued prior written
approval. To obtain approval, employees wishing to attend an activity must submit a written
request detailing all relevant information including date, hours, location, cost, expenses and the
nature, purpose and justification for attendance.

Where attendance is required or authorized by BYLT, customary and reasonable expenses will be
reimbursed upon submission of proper receipts. Customary and reasonable expenses generally may
include registration, housing, fees, materials, meals, transportation and parking. Reimbursement
policies regarding these expenses should be discussed with the Executive Director(s) in advance.

Employee attendance and authorized outside activities will be considered hours worked for hourly
employees and will be compensated in accordance with normal payroll practices. Employees will be
paid for their time spent traveling to educational conferences and educational training sessions
authorized by BYLT. Paid travel time will not exceed a maximum of 16 hours per conference/training
session. During conferences, employees will be paid actual time, but not to exceed 8 hours per day.

This policy does not apply to an employee’s voluntary attendance, outside of normal working hours,
at formal or informal educational sessions, even if such sessions may generally lead to improved job
performance. While BYLT generally encourages all employees to improve their job skills and
promotional qualifications, such activities will not be subject to this policy regarding reimbursement
or compensation unless prior written approval is obtained as discussed above.
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VII. SAFETY AND LOSS PREVENTION

BUSINESS CLOSURE AND EMERGENCIES
BYLT recognizes that inclement weather and other emergencies may affect your ability to get to
work. In such situations, your safety is paramount.

Company Closure
Examples of emergencies when BYLT may close include, but are not limited to a power outage,
snow conditions, etc.

Notification
In an emergency, BYLT will make every effort to notify you of the closing by phone, email or text.
These notification efforts assume that you have access to electricity and internet and/or phone
service.

When the Company is unable to notify you of the closure, use common sense to assess the safety
and practicality of the situation. In a regional power outage, for example, BYLT is likely to have no
power.

Partial-Day Closure
If an emergency event such as inclement weather or a power outage occurs, the Executive
Director(s) may decide to close the office mid-day. When BYLT closes mid-day, you will be
instructed to leave immediately so that the conditions do not further deteriorate and affect your
ability to travel safely.

If you are exempt and are working at home, or at the office on the day of the partial day
closure, you will be paid your normal salary for the week. If you are nonexempt, you will be
paid for the hours you worked.

Notified of Closure Prior to Reporting to Work
If you are nonexempt and are notified of a closure prior to reporting to work, you will not be paid
during the closure. If you are exempt, you will be paid your normal salary for the week.

Extending Leave
When a closure ends, you are expected to report to work. Contact your Supervisor if you cannot
return to work at the end of the closure. BYLT recognizes that you may need additional time off
to repair extensive home damage or for other emergency situations. These will be assessed on a
case-by-case basis.

If You Cannot Get to Work
Unique circumstances may affect your ability to come to work even when the BYLT office is able to
remain open. The Company recognizes that in a severe national or regional disaster, all methods of
communication may be unavailable; however, you should continue to try and contact your
Supervisor, by any method possible.

Time missed under circumstances where the BYLT office remains open and you are unable to
report to work is to be used as vacation time, personal leave, or is unpaid.
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GENERAL SAFETY POLICY
It is the responsibility of all BYLT employees to maintain a healthy and safe work environment.
Report all safety hazards and occupational illnesses or injuries to your Supervisor as soon as
reasonably possible and complete an occupational illness or injury form as needed. Failure to follow
the BYLT health and safety rules may result in disciplinary action, up to and including termination of
employment.

In compliance with California State Proposition 65, BYLT will inform employees of any known
exposure to a chemical known to cause cancer or reproductive toxicity. This is true on BYLT
properties as well as conservation easements, to the extent that the information is known by BYLT
in particular through the Baseline Documentation process.
When using tools or power equipment, BYLT will provide employees with appropriate safety
equipment. Employees are also required to attend or participate in a safety training course.

POLICY AGAINST WORKPLACE VIOLENCE
As the safety and security of our employees, volunteers, contractors, and the general public is in the
best interests of BYLT, we are committed to working with our employees to provide a work
environment free from violence, intimidation, and other disruptive behavior.

Zero Tolerance Policy
BYLT has a zero tolerance policy regarding workplace violence and will not tolerate acts or
threats of violence, harassment, intimidation, and other disruptive behavior, either physical or
verbal, that occurs in the workplace or other areas. This applies to management, co-workers,
employees, and non-employees such as contractors, volunteers, and visitors.
Workplace violence can include oral or written statements, gestures, or expressions that
communicate a direct or indirect threat of physical harm, damage to property, or any intentional
behavior that may cause a person to feel threatened.

Prohibited Conduct
Prohibited conduct includes, but is not limited to:

● Physically injuring another person.
● Threatening to injure a person or damage property by any means, including verbal,

written, direct, indirect, or electronic means.
● Taking any action to place a person in reasonable fear of imminent harm or offensive

contact.
● Possessing, brandishing, or using a firearm or any other weapon on BYLT property

or while performing Company business except as permitted by state law.
● Violating a restraining order, order of protection, injunction against harassment, or other

court order.

Reporting Incidents of Violence
Report to your Supervisor, in accordance with this policy, any behavior that compromises our
ability to maintain a safe work environment. All reports will be investigated immediately and
kept confidential, except where there is a legitimate need to know. You are expected to
cooperate in any investigation of workplace violence.
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Violations
Violating this policy may subject you to criminal charges as well as discipline up to and including
immediate termination of employment.

Retaliation
Victims and witnesses of workplace violence will not be retaliated against in any manner. In
addition, you will not be subject to discipline, based on a reasonable belief, reporting a threat or for
cooperating in an investigation. If you initiate, participate, are involved in retaliation, or obstruct an
investigation into conduct prohibited by this policy, you will be subject to discipline up to and
including termination.

If you believe you have been wrongfully retaliated against, immediately report the
matter to the Executive Director(s).

NON SMOKING POLICY
Smoking is not allowed on the premises or any property owned, managed or administered by the
BYLT.

DRUG AND ALCOHOL POLICY
BYLT is committed to providing a safe, healthy, and productive work environment. Consistent with
this commitment, it is the intent of the Company to maintain a drug and alcohol-free workplace.
Being under the influence of alcohol or illegal drugs (as classified under federal, state, or local laws)
while on the job may pose a serious health and safety risk to others, which will not be tolerated.

Prohibited Conduct
BYLT expressly prohibits employees from engaging in the following activities when they are on duty
or conducting Company business or on Company premises (whether or not they are working):

● The use, abuse, or being under the influence of alcohol, illegal drugs, or other impairing
substances.

● The possession, sale, purchase, transfer, or transit of any illegal or unauthorized
drug, including prescription medication that is not prescribed to the individual,
or drug-related paraphernalia.

● The illegal use or abuse of prescription drugs.

While the use of marijuana has been legalized under CA law for medicinal and/or recreational uses,
it remains an illegal drug under federal law and its use, as it impacts the workplace, is prohibited by
BYLT policy. The Company does not discriminate against employees solely on the basis of their
off-duty use of medical marijuana in compliance with CA marijuana law. You may not consume or
be under the influence of marijuana while on duty or at work, even if you have a valid prescription
for medical marijuana. Exceptions may be made for CBD products for medical use.

Nothing in this policy is meant to prohibit your appropriate use of over-the-counter medication or
other medication that can legally be prescribed under both federal and state law, if it does not
impair your job performance or safety or the safety of others. If you take over-the-counter
medication or other medication that can legally be prescribed under both federal and state law to
treat a disability, inform your Supervisor if you believe the medication may impair your job
performance, safety, or the safety of others or if you believe you need a reasonable
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accommodation before reporting to work while under the influence of that medication.

Violations
A violation of this policy may result in disciplinary action, up to and including termination of
employment.

HEAT ILLNESS PREVENTION
BYLT is committed to complying with all applicable laws and ensuring that employees avoid heat
illness while working outside. Heat illness may begin with mild symptoms and progress quickly to
signs of serious and life-threatening illness. All employees who work outdoors and are reasonably
anticipated to be exposed to the risk of heat illness will be provided detailed training before starting
work involving a risk of heat illness.

This policy ensures that employees working outdoors understand they are allowed and encouraged
to take preventative cool-down rest periods in provided shaded areas whenever they feel the need
to protect themselves from overheating.

You may also be asked to take a cool-down rest period if you are observed having any signs of heat
illness. Access to shade is permitted at all times. Cool-down periods are not limited in frequency
and are considered time worked.
When taking a preventative cool-down rest period:

● You will be monitored and asked if you are experiencing any symptoms of heat illness.
● You will be encouraged to remain in the shade.
● You will not be ordered back to work until any signs or symptoms of heat illness have

abated, but in no event sooner than five minutes after accessing shade, excluding the time
needed to access the shade.

BYLT provides fresh, pure, and suitably cool drinking water at no charge. When the work
environment is hot, you are encouraged to frequently drink small cups of water, with up to four
cups (one quart or more) per hour recommended, to stay hydrated.

BYLT has in place effective emergency response procedures if you show signs or report symptoms of
heat illness while taking a preventative cool-down rest period.

You must immediately report to your Supervisor if you experience any symptoms or signs of heat
illness or see signs of heat illness in co-workers so that the BYLT can respond with medical attention,
as appropriate.
BYLT will not discriminate or retaliate against an employee who takes preventative cool-down rest
periods in accordance with this policy.
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ATTACHMENTS
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