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WELCOME
At The Classic Center, we believe that each employee contributes directly to the company’s growth and success, and
we hope you will take pride in being a member of our team.
This handbook was developed to describe some of the expectations of our employees and to outline the policies,
procedures, programs, and benefits available to eligible employees. Employees should familiarize themselves with
the contents of the employee handbook as soon as possible, for it will answer many questions about employment at
The Classic Center.
The Classic Center handbook is not a contract of employment nor is it intended to create a contractual obligation for
the company of any kind. The policies and procedures outlined in this handbook will be applied at the discretion of
The Classic Center and The Classic Center reserves the right to deviate from the policies, procedures, benefits, and
programs described in the handbook. Additionally, The Classic Center reserves the right to withdraw or change the
policies, procedures, programs, and benefits at any time, for any reason, and without prior notice. The Classic Center
will make every effort to notify employees when an official change in policy or procedure has been made, but employees are responsible for their own up-to-date knowledge of the policies and procedures.
No provision of the handbook can be waived without permission from the Executive Director. Such a waiver, if granted, only applies to the employee from whom the waiver was granted at the time of waiver.

THE CLASSIC CENTER MISSION STATEMENT

The Classic Center Authority seeks to enhance the quality of life in Athens-Clarke County by serving as the cultural,
civic, and social center of the Southeast by generating maximum economic impact.

THE CLASSIC CENTER BRAND STATEMENT

Through a thoughtfully planned and conveniently placed facility, located in a uniquely vibrant and charming cultural
environment and proactive and creative approach to personal service, The Classic Center elevates the experience of
events to exceed the expectation of our guests.
BE IMPRESSED

4 THE CLASSIC CENTER EMPLOYEE HANDBOOK

CORE VALUES
Hospitality
Defined through the three following parts:

(1) A Warm Welcome: A memorable experience begins with a warm welcome. First impressions matter and set the
tone of a guest’s entire experience.
(2) Exceed Expectations: Guests consider their experience as excellent when they are convinced that they received
more value than they expected. The best thing about the extra mile is that it is never crowded. Needless to say, this
one sets the best apart from the rest in most cases.

(3) Fond Farewell: A fond farewell that is done attentively and genuinely is as important as the warm greeting that
sets the tone of the experience. The first thing people will remember when they think of their experience is the last
moment. Make sure you show the same level of professionalism, enthusiasm and care when your guests are leaving.
Teamwork
Imagine Trapeze Buddies; someone(s) who counts on you and vice versa to complete a task, function, or provide
information to be able to get the job done. You’re counting on your Trapeze Buddies to come through and catch you
as you encounter various twists and turns in a normal day on the job.
Servant Style Leadership
Lead by Example; Servant style leadership turns the power pyramid upside down; instead of people working to
serve the leader, the leader exists to serve the people. A servant leader’s purpose should be to inspire and equip the
people they influence.

POINTS OF SERVICE
1. Provide guests with a warm sincere welcome. Greet each with eye contact within 20 feet.
2. Present yourself professionally- Be Impressive

3. Focus on body language, mood and unexpressed wished to anticipate the needs of clients, staff, and guests
and to exceed all expectations

4. Maintain a positive & empathetic approach to servicing guests. Be proactive, not reactive. Remember there
are no “problems” only “opportunities”- own the solution
5. Hold quality of service in the highest regard

6. Use thoughtful and appropriate communication with all

7. Understand that guests will remember how you made them feel

8. Focus on providing a unique second experience. Look for opportunities to delight – create classic moments.
9. Walk guests to their destination

10. Provide guests a fond and sincere farewell
THE CLASSIC CENTER EMPLOYEE HANDBOOK
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EMPLOYMENT
CLASSIFICATIONS
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Employees of CCA are employees “at will” pursuant to O.C.G.A. §34-7-1. As such, the employment relationship
may be terminated at any time by the employee or the CCA for any reason, with or without cause.
FAIR LABOR STANDARDS ACT JOB CLASSIFICATIONS

NON-EXEMPT: Employees whose work is covered by the FLSA, they are not exempt from the law’s
requirements concerning minimum wage and overtime
EXEMPT: Employee who are exempt from the minimum wage and overtime provisions of the FLSA. Exempt
employees hold jobs that meet the standards and criteria established under the FLSA. Please see the
description below outlining the criteria to qualify as exempt.

The federal Fair Labor Standards Act (FLSA) and state laws govern position classifications as exempt or nonexempt from minimum wage and overtime, and these laws apply to all positions.
Positions that are exempt from overtime must meet the three following tests:
1. Salary Level: An employee must be paid at least $23,600 per year ($455 per week)
2. Salary Basis: An employee must be paid a predetermined and fixed salary that is not subject to
reduction because of variation in the quality or quantity of work performed
3. Job Duties: Executive, Administrative, Outside Sales, Professional, or Computer Exemption

Positions that do not meet these criteria are called non-exempt, and the laws require that non-exempt
positions are paid minimum wage of $7.25 per hour and overtime for hours worked over 40 in given week.
ADDITIONAL CLASSIFICATIONS

FULL-TIME: Employees who are regularly scheduled to work the company’s full-time schedule. Employees
will be eligible for The Classic Center’s benefit package, subject to the terms, conditions and limitations of
each benefit program
PART-TIME: Employees who are regularly scheduled to work less than the full-time schedule under 30
hours. Employees are entitled to overtime pay under the specific provisions of federal laws, however, are
ineligible for other company benefits
SUPPLEMENTAL OR TEMPORARY (NON EXEMPT): Employees who are hired as interim replacements, to
temporarily supplement the work force or to assist in the completion of a specific project. Employment
assignments in this category are of a limited duration. The amount of hours worked on a weekly basis
may also be limited. Employment beyond any initially stated period does not in any way imply a change in
employment status. Supplemental and temporary employees retain that status until notified of a change.
While supplemental and temporary employees received all legally-mandated benefits (such as workers’
compensation insurance and Social Security), they are not eligible for other company benefits.

EMPLOYEE PROBATIONARY PERIOD
The probationary period of six months (6) is intended to give new employees the opportunity to demonstrate
their ability to achieve a satisfactory level of performance and to determine whether the new position
meets their expectations. This period is used to evaluate employee capabilities, work habits, and overall
performance.
During the six (6) month probationary period, employees are not allowed to take any paid leave.
All employees are notified of their job classification at the time of hire as outlined in their job description.

THE CLASSIC CENTER EMPLOYEE HANDBOOK
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EMPLOYEE BENEFITS
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MEDICAL INSURANCE
All full time exempt and non-exempt employees will be covered under the CCA medical program. Full time
employees who wish to add additional family members or dependents are able to do so, this cost is the
employee’s responsibility. Eligible employees will be covered on the 1st day of the month following the
completion of 30 days of employment. Elections may not be changed after original employment unless within
30 days of one of the following qualifying events happen or during open enrollment.
Qualifying Events:
• Birth or adoption of a child
• Death
• Marriage
• Divorce or legal separation
• Spouse’s change in insurance eligibility due to gain or loss of employment
• Dependent loses or gains insurance eligibility
• Change in your employment status

The Classic Center Authority offers a Section 125 Cafeteria Plan. A Section 125 Cafeteria Plan is a benefit plan
that allows you to make contributions toward premiums for medical, dental or vision insurance on a beforetax, rather than an after-tax basis. This means your premium contributions are deducted from your gross pay
before income tax and Social Security are calculated.
For additional information about rates and plans or to participate in this plan, please contact Human
Resources.
DENTAL and VISION INSURANCE

Voluntary dental and vision insurance plans are available to full-time non-exempt and exempt employees. The
cost of this benefit is paid for by the employee, but it is at a reduced group rate. An employee will be covered
on the 1st of the month following the completion of 30 days of employment. Elections may not be changed
after original employment unless within 30 days of one of the following qualifying events happen or during
open enrollment.
Qualifying Events:
• Birth or adoption of a child
• Death
• Marriage
• Divorce or legal separation
• Spouse’s change in insurance eligibility due to gain or loss of employment
• Dependent loses or gains insurance eligibility
• Change in your employment status
For additional information about rates and plans or to participate in this plan,
please contact Human Resources.

THE CLASSIC CENTER EMPLOYEE HANDBOOK
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LONG TERM DISABILITY INSURANCE
An eligible (two (2) years from date of full-time employment) employee may leave active employment for
a disability when they cannot perform the required duties of their position because of a physical or mental
impairment. The Classic Center Authority provides long term disability insurance and employees who meet
the eligibility requirement may apply for benefits under the Classic Center benefit package. There is a 30-day
elimination period and employees that qualify for this plan will receive 60% of first $8,333.00 of your predisability earnings, up to a maximum of $5,000 until the later of normal retirement age or the period shown
below. This insurance replaces part of your income when it is reduced by disability.
Age on Date of
Your Disabilities

Less than 60
60
61
62
63
64
65
66
67
68

69 and over

Benefit Period
To age 65

60 months
48 months
42 months
36 months
30 months
24 months
21 months
18 months
15 months
12 months

For additional information or clarification about the benefit, please contact Human Resources.

LIFE and AD&D INSURANCE
The Classic Center Authority provides to eligible full-time employees life insurance equal to2 times the
employee’s basic annual salary, rounded to the next higher $1,000 plus $5,000 with a maximum life benefit of
$200,000
For additional information or clarification about the benefit, please contact Human Resources.
ADDITIONAL SUPPLEMENTAL INSURANCE

The Classic Center Authority offers additional voluntary supplemental insurance paid by the employee for
the following coverages: (1) Short Term Disability; (2) Cancer; (3) Accident; (4) Vision; (5) Critical Care and
Recovery; (7) Hospital; and (8) Life.
For additional information or if you are interested in enrolling, please contact Human Resources.

DEFERRED COMPENSATION
An optional defined compensation 457 plan is available to all full time employees. A candidate must be at
least 18 years old and have completed 30 calendar days of employment. The Classic Center Authority shall
make a matching contribution for full-time exempt employees who contribute to the plan, for every 1% the
employee contributes, The Classic Center will match 2%, until the employee contributes 3%, The Classic
Center will match to a maximum of 6%. This matching 401(a) contribution will be based on a vesting schedule
as outlined in the plan documents.
10
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Vesting Schedule
1 year

20%

4 years

80%

2 years
3 years
5 years
6 years

40%
60%
90%

100%

For more information or clarification about the benefit, please contact retirement provider or Human
Resources. A representative from the retirement provider is available for personal meetings during their
quarterly company visits or as needed.
WORKERS’ COMPENSATION INSURANCE

The company provides a comprehensive workers’ compensation insurance program at no cost to employees.
This program covers any injury or illness sustained during employment that requires medical, surgical, or
hospital treatment subject to applicable legal requirements, worker’s compensation insurance provides
benefits after a short waiting period or, if the employee is hospitalized, immediately.
What to Do When an On-the-Job Accident Happens

Employee or Co-Worker ➔ immediately notify your supervisor no matter how minor the injury
Promptly provide first aid and if the employee requires emergency medical treatment

•

•

Supervisor ➔ Contact the Manager on Duty to file an incident; provide as much detail as possible
including how the accident took place, the injured the area of the body and any witnesses
Manager on Duty ➔ File incident and immediately notify Human Resources

Human Resources ➔ File the incident with Worker’s Compensation Carrier

Employee’s Responsibility

Follow all written rules of safety and other reasonable policies and procedures
Report any accident immediately to your supervisor

Upon receiving any treatment, must inform doctor or physician that is related to Workers’
Compensation
Give Human Resources any paperwork provided to them upon receiving treatment
Notify supervisor of any restrictions due to injury

Per state workers’ compensation laws if an employee is unable to return to work for a specified period of time.
The employee is entitled to receive two-thirds of their average weekly salary at the time of the injury in an
amount no more than $575 weekly or less than $50 weekly.. These benefits will extend for the entire period of
the disability to a maximum of 400 weeks from the date of injury.
The Classic Center will pay the injured employee an additional supplemental salary, up to a maximum of
60 days, which constitutes the remaining difference between the normal base pay and the amount that was
covered by workers’ compensation for work related injuries.

The company provides the supplemental amount as a benefit to employees to diminish the financial impact
that may occur when an employee is unable to work.
THE CLASSIC CENTER EMPLOYEE HANDBOOK
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If an employee can return to work after an accident, but only at a lower-paying job. The employee is entitled
to receive two-thirds of the wage differential between the higher and lower paying jobs to a maximum of $383
per week for a period of up to 350 weeks from the date of injury.
However, it is the employee’s responsibility to ensure that all the guidelines for filing a work-related injury
claim are followed. If an accident is not reported within thirty (30) days after the accident, the loss of benefits
may result.
Neither The Classic Center Authority nor their insurance carrier will be liable for the payment of workers’
compensation benefits for injuries that occur during an employee’s voluntary participation in any off-duty
recreational, social, or athletic activity.
LEAVE OF ABSENCES

HOLIDAY
The Classic Center has designated the following as official holidays:
New Year’s Day
Martin Luther King Day
Good Friday
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
The Friday following Thanksgiving;
Christmas Eve
Christmas Day.

Employees are expected to work the day before and the day after a holiday (if those are their normal working
days) unless leave is approved in advance by your Department Head. Employees who do not follow these
guidelines may not receive compensation for the holiday.
Additionally, one floating holiday will be granted to full-time employees in the same calendar year.

NOTE: Floating holiday must be approved in advance by the Executive Director. Holidays not used
cannot be carried over to the following year.
NOTE: Hourly non-exempt employees who work on a holiday will be paid time and a half. If the
employee is full-time hourly non-exempt and does not work on a holiday, the employee will receive (8)
eight hours of straight time. If an employee volunteers to work on a holiday, pay will be straight time as
long as it does not exceed 40 hours in the work week.
SICK LEAVE
Sick leave may be approved for general illness, self or immediate family members’ physicians’ examinations or
treatments, or additional bereavement leave.
If an employee requests sick leave in advance, documentation must be provided. Approved sick leave requests
include medical, dental, or optical examinations or treatments for self or immediate family member. To take
sick leave in advance, employees should request advance approval from their supervisors by utilizing leave
request forms no later than 2 (two) weeks prior to the date(s) requested.
12
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An employee must present a doctors’ certificate or other documentation supporting any sick leave request
three days or longer.
VACATION LEAVE
Vacation leave is available to eligible employees to provide opportunities for rest, relaxation, and personal
pursuits.

Paid vacation leave can be used in a minimum of half day increments. To take vacation leave, employees
should request advance approval from their supervisors by utilizing leave request forms no later than 2 (two)
weeks prior to the date(s) requested. December vacation requests must be turned in no later than December
1st.
Requests and approvals will be reviewed based on a number of factors, including business needs and staffing
requirements.
SICK AND VACATION LEAVE ACCRUAL PROCESS
The amount of paid sick and vacation leave employees receive each year increases with the length of their
employment as shown in the following schedule:
SICK AND VACATION EARNING SCHEDULE
YEARS OF		
ELIGIBLE SERVICE

VACATION DAYS
PER MONTH

After 1 year		

6.67 hours

After 6 months

After 5 years 		
& above

4.46 hours
10 hours

Sick and vacation leave will accrue at the rate above at the end of each pay period. If the anniversary date is on
or before the 15th of the month, the staff member will accrue at the new rate for the month. If the anniversary
date is on or after the 16th of the month, the staff member will accrue at the new rate the following month.
A maximum amount of 24 hours of sick leave may be rolled over to the next calendar year, but the
accumulated amount of sick leave may not be more than 480 hours (60 days).
Vacation leave may not be rolled over to the next calendar year.

During the calendar year, an employee may request to borrow up to 24 hours of sick leave and vacation leave,
but only if the employee has the hours to borrow through their future accruals. If the employee does not have
the hours to accrue or are requesting to borrow hours beyond 24 hours, unpaid leave may be taken with the
approval their supervisor and Executive Director.
Upon termination of employment, the employee will be paid the remaining balance of their accrued, but
unused vacation leave only (and only if the employee is in good standing with The Classic Center). The
employee will not be paid for their remaining balance of unused and accrued sick leave. If the employee has a
negative accrual, The Classic Center will deduct the overage on the last paycheck.

An employee can only accrue paid leave, if work is actual done, this would include while an employee is out on
FMLA leave, they will not accrue sick and vacation leave.
THE CLASSIC CENTER EMPLOYEE HANDBOOK
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PERSONAL LEAVE
The Classic Center provides leaves of absence without pay to eligible employees who wish to take time off
from work duties to take care of personal situations with extenuating circumstances or for other compelling
reasons. Full-Time employees are eligible to request personal leave as described in this policy.

As soon as eligible employees become aware of the need for a personal leave of absence, they should
request a leave from their supervisor. Final approval of requests for personal leaves requires completion of
documentation regarding the duration and reason leave has been requested and final review and approval by
the Executive Director.
Personal leaves must be at a minimum of one day and may be granted for a maximum period of up to 16
weeks every two calendar years.

During personal leave of absence, The Classic Center will continue health insurance coverage, although the
employee will be required to repay their health insurance portion upon return to work. All other non-health
insurance benefits will not accrue or continue during the personal leave. If an employee chooses not to return
at the end of the personal leave of absence, they may be required to repay their health insurance portion.

When a personal leave ends, every reasonable effort will be made to return the employee to the same position,
if it is available, or to a similar available position for which the employee is qualified. However, the company
cannot guarantee reinstatement in all cases.
Requests for personal leave will be evaluated based on a number of factors, including anticipated work load
requirements, staffing considerations during the proposed period of absence, employee attendance record
and feasibility of the request.

BEREAVEMENT LEAVE
If a full-time employee wishes to take time off due to the death of an immediate family member, the employee
should notify his or her supervisor immediately.
Up to three days of bereavement leave will be provided to allow employees to attend funeral services. If
employee is also responsible for making arrangements or unusual circumstances exist, up to three additional
days may be granted upon request. Bereavement leave must be taken in consecutive days.

Any employee may, with the Executive Director’s approval, use any available sick paid leave for additional time
off as necessary.
The Classic Center defines “immediate family” as the employee’s spouse, parent, child, sibling; the employee’s
spouse’s parent, child, or sibling; the employee’s child’s spouse; grandparents or grandchildren of the
employee or employee’s spouse.
All other employment categories will be allowed three days unpaid bereavement leave.

14
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JURY DUTY
We encourage employees to fulfill their civic responsibilities by serving jury duty when required.

Jury duty pay will be calculated on the employee’s base pay rate times the number of hours the employee
would otherwise have worked on the day of absence.

Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor
may make arrangements to accommodate their absence. Employees are expected to report for work whenever
the court schedule permits.
The CCA requires that employees surrender the stipend paid by the state for jury service to be able to be paid.
LEAVE UNDER THE FAMILY AND MEDICAL LEAVE ACT

The Family and Medical Leave Act of 1993, as amended (FMLA) applies to The Classic Center. In order for an
employee to be eligible for leave under the provisions of the FMLA, the employee must meet the following
eligibility requirements:
1. Have worked for at least twelve months,
2. Have worked at least 1,250 hours for The Classic Center during the twelve months preceding
the start of the leave, and
3. Work at a location where The Classic Center has at least 50 employees within 75 miles
of the employee’s worksite.

Pursuant to the FMLA, The Classic Center will provide each employee up to twelve (12) weeks of unpaid, jobprotected leave for one or more of the following reasons:

1. Because of the birth of a child of the employee and to bond with the newborn child within
one year of birth;
2. Because of the placement of a child with the employee for adoption or foster care and to
bond with the newly-placed child within one year of placement;
3. In order to care for the spouse, son, daughter, or parent of the employee, if such spouse, son, daughter,
or parent has a serious health condition, including incapacity due to pregnancy and for prenatal
medical care;
4. Because of a serious health condition that makes the employee unable to perform the functions of his
or her job, including incapacity due to pregnancy and for prenatal medical care;
5. To tend to any “qualifying exigency” arising out of the fact that the employee’s spouse, son, daughter,
or parent is a military member on covered active duty or call to covered active duty status.

In addition, The Classic Center will provide an eligible employee up to twenty-six (26) weeks of unpaid, jobprotected leave in a single 12-month period for the following reason:
6. To care for a covered servicemember with a serious injury or illness if the employee is the spouse, son,
daughter parent, or next of kin of the servicemember.

THE CLASSIC CENTER EMPLOYEE HANDBOOK
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An eligible employee is limited to a combined total of 26 weeks of leave for any FMLA-qualifying reasons
during the single 12-month period.

An employee does not need to use leave in one block. When it is medically necessary or otherwise permitted,
employees may take leave intermittently or on a reduced schedule.

It should be noted that circumstances may require that leave for the birth of a child, or for placement of
adoption or foster care, must be taken prior to the actual birth or placement. If such circumstances should
arise, please inform the HR/Business Manager. Note that an employee’s entitlement to FMLA leave for birth or
placement of a child expires 12 months after the birth or placement occurs.
Regarding the third and fourth reasons for FMLA leave, the FMLA defines a serious health condition as one
which requires either inpatient hospital care or continuing treatment by a health care provider. Under the
FMLA, a serious health condition covers those situations when a person must stay in the hospital or when
the person must have time for treatment or recovery which will last more than a few days. The FMLA is
not intended to provide leave for short-term conditions for which treatment and recovery are brief. Some
examples of serious health conditions are as follows: heart attacks, strokes, appendicitis, pneumonia,
emphysema, most cancers, the need for prenatal care, childbirth, the recovery from childbirth, heart bypass
surgery, etc.
Regarding the fifth and sixth reasons for FMLA leave, the FMLA defines a covered active duty as follows: (1)
for members of the Regular Armed Forces -duty during deployment of the member with the Armed Forces
to a foreign country; (2) for a a member of the Reserve components of the Armed Forces (members of the
National Guard and Reserves)- duty during deployment of the member with the Armed Forces to a foreign
country under a call or order to active duty in support of a contingency operation. Deployment to a foreign
county means deployment to areas outside of the United States, the District of Columbia, or any territory or
possession of the United States. It also includes deployment to international water.

FMLA defines a covered servicemember as either: (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
in outpatient status, or is on the temporary disability retired list, for a serious injury or illness; or (2) a veteran
of the Armed Forces (including the National Reserve or Reserves) who is undergoing medical treatment,
recuperation, or therapy for a qualifying serious injury or illness , and who was discharged within the fiveyear period before the family member first takes military caregiver leave to care for the veteran. . A veteran
who was dishonorably discharged does not meet the FMLA definition of a covered servicemember.

During FMLA leave an employee will continue to receive health insurance coverage. The Classic Center will
pay the employee’s portion of his or her health insurance premium under The Classic Center’s group health
insurance plan during the employee’s FMLA leave. However the employee will be required to repay The Classic
Center for the employee’s portion of the health insurance premium covered by The Classic Center during the
employee’s FMLA leave. The employee shall repay The Classic Center upon the employee’s return to work
at The Classic Center or at the expiration of his or her FMLA leave, whichever occurs earlier...All other nonhealth benefits will not accrue or continue during FMLA leave. T At the end of the FMLA leave, the employee
will return to the same or equivalent position of employment at The Classic Center. If you are interested in
additional insurance, please contact Human Resources.
16
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COMPENSATION
PAY PERIOD AND PAY DAY
The Classic Center pays employees on a bi-weekly payroll basis. Pay periods begin on Sunday and end on
Saturday, and employees are paid for the previous two weeks of work every other Friday. If a regularly
scheduled pay day falls on a company holiday, employees will receive pay on the preceding work day.

Employees will not be allowed to pick up paychecks early. If you are unable to pick up your paycheck, you may
send someone to pick up your paycheck. The employee must notify Human Resources in advance with a signed
letter and the person receiving the paycheck will be required to present a signed note from the employee
whose check they are receiving and provide photo identification to be copied and kept with the signed note.
We highly recommend employees to receive their paycheck through direct deposit by enrolling in their bank’s
direct deposit program. Employees will receive an itemized statement of wages when direct deposits are
made. If an employee is interested in direct deposit, they should contact the Human Resources.

PAY DEDUCTIONS AND GARNISHMENTS
The law requires that the company make certain deductions from every employee’s compensation. Among
these are applicable federal, state, and local income taxes. The company also must deduct Social Security taxes
on each employee’s earnings up to a specified limit that is called the Social Security “wage base”. The company
matches the amount of Social Security taxes paid by each employee.
Pay setoffs are pay deductions taken usually to help pay off a debt or obligation to the CCA or others.
Examples of pay setoffs would be garnishments and other court ordered pay deductions.

If you have questions concerning why deductions were made from your paycheck or how they were calculated,
please contact the Human Resources.
OFFER LETTER

All full-time employees will receive an official offer letter and all part-time employees will receive notification
via email of their compensation and benefits included for their specific position. For additional information on
the company offered benefits, please reference the BENEFITS Section or contact Human Resources.
This offer letter or notification is not a contract with The Classic Center and all employees are “at will”
meaning the employment relationship may be terminated at any time by the employee or The Classic Center
with or without cause.

THE CLASSIC CENTER EMPLOYEE HANDBOOK
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POLICIES
AND PROCEDURES
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EQUAL EMPLOYMENT OPPORTUNITY POLICY
The Classic Center provides equal employment opportunities to all employees and applicants for employment
without regard to any characteristic protected by applicable federal, state, and local law, including, but not
necessarily limited to, race, color, religion, national origin, sex, age (40 or older), disability, and genetic
information. The Classic Center is committed to maintaining a work environment that is free of inappropriate
or unlawful conduct. In keeping with this commitment, the Classic Center will not tolerate harassment,
discrimination or the unlawful treatment of employees or applicants. This policy applies to all terms and
conditions of employment, including, but not limited to hiring, placement, promotion, termination, layoff,
recall, transfer, leaves of absence, compensation, and training.

In accordance with the Americans with Disabilities Act (ADA), as amended by the Americans with Disabilities
Act Amendments Act (ADAAA), and consistent with this policy , the Classic Center makes reasonable
accommodations for qualified individuals with disabilities unless such accommodations would cause the
employer an undue hardship. The ADA defines a disabled person as an individual who has a physical or mental
impairment that substantially limits one or more major life activities. Employees who would like to request a
reasonable accommodation should contact [Human Resources].
ANTI-HARASSMENT/NONDISCRIMINATION POLICY

Consistent with its Equal Employment Opportunity Policy, The Classic Center is committed to providing a
work environment that is free of discrimination and unlawful harassment and expressly prohibits any form of
unlawful employee harassment or discrimination based on any characteristic protected by applicable federal,
state, and local law, including, but not necessarily limited to, race, color, religion, national origin, sex, age (40
or older), disability, and genetic information.
Prohibited Conduct

Discrimination includes, but is not limited to: making any employment decision or employment related action
on the basis of any characteristic protected by applicable federal, state, or local law.
Harassment is generally defined as unwelcome verbal or non-verbal conduct, based upon a person’s
protected characteristic, that denigrates or shows hostility or aversion toward the person because of the
characteristic, and which affects the person’s employment opportunities or benefits, has the purpose of effect
of unreasonably interfering with the person’s work performance, or has the purpose or effect of creating an
intimidating, hostile, or offensive working environment.
The term “harassment” includes but is not limited to the following:
• Unwelcome verbal, written, or physical conduct that denigrates or shows hostility or aversion
toward an individual because of their protected characteristic(s)
• Unwelcome threats, derogatory comments, jokes, innuendoes, insults, slurs, negative stereotyping,
and other similar conduct that relate to the protected characteristic(s)
• The placement, dissemination or circulation in the workplace of any unwelcome written or graphic
material (electronic or hard copy) that denigrates or shows hostility or aversion toward an individual
or group because of their protected characteristic(s)
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Harassment also includes sexual harassment. Sexual harassment may include a range of subtle and not-sosubtle behaviors, and may involve individuals of the same or different gender. Unwelcome sexual advances,
requests for sexual favors, and other physical, verbal, or visual conduct based on sex constitute sexual
harassment when (1) submission to the conduct is an explicit or implicit term or condition of employment;
(2) submission to or rejection of the conduct is used as the basis for any employment decision; or (3) the
conduct has the purpose or effect of unreasonably inferring with an individual’s work performance or creating
an intimidating, hostile, or offensive working environment. Sexual harassment may include explicit sexual
propositions, sexual innuendo, suggestive comments, sexually oriented “kidding” or “teasing”, “practical
jokes”, jokes about gender-specific traits, foul or obscene language or gestures, displays of foul or obscene
printed or visual material, and physical contact, such as patting, pinching, or brushing against another’s
body. Harassment does not have to be of a sexual nature, however, and can include offensive remarks about a
person’s sex.
Complaint Procedure

If you feel that you have experienced or witnessed any job-related harassment or discrimination the Classic
Center encourages you to promptly notify, in writing (preferably within 24 hours) the Executive Director or
Human Resources. If you are not contacted promptly about your complaint, you are to re-file it with Human
Resources and also send a copy to the Executive Director.

The Classic Center will undertake an objective and appropriate review of any complaint. To the extent
practicable and appropriate, The Classic Center will keep any complaint and the terms of its resolution
confidential. The Classic Center will take corrective actions as appropriate, including such discipline up to and
including immediate termination of employment. The Classic Center will undertake corrective action to stop
inappropriate conduct before it rises to the level of an unlawful action. You will be notified as to the outcome
of your complaint. If you have any questions about the status of your complaint, you should contact Human
Resources.
The Classic Center forbids retaliation against anyone who has made a complaint or provides information
related to a complaint. Confidentiality of employees who report harassment or participate in a harassment
investigation will be protected to the greatest possible extent.

The Classic Center recognizes that intentional or malicious false accusations of misconduct can have a serious
effect on innocent men and women. Individuals falsely accusing another of misconduct will be disciplined
in accordance with the nature and extent of his or her false accusation. The Classic Center encourages any
employee to raise questions he or she may have regarding misconduct or this policy with Human Resources or
the Executive Director.

Each employee should be aware they have the right to file a charge of discrimination with the Equal
Employment Opportunity Commission (EEOC) or other state agency as provided by law. According to the
EEOC, the deadline for filing any such charge runs from the last date of unlawful harassment, not from the date
that the complaint to The Classic Center is resolved.
VIOLATION OF THIS POLICY WILL SUBJECT AN EMPLOYEE TO DISCIPLINARY ACTION, UP TO AND
INCLUDING IMMEDIATE DISCHARGE.
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If an employee feels they were harassed, if the employee feels able they should inform the alleged harasser
that such conduct has made them feel uncomfortable or harassed. The employee should notify their
supervisor, Human Resources, or the Executive Director if they feel like they are being harassed in any way by
another employee, customer, vendor or by an employee of a customer or vendor.
If you feel that your supervisor or member of management has acted inconsistently with this policy,
please contact Human Resources or the Executive Director. The matter will be thoroughly investigated and
disciplinary action may be taken.

Employees should also be aware that no supervisor or other member of management has the authority to
suggest to any employee that the employee’s continued employment or future advancement will be affected in
any way by that employee’s entering into (or refusing to enter into) any form of personal relationship with the
supervisor or member of management.
Each complaint will be kept as confidential to the extent possible and the reporting individual will not be
retaliated against for raising the claims of harassment. Please do not assume that the CCA is aware of the
problem. It is the employee’s responsibility to bring complaints and concerns to the company’s attention, so
that they can help resolve them.

The Classic Center recognizes that false accusations under this policy and the providing of false information in
an investigation can have a serious effect on innocent persons. Thus, although The Classic Center encourages
the reporting of unwelcome conduct perceived to be a violation of this policy, if The Classic Center determines
that a person has provided materially false information in making a compliant or as part of an investigation
under this policy, The Classic Center will take appropriate corrective and/or disciplinary action, up to and
including dismissal.
Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment will
promptly advise Human Resources and the Executive Director who will handle the matter in a timely and
confidential manner.

IMMIGRATION LAW COMPLIANCE
The Classic Center is committed to employing only United States citizens and aliens who are authorized to
work in the United States and does not unlawfully discriminate on the basis of citizenship or national origin.
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of
employment, must complete the Employment Eligibility Verification Form I-9 and present documentation
establishing identity and employment eligibility. In accordance with IRCA, the I-9 should be completed within
three days of first reporting to work.
HIRING OF RELATIVES
Due to the potential for perceived or actual conflicts, , The Classic Center may hire or consider other
employment actions concerning relatives of the persons currently employed only if the candidate for
employment:
1. Will not be working directly for or supervising a relative
2. Will not occupy a position that has the authority to review employment decisions
3. Will not be working with a relative where invoicing, billing, or settlements are involved
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The Classic Center’s objective is to consider the person that is the best fit for each position, therefore The
Executive Director has the authority to consider a candidate for employment if they are related to a current
employee.
The Classic Center defines “relatives” as the following: relationships by blood-parent, child, grandparent,
grandchild, brother, sister, uncle, aunt, nephew, niece and first cousin, and relationships by marriageemployee’s spouse, parent, child, sibling; the employee’s spouse’s parent, child, or sibling; the employee’s
child’s spouse; grandparents or grandchildren of the employee or employee’s spouse.

EMPLOYMENT APPLICATIONS
The Classic Center Authority (hereinafter CCA) relies upon the accuracy of information contained in the
employment application, as well as the accuracy of other data presented throughout the hiring process and
employment. Any misrepresentations, falsifications, or material omissions in any of this information or data
may result in exclusion of the individual from further consideration for employment or, if the person has been
hired, may result in termination of employment.
PERSONAL DATA CHANGES
It is the responsibility of each employee to promptly notify the company of any changes in personal data.
Personal mailing address, telephone numbers, number and names of dependents, individuals to be contacted
in the event of an emergency, educational accomplishments, and other such status reports should be accurate
and current at all times.
If any personal data has changed notify Human Resources.

ACCESS TO PERSONNEL FILES
The Classic Center maintains a personnel file and medical personnel file on each employee. The personnel file
includes such information as the employee’s job application, resume, documentation of performance, salary
information and other employment records. The medical personnel file includes information such as policy
coverage and enrollment, medical changes, claims and records.
Personnel files are the property of The Classic Center, and access to the information they contain is restricted.
Employees who wish to review their own file should contact Human Resources. With reasonable advance
notice, employees may review their own personnel file in The Classic Center offices and in the presence of
Human Resources or the Executive Director.
NOTE: Documentation of performance may be recorded and placed in the personnel file at the discretion of
management with or without signature of the employee.

PERFORMANCE EVALUATION
Annual performance reviews are a key component of every employees’ development. Although, supervisors
and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis.
The performance review is an opportunity to discuss the following:
• Job responsibilities and performance
• Set goals for professional development
• Establish positive and purposeful objectives for contributing to the company’s mission
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Discuss expectations and the performance of all employees is generally to be evaluated per their anniversary
date of their employment. If employee were to transfer to a new position, their anniversary would become
the date of the start of the new position. Supervisors are expected to conduct one-on-one discussions with all
employees at least once a year.
Employees who receive an adequate or developing ratings are required to participate in a Performance
Improvement Plan.

PERFORMANCE IMPROVEMENT PLAN
A Performance Improvement Plan (PIP) documents required performance improvement when an employee’s
overall performance rating is less than adequate or if the supervisor determines current performance
or behavior requires improvement. The PIP includes a description of what behavior(s), performance(s),
situation(s), or condition(s) must be changed, what is to be done by the employee, and when the improved
level of performance is to be achieved. Specific conditions for determining that improvement has occurred
should be set so both the employee and supervisor know if success has been achieved.
TECHNOLOGY USAGE POLICY

The following policy applies to all Classic Center owned computers and information systems.

1. All technology provided by The Classic Center, including computer systems, communications networks,
company-related word records and other information stored electronically, is the property of the company
and not the employee. Use of the company’s technology systems and electronic communications should be
job-related and not for personal convenience

2. All information, data, and communications prepared or stored in any Classic Center computer system
are assumed to be business related, and are there subject to monitoring by The Classic Center at any time
without prior notice. Employees should not consider any materials stored in the computer system or any
e-mail communication to be private or confidential, it is the property of The Classic Center. Therefore,
everything stored in any Classic Center computer system or in any e-mail communication is subject to
unannounced inspection or search at the discretion of management, this inspection or search can be
conducted at any time, during and after working hours, with or without advance notice or consent.

3. No personal passwords should be placed on The Classic Center computer systems or E-mail
communications if they inhibit inspection or monitoring activities. Employees are to immediately notify
their department head of any and all passwords or other encryption devices that are utilized with respect
to The Classic Center’s system.
4. E-mail should not be used to solicit or recruit others for personal commercial ventures, religious or
political causes, outside organizations, or other non-job related solicitations.

5. Back-up copies of E-mail communications may also be maintained by The Classic Center and
referenced for future business and legal reasons. Deleted messages may not necessarily be erased from
the system. Therefore, employees should not put anything on the computer system, including E-mail, that
they would not want read by The Classic Center.
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6. Employees may not use The Classic Center’s information systems to transmit, retrieve, or store any
communications or other content of a defamatory, discriminatory, harassing or pornographic nature. No
messages with derogatory or inflammatory remarks about an individual’s race, age, disability, religion,
national origin, physical attributes or sexual preferences may be transmitted. Harassment of any kind is
prohibited (See Equal Employment Opportunity Policy or No-Harassment Policy)
7. The use of fictitious or misleading names in internal and external communications is prohibited.

8. The use of The Classic Center computer systems and E-mail communications should be limited to
Classic Center business related matters only.

9. The Classic Center information systems may not be used to send or receive trade secrets, proprietary
financial information, or similar materials without prior authorization.
10. Only properly licensed software may be installed on The Classic Center owned equipment including
software for programs as well as screen savers.

11. Computer software, whether developed or purchased by The Classic Center, may not be downloaded,
copies, reproduced, altered or appropriated by an employee without prior written authorization from the
Executive Director.
12. Random checks of the hard drive may be performed by management to ensure that employees are in
compliance with the Technology Usage Policy.

Because all the computer systems and software, as well as e-mail and internet connections are the property of
The Classic Center, all company policies apply to their use and are in effect at all times.

Any employee who abuses the company provided access to e-mail, the internet, or other electronic
communications or networks, including social media, may be denied future access and if appropriate, be
subject to disciplinary action, up to and including termination and prosecution if found stealing.

EQUIPMENT USAGE

TELEPHONES
Office telephones in The Classic Center are for business use only. Personal long distance telephone calls
are not allowed, if it is necessary to make a personal long distance call, permission from your immediate
supervisor, from the Human Resources, and the Executive Director must be obtained. Reimbursement of
the expense to The Classic Center will be expected. Subject to disciplinary action if not authorized by the
Executive Director.
COPIER
Copiers are for the use of Classic Center business only. If personal copies are necessary, please contact
the Human Resources and the Executive Director and appropriate charges will be made. Subject to
disciplinary action if not authorized by the Executive Director.
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EQUIPMENT
All equipment within The Classic Center is the property of The Classic Center and as such is to be used for
business purposes only. Equipment is not authorized to be used outside the facility for personal use by
any employee. Before operating any power equipment within the facility, an employee is to be properly
trained and instructed as to usage.
The Classic Center discourages storage of personal effects in any office equipment. Employees are to be
made aware that as Classic Center property, any equipment or furniture is subject to random search and
inspection.
POSTAGE METER
A high volume postage meter is available in the administrative offices. This is to be used for official
Classic Center business only. Subject to disciplinary action if not authorized by the Executive Director.

WORK RULES

ATTENDANCE AND PUNCTUALITY
To maintain a productive work environment, the company expects employees to be reliable and punctual
in reporting for scheduled work. Absenteeism and tardiness places extra burden on everyone. In the
rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they
should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.
While certain department may have varied schedules due to specific circumstances, The Classic Center’s
standard office hours are Monday through Friday 8:00 AM – 5:00 PM and all administrative employees
are expected to be in the office during these hours.
It is the employee’s responsibility to notify their supervisor, while you are welcome to leave word with
Security, you are not excused until you speak directly to your supervisor. An employee failing to call
and speak with their supervisor may result in disciplinary action, up to and including termination of
employment.

JOB ABANDONMENT
An employee who has not called into work for three consecutive days, will be considered to have quit his/
her job and will be terminated from the company.

TIMEKEEPING
Non-exempt employees must record the time they start and end work. It is your responsibility to certify
the accuracy of all time recorded. Any errors in your time record should be reported immediately to your
Department Head, who will attempt to correct legitimate errors. Non-exempt employees should record all
hours worked on a daily basis. Any hours worked over the amount in your letter, must be pre-approved by
your Department Head.
Non-exempt employees must accurately record all time worked, regardless of when or where the work
is performed. Off-the-clock work (engaging in work assignments or duties that are not reported as
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time worked) is prohibited. No member of management may request, require or authorize non-exempt
employees to perform work without compensation. This includes checking email on personal devices
after work hours. Any possible violations should be reported promptly to a supervisor or member of
management. Failure to record all time worked is grounds for discipline up to and including termination.
Altering, falsifying or tampering with time records is prohibited and subjects the employee to discipline,
up to and including termination.

OFF DUTY
When an employee has finished his/her assigned shift, they are not allowed to loiter on the premises of
The Classic Center. If for some reason you have to remain longer, please notify your immediate supervisor
as to reason and length of time.
Employees are permitted to attend any function in the facility for which they have been invited or have
tickets.
Even though an employee is off duty, you are expected to act in a professional manner at all times. Any
unprofessional conduct will result in disciplinary action, up to and including termination.

WORK STOPPAGE
Maintenance employees are entitled to a 15 minute paid break after two hours and after six hours of
work, and a 30 minute unpaid lunch break after four hours of duty. Hourly employees will be required to
clock in and out for lunch breaks.
Executive and administrative personnel are entitled to a one-hour unpaid lunch period which is
scheduled between 12 and 2 p.m.

ACCESS TO BUILDING
When reporting to work, all employees are to use either the loading dock entrance or front Firehall door
as designated by their immediate supervisor.

After hours access to the building will be given to employees through their employee ID card, as needed.
Any employee entering the building during closed hours, when the building is closed from the public must
enter through the card access doors and notify Security of their entrance and exit of the premise.
For additional information, please refer to the ID Card Policy.
DRESS CODE GUIDELINES
The Classic Center standards for grooming and appearance reflect The Classic Center’s conservative
tradition. It is essential for our employee to present a professional, well-groomed appearance. All
employees are required to follow the dress and grooming standards established by The Classic Center.
Please take pride and great care in your personal appearance.
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Photo ID Cards:
ID Cards should be worn at all times in the building and/or on The Classic Center premises.

Jewelry and Body Modifications:
Rings – A maximum of one simple ring on each hand is allowed for both ladies and gentlemen. Wedding/
engagement rings are considered one ring. Thumb or toe rings, anklets and ankle bracelets are not
acceptable. No excessive jewelry.
No visible body piercing other than female ear lobes are allowed. Piercing of ear lobes limited to one per
ear. Jewelry, plugs, spacers, etc. are not permitted in any body piercing while working.
No visible tattoos while in public places.
Fingernails:
Fingernails must be clean and presentable. Fingernails should not exceed one-fourth of an inch beyond
the fingertip. If polish is used, it should be an appropriate, neutral color. If toe nails are shown, the same
rules apply.
Hair Styling and Color:
Hair must be neat, conservative, clean and in place throughout the day.

If hair color is changed, it must be natural-looking and well-maintained. Subtle highlighting is permitted if
it creates a uniform look over the whole head. No extreme dyeing, bleaching or coloring is permitted.
Hairstyles should not be distracting or cover eyes. Hairstyles should be conservative in nature. Shaven
styles are not acceptable. Bangs must be above the eyebrow.
Personal Hygiene:
Due to close contact with clients, guests, and fellow employees, regular bathing, frequent hand-washing,
and the use of an antiperspirant or deodorant are required. The use of strong, heavy scents and
fragrances is not permitted.

All employees are to report to work each day neatly dressed and well-groomed in order to present a
professional image. Avoid wearing any clothing that is faded or in need of repair or in need of cleaning or
pressing.

Undergarments:
Appropriate undergarments are required to be worn at all times. Solid white crewneck or v-neck
undershirts may be worn and should only be minimally visible at the neckline. Undergarments should not
be visible at any times.
Employees not required to wear a uniform are expected to dress conservatively, in appropriate business
attire, reflecting the tradition of elegance in a professional classic business atmosphere. In keeping with
these standards, we offer the following guidelines for clarification. Violations will be addressed and
disciplinary action will be taken. Should any discrepancy or clarity be needed, please contact Human
Resources.
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Dress Guidelines for Female Employees (Administration)
Dresses and Shirts:
No sundresses or spaghetti strap dresses. No bare back or plunging necklines. No denim, suede, corduroy
or leather dresses are permitted. No sweater material dress of clinging material dress, or t-shirt material
dress is permitted. Sleeveless tops and dresses are permitted, but the sleeve must be no fewer than three
(3) inches wide. Tank tops and spaghetti straps are not permitted. All blouses must be tucked in unless
they are made to be worn out and are part of a coordinated set/suit. Sweaters are allowed by are not to be
too tight, too baggy or too long. Our Classic Center branded polos shirts are only permitted during manual
labor or during the summer with a jacket or blazer. No T-shirts or sweatshirts of any kind are allowed at
any time.
Skirts and Pants:
Skirts and pants must be structured and should be no more than two (2) inches in length above the
knee. Pant lengths must reach to the ankle or below. Professional mid-calf Capri pants are not permitted.
Sport clothes, Spandex, leggings, denim, Capri pants, palazzo pants or gaucho/culottes are not permitted.
Jumpsuits and rompers are not permitted. Faddish or sheer attire is not appropriate at The Classic Center.
Coats:
Jackets and blazers may be worn as long as they conform to the professional look.

Shoes:
Employees should maintain a professional look regarding footwear and should take care to maintain
the conservative atmosphere of The Classic Center. Open toe, open heel or sling back dress shoes
are permitted. No thong sandals, sport sandals (i.e. Teva, Chaco), moccasins, and platform shoes are
permitted.
Dress Guidelines for Male Employees (Administration)

Slacks:
Only dress slacks may be worn. No jeans, khakis or colored denim pants allowed. No pants with patch
pockets on back allowed. No suede, leather, cotton or corduroy pants allowed. Pant length must reach to
the ankle or below.

Shirt:
Only dress shirts with a collar will be allowed. Only long sleeve shirts are permissible. Sweaters are
permitted, but must be worn over a dress shirt. No t-shirts, or sweatshirts are permitted. Our Classic
Center or Athens Convention and Visitors Bureau branded polos shirts are only permitted during manual
labor or during the summer with a jacket or blazer.
Necktie:
Neckties must be worn during formal presentations and weddings regardless of the seasons.
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Coat/Jacket:
A suit coat, sport coat or jacket must be worn to work each day. Conservative colors only. The coat may be
removed while you are at your work station.

Shoes:
Polished leather dress shoes only are allowed. No tennis shows allowed or sandals. Socks must be worn at
all times.
Facial Hair:
A fully grown in, well-maintained mustache, beard, or goatee is permitted. Facial hair must be neatly
trimmed and may not present an unkempt appearance. All facial hair must be fully grown in, neatly
groomed and well maintained at no longer than a quarter of an inch in length. All facial hair must create
an overall neat, polished and professional look.
Dress Guidelines for Set-Up, Housekeeping, Security, Engineering and Technical Employees

Uniform:
All set-up and housekeeping employees are required to wear a Classic Center issued uniform. The
uniform will include a blue Classic Center shirt and black pants. A deduction from the employees first five
paychecks will cover the cost of the uniform.
All security employees are required to wear a Classic Center issued blue security shirt. Employees are
required to supply their own black pants. A deduction from the employees first five paychecks will cover
the cost of the shirt.
Employees should arrive to work with their uniform neat, pressed, and clean manner. Please care for
these uniforms as you would your own clothing. Repeated loss or extensive damage to a uniform could
result in disciplinary action.
All set-up supervisors and MODs are required to wear a collared shirt and khakis. Neat and wellmaintained polo and golf shirts are permitted.

All engineering and technical employees are required to wear a collared shirt and khakis. Neat and wellmaintained polo and golf shirts are permitted.
Hats are not permitted.

Shoes:
Employees are required to supply their own shoes. Black or Brown closed-toed, rubber soled shoes are
required to be worn at all times. Depending on job function other specialized footwear may be needed,
such as steel toe work boots. For any questions or clarification, please check with your supervisor or
Human Resources.
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While these standards are not all inclusive, if you display an unprofessional appearance, you will be

required to conform to the intent of the policy. Our appearance and dress standards may change as the

need arises. It is everyone’s responsibility to consistently meet The Classic Center’s standards as well as
the standards set forth in your specific department(s).

STANDARDS OF CONDUCT

Each employee has an obligation to observe and follow The Classic Center’s policies and to maintain
proper standards of conduct at all times. If an individual’s behavior interferes with the orderly and
efficient operation of a department, corrective disciplinary measures will be taken.

When an employee is on duty, they are not allowed to formally attend an event and are expected to act
professionally at all times. The consumption of alcohol is not allowed and participation in tradeshow

giveaways is not allowed. Also, the consumption of food and/or beverages put out for client usage is not
allowed, unless offered by your supervisor and then never in sight of the client.

When on duty for large, late-night banquet functions there are times when all employees may be invited

by the caterers or the MOD to eat. It is to be remembered that this is not a standard policy and employees
are not to assume they will be entitled to this courtesy.

The Classic Center is a state-of-the-art facility and all employees are expected to act in a professional

manner at all times. Your behavior is a reflection not only on yourself but all employees of The Classic
Center, everything we do has our signature on it. Anything worth doing is worth doing right. Services
we provide and the work we perform should be a sources of pride for us and for the citizens of this
community.

While it is not possible to list all of the forms of behavior that are considered unacceptable in the

workplace. The following are examples of infractions of rules of conduct that may result in disciplinary
action, up to and including termination of employment:

The following misconduct may result in discipline up to and including termination: (1) misconduct;

(2) violation of The Classic Center’s policies and safety rules; (3) insubordination or other disrespectful
conduct; (4) excessive absenteeism or falsification of timekeeping records; (5) violation of substance

abuse policy, including possession, use or sale of alcohol or drugs during working hours, reporting to

work under the influence of alcohol or controlled substances, or unlawful use of controlled substances;
(6) possession of firearms, explosives or dangerous instruments on Classic Center property; (7)

unsatisfactory performance; (8) theft or dishonesty or inappropriate removal or possession of property;
(9) violation of The Classic Center’s EEO policy; (10) violation of policies or procedures set for in the
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Classic Center handbook; (11) fighting, threatening violence or boisterous or disruptive activity in the
workplace and (12) other misconduct as determined by The Classic Center.

These examples are not all inclusive. The Classic Center maintains a progressive disciplinary system to

address policy violations and job performance issues. The following is the normal sequence of steps to be
taken, however, in some instances the seriousness of the violation may warrant a high level of discipline:
(1) verbal warning; (2) record of conversion; (3) written warning; (4) termination

We emphasize that discipline and discharge decisions may be based on an assessment of all relevant

factors, including the severity of the infraction and the employee’s work record, as determined by The
Classic Center Executive Director.

While all Department Heads have the authority to suspend employees pending further investigation, only
the Executive Director will have the authority to terminate an employee.

While The Classic Center Authority Board has determined that the Executive Director has the sole
responsibility for all personnel matters.

The Classic Center does not and will not write a letter of recommendation for any employee or former
employee for any reason, a letter will simply confirm dates of employment and position(s) held.
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HEALTH
AND SAFETY
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DRUG AND ALCOHOL POLICY
The Classic Center is committed to providing a safe work environment and to fostering the well-being and
health of its employees. All employees are required to report to work and to perform their duties without
any alcohol or illegal or mind-altering drugs or inhalants in their system. The Classic Center Authority
also will not tolerate any employees; using, possessing, manufacturing, transferring, distributing, or
selling illegal drugs or inhalants, or making arrangement to do so, while at work or on company property,
including company vehicles and private vehicles while being used on company business. Therefore, under
authority of Georgia Law (O.C.G.A. 34-9-410) The Classic Center has established the following policy:

1. It is a violation of company policy for any employee to use, possess, sell, trade, or offer for sale,
or offer to buy illegal drugs or otherwise engage in the illegal use of drugs on or off the job
2. It is a violation of company policy for any employee to report to work under the influence of or
while possessing in his or her body, blood, or urine illegal drugs in any detectable amount
3. It is a violation of company policy for any employee to report to work under the influence of or
impaired by alcohol
4. It is a violation of company policy for any employee to use prescription drugs illegally, i.e., to use
prescription drugs that have not been legally obtained or in a manner or for a purpose other than
as prescribed (However, nothing in this policy precludes the appropriate use of legally prescribed
medications.)
5. Violations of this policy are subject to disciplinary action up to and including termination

Pursuant to company policy, The Classic Center Authority will presume that an employee with a blood
alcohol count at or above .04 is “under the influence” of alcohol and he/she will be subject to immediate
discharge. We also prohibit outside conduct by an employee which is unlawful or which affects your
work, our relationship with the government, our customers, or which may reflect unfavorably upon the
public’s confidence in the manner in which The Classic Center Authority carries out is responsibilities.

Although properly using medication is not prohibited under this policy, employees must notify their
immediate supervisor when they are legitimately taking medication which may affect their safety or work
performance. Such employees may be required to obtain information from their physicians concerning
the possible effect of such medication before performing any work. The term “drug” or “inhalant” as used
in this policy shall be construed broadly to include, without limitation, any controlled substance, or mindaltering or intoxicating substance, including: alcohol, including distilled spirits, wine, malt beverages,
and intoxicating liquors; amphetamines; cannabinoids; cocaine; phencyclidine (PCP); hallucinogens,
methaqualone; opients; barbiturates; bonzodiazepines, synthetic narcotics; designer drugs; or a
metabolite of any of these substances, as well as glue and other substances producing a similar effect as
flue when used as an inhalant. The Classic Center Authority retains complete discretion to determine
the scope of these terms. Any prescription medication brought onto company or customer property or
taken aboard company vehicles must be retained in its original container labeled with the names of the
employee and the prescribing physician. No employee may take another person’s medication. The law
treats the abuse of prescription medication as unlawful drug use.
We will require applicants/offerees to undergo a urinalysis drug test and will disqualify them if positive
results are received before hire, or discharge them if positive results are received after hire. Also,
employees will be subject to testing; (1) when involved in a job-related accident which in the discretion
of management caused or could have caused injury requiring more than minimal first aid or property
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damage; (2) as part of a “random” system of urinalysis drug testing without advance notice; and (3) as
part of any rehabilitation program. The Classic Center Authority reserves the right to require testing of
any employee at its discretion, under any circumstance it deems appropriate. Refusal to submit to or
failure to appear for drug testing will result in disciplinary action, up to and including termination.
Any employee or applicant submitting to drug testing which tampers with specimen or results in a
positive for masking agents will be considered a positive and will result in immediate termination or
disqualification for employment.

GENERAL SAFETY RULES
The observance of the following fundamental safety rules will make The Classic Center a better and safer
place in which to work and with which to do business.

1. Employees should not operate any machinery or equipment unless properly trained. When an
employee requires training to complete a job with the employee’s responsibilities, the employee
should coordinate such training with the employee’s supervisor.
2. All standard safety procedures must be followed when starting, stopping or changing the speed
of machinery, operators should ensure proper clearance of individuals, debris and material.
3. Machines or equipment appearing to be electronically or mechanically unsafe must not be
operated. Such equipment should notify their supervisor immediately.
4. No firearms or knives that are defined as concealed weapons by Georgia state law are allowed
in the building and must be secured in your vehicle.
5. No chemical products, other than small quantities of ordinary office supplies (highlighters,
stamp pads, etc. ) may be used without first obtaining a Safety Data Sheet (SDS) and included in
the Safety Data Sheet Binder
6. All chemicals may be used only for their intended purpose and must be stored in approved and
properly labeled safety containers and locations at all times. Do not mix chemicals.
7. Proper protective equipment and clothing, including safety shoes, safety glasses, googles,
rigging safety chains, hard hat, and hearing protection must be worn where and when required.
8. Employees are prohibited from wearing clothing or accessories including ties as well wearing
long or flowing hair (unless confined by a hair net) that interfere with their work responsibilities
or that could potentially get caught in machinery or other equipment.
9. Employees must be aware of the location of safety showers and eye wash stations. These areas
should be free of obstructions
10. Employees must familiarize themselves with the fire, tornado, and all other evacuation
procedures and are responsible for responding to emergencies in the prescribed way. When the
fire alarm goes off, employees shall drop what they are doing and leave the building. When a
tornado warning has been issued, employees shall move into the designated shelter area.
11. Fire extinguishers, fire hoses, electrical breaker panels and exit doors must never be blocked.
12. Disorderly conduct, running and horseplay on company premises is prohibited.
13. Employees who observe an unsafe condition are required to report it to their supervisor immediately.
14. Extension or drop cords should not be placed in areas where they will create tripping or other
hazards.
15. It is the responsibility of all employees if they notice a wet floor or trip hazards to immediately
contact the appropriate department
16. No smoking is allowed in the facility, except in specifically posted smoking areas.
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17. All caution signs must be observed.
18. If you see something, say something.
19. All work-related injuries and accidents regardless of their severity, must be reported
immediately to the employee’s supervisor and Human Resources.
20. All injured employees are required to report for treatment as requested by a doctor or medical
provider. Employees will not be permitted to return to work without written approval of a doctor
or medical provider.

CHEMICAL HAZARD COMMUNICATION PROGRAM

INTRODUCTION
This written Hazard Communication Program is an integral element of our continuing employee safety
awareness program at The Classic Center and is required by law. Copies of this document are available for
reference by employees. The Federal OSHA Hazard Communication Standard (HCS) requires employers
to make employees aware of hazardous chemicals in the workplace. Our program addresses labeling,
safety data sheets, training and access to information on workplace chemicals.
HAZARDOUS CHEMICAL LIST
A list of hazardous chemicals used at The Classic Center is maintained as part of this written program.
The list states the name of the chemical as it appears on the safety data sheet and is organized by area
within the workplace. When a purchaser receives a new chemical, they notify the Safety and Security
Manager who updates the list and the binders with new SDS’s.

LABELING
The Federal standard requires that chemical manufacturers, importers and distributors properly label all
chemicals, clearly noting the appropriate hazard warnings and the name and address of the manufacturer
or other responsible party.

At The Classic Center, we will verify that chemicals are properly labeled at the time they are received from
the manufacturer or distributor. If chemicals are transferred from the original container, the alternate
container is labeled with the identity of the hazardous chemicals and appropriate hazard warnings for
the chemical in it. The individual departments will monitor labeling to be certain all chemical containers
are properly labeled. Should an unlabeled container be discovered in the work area, the supervisor of
the area should be notified immediately. The supervisor should in turn investigate and take appropriate
action promptly.
SAFETY DATA SHEETS
The Hazard Communication Standard (HCS) requires chemical manufacturers and importers to develop
a safety data sheet (SDS) for each hazardous chemical they produce or import. The SDS contains
information on the chemical, such as health and safety data, as well as emergency information.
It is our policy at The Classic Center not to accept a chemical, even on a trial basis, without an
accompanying SDS. Purchasers of chemicals must obtain an SDS each time they receive a new chemical.
Copies of the SDS’s are kept by the Safety and Security Manager who maintains a file of master copies of
SDS’s for all hazardous chemical substances used in the facility.
Employees, Clients, and Vendors have the right to review any and all SDS’s on hazardous chemicals they
are exposed to during their employment with The Classic Center. SDS’s for hazardous chemicals can be
found in a yellow binder located in areas where the hazardous chemicals are stored.
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