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Welcome! 
Revised 08/01/2015

Here at Boomtown Casino | Hotel (BCH or “the Company”), our first priority is giving our guests and TMs the best 
possible experience every time they step inside the door.  That’s why our culture is built around one standard:  
WE ROCK.  We are one team: we all help each other out.  We have Enthusiasm: we can’t wait to serve you.  We 
are Real: we are up front and honest with each other and our guests.  We give Over-the-top service: we go out of 
our way to make sure our guests are satisfied.  We Communicate: no one in our culture is left in the dark about 
our operation.  And, finally, we Know our business:  we’re prepared for any questions our guests might have. 

These are the principles that we believe make up a successful business, and we’re pleased that you’ve decided 
to join us and adopt them as your own.  This TM Manual is effective as of the revision date in each section and 
supersedes any prior policies and procedures, including written or verbal communications, staff meeting minutes, 
and management memos that were previously issued on employment-related subjects. 

Important Information about this TM Handbook 
Revised 03/01/2014 

This edition replaces ALL previous issued editions. 

This Handbook is designed to acquaint TMs (TM) with BCH and give TMs information about working here. The 
Handbook is NOT all-inclusive, but is intended to provide a summary of BCH Policies and Procedures. 

We hope that this handbook is a helpful resource to you—please review the information thoroughly; you are 
responsible for being familiar with the content of this handbook and observing the guidelines included. The 
Handbook is available to all Team Members electronically on the computer available on company property and on 
the ADP Portal. If you wish to receive a hard copy for your files please submit a request to the Human Resources 
department (HR).   

BCH reserves the right to deviate from policies and procedures outlined in this handbook; make changes, revise a 
policy, procedure, benefit, or practice described in this handbook deemed necessary without prior notice to TMs; 
however, the new information will be available to all TMs. Upon significant revisions/changes you will be required 
to sign off on a new TM Handbook Acknowledgement form. It is the responsibility of the TM to stay current with all 
policies and procedures.  

All TMs are required to complete a TM Handbook acknowledgement form to verify your responsibility to review 
and understand the handbook provided to you through electronic format. 

This TM handbook is not intended as an employment contract; either expressed or implied, and accordingly, 
should not be construed as such. Nothing in this handbook should be relied upon as a guarantee of certain 
privileges, working conditions, length of employment, or continued employment.  

The information in this handbook supersedes all information covered in previous TM handbooks or otherwise 
provided by BCH. To the extent that any provision of applicable federal, state or local law is inconsistent with the 
provisions of this handbook, such law prevails. 

If you have a question or concern that is not specifically answered in this handbook, do not hesitate to ask your 
supervisor, a member of Senior Management (SM), or HR. 

At-Will employment 
Revised 01/22/2013

We wish to emphasize that employment with BCH is at-will. This means that you or the Company may terminate the 
employment relationship at any time, for any reason, with or without advance notice.  You agree that our 
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relationship is, always has been, and always will be, strictly voluntary and at-will. Nothing in this handbook, or in 
any other document issued by the BCH or any representative, will alter this at-will relationship. The language in 
this handbook and any verbal statements made by management are not intended to constitute a contract of 
employment, either express or implied, nor are a guarantee of employment for a specific duration. No Manager, 
Supervisor or TM of the BCH is authorized to enter into an agreement of employment for any specified period of 
time or make any promises or commitments contrary to the foregoing, unless those agreements are in a written 
contract signed by our Company owner. 

Equal Employment Opportunity 
Revised 03/01/2014 

BCH is proud to be an Equal Opportunity Employer (EEO). We promote equal opportunity in the areas of 
recruitment, employment, training, development, compensation, benefits, transfers and promotions. Our 
employment practices are without regard to race, color, religion, creed, gender, age, sexual orientation, marital 
status, disability or medical condition, national origin, veteran status, genetic information, or any other category or 
status protected by federal, state, and local anti-discrimination laws. 

It is your responsibility as a Team Member to immediately report any incident of unlawful discrimination, sexual 
harassment, workplace harassment, or retaliation to your immediate supervisor, a member of senior management 
or to human resources. Upon receipt of the complaint, BCH will conduct a prompt investigation and take 
appropriate corrective action where necessary.  The company will maintain confidentiality throughout the 
investigatory process to the extent practical and appropriate under the circumstances.   

BCH will not tolerate or permit any TM to suffer retaliation of any kind or suffer any adverse employment action as 
a result of reporting an unlawful discrimination claim. Any TM who feels he or she has been subjected to any acts 
of retaliation should immediately report such conduct to his or her supervisor, a member of senior management or 
to human resources.  Any person who retaliates against another individual for reporting any perceived acts of 
harassment will be subject to disciplinary action up to and including termination. 

Guest Service 
Revised 08/01/2015

Our goal is to create satisfied Guests and cultivate long-term, positive relationships. When a Guest is unhappy or 
makes a complaint, dedicate yourself to resolving the issue by taking the following steps: 

o Be a good listener, let the Guest talk, and take note of important facts.

o Express interest and understanding.

o Never argue with a Guest or use offensive or profane language.

o Maintain your composure. If the Guest appears to be irate, diplomatically obtain assistance from your
supervisor.

o Accept responsibility for any errors—whether it’s your fault or not. Apologize and see that the error is
corrected.

o Put yourself in the Guest’s shoes. Look at the issue through his or her eyes and treat the Guest the way
you would want to be treated if the situation was reversed.

o Everyone is a Guest: Appreciate and respect every team member.

o It is my Job: We are one team. Ensure our guests are completely satisfied with their visit.
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Guest Service continued… 

o 10/5 Rule: Anytime a guest or team member is 10 feet away from you, make eye contact and smile.
Within 5 feet, speak first with a friendly greeting and call them by name if known.

o Guest Opportunities: Resolve all guest opportunities before our guests leave the property. Anticipate their
needs and accommodate whenever possible.

o Let Them Hear Your Smile: Put a smile in your voice!  Be pleasant and enthusiastic.

o Actions are as loud as words: Body language must be positive and pleasant at all times.  A welcoming
demeanor must always be present.

o Hello and Goodbye: Always greet a guest in passing or when they approach. Sincerely thank our guests
for their visit and invite them to return.

If you are unable to assist the Guest, let the guest know you wish to seek further assistance then excuse yourself 
and locate a member of management. Determine the proper person or department to handle the situation. Make 
sure the Guest and the person who can help are connected and follow up to make sure the issue is resolved.  

Remember that you represent BCH at all times. Your pleasant attitude, courteous manner, kindness and 
consideration are a reflection of our company and contribute greatly to the success of our business. 

We are one team 
Enthusiasm 

Real 
Over the Top Service 
Communication 
Know our Business
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TEAM MEMBER BENEFITS 
Our Benefits Package 

Revised 08/01/2015

This section provides a brief overview of our benefit plans – the formal plan documents are the governing 
documents and foremost authority in all cases. For more complete information regarding eligibility and any of our 
benefit programs, please contact the Human Resources department 

Team Members are eligible for coverage on the first day of the month following 60 days of employment so long as 
they work 30 or more hours per week on a consistent basis.  BCH provides a comprehensive benefits package, 
including medical, dental, vision and life insurance coverage to all eligible full-time Team Members and their 
eligible dependents.  Hours will be reviewed every quarter.   Coverage is not automatic.  Eligible TMs must 
complete the enrollment materials indicating whether or not they wish to enroll or waive coverage.  If a TM fails to 
submit the appropriate paperwork, beginning January 1, 2016, we will be obligated under the new rules set forth 
in the “Affordable Health Care Act” to enroll you in a plan.  Enrollment is not dependent on any other plan.  TMs 
will be provided enrollment information at least one (1) month prior to their benefit eligibility date.   

Team Members will also be offered other supplemental benefits on a voluntary basis. 

BCH reserve the right to make changes, additions and deletions to our benefits package, including changes to 
insurance carriers, levels of coverage and TM premium costs. Check with Human Resources if you have any 
questions regarding your benefits eligibility and coverage. 

BCH has no control or responsibility for actions taken by the insurance carriers (such as conditions covered, 
claims processing, and actual benefit payments). It is the TM responsibility to submit any claim(s) and directly 
resolve issues with the insurance carrier. 

Separation of Employment 

Should your employment end with BCH, you may be eligible to continue your health insurance coverage under 
COBRA (see the COBRA section of this handbook for more details). 

Memberships and Discounts 
Revised 01/22/2013 

From time to time, the Company may obtain discounts from local business for our TM’s benefits.  Once these are 
established, information will be posted in the TDR, in The Huddle, or you can contact the Human Resources office 
for more information. 

Paid Time off (PTO) 
Revised 08/01/2015

BCH provides Paid Time Off (PTO) as an all-purpose time off plan for vacation, illness, caring for family members, 
school activities, medical/dental appointments, personal business, or other emergencies.   Regular full-time TMs 
will be given a pro-rated balance upon 90 days of employment for their use based on actual hours worked.  Part-
time, seasonal, or on-call TMs do not accrue PTO.  

PTO will be available to use after 90 days of employment with BCH.  We encourage team members to use all of 
their PTO each year.  Team Members may carry over unused PTO into the next anniversary year.  However, the 
maximum PTO that a team member may have on the books is limited to two times their annual accrual amount.  
At no time can the carry over plus accrued PTO exceed the cap as shown in the chart below.  Once you reach 
your maximum, your PTO accrual will stop and will not resume until you begin using your PTO, and the balance is 
reduced below your maximum accrual of two times your annual amount of PTO. 
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PTO Accrual 

Effective August 1, 2015 TMs will accrue PTO at the following rates: 

Length of Service Maximum PTO Hours per 
Anniversary Year (based on 

full 40 hour work weeks) 

Maximum Hours 

< 90 days 0 0 

90+ days Up to 40 80 

1+ years Up to 40* 80 

2+ years Up to 80 160 

3+ years Up to 104 208 

5+ years Up to 120 240 

*Those individuals hired prior to August 1, 2015, with less than one year of service will continue to accrue at the
rate in effect at the time of their hire.

Requesting PTO 

Requests to use PTO must be submitted at least two weeks in advance, using a “Request for Leave” form and 
given to your supervisor for their approval. PTO must be available on the books in order to receive pay for time 
away. Your supervisor will attempt to accommodate your request while balancing operation needs and guest 
demands and deadlines. BCH retains the right to decline or modify your time off requests based on guest 
commitments and other work requirements. There may be some time periods where PTO will not be granted due 
to business needs. 

PTO will be paid at your base pay rate at the time of your leave.  It does not include overtime or any special forms 
of compensation such as incentives, bonuses, or shift differentials. 

TMs must use available PTO for any requested time off, unless they have obtained advanced approval for unpaid 
leave.   

Salaried exempt TMs will not be required to charge partial day absences which occur on a sporadic basis. 

Failure to properly request PTO will be grounds for disciplinary action up to and including separation of 
employment. 

Cash out of your PTO balance is not allowed. 

PTO Payout at Separation 

If you leave the company, unused PTO hours will be paid out in your final payroll check provided your leaving is 
on good terms and you have given proper notice (two week minimum) or if your leaving is through no fault of your 
own.  If your leaving is for cause (i.e. job abandonment, policy violation, theft, attendance issues, etc) or if you fail 
to give proper notice (less than two weeks), PTO will NOT be paid out in your final payroll check. 

Jury Duty 
Revised 03/01/2014

We encourage our TMs to support our country’s judicial system by serving jury duty as required. We provide our 
full-time TMs their regular rate of pay for any scheduled shifts missed due to jury duty, less any amount received 
from the court. 
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Jury Duty continued… 

You are responsible for advising your supervisor when you receive a jury summons. To receive full pay for your 
time you must provide to HR a copy of the court compensation and submit the attendance slip provided by the 
court. Compensation for jury service will not exceed 30 days in any 12 month period.  

In cases where the TM is NOT selected as a jury member, the TM shall have the court clerk indicate on the 
summons that the employee was NOT selected and was dismissed from their court responsibilities. The TM shall 
notify their supervisor and report to their regular scheduled shift. 

Jury duty does not affect paid time off (PTO).  Also no absences are assessed for jury duty leave. 

Other Types of Legal Service 

If you are the party to a legal matter, you are not entitled to Jury Duty Pay.  You may request PTO or unpaid time 
off to cover an absence from work.  If you are summoned to be a witness in a case, you may request PTO or 
unpaid time off (Witness Leave).  The TM shall provide Human Resources a copy of their summons at least 
seven (7) days in advance of the absence so that schedules can be arranged.  After witness duty has been 
completed, the TM is to return to work on their next scheduled shift. The TM must provide a copy of their 
certificate of attendance. Witness Leave is not granted if you volunteer to be a witness. 

Time Off to Vote 
Revised 03/01/2014 

TMs are encouraged to participate in the political process by voting in public elections.  TMs who wish to vote are 
expected to do so before or after his or her scheduled shift.  If there are times when your work schedule might 
not leave you enough time outside of your shift to vote, you must submit a written request for leave at least 48 
hours prior to the day of the election. 

Leave of Absence 
Revised 08/01/2015

When you are required to be away from work for an extended period of time, you may qualify for a leave of 
absence. Our policy complies with the Family Medical Leave Act of 1993 (FMLA) as amended. Leaves of 
absence are granted only upon written approval by the company. 

At BCH, our leaves of absence without pay include: 
o Family and Medical Leave (FMLA)
o Other Leaves - Medical leave not covered by FMLA or Personal leave
o Military leave

Except in the case of emergency, you must submit a written request for leave to HR 30 days in advance. Failure 
to submit requests for LOA timely may result in a denial of the request.  You are not allowed to accept new 
employment while on a leave of absence. For additional information, contact Human Resources.  Only one 30-
day LOA is allowed in a rolling 12-month period. 

FMLA (Family Medical Leave Act)
Revised 08/01/2015

BCH provides eligible team members up to 12 weeks of leave (or up to 26 weeks of military caregiver leave to 
care for a covered service member with a serious injury or illness) during any 12-month period for one or more of 
the following reasons: 
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Family Medical Leave Act continued… 

o Incapacity due to pregnancy, prenatal medical care, or child birth.

o Placement of a child with the TM for adoption or foster care, and to care for that child. (Leave for the birth
or placement of a child expires at the end of the 12-month period beginning on the date of birth or
placement.)

o The serious health condition of the TM’s spouse, child or parent requiring the TM to provide physical and
psychological care.

o A TM is unable to perform the essential functions of their job due to a serious health condition.

Military Family Leave Entitlements 

A TM whose spouse, son, daughter or parent either has been notified of an impending call or order to covered 
active military duty or who is already on covered active duty may take up to 12 weeks of leave for reasons related 
to or affected by the family member’s call-up or service. The qualifying exigency may include short-notice 
deployment, military events and activities, child care and school activities, financial and legal arrangements, 
counseling, rest and recuperation, post-deployment activities and additional activities that arise out of active duty, 
provided that the employer and TM agree, including agreement on timing and duration of the leave. 

FMLA also includes a special leave entitlement that permits eligible team members to take up to 26 weeks of 
leave to care for a covered servicemember during a single 12-month period.  A covered service member is (1) a 
current member of the Armed Forces (including a member of the National Guard or Reserves) who is undergoing 
medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness*; or (2) a veteran who was discharged or released under 
conditions other than dishonorable at any time during the 5-year period preceding the first date on which the 
veteran undergoes that medical treatment, recuperation, or therapy for a serious injury or illness*.  

*The FMLA definitions of “serious injury or illness” for current servicemembers and veterans are distinct from the
FMLA definition of “serious health condition.”

Definition of Serious Health Condition vs. Serious Injury or Illness 

A serious health condition is an illness, injury, impairment, or physical or mental condition involving in-patient 
care in a medical care facility including any period of incapacity for a condition that requires continuing care by a 
licensed health care provider.  Subject to certain conditions, the continuing treatment requirement may be met by 
a period of incapacity of more than three consecutive full calendar days combined with at least two visits to a 
health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or 
incapacity due to a chronic condition.  Other conditions may meet the definition of continuing treatment. 

A serious injury or illness is (1) in the case of a member of the Armed Forces (including a member of the 
National Guard or Reserves), means an injury or illness that was incurred by the member in line of duty on active 
duty in the Armed Forces (or existed before the beginning of the member’s active duty and was aggravated by 
service in line of duty on active duty in the Armed Forces) and that may render the member medically unfit to 
perform the duties of the member’s office, grade, rank, or rating; and (2) in the case of a veteran who was a 
member of the Armed Forces (including a member of the National Guard or 
Reserves) at any time during a period when the person was a covered service member, means a qualifying (as 
defined by the Secretary of Labor) injury or illness incurred by a covered service member in the line of duty on 
active duty that may render the service member medically unfit to perform the duties of his or her office, grade, 
rank or rating. 
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Family Medical Leave Act continued… 

Eligibility Requirements 

TMs are eligible so long as they have worked for the company for at least 12 months, worked 1,250 hours over 
the previous 12 months, and if they work at a work site with at least 50 team members within 75 miles.  Time 
spent on paid or unpaid leave does not count as hours worked.   

Benefits, Protections, Restoration to Position 

A TM on a family leave may continue to participate in BCH’s TM benefit plans throughout the leave, as if actively 
employed. The TM is required to pay the same cost of coverage as if actively at work. 

If the TM fails to return to work at the conclusion of the leave, BCH may require the TM to repay the full cost of 
health care coverage during any period of unpaid leave. The TM may not be asked to reimburse the company if 
he or she fails to return to work because of legitimate medical reasons or circumstances beyond the TM’s control 
or because of the continuation, recurrence or onset of a serious health condition. 

Taking family leave will not result in the loss of any TM benefit accrued prior to the date on which the leave 
began. All benefits that operate on an accrual basis (such as PTO) may cease to accrue during the leave period. 
A TM will not accrue any right, benefit, or position of employment other than one which he or she would have 
been entitled to had a leave not been taken. 

Upon return from FMLA leave, most team members will be restored to their original position or an equivalent 
position with equivalent employment benefits, pay, and other terms and conditions of employment.  Human 
Resource will review any disputes. 

Exceptions to this provision may be approved based upon business circumstances—such as if a TM’s position is 
no longer available due to job elimination. Exceptions may also apply for certain highly compensated TM under 
certain conditions. In addition, TMs on a leave extension are not guaranteed reinstatement. 

If a TM would have been laid off had he or she not been on a family leave, any right to reinstatement will be the 
same as if he or she had not been on a leave when the layoff occurred.  

Use of Leave 

The maximum time allowed for FMLA leave is either 12 weeks in the 12-month period as defined by BCH, or 26 
weeks as explained above.  The 12-month period begins from the first day of a team member’s leave.   

A TM does not need to use this leave entitlement in one block.  Leave can be taken intermittently or on a reduced 
leave schedule when medically necessary.  TMs must make reasonable efforts to schedule leave for planned 
medical treatment so as not to unduly disrupt BCH’s operations.  Leave due to qualifying exigencies may also be 
taken on an intermittent basis. 

TMs taking intermittent or reduced schedule leave based on planned medical treatment and those taking 
intermittent or reduced schedule family leave with BCH’s agreement may be required to temporarily transfer to 
another job with equivalent pay and benefits that better accommodates that type of leave. 

Substitution of Paid Leave for Unpaid Leave 

BCH requires team members to use paid leave (PTO) while taking FMLA leave.  Paid leave used at the same 
time as FMLA leave must be taken in compliance with BCH’s normal paid leave policies.  FMLA leave is without 
pay when paid leave benefits are exhausted.   
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Family Medical Leave Act continued… 

Team Member Responsibilities

A TM requesting family leave is required to give a 30-day notice before the leave begins, except in the case of 
emergency. BCH will try to accommodate your request, and will respond accordingly.   

Team members must provide sufficient information for BCH to determine if the leave qualifies for FMLA protection 
and the anticipated timing and duration of the leave.  Sufficient information may include that the team member is 
unable to perform job functions; the family member is unable to perform daily activities; the need for 
hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for military 
family leave.  Team members also must inform the Company if the requested leave is for a reason for which 
FMLA leave was previously taken or certified. 

Team members also may be required to provide a certification and periodic recertification supporting the need for 
leave.  BCH may require second and third medical opinions at our expense.  Documentation confirming family 
relationship, adoption, or foster care may be required.  If notification and appropriate certification are not provided 
in a timely manner, approval for leave may be denied.  Continued absence after denial of leave may result in 
disciplinary action in accordance with BCH’s attendance guideline.  Team members on leave must contact the 
Director of Human Resources at least two days before their first day of return.  Before a TM is permitted to return 
to work from medical leave, a release from the treating physician is required and must include whether or not the 
TM is capable of returning to work and is fit to perform the essential functions of their position, with or without 
reasonable accommodation.  BCH will make reasonable accommodation for a disability as required by law. 

The Company’s Responsibilities 

BCH will inform team members requesting leave whether they are eligible under FMLA and whether the leave will 
be designated as FMLA-protected leave counted against the TM’s leave entitlement.  If they are eligible, the 
notice will specify any additional information required as well as the team member’s rights and responsibilities.  If 
they are not eligible, BCH will provide a reason for the ineligibility. 

Unlawful Acts 

FMLA makes it unlawful for the Company to: 

 Interfere with, restrain, or deny the exercise of any right provided under FMLA.

 Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for
involvement in any proceeding under or relating to FMLA.

Rights 

If you believe your FMLA rights have been violated, you should report this belief immediately either to your 
Division Director, to the Human Resources Department; or to the General Manager, or to the U.S. Department of 
Labor, Wage & Hour Division 

Other Leaves 
Revised 08/01/2015

BCH offers other types of leaves of absence for TMs who do not qualify for FMLA leaves. Regular full-time and 
part-time TMs who do not qualify for FMLA leave may qualify for up to 30 days of personal leave if the following 
conditions are met: 

o The leave request is submitted by the TM to senior management along with a physician statement
certifying the need for the leave and the anticipated return date.
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Other Leaves continued… 

o If the leave could create a hardship for the TM’s department or the absence results in an unproductive
work pattern, the leave may be denied.

o The certification requirements and the conditions for required use of PTO, benefits accrual, and the
continuation of group health insurance during the leave are the same as for FMLA leaves.

o Leaves are limited to 30 calendar days unless applicable state or local law mandates otherwise.

o Unless legally mandated otherwise, reinstatement is not guaranteed to any TM requesting a leave under
this section of the policy. However, the company will make every effort to return TMs returning from leave
to their original position or a position comparable in status and pay, subject to budgetary restrictions,
Company’ need to fill vacancies, and its ability to find qualified temporary replacements.

Leave of absence request forms are available in the HR Department. Please direct all questions regarding leaves 
of absence to Human Resources.  

Military Leaves 
Revised 08/01/2015

BCH supports staff members who serve the armed forces of our Country. In compliance with the Uniformed 
Services Employment and Reemployment Rights Act (USERRA), eligible staff members may qualify for 
compensation, benefits and job protection when military service calls them away from work.  During a Military 
Leave you will be expected to use your available PTO, otherwise, Military Leave will be considered unpaid time 
away from work. 

Eligibility 

Generally, a TM returning from military leave is guaranteed reemployment and other rights as long as he or she 
complies with certain notification and other requirements. A TM is protected if he or she meets the following 
criteria: 

• The TM gave notice that (s)he was leaving the job for military service (unless military necessity or
other extenuating circumstances precluded the notice):

• The period of service was five years or less;

• The TM was not discharged from service under dishonorable or other punitive conditions; and

• The TM must have reported to his or her civilian job in a timely manner as required under USERRA or
submitted a timely application for reemployment.

• In some cases, military leaves of absence beyond five years will be protected.

Return to Work 

The period of time within which a TM must return to work after the completion of service depends on the duration 
of the military service. TMs who serve less than 31 days are required to return to employment by the beginning of 
the first regularly scheduled work period after the completion of military service. Such TMs, however, are excused 
for the amount of time required to return home safely and for an eight-hour rest period.  

If a TM served between 31 and 180 days, he or she must file an application for reemployment within 14 days after 
the completion of military service.  

If a TM served more than 180 days, he or she must file an application for reemployment no later than 90 days 
after the completion of military service.  
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Military Leave continued… 

In all cases, if compliance with the time limits becomes impossible or unreasonable through no fault of the TM, he 
or she will be given additional time. Furthermore, reporting and application deadlines are extended for up to two 
years for persons who are hospitalized or convalescing from a service-related illness or injury. 

TMs returning from the armed services will be reemployed in the job that they would have attained if they had not 
been absent for military service, including any promotion, increase in pay and additional job responsibilities.  
Further, a returning service member is entitled to all general across-the-board pay raises which he or she would 
have received but for the absence for uniformed service. With respect to pay, the term includes all elements of 
compensation for which they were eligible including an hourly rate, piece rate, salaries, commissions, bonuses 
and shift premiums. The Company will provide training or other assistance to returning service members to help 
them refresh or upgrade their skills to qualify for reemployment. 

Benefits 

Service members and their families will continue to receive health benefits if the TM’s absence is for 30 days or 
less.  If the service member’s absence will be longer than 30 days, eligible dependents may continue health care 
coverage under COBRA at their expense for up to 24 months.  TMs returning from military leave will resume 
health plan coverage without a waiting period or other exclusion. 

Contact Human Resources for further information about military leave. 

School Activities Leave 
Revised 03/01/2014 

If you are the parent or guardian of a child enrolled in a public or private school, you may take up to 4 hours of 
school activities leave per school year.  This leave, which must be taken in 1 hour increments, may be used to 
attend: 

• parent-teacher conferences,

• school-sponsored events or school-related activities during regular school hours; or

• to volunteer or otherwise be involved during regular school hours at the school in which your child is
enrolled.

Leave is generally unpaid, though a TM may use accrued PTO, if any is available.  You must notify your 
supervisor in writing at least 5 days in advance of your need for leave so that a mutually agreeable time may be 
arranged.  You may be required to provide documentation from the school of your need for leave upon return.  If 
you have an emergency related to your child during school, please see your supervisor to arrange your absence. 

Bereavement Leave 
Revised 01/22/2013 

BCH offers time away from work to fulfill family obligations in the event of a death in your immediate family. 

Full-Time TMs can receive a maximum of three (3) days of paid bereavement leave to attend to family matters per 
occurrence. If more time is needed TMs may use PTO or unpaid leave upon the approval from the department 
manager and Human Resources. 

Immediate family is defined as – the TM’s spouse, child, parent, sister, brother, stepchild, stepparent, parent-in-
law, grandparent, or legal guardian.   Also, this leave is granted for a TM’s or spouse’s miscarriage. 

The TM may be requested to provide Human Resources with a document validating the leave. Documentation 
may be in the form of newspaper obituary, church bulletin, statement from mortuary, or copy of death certificate. 
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Consolidated Omnibus Budget Reconciliation Act (COBRA) 
Revised 08/01/2015 

 
Under the Consolidated Omnibus Budget Reconciliation Act (COBRA), you and your eligible dependents may 
qualify for a temporary extension of coverage if you leave the company or become ineligible for continued 
participation in the Company health plan. 
 
If you leave the company for anything other than gross misconduct, or your benefits eligibility status changes due 
to an employment status change or other event, the HR Department will notify the appropriate agencies and 
vendors regarding the change in status. The benefits provider will then send TM options for continuing coverage. 
Generally, eligible TMs who pay the entire COBRA premium may continue coverage for up to 18 – 36 months or 
longer depending on the circumstances. If you leave the company due to gross misconduct (theft, violence, etc), 
you may not be eligible for COBRA.  Contact HR with any questions regarding continuation of coverage and 
benefits eligibility. 
 

 

Work-Related Illness & Injury  
Revised 08/01/2015 

 
From your first day on the job, you are covered for any work-related accident or injury. State and federal laws 
determine workers’ compensation benefits.  
 
BCH provides Workers’ Compensation insurance for all TMs and we pay the full cost of this coverage. You may 
be eligible to receive benefits if you suffer a work-related illness or injury. 
 
Workers’ Compensation benefits include payment for medical treatment and the partial payment of lost wages. 
Wage benefits generally begin several days after disability occurs. The benefit amount is determined by the 
insurance company, in accordance with state law. In the event of 
death due to a work-related injury or illness, a death benefit may also be paid to surviving spouse and/or children. 
 
Workers’ Compensation wage benefits generally do not cover full salary.  Available PTO can be used to make up 
the difference between Workers’ Compensation benefits and your wage or salary. Once PTO is exhausted, you 
will receive only the designated Workers’ Compensation benefit. 
 

Reporting Work-Related Injury or Illness 
 

Contact your supervisor or HR immediately in the event of a work-related injury or illness. This notification is 
required even if the injury or illness seems minor, and/or no time is lost from work, and/or no outside medical 
treatment is requested / required. This is necessary to ensure that any subsequent claim is handled correctly and 
to comply with legal reporting and record maintenance requirements. Failure to immediately report a work-related 
injury could result in a delay or even loss of benefits as well as disciplinary action up to and including termination 
of your employment.  Your supervisor will instruct you on how to complete an injury report. 
 
Note: Any TM who seeks medical attention for a work-related injury or illness will be tested for controlled or illegal 
substances. Failure to submit to this test may result in a denial of Workers’ Compensation benefits as well as 
termination of your employment.  If the test is positive for alcohol and/or illegal drugs, your Workers’ 
Compensation benefits may be denied and your employment will be terminated. 
 
We will protect the Company against any fraudulent claims or fraudulent extensions of claims. Workers’ 
Compensation is a valuable, but expensive benefit and we ask your help to promptly report any evidence of 
fraudulent activity related to this benefit. 
 

Injury Reports / Modified Duty 
 

TMs are expected to attend every appointment for which they are scheduled when being treated for a Worker’s 
Comp injury.  Should a TM be unable to attend their scheduled appointment, they will need to contact the Director 
of Human Resources PRIOR to the scheduled visit or as soon as possible.  Missing scheduled appointments may  
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Work Related Illness & Injury continued… 
 

affect any worker’s compensation benefit you may be eligible for.  After every visit, the TM is required to provide 
copies of the paperwork to Human Resources for processing.  If a TM is on modified duty, they will be presented 
with a modified duty letter detailing their new duties, where applicable.  For work related injuries we will do our 
best to accommodate all requests for modified duty as business allows.  If a TM is still able to perform their 
regular duties, their letter will reflect this.  Any changes in modified duty must go through the Director of Human 
Resources.  If you are placed on modified duty, your pay may be reduced commensurate with the modification of 
duties per the treating physician.  Any reduction in pay will be reflected in the modified duty letter. 
 

 

Return to Work Slips / Modified Duty 
Revised 08/01/2015 

 
When a TM is off work for three or more consecutive work days, or in the case of excessive absenteeism, less 
than three consecutive work days, they MUST present a return to work note, “release”, from their treating 
physician.  This note MUST include the reason the TM was off work and whether or not they have any work 
restrictions.  The note must be signed by the physician and it may NOT be altered in any way, shape or form.  
The TM must present the documentation to Human Resources PRIOR to the TM reporting to their work station for 
work. 
 
Failure to submit the appropriate notification will result in the TM being sent home to obtain a proper release from 
their doctor.  If a team member is sent home and they are not able to obtain the note before their next scheduled 
shift, it is the TM’s responsibility to communicate this to their supervisor and to the Director of Human Resources.  
Failure to properly communicate with your supervisor regarding this will result in a no call, no show according to 
our Attendance Policy. 
 
If there are no restrictions and the TM is released to return to full duty, they will be placed back to work 
accordingly.  If the TM has restrictions, these will be reviewed on a case by case basis by the Director of Human 
Resources as we are under no obligation to provide modified duty for injuries not work related. If you are provided 
modified duty, your pay may be reduced commensurate with the modification of duties per the treating physician.  
Any reduction in pay will be reflected in the modified duty letter. 
 
 

Privacy Act (HIPAA) 
Revised 08/01/2015 

 
Healthcare information is kept confidential and private in compliance with the Health Insurance Portability and 
Accountability Act of 1996 (HIPAA). BCH has a set of standards and enforcement procedures in place to maintain 
the confidential and private nature of your healthcare records.  
 
Information related to the results of your drug and/or alcohol test, or drug and/or alcohol treatment program 
participation, or medical treatment is kept confidential and secure and in a filing system separate from personnel 
files. Any violation of our policy that results in the release of information relating to a TM’s drug and/or alcohol 
use, testing, discipline, or any related matter will result in disciplinary action, up to and including termination of 
employment.  Information is only released with written permission from you or as required by law. 
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TEAM MEMBER POLICIES 
Introductory Period  

Revised 03/01/2014 
 
The first 90 days in your new position is your introductory period. This time period gives both you and your 
supervisor the opportunity to evaluate your compatibility with your new position. Your supervisor will evaluate your 
performance and suitability for continued employment and overall fit with the Company. You can decide if the new 
position meets your expectations. You or your supervisor may end the employment relationship at any time and 
for any reason, without notice during the introductory period (At-Will Employment policy). 
 
If you transfer or are promoted into a new position within the Company, you are required to complete a new 
introductory period and be evaluated for compatibility in the new position. During this time you will be ineligible to 
take PTO until you have completed your 90 day period in your new position.  We anticipate that your career with 
our Company will be enduring and successful and we strive to retain transferred TMs who have functioned 
successfully in their positions. If you are rehired by the Company, you are required to complete a new introductory 
period. 

 

 

Your BCH Success 
Revised 01/22/2013 

 
We’re excited about your future with BCH. Here are some important tips for achieving success on your new job: 

o Become an expert on the techniques, skills and procedures required for success in your position. 
o Avoid being unexpectedly absent or late to work. 
o Consistently strive to improve your job quality, accuracy and speed. 
o Organize your work to meet deadlines and effectively plan and prepare for projects and busy periods. 
o Develop and apply important time management skills. 
o Be a dependable and outstanding member of your work team. 
o Demonstrate courtesy, patience and consideration at all times. 

 

 

Immigration Compliance 
Revised 01/22/2013 

 
BCH is committed to employing only individuals authorized to work in the United States in compliance with the 
Immigration Reform and Control Act of 1986. You will be required to verify your legal status and your right to live 
and work in the United States. If applicable, you must submit to the HR Department updated written verification of 
your immigration and work permit status. You may not be allowed to work for BCH without this required 
documentation. 
 

 

Standards of Conduct 
Revised 08/01/2015 

 

BCH policies and practices are in place to create a work environment that encourages integrity and respect and 
allows our TMs to feel comfortable and safe. As a TM, you are expected to adhere to all BCH policies and exhibit 
a high standard of professionalism while at work or on property. 
 
Our management team retains the right to deem any conduct as not in the best interest of the BCH, its TMs or 
Guests. Any conduct designated as unacceptable and not in compliance with our standards of conduct, policies, 
or regulations may result in coaching and counseling, up to and including termination. The examples of conduct 
listed below are considered serious violations of BCH policy and may result in immediate termination without 
notification. This list is not all inclusive— other behavior not specifically included here may result in coaching and 
counseling or immediate termination. These rules may be changed or added to at any time by BCH.  
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Standards of Conduct continued… 
 

o Being intoxicated, consuming, or under the influence of alcohol, or a controlled 
substance during scheduled shift. 

 
o Selling or using illegal drugs on BCH property. 

 
o Acting in an indecent or immoral manner at any time. 

 
o Smoking in a company vehicle or in an unauthorized area. 

 
o Misusing, destroying, damaging, defacing, stealing property of BCH, guests, another 

TM, vendors, or visitors. 
 

o Committing any act of violence, fighting, threatening, intimidating, or coercing other 
TMs, guests or visitors. 

 
o Removing the property of the Company, another TM, visitor, or guest from the 

Company or guest’s property. 
 

o Falsifying BCH or personnel records. 
 

o Making a false, vicious, or malicious statement about a fellow TM, the BCH or 
Guests. 

 
o Purchasing services or goods without proper approval. 

 
o Loaning out BCH property/supplies without proper authorization/documentation. 

 
o Using BCH equipment, vehicles, or supplies for personal gain. 

 
o Discussing or releasing confidential information among and between TMs, outside 

persons or other unauthorized persons. 
 

o Making inappropriate comments to or about a fellow TM, a guest or BCH. 
 

o Unlawful discrimination, harassment or retaliation. 
 

o Dishonesty of any kind. 
 

o Loafing, wasting time, or sleeping on the job. 
 

o Acting in an insubordinate manner. 
 

o Making/displaying inappropriate hand gestures in view of guests or in public areas. 
 

o Performing in a sub-standard manner after being warned that behavior requires 
correction. 

 
o Failing to perform duties or committing acts of gross misconduct that result in the 

loss of work time or BCH money or resources. 
 

o Failing to obtain prior approval or provide adequate notice of absence from work. 
 

o Carrying a weapon or firearm (concealed or unconcealed) on BCH property without 
specific, written permission from Management. 
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Standards of Conduct continued… 

 
o Being excessively absent from or tardy to scheduled shifts. 

 
o Tampering with a video / surveillance system without Surveillance or Security 

Manager’s approval. 
 

o Failing to adhere to or violating any BCH policy, regulation or written agreement. 
 

o Failing to report to HR any arrest and/or conviction occurring while employed by the 
Company. 
 

o Off duty misconduct, including committing illegal acts, that reflects adversely upon 
the company or adversely affects the employee's ability/credibility to fulfill his/her job 
responsibilities 

 
o Disregard of safety rules and practices (i.e. horseplay, wrestling, dangerous practical 

jokes, or throwing objects). 
 

o Failing to abide by safety rules and/or procedures. 
 

o Failing to follow proper procedures regarding the return of keys that are checked out 
to a TM. 
 

o Unwillingness or inability to work as a team player. 
 

o Failing to act/communicate in a manner conducive to getting along with TMs, guests, 
and/or management.  Failing to maintain a positive work environment. 

 
A violation of a Standard of Conduct may also constitute a criminal offense. An arrest or conviction 
for a criminal offense is not necessary to validate or justify any corrective action, including 
termination for the violation.  
 
If you violate our Standard of Conduct, your overall job performance, work habits, attendance record, 
and overall attitude, conduct and demeanor are considered when determining corrective action.  A 
written record of all policy violations is maintained in each TM’s personnel file. 
 
As always, the employment relationship remains at-will and may be terminated regardless of your 
compliance with our procedures and standards as included in this handbook, your achievement of 
any particular level of job performance or the absence of just cause for termination. 
 

 

Disciplinary Action 
Revised 01/22/2013 

 
BCH believes that all of our TMs support the objectives of our organization. We provide training and 
performance management to you and your fellow TMs to make sure our goals and objectives, the 
requirements of each job and all the other criteria for success are clearly communicated.  
 
Occasionally TM performance may fall short of our standards and/or expectations. When this occurs, 
disciplinary action will be based upon the nature and circumstances of the infraction and the TM’s history 
of service.  Action may range from a simple coaching and counseling session with the TM to a 
documented verbal warning, documented written warning, or suspension without pay up to immediate 
termination.  All disciplinary action is documented and a record is placed in the TM’s personnel file. 
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Performance Evaluations 
Revised 01/22/2013 

 

You will receive regular, informal feedback regarding your performance from your supervisor. The 
Company encourages members of its management team to provide ongoing and frequent informal job 
coaching and feedback. The Company strives to conduct regular formal, written performance evaluations 
that document performance strengths and weaknesses each year. While a TM’s wage rate and a possible 
merit increase may be considered with a performance appraisal, there is no absolute requirement that 
merit increases will occur with the same frequency as performance appraisals.   
 
Evaluations also provide the opportunity for you and your supervisor to discuss your career goals. Your 
evaluations are important factors of transfer and advancement opportunities throughout the year and not 
simply at your annual anniversary date.  
 

 

Outside Employment 
Revised 01/22/2013 

 
You may be permitted to engage in outside employment as long as it does not conflict with your 
current position or with BCH’s business. We reserve the right to prohibit outside employment that 
creates a real or potential conflict of interest to the BCH or our guests. Failing to report outside 
employment may result in disciplinary action, up to and including termination.  It is the TM’s 
responsibility to submit a written request to the HR Department for review and approval before 
obtaining outside employment. 
 
Examples of types of outside employment that we consider problematic: 
 

o Performing services for a guest or potential guest for payment directly to you by the guest. 
 

o Use of BCH’s equipment, supplies or facilities to benefit another employer. 
 

o Performing a service that the BCH itself can perform. 
 

o Employment that prevents you from meeting your responsibilities to BCH or to one of our 
guests. Not being able to meet guest needs or deadlines, being late for work, taking time 
away from work, or reporting to work not rested and unable to effectively perform job duties. 

 
Check with your supervisor to make sure that any outside employment is consistent with the best 
interests of the BCH and does not harm our guest-oriented efforts. 
 

 

Personal Relationships 
Revised 08/01/2015 

 
BCH will employ relatives and cohabitants, and do business with vendors, so long as a conflict of interest 
does not exist.  TMs who are related, dating, married, or cohabitating may not be employed by BCH if 
they are in a supervisor / subordinate situation within the same chain of command, or in any situation that 
may be deemed a potential conflict of interest including, but not limited to, purchasing decision maker / 
vendor relationship. For the purpose of this policy, “relative” is defined as a spouse, child, parent, sibling, 
grandparent, grandchild, aunt, uncle, or corresponding in-law or “step” relation. A “co-habitant” is defined 
as a roommate / partners in a relationship. Should such a relationship develop after employment begins, 
it will be the responsibility of the TMs to inform Human Resources immediately so the situation may be 
reviewed.  Failing to disclose a relationship contrary to this policy may result in disciplinary action, up to 
and including termination.   
 
A “conflict of interest” is defined as follows: 
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Personal Relationships continued… 
 
Direct Supervision – It is against the policy for a relative, individuals in a relationship, or co-habitants to 
be in a supervisor/subordinate situation within the same chain of command. 
 
Direct Financial Reporting - It is a direct violation of this policy for any relative, individuals in a 
relationship, or co-habitant to act as a check or balance on the financial work of any other relative. 
 
Potential Conflict of Interest – No relative, individuals in a relationship, or co-habitant should work in a 
department whose work overlaps that of other departments where a relative, or individuals with whom 
they are in a relationship, or co-habitant works, or whose responsibility is to secure or check the internal 
controls of the Company. 
 
Vendor Relationship – It is against the policy for a relative, individuals in a relationship, or co-habitants 
to be in a vendor/purchasing decision maker/team member situation. 
 

 

Work Hours 
Revised 01/22/2013 

 
The Department Manager/Supervisor establishes the time and duration of your work hours based on 
workload and the goal of providing excellent guest service while efficiently managing TM resources and 
complying with all applicable laws.   
 
You may be required to work additional hours beyond your normal work schedule. In consideration of 
your family and other personal commitments, your supervisor will give you as much advance notice of 
overtime as possible.  
 
If you are an hourly TM, you will be compensated for overtime hours worked in accordance with state and 
federal law at a rate of one and one-half times your regular hourly rate of pay.  Paid time off (such as PTO 
and holiday time) is not included when calculating overtime hours (see “Overtime” section for more 
information). 
  
In times where BCH may experience off peak business, TMs may be given an Early Out.  Early Outs are 
directed by Department Managers or Supervisors as business needs dictate. Company requested Early 
Outs will not be assessed as an occurrence in the attendance policy. 
 

 

Meals and Break Periods 
Revised 03/01/2014 

 

Depending on business needs and TM classification, you’ll receive one paid 10-minute rest break for 
each consecutive four-hour period you work.  You will receive a paid 30-minute meal period if you work 
five hours or more in a shift.  
 

All breaks and meal period times will be assigned by your Manager or Supervisor based on the staffing 
needs of your department. It is mandatory that all meal and break periods are taken in designated 
break areas and off the Hotel and Casino floors. Your 30-minute meal break will be scheduled as near 
to the middle of your shift as possible—you are not permitted to take the break at the beginning or end of 
your shift. You are not allowed to accumulate or combine breaks and meal periods. Breaks may NOT be 
taken in your vehicle.  If you leave the building for your break, you must notify your supervisor, clock out, 
and clock back in upon your return. 
 
Breaks for Dealers may occur more frequently if the schedule permits. 
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Meals and Break Periods continued… 
 

If you are a nursing mother of an infant under the age of one and require breaks to express breast milk 
during the day, please contact Human Resources or your supervisor for information and to make 
arrangements to accommodate your needs.  

 
Team Dining Room (TDR) 

Revised 01/22/2013 
 

BCH provides TMs with a Team Dining Room/break room area (TDR). The TDR is provided so that TMs 
may relax one hour before, one hour after their shift, and during assigned breaks. Name badges must be 
worn while in the TDR. Activities which would interfere with TM’s relaxation in these areas are prohibited.  
This area is restricted to the use of TMs.  Non-TMs are asked to remain in the public areas of the 
property. This is a community area so we request that TMs bus their own table, and no food or beverage 
may be taken from the TDR. 
 
All TMs should be respectful of each others’ ability to rest and relax.  No sleeping is allowed. 
 
TMs playing games available in the TDR will adhere to the posted rules and guidelines. 
 

 

Team Member Parking 
Revised 01/22/2013 

 

TMs coming from I-80 East park in the West Lot on the west side of the blue line, any day of the week, 
unless otherwise designated. TMs from Verdi or I-80 West may park in the Chevron lot and walk across to 
the West Lot to enter the building.  All TMs must enter and exit the building via the tunnel.  During 
certain holidays and special events, TMs may be subject to parking restrictions.  This schedule is subject 
to change due to need or seasonal requirements.   
 
Failure to adhere to the parking guidelines may result in disciplinary action up to and including termination 
of employment. 
 

 

Time Keeping 
Revised 01/22/2013 

 
Keep your paychecks accurate by following BCH’s time-keeping procedures. Federal and state laws 
require BCH to keep accurate records of TM’s work time in order to calculate TM pay and benefits. Time 
worked is the time actually spent on the job performing your assigned duties. 
 
If you are an hourly TM, you must accurately record the time you begin and end work by using the 
electronic timekeeping system. If a TM believes that there is an inaccuracy with their hours or schedules 
TM should consult with their Department Manager/Supervisor.  
 

Clocking in or out for another TM is a violation of BCH’s regulations and may result in immediate 
termination. Any falsification of your time record is grounds for disciplinary action, up to and including 
termination. 

 
 

Time and Attendance 
Revised 08/01/2015 

 

BCH operates a business that provides entertainment experiences to our guests. Therefore, it is vital to 
have staffing levels that are appropriate to meet the needs and expectations of our guests. This provides  
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Time and Attendance continued… 
 

TMs, Management and Supervisors with a guide for addressing performance as it relates to TM 
attendance and to ensure that TMs understand the importance of being at work. 
 
Failure to report to work as scheduled, returning late from breaks and/or tardiness not only detracts from 
our ability to provide each guest with the highest level of customer service and entertainment but it also 
places undue hardship on fellow TMs. BCH’s expectation is for TMs to arrive at their respective work area 
at their scheduled start time.  Any time a TM is unable to work as scheduled, he/she MUST notify their 
supervisor at least two (2) hours prior to their start time so a replacement may be found. TMs should 
understand that absenteeism and tardiness are controllable.  If a TM is unable to notify their Manager / 
Supervisor prior to their scheduled shift; leaving a message is recommended; however, it will not be 
considered an approved method for notifying a Manager / Supervisor of an absence or tardiness. The TM 
will need to speak with the Manager / Supervisor. 
 
TMs who have available PTO may request to be paid for days that they are absent; however, corrective 
action may be administered for the absence (unless the absence is due to a qualifying FMLA leave or 
other approved leave).   
 
Scheduled time off must be approved at least two (2) weeks in advance prior to the time off. 

 
It is the TM’s responsibility to exhibit dependability in reporting to work on time as scheduled. Excessive 
tardiness/absenteeism will result in progressive disciplinary action up to and including termination. 
 

Definitions 
 

Tardy – A TM fails to be at their work area at their scheduled start time.  
 
Absence – Missing a regular scheduled shift or approved scheduled overtime shift.  
 
Consecutive Absence – Consecutive Absences of less than three (3) days may be considered one (1) 
occurrence so long as proper documentation is presented.  Two (2) occurrences will be issued for 
absences lasting four (4) to six (6) days so long as proper documentation is presented.  If proper 
documentation is NOT presented, each day of absence will count as an occurrence.  Absences lasting 
longer than six (6) days the TM will need to contact Human Resources for further direction. 
 
Documentation – Documentation will be required whenever it is deemed necessary (absences longer 
than 3 days or absences less than 3 days, where excessive absenteeism is an issue).  It can consist of 
doctor’s notes, auto repair bill, towing bill, court paperwork, etc. 
 
Early Out – There are three types of early outs – forced, approved, and voluntary.  A Forced EO is when 
a TM is released from their station by a Department Manager of Supervisor due to business needs.  An 
Approved EO is when a TM offers to leave early due to business needs and the supervisor approves the 
EO.  A Voluntary EO is when the TM requests to be released from their station due to personal needs. 
 
No Call/No Show – Being absent without calling in to the Manager/Supervisor. This will result in five (5) 
occurrences. Two consecutive No Call/No Shows will be taken as a voluntary resignation. 
 
Job Abandonment – Leaving work or your work area before the end of your scheduled shift without 
permission.  This is considered the same as walking off the job and it will be viewed as a VOLUNTARY 
separation.  The term “Without Permission” does not allow a TM to walk off the job. As a TM you must still 
notify your Manager/Supervisor or member of the Human Resources Department that you are leaving. 
 
Denied Day Off – Calling in after requesting a day off that was denied by management. This will result in 
two (2) occurrences. 
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Time and Attendance continued… 
 

Blackout Period – Periods including holiday weekends, special promotions, high business times that are 
defined by department heads and/or division directors.  
 
Attendance problems will be treated as any other performance issue, and will be subject to progressive 
disciplinary action up to and including termination of your employment. 
 
Time and Attendance is based on a point system. Attendance points accumulate over a twelve (12) 
month rolling period.  
 
How points are assessed  
 
Reason   Point Value 
Tardy    ½ 
Tardy in excess of 2 hours 1 
Voluntary Early Out  Possible ½  
Absence (Proper Call Off) 1 (1-3 days)* 

2 (4-6 days)* 
Absence (Improper Call Off) 2 (1-3 days) 

3 (4-6 days) 
Call off During Blackout periods 3 
Call off During Denied  

Requested Day Off 3 
First No Call/No Show  5  
Second Consecutive  
        No Call/No Show  Voluntary Resignation  
 
 *Absence for more than 3 consecutive days qualifying for FMLA leave may expunge points. 
 

Progressive Disciplinary Action 
4 points = Verbal Warning 
6 points = Written Warning 

8 points = Final Written Warning 
10 points = Termination for Violation of Attendance Policy 

 
 
Each step of progressive discipline need not be issued prior to termination provided that points have been 
properly assessed. For example, a TM with 6 points has a No Call/No Show, this TM would be separated 
because they would have accrued 11 points, despite not having a final written warning. 
 
Reward for Good Attendance 
If a TM has a perfect attendance record for 90 days, the points assigned to the TM shall be reduced by 
one point. 
 

 

Pay Periods 
Revised 08/01/2015 

 
BCH considers a regular workweek as 40 hours from Friday to Thursday.  Pay periods cover two 
consecutive work weeks.  You will be paid every other Friday either by direct deposit to a bank or credit 
union of your choice, or through an ALINE debit card.  Each year contains 26 pay periods.  The Company 
does not issue pay advances.   
 
All necessary forms to select your payment option are available in HR.  HR and Payroll can assist you 
with the necessary paperwork in the event you would like to switch your selection.   
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Pay Periods continued… 
 

If you are away from work on payday and receive a live check for any reason, your paycheck will be held 
for you at the Cage.  
 

 

Paycheck Deductions 
Revised 01/22/2013 

 

BCH is required by law to make certain deductions from your paycheck including federal income taxes 
and state income taxes, where applicable. We also deduct Social Security taxes from each paycheck up 
to a specified limit. These deductions are itemized on your paycheck stub and based upon the number of 
dependents and exemptions you claim on your W-4 form. Immediately report to us any changes to your 
name, address, telephone number, marital status, or number of exemptions for tax purposes. You’ll 
receive a W-2 form every year that indicates how much of your earnings were deducted for taxes. 
  
We will execute all court-ordered garnishments, tax levies, and support orders we receive in accordance 
with applicable state and federal laws. We will notify you of any garnishments.  
 
Our business is guest-oriented and TMs often find that good service prompts a guest to tip a TM. 
  
These gratuities or “tokes” may be accepted in most jobs; however, you should not expect to be toked. 
BCH expects you to provide the best possible service to our guests at all times.  Suggesting or “hustling” 
a tip or “toke” from a guest for any service performed is not tolerated.  
  
It is a requirement by the Federal Government that all TMs receiving tips exceeding an established figure 
in any calendar month report the amount to the employer.  Forms for reporting tips should be obtained 
from your supervisor.  BCH will deduct the required Withholding Tax and Social Security on declared tips.  
Consult with your supervisor as to the current reporting requirements. 
 

 

TM Classifications 
Revised 08/01/2015 

 
Your employment classification determines your work schedule and benefits eligibility. Speak with your 
manager/supervisor to confirm your status. BCH classifies TMs as follows: 
 

o Temporary: TMs who may be employed for specific projects for duration of up to 90 days and are 
not eligible for benefits. 

 
o Part-Time: TMs who work less than 30 hours per week and are not eligible for BCH benefits. 

 
o Full-Time Regular: TMs who consistently work 30 hours or more per week and are eligible for 

BCH benefits.  
 

BCH also classifies each TM as exempt or non-exempt: 
 

o Non-exempt: TM who may be hourly or salaried, and are eligible for overtime pay under 
applicable provisions of wage and hour laws.   

 
o Exempt: TM who is usually salaried and meet FLSA guidelines, and scheduled to work an 

established, customary workweek on a regular basis.  Not eligible for overtime pay. 
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Overtime 
Revised 01/22/2013 

 
Non-exempt TMs are eligible for overtime pay as mandated by law.  If you are an eligible TM, you are not 
permitted or authorized to work any period of time beyond your regularly scheduled time unless directed 
by your supervisor. Overtime must be authorized in advance.  Unapproved overtime could lead to 
disciplinary action, up to and including termination.  
 
Overtime pay for non-exempt TMs is equal to one and one-half times your hourly rate for all hours worked 
in excess of 40 hours during a work week.  In the case of those individuals whose regular pay rate is less 
than one and one-half times the minimum wage, overtime will be paid after 8 hours worked within one 24-
hour period.   
 
If the overtime you work is not recorded by the time clock, you must submit the hours in writing to your 
manager/supervisor immediately.  
 
PTO and Jury Duty compensation are not counted as hours worked for overtime compensation. Check 
with your manager/supervisor to determine your wage classification and eligibility for overtime.  
 

 

Grooming & Appearance 
Revised 08/01/2015 

 
Your high standards of personal grooming and professional attire will create a positive and lasting 
impression for our Guests, fellow TMs and others with whom we conduct business. Always report to work 
in uniform and ready to begin your shift.  We trust you to use good judgment in adhering to the guidelines 
below, as well as any guidelines that may pertain to your specific job and/or department.   
 
TMs are required to wear your name badge and gaming license (if applicable).  Each TM will receive a 
Name Badge and Time Card prior to the beginning of their first scheduled shift.  If a TM loses their time 
card and/or name badge, replacements may be purchased through the Human Resources Department 
for a $4.00 replacement fee. Worn out badges and/or time cards or those showing normal wear and tear 
will be replaced at no cost to the TM (must turn in the worn out item). 
 

o Arrive at work clean and well groomed. You are expected to practice good hygiene in order to 
interact pleasantly with others in your close proximity. 

 
o Your clothing must be clean, neat, in good repair and of a professional and appropriate quality. 

 
o For non-uniformed TMs, shorts, short skirts, and similar clothing are not acceptable.  Also, 

revealing blouses or shirts that are tube-top, halter-like, off the shoulder, or have spaghetti straps 
are not allowed. 

 
o Facial hair must be fully grown (no 5 o’clock shadows) and kept neat in appearance.  May be no 

longer than a ½” in length.  Acceptable facial hair does not include a “soul patch”, a taint, “Fu 
Manchu” mustache.  Mustaches may not extend more than ¼” below the bottom lip.  

 
o Tattoos that are visible may be allowed if they are in good taste, as determined by senior 

management.  Please check your individual department standards for further expectations. 

 
o Pants must be worn around the waist at all times, and must be hemmed properly.  Sagging pants 

will NOT be tolerated.  Pants must NOT have holes in them.  They must be in good condition. 
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Grooming & Appearance continued… 
 

o If your position requires working with or near moving equipment, dangling jewelry may not be 
worn as it presents a safety hazard.  If hair is long enough, it must be tied back as it may also 
present a safety hazard.   
 

o Females may not have more than three piercings per ear.  Earrings larger than a quarter in size 
are not permitted.  Men are prohibited from wearing earrings while on the clock.  Gauges are not 
to be worn. 

 
o Visible piercings in the nose, lip, tongue, eyebrow, and cheek are not permitted.   

 
o Please be aware that personal hygiene should be taken care of in the restrooms (picking nose 

and teeth, scratching, cleaning of ears, clipping and cleaning nails, grooming mustaches, beards, 
goatees, brushing/combing hair, etc).  These behaviors are prohibited on the Casino Floor. 

 
o Hair must be neatly kept (combed/brushed), clean, and naturally colored.  No excessive styles or 

colors. 
 
If you report to work inappropriately groomed or attired, you may be asked to leave and change into 
acceptable clothing. If this happens, your time away from work is unpaid. If you have any questions 
regarding our grooming and appearance policy or your department’s specific requirements, speak directly 
with your supervisor.  
 
Uniforms may be partially or fully provided based on the department in which you are employed. 
   
When a uniform is issued, it is the responsibility of each TM to examine it for cleanliness and state of 
repair.  Any deficiencies should be reported to your Supervisor immediately for correction or exchange. 
 
Contact your supervisor for specific questions regarding grooming and appearance standards.  Please 
note that certain departments may establish additional standards, or stricter guidelines.  Department 
appearance standards must be followed in addition to these general standards.  Management reserves 
the right to change appearance standards from time to time, and to resolve any difference in opinion 
concerning their interpretations.   
 

 

Gambling Onsite  
Revised 03/01/2014 

 

TMs and their families are welcome to gamble and otherwise patronize the property under certain 
guidelines.  
 
TMs must be off-duty and out of uniform while patronizing the establishment.  Gambling must stop at 
least thirty (30) minutes prior to the beginning of a TM’s shift.  Consumption of alcoholic beverages by 
TMs must be done in an appropriate manner with a keen awareness that at all times, even while off-duty, 
the TM is a representative of the property, and professional behavior must be maintained.  Distraction of 
or visiting with on-duty TMs who are performing their jobs is prohibited.   
 
TMs who work in gaming departments may not gamble in the area in which they work.   
 
Family members of table games TM may not play at the table where their relative is working.  Family 
members may not play slot machines in the relative’s area of responsibility while their relative is working. 
 
Surveillance, Accounting TMs, and members of the Executive Leadership Team are not eligible to gamble 
on property at any time.  Security TMs are only eligible to gamble at the Sports Book and in Slots. 
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Gambling Onsite continued… 
 

TMs, agents and immediate family members of BCH TMs are not eligible to participate in any of the 
property customer promotions.  Please check the official rules of each promotion for qualification criteria. 
 

 

Gambling Online  
Revised 01/22/2013 

 
WARNING: Many forms of online gaming are illegal and could result in a federal offense or a state 
law violation, and as such, online gambling is not allowed on property at any time on any company 
issued computer or mobile device. Any violation of this policy is grounds for disciplinary action up to and 
including termination of your employment.  
 

 

Licensing 
Revised 01/22/2013 

 
Many TMs who work in the casino, in the gaming operations, are required by the Nevada Gaming Control 
Board to obtain a Gaming Registration Card.  At the time of hire, HR will assist TMs with obtaining 
appropriate licensure. 
 
Any TM holding a Gaming Registration Card who is convicted of a felony in this state or is convicted of an 
offense in another state or jurisdiction shall notify the board’s enforcement division in writing within 10 
business days of such conviction.  Failure to do so may result in disciplinary action up to and including 
termination of your employment. 
 

 
In addition to a Gaming Registration Card, if your position requires further licensure or certification 
(Alcohol Beverage Certification Card or Certified Food Safe Manager Card) you will be required to 
present your certifications at the time of hire, or be able to obtain certification within the legally required 
time frame. 
 
Team Members are required to keep their registration/license current at all times.  Failure to obtain or 
renew the registration/license when it is required will be grounds for possible termination.  Contact the 
Human Resources Department for further information. 
 

 

Communication Systems 
Revised 01/22/2013 

 

BCH prohibits use of its business telephone systems, voicemail, e-mail, computers, facsimiles, copiers, 
and other communications systems that is not strictly business-related. 

 
Personal long distance phone calls at the company’s expense are prohibited. You are not permitted to 
use the telephones located in public or guest areas unless it is an emergency.  Violations of this policy 
may lead to progressive disciplinary action, up to and including termination of your employment. 
 

 

E-Mail 
Revised 01/22/2013 

 
BCH provides some TMs with an electronic (e-mail) mail system for conducting business 
communications. TMs may create, send and receive e-mail messages for business purposes only in 
accordance with the following guidelines: 
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E-Mail continued… 
 

o BCH maintains the e-mail system to assist in conducting company business. 
 

o The e-mail system is company property and all messages composed, sent, or received through 
the system remain the property of BCH.  E-mail messages are not private or owned by the TM 
who sends or receives the message.  

 
o The e-mail system is reserved for business use only—personal use is not allowed. 

 
o The e-mail system cannot be used to create offensive or disruptive messages. Messages 

containing sexual implications, racial slurs, gender-specific comments, or any other comment that 
offensively addresses age, gender, sexual orientation, religious or political beliefs, national origin, 
or disability will not be tolerated. 

 
o The e-mail system cannot be used to send, upload, receive or download any copyrighted 

materials, trade secrets, proprietary financial information, or similar materials without prior 
authorization from your department manager. 

 
o BCH reserves and intends to exercise the right to review, audit, intercept, access and disclose all 

messages created, received or sent over the e-mail system for any purpose. The contents of e-
mail property obtained for legitimate business purposes may be disclosed within the company to 
those members of Senior Management or Department Management without the permission of the 
TM when necessary. 

 
o The Company does not protect or provide for the confidentiality of any message. Even messages 

that are erased or deleted may be retrieved and accessed by the Company.  Using passwords 
does not provide confidentiality. 

 
o Although the Company reserves the right to retrieve and review e-mail messages, e-mail users 

must protect the confidentiality of messages they receive. 
 

o You cannot use a code, access a file, or retrieve any stored information unless authorized to do 
so. You must not attempt to gain access to another person’s messages without permission. 

 
o To receive property information via our internal TM Communication Network, you may opt to 

receive messages and information sent to your personal email address. 
 
If you discover a violation of this policy or need more information, contact the Human Resources 
Department. 
 

 

Cell Phones 
Revised 01/22/2013 

 
TMs are not permitted to use personal cell phones anywhere on property except in designated/authorized 
break areas during assigned breaks. Members of Management may use BCH phones for business 
related purposes.  Cell Phones shall be kept in your locker while on the Casino or Hotel Floors. Violations 
of this policy are subject to progressive disciplinary action up to and including termination. 
 

 

Internet 
Revised 01/22/2013 

 
BCH provides Internet access for TMs to effectively perform their work. Excessive, unnecessary and non-
business related use of the Internet is prohibited. 
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Internet continued… 
 

The same rules and policies in place for the Company e-mail system also apply to TM Internet use. BCH 
reserves the right to monitor TM Internet use with or without notice. Recreational “surfing” of the Internet 
or any other type of personal use is inappropriate. If a TM incurs any charges related to Internet use, he 
or she will be required to reimburse the Company. TMs using the Internet for personal use may face 
disciplinary action up to and including termination. 
 
BCH offers a TM computer located in the quiet room in the TDR. This computer is available to TMs to 
view information regarding BCH information. To accommodate fellow TMs, there is a 15 minute time limit 
for this community computer.  When logging in to personal accounts please remember that this is a 
community computer, and your privacy is not guaranteed.  Make sure that you log out of your accounts 
completely before leaving the computer. BCH is not responsible for lost or hacked accounts or 
information that is otherwise stolen. 
 

 

Voicemail 
Revised 01/22/2013 

 

Some TMs will have access to the voicemail system; this gives TMs an efficient tool for conducting 
business and serving Guests. Your voice mail messages are not private. If you are away from the office 
for business or personal reasons, your supervisor or another authorized TM may listen to your voice mail 
messages to maintain our service level.  
 

 

Confidentiality 
Revised 01/22/2013 

 

Our TMs have a responsibility to avoid unnecessary disclosure of non-confidential and confidential 
internal information about BCH, its TMs, guests, and suppliers. You are required to safeguard all BCH 
information and to use caution and discretion in all business communications and relationships.  
 
All company records and documents, including personnel, payroll, accounting, client lists, price sheets, 
and other types of records are considered privileged and confidential. This information is shared and 
discussed only with other TMs who are authorized on a “need to know” basis. 
 
TMs who carelessly or deliberately disclose or provide confidential information to outside persons or other 
unauthorized persons, may be subject to corrective action, up to and including termination. 
 

 

Social Media 
Revised 01/22/2013 

 

The Company recognizes that social media can enhance its brand and create an open exchange of ideas 
between TMs and guests.  This policy applies to the business use of social media.  Social media is a 
broad categorization of internet sites that are used as communication forums. 
 
Use of social networking sites during business hours must be for business purposes only, and must be in 
accordance with the Internet Policy.   
 
You are not authorized to create social media sites, web pages, blogs, or the like on behalf of the 
Company unless it is in direct connection with your work and proper authorization from Senior 
Management has been obtained.   
 
If you use social media to discuss the Company or its stakeholders (TMs, guests, vendors, and other 
business partners), you are expected to support and maintain the positive public image of the Company 
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Social Media continued… 
 

at all times.  Derogatory statements, photos, or communication of any type via social media or other 
means that may reflect negatively on the company, its officers, or its TMs is strictly prohibited.  
 
When discussing or posting information about the Company in an online forum, regardless of whether 
during or outside of work, the following procedures must be observed: 
 

o Identify yourself (do not share opinions about the Company anonymously). 
 

o Use a disclaimer (TMs do not have authorization to speak on behalf of the Company and as such 
should make that very clear – “I am a TM and this is my own opinion.”). 

 

o Protect confidential information (NEVER disclose confidential, proprietary, or sensitive information 
regarding the Company, or its guests, TMs, or other business partners). 

 

o Be professional, courteous, and respectful (Remember, you represent the Company). 
 

o Be positive (when communicating or posting about the Company, it is unacceptable to 
communicate or post information that is defamatory or casts the Company in a negative light). 

 

o Understand that you do not have a right of privacy regarding Company business (You do not 
have a right of privacy in any social media interaction that could in the Company’s sole discretion, 
be interpreted as affecting the Company or its stakeholders.  All postings via social media 
resources that reference the Company or Company-related matters will be subject to monitoring 
and/or search by the Company at any time for any reason, regardless of whether information was 
posted during or outside of work hours.  TMs may be subject to disciplinary action up to and 
including termination of employment if online networking negatively affects a TMs job 
performance, the performance of others, or the Company’s business interests). 

 
Management TMs are strongly discouraged from sharing personal information with other TMs via social 
media. 
 
 

Media 
Revised 08/01/2015 

 
Only Corporate Officers, Property General Managers, Division Directors, or specifically designated 
managers are authorized to speak or act on behalf of the Company.  You may not enter into contracts or 
officially speak on behalf of Boomtown Casino Hotel unless you have been authorized to do so, on a case 
by case basis, by the General Manager.  For example: 

1. Before you prepare a letter of recommendation for a former team member, you must obtain a 
waiver from the former team member and obtain authorization to provide such a letter and 
approval of the final draft from the Director of Human Resources before it is promised, mailed 
and/or delivered.   
 

2. Before you meet with investigators, attorneys, or other non-Boomtown representatives, or provide 
a statement or deposition in cases relating to Boomtown business, you need to inform the 
General Manager or the Director of Human Resources. 

 

3. Before you provide an interview to local and/or national media, you must have been authorized to 
do so by the General Manager of the Property. 

 

Company Spokesperson 
 

For the purposes of this policy, the General Manager is designated as Boomtown Casino Hotel’s principal 
media contact and company spokesperson.   
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Guidelines for Talking with the Media 
 

A reporter, producer or other news media may contact you for a number of reasons, for example: 
 
o To get information about Boomtown Casino Hotel. 
 

o To get information about a recent unexpected event such as natural disasters, thefts or arrests, 
accidents or injuries; guest or team member complaints, federal, state or local regulatory actions; etc. 

 

o To increase public awareness and understanding of Boomtown Casino Hotel, the services that we 
provide our communities and our future prospects for growth. 

 

o To get information or comment about an action or event that could impact our industry, new 
competitive entrants, new product launches, changes in government or Company policies. 

 

o To get general information on a topical story in your community such as changes in local 
governmental officials or policies, problems or issues specific to the community you serve, etc. 

 
If you are contacted by the media regardless of whether you are on shift or off shift, and you are NOT an 
official company spokesperson, you must advise the media that “It is Boomtown Casino Hotel’s policy to 
refer all media inquiries to our Executive Office.   You can reach them at (775) 345-8726.” 
 
Whenever taking a call from the media, the same courtesy and professionalism in which we approach 
guests should be displayed toward the media.  Please act quickly when approached by the media to 
ensure that the reporter’s deadline is met.  This is important because the way this call is handled may be 
the reporter’s first impression of Boomtown Casino Hotel, and that first impression may end up in the 
story published or the news segment broadcast.   
 
Please remember to contact the Executive Office if and when you have been approached by the media. It 
is important to always promote a positive public image of Boomtown Casino Hotel.  
 

Guidelines for Photographs and Film 
 

Refer the caller to the Executive Office.  No one will be given access to the facility for a photo or filming 
without approval from the Executive Office.   
 
When dealing with reporters and camera crews who may show up unannounced, they should be shown 
the same courtesy and professionalism that is provided to our guests.  Contact the Executive Office 
immediately and let them know which news source is there.  
 

Guidelines for Seeking Media Coverage 
 

In circumstances in which you believe you have a positive news story to share with the public, contact the 
Executive Office for direction.   
 
o Do not call a reporter directly without first consulting the Executive Office. 
 

o The Executive Office will work with you to gather information and determine if and how the news 
media should be contacted.  Similar measures used by editors and reporters will be considered to 
determine if your story is newsworthy. 

 

o Some news items may be more appropriate for internal publicity such as “The Huddle” or other forms 
of employee communications. 
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Personal Visitors 
Revised 01/22/2013 

 
BCH expects all TMs to dedicate work time to job duties. Please discourage friends or family members 
from visiting you at work, or at a company-owned facility or off-site work area. Visitors are not allowed in 
secured gaming areas.  Repeated visits from friends or family members could lead to disciplinary action, 
up to and including termination. 
 

 

Lost and Found 
Revised 03/01/2014 

  
Lost articles are to be turned in to Guest Safety/Security, where items will be logged in to our online lost 
and found system so that guests may instantly identify their lost items.  Unclaimed money after 60 days 
will be returned to the finder so long as they are still actively employed or donated to a charitable 
organization.  Unclaimed clothing/glasses after 30 days will be donated to a charitable organization. 
Unclaimed debit/credit/identification cards will be shredded after 30 days.  Unclaimed books/magazines 
will be brought up the TDR after 7 days. 
  
When money is found, contact Guest Safety/Security immediately.  The money will be turned over to 
Guest Safety/Security for recording purposes and then placed in the L&F safe. 
 

 

Work Areas 
Revised 03/01/2014 

 

Please keep your work areas neat, clean, safe, and secure at all times. Do NOT place anything on top of 
the lockers.  You are responsible for the security of any and all personal items you store on Company 
property; the Company does not assume responsibility for the loss or theft of any TM’s personal items. 
 
Lockers are available for TMs and will be assigned by the HR Department.  TMs must provide their own 
lock.  All items must be stored INSIDE your locker.  To ensure that all TMs have an opportunity to secure 
their personal items, lockers may be restricted to only ONE per TM.   
 
All lockers are the sole property of BCH. TMs are not to store anything illegal or items that are against 
policy in these lockers.  The Company reserves the right to open and search all lockers to verify content 
and/or vacancy.  The cost to replace a lost or misplaced lock will be the TMs personal responsibility.   
 
BCH is also not responsible for TM’s vehicle damage that occurs on BCH property. Please drive carefully, 
lock your vehicle, and safeguard your valuables and personal items at all times. 
 
BCH is not responsible for theft or damage to personal property. 
 

 

Business Expenses 
Revised 01/22/2013 

 

If you travel or use personal funds while conducting official BCH business, you will be compensated for 
your time and certain expenses. Use an Expense Report to request reimbursement of certain business-
related expenses. Each documented reimbursable expense must be accompanied by a fully documented 
receipt. Review the expense reimbursement procedure with your supervisor before traveling for BCH 
business or spending money on BCH business.  
 
You must obtain authorization from Senior Management prior to spending personal funds. Any 
unauthorized purchases may lead to disciplinary action up to and including termination. 
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Smoking Area 
Revised 01/22/2013 

 

Team Members may smoke in the designated smoking area only and not within close proximity of 
entrances. Smokers are expected to keep the designated smoking area clean and to use appropriate 
receptacles. Smoke breaks will be granted equally to those of non-smokers (one ten-minute break in the 
first four hours of your shift and one in the last four hours of your shift).  Ask your supervisor about the 
location of the smoking area and the scheduling of breaks.  Any Team Member taking more than their 
allotted breaks will be subject to disciplinary action up to and including termination of your employment. 
  

 

Solicitation and Distribution 
Revised 01/22/2013 

 
To minimize distractions in the work environment, BCH limits the solicitation and distribution of and by 
TMs with the following rules: 
 

o Solicitation of TMs or Guests for any purpose during working time is not allowed. Working time is 
time that you are being paid to perform duties for the Company, excluding breaks and meal 
periods. 

 
o Distribution of literature and notices during work hours is not allowed.   

 
o TMs who are not on working time may not solicit other TMs who are on working time for any 

cause or distribute literature of any kind. 
 

o TMs may not distribute any type of literature or printed material in working areas at any time. 
 

o Persons who are not BCH TMs are not allowed to access BCH property for the purpose of selling 
products or services, making solicitations, posting or distributing cards, literature, notices or other 
materials during working time, unless prior approval from HR has been obtained. 

 
Occasionally, the Company will support community-based charities and may involve TMs on a voluntary 
basis. 
 

 

Acceptance of Gifts 
Revised 01/22/2013 

 

You are not permitted to participate in inappropriate exchanges of gifts, commodities or gratuities. BCH 
TMs are not allowed to request or accept gifts or services from Guests, suppliers or vendors. In some 
cases, invitations for a meal or gifts of small consumables are permitted. Pressuring a guest or vendor to 
award a tip, gift, or payment of any kind is strictly prohibited. Any exchange that creates a conflict of 
interest or an inappropriate relationship is prohibited. Regardless of value, report any gift or service to 
your manager immediately to avoid violating BCH policy. Any violation of this policy is subject to 
disciplinary action up to and including termination of your employment. 
 

 

Bulletin Boards 
Revised 01/22/2013 

 

The Company management uses TM bulletin boards to communicate with all TMs. Items typically posted 
on BCH bulletin boards include required federal and state employment information, information relating to 
TMs, new or revised policy or procedures, events, and job postings within BCH.  Management reserves 
the right to monitor and approve all bulletin board postings.  Please see Human Resources for this 
approval. 
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TM Personnel Files 
Revised 01/22/2013 

 
BCH maintains a personnel file in HR for each TM containing basic personal information (such as name, 
address, phone number) and all employment-related information such as copies of performance 
evaluations, training certificates, payroll changes, disciplinary actions, complaints, kudos, awards, etc.  
Your personnel file held in HR is the official record of your employment with BCH. 
 
Contact HR to arrange a time to review your personnel file during normal working hours and in the 
presence of an HR TM.  You may request photocopies of any document within the file that carries your 
signature. Personnel files are the property of BCH and cannot be removed from the HR Department. 
 
We make every effort to limit access to your personnel file to authorized individuals for business purposes 
only. Personnel information is not normally released to external parties unless we are legally obligated to 
cooperate with law enforcement agencies or local, state or federal investigations or audits. We also 
respond to subpoenas as required—which may include providing copies of personnel file documents. 
 
Keep your records current by notifying HR in writing of any changes to your personal information such as 
a new address, telephone number, or emergency contact. 
 

 

Internal Career Opportunities 
Revised 01/22/2013 

 
We encourage you to expand your career at BCH. Take advantage of internal career opportunities by 
applying for transfers and promotions when they are available. We are committed to providing career 
opportunities and TMs receive first consideration for transfer or advancement over outside applicants 
when all other factors are equal. Below is our job posting procedure: 
 

o If you have at least 90 days of service in your current position, you are eligible to apply for an 
open position by completing transfer forms from the HR Department. 
 

o Ask your supervisor to sign your Request for Transfer and forward the form to HR where it will be 
processed for consideration.  The process may include verification of references as well as a 
review of your motor vehicle record and/or credit report depending upon the position for which 
you are applying. 

 
o If you are selected for a new position, the hiring manager will contact your current manager to set 

a transfer date that least disrupts BCH or departmental operations (no longer than two weeks). 
 

o You will be notified if you are not selected for a position. 
 
We encourage the promotion of current TMs when the opportunity arises. All open and newly created 
positions must be posted before a current TM may be placed in the position. 
 

 

Harassment in the Workplace 
Revised 01/22/2013 

 
BCH is dedicated to maintaining a work environment that preserves the dignity and respect of all TMs, 
Guests and other visitors to our facilities. We believe in the fair, equitable and just treatment of all TMs 
and we will make every effort to keep our property free from discrimination and harassment of any kind. 
No form of harassment will be tolerated based on the following reasons or any others: race, national 
origin, religion, disability, pregnancy, sexual orientation, age, military status, or gender. Harassment is 
illegal and a violation of Company policy. 
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Harassment in the Workplace continued… 
 

Harassment committed by a TM will result in disciplinary action, up to and including termination. TMs may 
also face criminal charges and be held financially liable for monetary damages if found guilty of 
harassment by a court of law. 
 
Harassment consists of a wide range of physical, verbal, and visual conduct that creates an intimidating, 
offensive or hostile environment interfering with work performance. Conduct may constitute harassment 
when: 
 

1. Submission to the conduct is made either an implicit or explicit condition of employment. 
 

2. Submission to or rejection of the conduct is used as a basis for an employment decision. 
 

3. The harassment interferes with a TM work performance or creates an intimidating, hostile or 
offensive work environment. 

 
The following are some examples of conduct that may be harassment. This is provided as a sample of 
unacceptable and inappropriate conduct—this list is not all-inclusive and other types of conduct may be 
considered harassment. 
 

1. Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual 
advances, invitations or comments. 

 
2. Visual conduct such as derogatory racially or sexually oriented cartoons, clothing, drawings, 

posters, photographs or gestures. 
 

3. Transmitting sexually suggestive, derogatory or offensive materials via a company computer 
(such as through the e-mail system) or accessing such information on the Internet while at work. 

 
4. Physical conduct such as assault, unwanted touching, blocking normal movement or interfering 

with work because of gender, race or any other protected status. 
 

5. Threats and demands to submit to sexual requests as a condition of continued employment or 
receipt of products or services or to avoid some other loss and offers of employment benefits or 
extra services in return for sexual favors. 

 
6. Retaliation for having reported or threatened to report harassment. 

 
Harassing behavior is unacceptable in the workplace and during other work-related events with co-
workers (whether sponsored by the BCH or not). Harassment conducted by vendors or visitors to our 
property is also not tolerated. 
 

Reporting Harassment 
 

If you feel that you are a victim of harassment, discrimination or retaliation, or you observe the 
harassment of another person, immediately tell the harasser to stop. He or she may not be aware that his 
or her conduct is unwelcome or offensive. We encourage you to address harassment directly and 
immediately when it occurs. However, this is not mandatory. Immediately report any incident of 
harassment to any supervisor or manager or HR, whether you’ve discussed it with the individual(s) 
involved or not. Your supervisor is required to report any incident or report of harassment to HR. 
 
The Company will fully and promptly investigate all complaints of harassment by interviewing all involved 
individuals and witnesses to gather and assess all facts. We will maintain confidentiality to the greatest 
extent possible. 
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If the Company determines that inappropriate conduct occurred, the offender will be subject to 
appropriate disciplinary action. Disciplinary action could include one or more of the following: verbal or 
written reprimand, referral to appropriate counseling, withholding of a promotion or bonus, reassignment, 
temporary suspension, or termination.  
 
BCH prohibits any form of retaliation or discrimination against any TM for making a good faith complaint 
or assisting with a complaint. However, if the Company determines that a false complaint or information 
was reported, disciplinary action may result.  
 

 

ADA Compliance and Accommodation 
Revised 03/01/2014 

 
BCH complies with the Americans with Disabilities Act (ADA), the Americans with Disabilities 
Amendments Act, and applicable state and local laws that prohibit discrimination against job applicants 
and TM with disabilities. We do not discriminate in our interviewing, hiring, promotions, TM benefits, 
transfers, terminations, and conditions and privileges of employment. BCH also does not discriminate 
against any qualified person on the basis that he or she suffers from a physical or mental impairment, has 
a history of impairment or has a relationship with or is associated with a person with impairment. We also 
provide reasonable accommodation for individuals with disabilities in accordance with applicable laws. 
 
Without limitation, it is the Company’s policy to: 
 

o Ensure that qualified individuals with disabilities are treated in a non-discriminatory manner in all 
terms, conditions and privileges of employment. 

 
o Keep all medical-related information confidential in separate files in accordance with the ADA. 

 
o Provide applicants and TMs with disabilities with reasonable accommodation, except where it 

would create an undue hardship for the Company or a direct threat to workplace safety. 
 

o Post our policy of providing reasonable accommodation to qualified individuals with disabilities on 
TM bulletin boards and in our TM handbook. As required by law, we also post the Equal 
Opportunity Commission’s poster that outlines the federal law prohibiting discrimination against 
individuals with disabilities and other protected groups. 

 
The company reserves the right to determine what, if any, reasonable accommodation should be made 
under the ADA. We will take into consideration factors including the preferences of the TM, the safety of 
the TM and co-workers, the cost of the accommodation and the financial impact to the company. 
 
Individuals who are currently illegally using unlawful or prescription drugs are excluded from coverage 
under the Company ADA policy. 
 
BCH will not tolerate any act of discrimination on the basis of a person’s disability. Discriminatory actions 
will result in disciplinary action up to and including termination. 
 
As used in this ADA policy, the following terms have the indicated meaning: 
 
Disability means a physical or mental impairment that substantially limits one or more major life activities 
of the individual, a record of such an impairment or being regarded as having such an impairment.  
 
Major life activities include the following, but are not limited to: caring for oneself, performing manual 
tasks, seeing, hearing, eating, sleeping, walking, standing, lifting, bending, speaking, breathing, learning, 
reading, concentrating, thinking, communicating and working.  
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ADA Compliance and Accommodation continued… 
 

Substantially limiting: In accordance with the ADAAA final regulations, the determination of whether an 
impairment substantially limits a major life activity requires an individualized assessment.  Some 
examples of these types of impairments may include, but are not limited to, epilepsy, hypertension, 
asthma, diabetes, major depressive disorder, bipolar disorder and schizophrenia. An impairment such as 
cancer that is in remission but that may possibly return in a substantially limiting form also is considered a 
disability under EEOC final ADAAA regulations. 
 
Qualified individual means an individual who, with or without reasonable accommodation, can perform 
the essential functions of the employment position that such individual holds or desires.  
 
Reasonable accommodation includes any changes to the work environment.  For example, a 
reasonable accommodation may include, making existing facilities readily accessible to and usable by 
individuals with disabilities, job restructuring, part-time or modified work schedules, a leave of absence, 
telecommuting, reassignment to a vacant position, acquisition or modification of equipment or devices, 
appropriate adjustment or modifications of examinations, training materials or policies, the provision of 
qualified readers or interpreters, and other similar accommodations for individuals with disabilities. 
 
Essential functions of the job refer to those job activities that are determined by the Company to be 
essential or core to performing the job; these functions cannot be modified. 
  
The definitions and examples provided above are not meant to be all-inclusive and should not be 
construed as such. They are not the only conditions that are considered to be disabilities, impairments or 
reasonable accommodations covered by the ADA/ADAAA policy. 
 
The HR department is responsible for implementing this policy, including resolution of reasonable 
accommodation requests, and may be contacted with any questions. 
 

 

Violence in the Workplace 
Revised 01/22/2013 

 
BCH considers the safety and security of TMs and guests our top priority. Threats of violence or 
behaviors indicating a potential for violence are taken seriously. It is vital to your safety that you 
immediately notify management of any potential threats against you, another TM, guest or visitor to our 
property. Also take action if you witness any behavior that might signal a potential for violence by another 
TM, guest, vendor, contractor, or any other visitor to our property.  

 
BCH will take immediate action when a threat of violence is made. We may terminate a TM who threatens 
violence and notify local law enforcement authorities. Violent or inappropriate behavior includes, but is not 
limited to: 
 

o Threatening, physically aggressive or violent behavior, such as intimidation of or attempts to 
instill fear in others whether verbal or physical. 

 

o Other behavior including belligerent speech, excessive arguing, or sabotage of BCH property. 
 

o Defacing BCH property or causing physical damage to BCH facilities. 
 

o Bringing weapons or firearms (including hunting rifles or knives with a blade longer than two-
inches) of any kind on BCH premises, in BCH parking lots, or BCH vehicles, or while conducting 
BCH business. 

 

o Using any object in a threatening or weapon-like manner. 
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Company & Personal Property 
Revised 01/22/2013 

 

To maintain a safe and secure workplace, BCH reserves the right to inspect all personal property brought 
onto company property including vehicles, packages, briefcases, backpacks, clothing, handbags, lunch 
boxes, toolboxes, containers, and any other objects. The company may inspect the contents of lockers, 
storage areas, file cabinets, desks and workstations at any time and may remove all BCH property and 
items that violate company rules and policies. 
 
The misuse, unauthorized removal or destruction of BCH property or property belonging to a customer or 
visitor will result in immediate termination. Additionally, if you observe or become aware of the misuse, 
unauthorized removal or destruction of property belonging to BCH TMs or Guests, it is your responsibility 
to report this to your supervisor immediately.  
 
BCH also reserves the right to use security cameras to record and monitor TM conduct on BCH owned 
property. If criminal activity is suspected, recorded footage may be released to law enforcement to 
facilitate prosecution. Any TM who fails to consent and fully cooperate with an investigation may face 
disciplinary action up to and including termination. 
 

 

Our Drug-Free Workplace 
Revised 01/22/2013 

  
TMs performing their jobs under the influence of alcohol or illegal drugs risk the health and safety of 
everyone in our workplace. To protect the safety and health of all TMs, we have established the following 
policy regarding alcohol and illegal drugs at work. For this policy, “illegal drug” is defined as any 
substance that is illegal to sell, use or possess.  
 
We absolutely prohibit the sale, purchase, distribution, or possession of any alcoholic beverage and/or 
non-prescribed drugs during work hours or on company property, in company-owned vehicles or vehicles 
used for business purposes, and at any time or location where company business is conducted or the TM 
is representing the Company.  Taking legally prescribed medications or over-the-counter medications are 
permitted if use of such medications does not adversely affect job performance or safety. 
 
If you are using prescription or over-the-counter medications that may impair your ability to perform your 
job safely, you must report the use to your supervisor or HR before working. If you discover that such 
medication impairs your ability to work, immediately stop working and report your condition to your 
supervisor. Consult with your physician if you are impaired or affected by prescription or over-the-counter 
medications. 
 

Our efforts to maintain a safe, productive, substance abuse-free workplace may include inspecting and 
opening TM offices, desks, drawers, lockers, clothing, and personal vehicles on company property, 
packages, handbags, lunch boxes, containers, and articles in such areas. We also reserve the right to 
inspect any object that might conceal alcohol, illegal drugs or other inappropriate materials. Any TM who 
does not consent to and fully cooperate with such inspections may be subject to disciplinary action up to 
and including termination. 
 

 

Alcohol & Drug Testing 
Revised 01/22/2013 

  

Certain positions within the Company may require a pre-employment drug test and random testing.  You 
will be notified if you are being hired for one of those positions.   
 
Post-hiring, it may be necessary for a TM to undergo alcohol and/or drug testing in the following 
circumstances: 
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Alcohol & Drug Testing continued… 
 

o If a reasonable suspicion exists that a TM is under the influence of any controlled substance, 
drug or alcohol while on the job, in the workplace or at a customer site; 

 
o When an accident, near-miss or incident occurs in which safety rules or precautions are violated 

or careless acts are performed and a reasonable suspicion exists that the TM may be “under the 
influence” at the time; 

 
o When an automobile accident occurs involving an TM driving a company vehicle or while on 

company business—regardless of who is at fault, what the level of damage is, or the absence of 
any damage or injury; or 

 
o Any work-related accident occurs where the injured TM requires outside medical attention. 

 
In addition, the Company conducts random testing without notice. If an alcohol or drug test result is 
positive, it is grounds for disciplinary action up to and including termination of employment. Test results 
will be kept as confidential as possible. 
 
A TM’s refusal to submit to testing per the alcohol and drug policy guidelines will be handled in the same 
manner as a positive test. Check with your Human Resources for more information. 
 
NOTE: In the case of work-related injury where a TM has tested positive for alcohol or illegal drugs, 
Workers’ Compensation benefits may be denied. 
 

 

If You Leave BCH 
Revised 01/22/2013 

 
If you wish to end your employment with BCH, we request that you give written notice of your intent to 
resign at least two weeks in advance. We would prefer a letter of resignation that states the effective date 
of your resignation (the last day of work) and the reason for your resignation. Your advance notice gives 
us the opportunity to take critical staffing action to cover your absence. 
 
If you fail to provide at least two weeks’ notice—without extenuating circumstances—you may not be 
eligible for rehire.  
 
Upon your separation, all company property (such as keys, name badge, tools, cell phones, pagers, 
uniforms, training materials, electronic equipment, files, documents, physical property price or customer 
lists and any other proprietary information or materials) must be returned immediately. Verify your 
address to make sure federal and state tax statements and company benefit information reaches you. 
 
At this time, you’ll also receive important benefit coverage information. In compliance with state law, your 
final paycheck will be issued accordingly. 
 

Reemployment 
 

BCH TMs who resign with adequate notice and leave with a satisfactory work record are eligible for 
consideration for rehire. If you are rehired, you will not be reinstated to your original hire date and benefit 
eligibility status unless it is within 90 days of your last day of employment with the Company.  As a rehired 
TM, you will be required to satisfactorily complete another 90-day introductory period. 
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Former TM 
Revised 03/01/2014 

 
Should your employment with the Company be terminated (voluntarily or involuntarily) it is BCH’s policy to 
install a “No-Return Cooling Off” period from your date of termination to BCH on a case by case basis. If 
you need to conduct a business matter within your “Cooling Off” period you are required to contact HR to 
schedule an appointment with the appropriate individual.  At the time of your appointment you will need to 
check in with HR.  The individual you are scheduled to meet will meet you in the lobby by the front desk. 
A security officer will be present at ALL times during your visit.  If you are found on the property without 
authorization from HR, you will be asked to leave and escorted off the property.  Your cooling off period 
may range from 30 days – 180 days. 
 
Failure to comply with a request to leave property and/or abide by the “Cooling Off Period” may cause 
Reno Police Department to be notified and BCH reserves the right to take legal action. 
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SAFE PRACTICES 
Safety & Emergencies 

Revised 03/01/2014 
 

BCH is committed to maintaining a safe environment for TMs and guests. We’re counting on you to be 
aware and alert to your surroundings at all times and to watch out for any safety hazards or dangers. 
Your department has a Safety binder that includes all safety policies and information (Safety Data Sheets, 
Safety Concern/Issue Log) that will be addressed with you upon hire.   
 
You are responsible for using proper operating practices and procedures to avoid on-the-job accidents 
and injuries. Immediately report to your supervisor any safety and health violations, potentially unsafe 
conditions and any accident resulting in injury to a TM or guest. Submit to your supervisor any 
suggestions or ideas that you have to improve safety at BCH. 
 
You are responsible for following the safety rules and procedures as required by your department and 
utilizing the safety equipment and protective items issued to you.  
 
In an emergency situation, our Guests and your co-workers will look to you for guidance and leadership. 
Review this section to be familiar with the procedures to follow during a variety of emergency situations. 
 

 

TM Accidents 
Revised 03/01/2014 

 
Any accident or injury must be reported immediately to your supervisor and Guest Safety/Security no 
matter how minor, even if medical attention is not needed. In the event of an on-the-job accident or injury, 
TMs are required to fill out an incident report with Guest Safety/Security. Failing to report an accident to 
Guest Safety/Security within 24 hours could result in disciplinary action. 
 
Initially your supervisor, in conjunction with HR, will determine whether an injured TM requires additional 
medical care or should be sent home or back to work. Although the wishes of the injured person should 
be followed, if the supervisor or HR representative feels medical treatment is necessary and in the best 
interest of the injured person and the company, the injured TM will be sent for medical evaluation.  
 
An on-the-job injury may qualify for Workers’ Compensation benefits — refer to that section in this 
handbook for more information. 
 

 

Medical Emergency – Injuries to Guests / Team Members 
Revised 08/01/2015 

 

All TMs at BCH are required to assist any guest and/or TM who has a medical emergency, illness or 
injury, in their presence.  

 

o Contact your supervisor and the Guest Safety Department immediately and provide as much 
information as possible. 

 

o Return to the injured or ill person and help to make them comfortable without moving them until 
Guest Safety arrives. Only offer to provide first aid or other medical care that you have been 
trained to administer.  Obtain permission first. 

 

o Until Guest Safety arrives, listen carefully if the person provides details of how the injury 
happened. Don’t admit fault or discuss circumstances surrounding the injury with the person.  
Once Guest Safety arrives, they will take over handling the situation.  You will need to prepare a 
written statement including all that you know about the incident/injury as well as what the guest / 
TM shared with you. 

 



    ~ 43 ~   
     Revised 8/1/2015 

 

Medical Emergency – Injuries to Guests continued… 
 

o Guest Safety will get the names and phone numbers of all witnesses. 
 

o Stay at the location even if the person leaves before your supervisor or Guest Safety arrives. 
 

o Follow all instructions 
 

 

Fire Alarm 
Revised 01/22/2013 

 

If the fire alarm sounds and you are instructed to evacuate the building, follow the evacuation procedures 
established by your department. 
 
If you smell smoke or feel excessive heat, remain calm and leave your area. Help guests and other TMs 
to leave the building and go to your designated assembly point. (Your supervisor can tell you where you 
are supposed to meet up with fellow TMs.) 
 
If the fire alarm sounds but you do not smell smoke or feel excessive heat or see a fire, remain calm and 
stay in your area unless you are instructed to leave. 
 

 

Evacuation of the Building 
Revised 01/22/2013 

 
o Remain calm and helpful. 

 

o Do not use the elevators.  
 

o Know the location of all exits and use the emergency exit closest to you. Help guests and fellow 
TMs to exit the building and encourage everyone to stay calm and exit the building in an orderly 
manner—walking rapidly, not running. 

 

o Feel doors before opening them. If the doors are hot, do not open and proceed to the next fire 
exit. 

 

o Close doors behind you to slow the spread of fire. 
 

o If you get caught in smoke, take short breaths and breathe through your nose. Crawl along the 
floor where the air is cooler. If you are forced to run through smoke or flame, hold your breath. 

 

o Do not return for personal belongings. Administrative personnel may be asked to lock cabinets 
and offices if it is safe to do so, consult your department’s specific emergency action plan. 

 

o Go to your assembly point and report to your supervisor. 
 

If you are a supervisor, take attendance in the assembly area to make sure all TM are accounted for. 
Also, compile a list of guests or visitors in your area. Give the names of missing TMs to your supervisor or 
an HR representative. 
 

 

Fire 
Revised 01/22/2013 

 
If you see a fire, remain calm and call Guest Safety at extension 71 who will in turn call 911. Always call, 
even if the fire seems small and under control.  Sound the alarm by activating the nearest pull station in 
your area.  If you have had fire extinguisher training and have an extinguisher nearby, attempt to put out 
the fire.  Do not put yourself at risk.  Remain at the scene if possible until help arrives. 
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Earthquake 
Revised 01/22/2013 

 

If you are inside BCH when an earthquake strikes, remain calm to instruct and assist guests and TMs. 
 
Go to a protected area by standing in a strong doorway, against walls away from windows, or climbing 
under tables or desks. Move away from dangerous items such as heavy light fixtures or other overhead 
devices. Stay away from tall cabinets, high shelves, and other furniture, which could slide or topple. 
 
When shaking stops; get outside. Help guests and TMs. Prepare for aftershocks. Stay close together for 
protection and follow previous instructions. 
 

 

Severe Weather 
Revised 01/22/2013 

 
In the event of a severe weather system (or storm warning), the HR Department will monitor the situation 
and advise TMs of any action required. 
 
If severe weather causes a power outage, follow the procedures of the following section, “Power Outage.” 
 

 

Power Outage 
Revised 01/22/2013 

 

In the event of a power outage, stay calm. In most instances, the power will be restored momentarily or 
the generator will begin operating. Remain calm, and wait for the auxiliary power.  Do not evacuate the 
building unless instructed to do so. 
 

 

Bomb Threat or Suspicious Package 
Revised 08/01/2015 

 

o If you find a suspicious package in your area remain calm and immediately leave the area. 
 

o Notify the Guest Safety Department and do not use a radio within 50 feet of the package. 
 

o Provide information about the location of the package and its size. Take note of: type of package, 
anything unusual about it, any noise or sounds coming from it, if it is close to any electrical 
panels, gas mains or any other hazards. 

 

o Provide your location should they need to contact you and let them assume control of the 
situation. 

 

o If you receive a bomb threat over the telephone, listen carefully for any identifying characteristics 
of the caller (sex, age, accents, speech pattern, background noise, etc.). Take notes and write 
down anything you remember. 

 

o If your department has a Report of Bomb Threat form, follow the questions listed on the form. 
Contact Guest Safety at extension 71 as soon as possible—have another TM call while you are 
still on the phone, if you can. 

 

o The Guest Safety Department will handle the investigation of a bomb threat. Guests and other 
TMs are not to be alerted by any person other than a member of the HR Department. 

 
The Guest Safety Department will decide if an area or the entire BCH property needs to be evacuated. 
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Hazardous Material Spills 
Revised 01/22/2013 

 

A hazardous material is any substance that has the potential to harm people or the environment if it is 
spilled or released in an uncontrolled manner. If you witness the spill or release of any material, check 
with your supervisor to see if the steps of dealing with hazardous material spill need to be followed. 
 

o If you witness or discover a hazardous material spill, secure the area to prevent contamination of 
yourself, other TMs and guests. 

 
o Try to identify the substance spilled without risking yourself. Take note of the estimated amount of 

the substance spilled, color, any chemical reactions, other possible dangers in the immediate 
area and the physical property of the substance (solid, liquid, or gas). 

 
o Obtain the Material Safety Data Sheets (MSDS) for the first aid treatment of contamination if the 

substance is identified.  
 
Notify the Guest Safety Department. The Guest Safety team will handle the situation and notify any 
outside agencies required (such as the fire department) and will determine if any partial or complete 
building evacuation is required. Inform the responding staff members of your level of exposure to the 
spilled material and seek any medical treatment you need. 
 

 

Bio Hazardous Mail 
Revised 01/22/2013 

 

If you handle, disseminate, transport or process any incoming mail or packages, you must be alert to the 
threat of bio hazardous mail. 
 

Anthrax is an acute infectious disease caused by a spore-forming bacterium. Anthrax organisms can 
cause infection in the skin, gastrointestinal system, or the lungs. To do so, the organism must be rubbed 
into chaffed or broken skin, swallowed, inhaled as a fine, aerosolized mist. Disease can be prevented 
after exposure to the anthrax spores by early treatment with the appropriate antibiotics. Anthrax is not 
spread from one person to another. 
 
For anthrax to be effective as a covert agent, it must be aerosolized into very small particles. This is 
difficult to do and requires a great deal of technical skill and special equipment. If these small participles 
are inhaled, life-threatening lung infection can occur, but prompt recognition and treatment are effective. 
 
To assist in identifying suspicious packages and letters, some characteristics include the following: 
 

o Excessive postage 
o Handwritten or poorly typed 

addresses 
o Incorrect titles 
o Title, but no name 
o Misspellings of common words 
o Oily stains, discolorations, or odor 
o No return address 
o Excessive weight 
o Lopsided or uneven envelope 

o Protruding wires or aluminum foil 
o Excessive security material such 

as masking tape, string, etc. 
o Visual distractions 
o Ticking sound 
o Marked with directions such as 

“Personal” or “Confidential” 
o The city or state in the postmark 

doesn’t match return address 

 
If you detect an observable substance on or in the mail, do not shake or empty the contents of 
any suspicious envelope or package. 
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Bio Hazardous Mail continued… 
 
Place the envelope or package down cautiously to prevent leakage of contents and cover it with 
anything that will not disturb it (such as clothing, paper, trash can, etc.) and do not remove this 
cover. If any powder spills out, do not try to clean it up. 
 
Leave the room and close the door—or section off the area to prevent others from entering and 
keep others away. 
 
Gather everyone that was in the area when the item was opened and stay together. Report the 
incident immediately to the HR Department and your supervisor (by phone if possible). 
 
When possible, wash your hands with soap and water to prevent spreading any powder to your 
face. If powder escaped from the envelope or package, remove your clothing (and place in a 
plastic bag or other sealable container) as soon as possible. Shower with soap and water as soon 
as possible—do not use bleach or other disinfectant on your skin. 
 
List all people who were in the room or area when this suspicious letter or package was 
recognized. Give this list to the HR Department. 
 

 

Serious Disease 
Revised 01/22/2013 

 

BCH TMs with non-infectious, long-term, life threatening or other serious diseases may work as 
long as they are physically and mentally able to perform the duties of their job. BCH will keep the 
TM on the job as long as it does not create an undue risk to the health of the ill TM, other TMs 
and guests. 
 

 

Notes 

 

 




