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Overview 
 
We are very happy to have you as part of Geneva National Resort.  We hope you will find your 
employment experience with the Company to be very positive.  At Geneva National Resort, we care 
about our employees and appreciate their efforts.  As you begin to read this Guidebook, there are 
some important items you should know about your employment with Geneva National Resort.  First 
of all, this Guidebook is not a contract.  The policies, benefits and operating procedures in this 
Guidebook are not intended to create, nor should they be construed to create any contract or 
employment agreement between Geneva National Resort and any of its employees.  Geneva 
National Resort reserves the right to add, change, modify or discontinue policies, procedures, 
conditions and/or benefits discussed herein at any time.    
 
Please understand that the highlights of benefits contained in this Guidebook are merely “highlights” 
-- they are not intended to take the place of more detailed benefit plan documents.  Most of our 
fringe benefits are governed by complex governmental regulations and there is simply no way to 
include all of the applicable benefits information in this Guidebook.  In the event the information 
presented in this Guidebook conflicts in any way with the information in the applicable plan 
documents of any benefit offered by Geneva National Resort, the plan documents will control.  
 
Additionally, please note that employment with Geneva National Resort is on an “at-will” basis 
under the law.  This simply means that an employee has the right to choose to resign and/or end the 
employment relationship at any time, for any or no reason, with or without prior notice, and Geneva 
National Resort has the same right.  All employees are subject to the “at will” employment 
relationship and no individual or representative of Geneva National Resort can change or alter the 
existing at-will relationship. 
 
This Guidebook supersedes all prior guidebooks or handbooks distributed to Geneva National Resort 
employees.  Revised Guidebooks and/or supplements to this Guidebook may be issued from time to 
time. 
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Introduction           
_____________________________________________________________________________________________________________________ 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
IMPORTANT:  Policies and procedures created by Geneva National Resort are not a contract of 
employment, and are not intended to create contractual obligations of any kind.  Nothing in this 
guidebook should be construed as an offer of permanent employment. 

 Our 
Customer 

 Our Promise 
Provide lasting memories 

with all our… 
focus | passion |heart 

 Our Values 
Provide an experience with all interactions 

Customers come first 
Treat each other like family 

Strive for excellence 

 Our Vision 
Ownership – of actions, departments and team members 

Quality – excellence in resort entertainment 
Service – deliver an exceptional customer experience 

Partnership – we cultivate team member engagement and satisfaction 
Community – to connect, participate and support local charities and businesses 

Financial Success – to maintain costs, provide capital and achieve long term success 

 Our Mission 
To provide lasting memories, resulting in enduring customer loyalty 
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Americans with Disabilities Act (ADA) 
 
It is the intent of Geneva National Resort to comply with the laws associated with the Americans 
with Disability Act (ADA) and to provide a workplace that is free from discriminatory practices.  
The Company prohibits discrimination in any employment practices against qualified individuals 
with disabilities.  This policy applies to all pre-employment and employment related activities.  Such 
conduct is illegal according to the provisions set forth in the ADA and will not be tolerated.   
 
Disability generally refers to a physical or mental impairment that substantially limits one or more 
major life activities, and includes a past or present physical or mental condition, a record of such 
impairment, or being regarded as having such impairment.  The Company will make reasonable 
accommodations for qualified disabled workers when such accommodations would not impose 
undue hardship for the Company. 
 
In general, it is the employee’s responsibility to notify their supervisor of the need for an 
accommodation.  Upon doing so, the employee’s supervisor may ask the employee for input on the 
type of accommodation they believe may be necessary or the functional limitations caused by his or 
her disability.  Also, when appropriate, the Company may need the employee’s permission to obtain 
additional information from his or her physician or other medical or rehabilitation professionals. 
 
All observations or specific allegations of discrimination by employees or customers should 
immediately be reported to a manager/supervisor or Human Resources.  Human Resources will 
investigate each reported incident in a thorough manner.  Appropriate measures will be taken to 
ensure that no retaliatory action is taken against any individual making a discrimination complaint or 
participating in an investigation.  If the investigation reveals that the complaint is valid, prompt 
action will be taken to remedy the situation. 
 
Attendance 
 
Geneva National Resort places great emphasis on good attendance and expects every employee to 
report to work on time for each scheduled workday.  It is the employee's responsibility to check 
work schedule for changes, as they may occur at management's discretion.  When an employee is 
unable to report for work or cannot arrive on time, he or she is required to notify their 
manager/supervisor as soon as possible but no later than two (2) hours prior to their start time.  If an 
employee leaves an email or voicemail message for their immediate supervisor or manager, it is 
expected that the employee will personally contact their supervisor or manger to confirm receipt of 
their message during regular business hours within the same work day as the absence.  If the absence 
is due to an accident or illness, management may request a release for the employee to return to 
work, signed by a licensed physician.  Employees should consult with their supervisor to find out if 
there are any additional “call in” procedures specific to their department. 
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If an employee will be absent for two or more consecutive days, he/she should call in at the 
beginning of each day of absence.  For any prolonged absence, the Company will establish a 
required “call in” procedure.  Upon return from a prolonged illness absence of three or more days, 
the employee must submit a certification of the prolonged illness and a medical release to return to 
work from their physician. 
 
Consistent attendance is expected of every employee.  It is the employee’s responsibility to be on the 
job on time each day and fully able and ready to work.  Each employee’s contribution is important to 
the functioning of the organization.  Frequent absence or tardiness places an extra burden on all the 
Company’s employees.  Only when employees are dependably on the job can the Company carry out 
its schedules and meet the needs of its customers and members. 
 
Although there are justifiable reasons to take off from work, employment assumes the availability 
for work.  Excessive absenteeism and/or excessive tardiness may lead to disciplinary action up to 
and including termination.  An employee’s attendance record will also be taken into consideration 
when the Company reviews each employee for potential wage increases and/or promotions. 
 
Job abandonment: Employees who fail to report to work without contacting their supervisor shall be 
considered to have abandoned the job without notice, and voluntarily resigned from the Company 
effective at the end of their normal shift. The supervisor shall notify the Human Resource 
department at the expiration of the workday and initiate the paperwork to terminate the employee. 
Similarly, an employee who does not return at the end of an authorized leave of absence, shall be 
deemed to have abandoned the job without notice, and voluntarily resigned from the Company. 
Employees who are separated due to job abandonment are ineligible to receive unemployment 
compensation, accrued benefits and are ineligible for rehire. 
 
After the start of the workday, an employee who must leave work early must first obtain a 
manager/supervisor's approval. An early departure without notification to the employee’s supervisor 
will be deemed an unexcused absence, and may lead to disciplinary action up to and including 
termination. 
 
The Company does not offer sick pay to any hourly non-exempt employees. Earned, available 
personal time or eligible short-term disability pay may be used, or an employee may be able to make 
up unpaid time off work within the same pay period, if previously approved by their supervisor. See 
the personal time section of this handbook for more information about this benefit. Contact Human 
Resources for information about short-term disability benefits, claim procedures, and limitations. 
 
Failure to adhere to the attendance policy may lead to disciplinary action up to and including 
termination. 
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Tardiness 
Employees are expected to arrive at their workstation, ready to work at the start of their scheduled 
shift, return from scheduled rest breaks and lunch breaks on time, and to remain working until the 
end of the scheduled shift.  Emergency conditions may warrant occasional tardiness.  An employee 
who anticipates being tardy due to an emergency condition should call in to report the tardiness as 
soon as possible.  
 
Two or more unexcused tardiness incidents occurring within one workweek will be considered 
excessive and can result in disciplinary action up to and including termination.  Habitual, repetitious, 
or patterns of tardiness may also result in disciplinary action up to and including termination.  
 

 
 Bulletin Boards 
 
Bulletin boards are maintained throughout the workplace to be used solely to post information 
approved by management regarding company policies and other matters of concern to all employees.  
Employees are encouraged to check the bulletin boards regularly. Employees are not allowed to post 
information on the Company bulletin boards. 
 
 
Cellular Phones and Telecommunications Policy 
 
Cell Phone Use 
Geneva National Resort expects all employees to use common sense and discretion when using their 
cell phones in the workplace. Employees must leave their personal cell phones in their vehicles or at 
their desks at all times during work hours.    Employees’ personal cell phones must be on silent 
mode (without vibrate) at all times during work.  Employees are not allowed to answer personal cell 
phone calls and/or send or reply to text messages while working.  Personal calls and text messages 
may be returned and/or replied to during authorized breaks and during lunch hours. Employees are 
also asked to use discretion when discussing business matters in a public area.  
 
In the event of an emergency, friends and family members should contact Human Resources (262-
245-7000, Ext. 514) or the Golf Shop (262-245-7000, Ext. 1) and the employee will be located. 
Employees should ensure that friends and family members are aware of the company's policy 
regarding cellular phone usage.  In emergency circumstances, on a case-by-case basis, limited 
exceptions to the Cell Phone Use Policy may be provided upon notice and approval from the 
Employee’s direct supervisor.  
 
Exceptions to this policy may be granted to employees who occupy designated positions at Geneva 
National Resort.  This exception will be granted solely by the employee’s direct supervisor and/or 
manager.  This exception would allow for an employee to possess and use a personal cell phone  
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during working hours, only for the purpose of communicating with the employee’s supervisor and/or 
manager, co-workers, customers, clients and vendors for business purposes only. 
 
Employees may bring personal camera cell phones to work, but they are strictly prohibited from 
taking pictures or recording conversations with their cell phones or with any other type of recording 
device. Employees may not take personal camera cell phones into restrooms, locker rooms, dressing 
rooms, or any other areas where co‐workers maintain a reasonable expectation of privacy. Camera 
phones are also prohibited in any areas of the workplace where other cameras are already prohibited. 
 
Flexibility to this policy will be provided in circumstances demanding immediate attention. 
Employees should speak with their immediate manager/supervisor to determine if circumstances 
deem necessary to deviate from the policy.  
 
Driving During Working Hours and Cell Phones 
Where job or business needs demand immediate access to an employee, the company may issue a 
business-owned cell phone to an employee for work-related communications. Such phones are to be 
used solely for business reasons.  
 
Geneva National Resort employees who use personal cell phones or are issued company cell phones 
for business purposes and whose job responsibilities include occasional or regular driving are 
prohibited from using their phones while driving.  Authorized cell phone use for business purposes 
may only take place when an employee has stopped and has his or her motor vehicle in park. Under 
no circumstances are Geneva National Resort employees to place themselves or others at risk to 
fulfill business needs.  
 
Geneva National Resort employees, who violate the Driving During Working Hours and Cell 
Phones policy, shall be solely responsible for all traffic violations and/or liability that results 
from such actions. Violations of this policy will result in disciplinary action, up to and 
including possible termination of employment. 
 
Telecommunications Policy 

The Company provides employees access to its telephone equipment for business use. The following 
guidelines should be adhered to regarding the use of that equipment, as well as the use of personal 
cell phones during working hours.  
 
The Company’s policies against sexual and other types of harassment apply fully to the telephone 
and voice mail system.  Therefore, employees are also prohibited from the transmission of sexually-
explicit messages, ethnic slurs, racial epithets or anything which could be construed as harassment or 
disparagement of others.  
 
The use of the Company’s telephone and voice mail systems to solicit fellow employees or distribute 
non job-related information to fellow employees is strictly prohibited. 
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Employees should exercise good judgment in receiving and placing personal calls during working 
hours. Long distance and local long distance service is provided on the Company system for 
business purposes only and should not be used to place personal calls. Directory assistance calls on 
the Company system should be used only if phone numbers are not readily available from other 
sources. Violation of this policy may result in disciplinary action up to and including termination. 
 
Voicemail Monitoring 

The Company maintains a voice mail system and supplies certain employees with a voice mailbox 
for business use. The Company may access all voice mail at any time for any reason without notice 
to individual users. No one should expect voice mail confidentiality or privacy from authorized 
company personnel. For business purposes, management reserves the right to enter, search and/or 
monitor the private company voice mail system and the voice mail of any employee without advance 
notice and consistent with applicable state and federal laws. 
 
An employee’s failure to abide by these policies will result in disciplinary action, up to and 
including possible termination of employment.  
 
Confidentiality 
 
It is every employee's responsibility to ensure that confidential and proprietary information gained 
by virtue of employment with Geneva National Resort is not disclosed to outsiders, and that any 
confidential or proprietary information of others is not solicited by employees on behalf of Geneva 
National Resort. 
 
Confidential and proprietary information is any information relating to Geneva National Resort’s 
current or future projects or services; business or marketing plans or projections; earnings and other 
financial data unrelated to employee compensation and benefits; and employee information that 
could be used to for purposes of identity theft, such as employee’s birthdates, social security 
numbers, driver’s license numbers and contact information. 
To avoid disclosure, never discuss confidential and proprietary information with any unauthorized 
person that Geneva National Resort has not made public.   
 
Geneva National Resort will not share your salary information except on a need-to-know basis.  If 
you wish to maintain the confidentiality of your salary, you may want to do the same. 
 
Employees in certain positions in the Company, i.e. executives and sales employees, may be asked 
upon hire to sign a Confidentiality and Non-Compete Agreement. 
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Conflict of Interest and Ethical Duties 
 
Geneva National Resort expects our employees to conduct business according to the highest ethical 
standards of conduct.  Employees are expected to devote their best efforts to the interests of the 
Company and the conduct of its affairs. 
 
Conflict of Interest 
Business dealings that represent, or appear to represent, a conflict between the interests of the 
Company and an employee are unacceptable.  We recognize the right of employees to engage in 
activities outside of their employment which are of a private nature and unrelated to our business.  
However, business dealings with outside firms should not result in unusual gains for those firms, 
their employees or employees of the Company. Unusual gain refers to bribes, product bonuses, 
special fringe benefits, unusual price breaks, and other windfalls designed to ultimately benefit the 
outside firm, their employees, or employees of the Company. 
 
An actual or potential conflict of interest occurs, for example, when an employee is in a position to 
influence a Company decision that may result in a personal gain for that employee, for a relative, or 
any business entity with whom the employee or relative has dealings. For the purposes of this policy, 
a relative is any person who is related by blood or marriage, or whose relationship with the employee 
is similar to that of persons who are related by blood or marriage. 
 
No “presumption of guilt” is created by the mere existence of a relationship with outside firms. 
However, if an employee has any influence on transactions involving purchases, contracts, or leases 
with outside entities that the employee or his/her relatives have a relationship with, it is imperative 
that the employee disclose the relationship and the existence of any actual or potential conflict of 
interest arising from that relationship to their manager/supervisor, General Manager or Human 
Resource as soon as possible so that safeguards can be established to protect all parties. 
 
Personal gain may result not only in cases where an employee or relative has a significant ownership 
in a firm with which the Company does business, but also when an employee or relative receives any 
kickback, bribe, substantial gift, or special consideration as a result of any transaction or business 
dealings involving the Company. 
 
Any employee who is found to have a conflict of interest and does not remedy the conflict within the 
time prescribed by the Company will be subject to disciplinary action up to and including termination.  
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Gifts and Gratuities 
Geneva National Resort employees and members of their immediate families may not accept gifts, 
loans, or other favors from any Geneva National Resort customer, supplier, vendor, or competitor 
including inexpensive advertising novelties of nominal value without the approval of the General 
Manager.  
 
Outside Employment 
An employee may engage in other employment outside Geneva National Resort provided said 
employment does not create a potential for job interference or conflict of interest. If the quality of 
job performance at Geneva National Resort begins to suffer, the employee will be asked to choose 
between jobs. An employee will not be permitted to work for another employer while on a leave of 
absence or while absent for illness from Geneva National Resort. 
 
Management and Supervisory employees may not engage in employment other than Geneva 
National Resort unless approved in advance and in writing by the General Manager. 
 
Ethical Duties 
The Company requires officers, managers and employees to observe high standards of business and 
personal ethics in the conduct of their duties and responsibilities. As employees and representatives 
of the Company, we must practice honesty and integrity in fulfilling our responsibilities and comply 
with all applicable laws and regulations.  
 
 
Dress and Appearance 
 
Dress and appearance contributes to the total image and an impressive image is a vital ingredient to 
our success.  Employees are required and expected to maintain certain standards of grooming and 
personal hygiene.  All dress decisions should reflect the appropriate professional image and should 
consider potential safety hazards.  Please remember these following guidelines during your daily 
grooming. 
 
This policy shall be adhered to at all times while on the job, with the exception of special projects or 
approval by management.  During these exceptions, only conservative and appropriate attire is 
allowed. The Company will evaluate requests for accommodation relating to this policy based on 
sincerely held religious beliefs consistent with the requirements of state and federal law.  
 
Name Badge   
You are required to wear your name badge each day you work.  With the exception of managers and 
supervisors, name badges will reflect your first name only,  Name badges must be kept clean and 
well maintained – do not add any ornamentation (i.e. stickers, pins, additional markings, etc.).  If  
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your name badge is lost, misplaced or stolen, please request a new one immediately.  You will be 
charged a nominal fee to replace it. 
 
Uniformed Employees 
Each department may establish and enforce its own guidelines for the appropriate way to wear a 
uniform.  All uniformed employees must be consistent in their general appearance.  Your uniform 
must remain clean and neat in appearance.  Employees are responsible for the uniforms issued to 
them and may be asked to purchase portions of their uniforms.  Employees may also be asked to 
return certain items upon separation/termination of employment. 
 
Business Professional Employees 
Appropriate business attire is expected for employees in non-uniformed positions.  Employees are 
required to be conservative in their business attire and should use their best judgment to determine 
the appropriateness of attire.   Professional dress codes may vary by department.  The following is 
considered acceptable when making your daily grooming decisions: 
 

Appropriate dress for Men: 
• Business Suits with dress shirt and tie 
• Dress trousers with blazer/sport coat/sweater and short or long-sleeved professional styled 

shirt 
• Shirts must be tucked in 
• No sleeveless shirts 
• No jeans, tee-shirts 
• No sport shorts 
• A tie, sport coat or suit may be required at certain times, depending upon your work location 

and the nature of your role 
 

Appropriate dress for Women: 
• Business pant/Dress suits 
• Professional slacks with professional blouse/shirt/sweater (jacket optional) 
• Professional dresses (not too short) 
• Professional skirts (not too short) with professional blouse/shirt/sweater 
• No jeans, t-shirts, leggings or miniskirts (No more than 2 inches above the knee) 
• No sport shorts 
• No low cut blouse, shirts, sweaters or dresses 
• No tank or halter tops 
• No tight clothing 
• No midriff showing 
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All Employees 
 
Makeup:  If makeup is worn, it should be applied in a blended manner and in colors complementary 
to the skin tone.  If eyeliner and eye shadow are worn, they must be neutral colors that are close in 
value to your skin tone.  Dye shadow and eye liner should create a natural, blended look and must 
not extend  
 
beyond the natural area or corners of the eye.  If lip liner is worn, it must not contrast with the shade 
of lipstick. 
 
Hair:  Hair must be neat, attractive and styled in a conservative manner.   

 
For Men: 
 
• All male employees who interact with members, resort guests, customers, business associates 

and vendors on a regular basis are to be clean shaven. 
•  Hair must be neatly cut and tapered on the back and sides so that it does not extend beyond 

or cover any part of the ears or shirt collar.  
• Conservative braided hairstyles without beads or ornamentation are permitted, provided they 

are styled above the ears and cut above the collar and are neatly braided close to the scalp in 
straight rows. 

• All male employees who work in kitchen, maintenance and/or grounds are allowed to sport 
facial hair (no sole patches), unless otherwise restricted by regulatory codes and standards.   

• All facial hair must create an overall neat, polished and professional look and must be fully 
grown in, neatly groomed and well-maintained at no longer than a quarter of an inch in 
length.  

• Hair must be neatly cut and tapered on the back and sides so that it does not extend beyond 
or cover any part of the ears or shirt collar.  Conservative braided  

• Hairstyles without beads or ornamentation are permitted, provided they are styled above the 
ears and cut above the collar and are neatly braided close to the scalp in straight rows. 

•  Pony tails are not permitted. 
 

For Women: 
  
• Braided, cornrows or pony tails are acceptable if the style is conservative and worn without 

beads or ornamentation. 
• If the hair color is changed it must be natural looking, well-maintained and appropriate to 

your skin tone. 
• Excess in hair color or hair of trendy fashion which detracts from the uniform or attire is 

prohibited. 
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Nails:  Must be clean and manicured at all times.  Colored nail enamel that is conservative and does 
not detract from uniform or attire is permitted, unless otherwise restricted by regulatory codes and 
standards.  Non-conservative colors (i.e. black, blue, dark purple, neon, glitter, abstract colors) are 
prohibited.  Nail ornamentation (i.e. designs, rhinestones, etc.) is unacceptable.  Nails must be 
conservative in length (no more than ¼ inch from tip of the finger). 
 
Fragrances:  Employees are required to restrict fragrance use to reasonable levels that will not offend 
members, guests or co-workers.  For employees working in Food & Beverage departments, 
fragrances are discouraged.  
 
Jewelry:  All employees may wear simple jewelry, such as engagement/wedding rings (no more than 
two on each hand; no thumb rings), watches and single necklaces, unless such jewelry items create a  
safety problem or interfere with the design or style of your uniform or attire.  You may not wear 
excessive amounts of jewelry. 
 

For Men:   
 
• Rings, a small tie tack and a classic, business-style wristwatch are permitted.  A medical-alert 

necklace, bracelet of ankle bracelet is acceptable. 
• Jewelry may not be worn in any visible body piercing.  See section on Body Alteration and 

Modification. 
 

For Women: 
 
• Earrings must be simple, matched sets.  Earrings may be clip-on, pierced, hoop or dangle and 

must be worn on the bottom of earlobe.  Earrings must not exceed the size of a quarter. 
• Nose piercings are permitted however only with a clear stud, not a clear ring.  
• Aside from earrings and nose piercings, as specified herein, jewelry may not be worn in any 

other visible body piercing.  A medical-alert necklace, bracelet of ankle bracelet is 
acceptable.  See section on Body Alteration and Modification. 

 
Body Alteration or Modification:  Intentional body alteration or modification for the purpose of 
achieving a visible, physical effect that disfigures, deforms or similarly detracts from a professional 
image is prohibited.  Examples include, but are not limited to, brands, body piercing other than 
traditional ear and/or nose piercing (with a clear stud, not a clear ring), tongue piercing or splitting, 
tooth filling, earlobe expansion and acquiring visible, disfiguring skin implants.  Facial piercing may 
not be covered by band aids.  Eyebrow rings and tongue rings must be removed, not replaced with 
clear rings.  Tattoos are not allowed on face or neck; tattoos on arms must be kept covered. 
 
Shoes:  Appropriate footwear is required by all Employees.  Shoes must be clean and in good repair 
at all times.  Tennis shoes, slippers, flip flops, athletic shoes and sandals are not permitted.  Closed 
toed shoes are preferred with either a closed heal or strap around the heel.  Non-skid soles are  
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required and heal length should be consistent with the business environment and safety concerns.  
Protective footwear shall be worn by those employees who are exposed to foot injuries from hot, 
corrosive, poisonous substances, falling objects, crushing or penetrating actions, which may cause 
injuries or who are required to work in abnormally slippery and/or wet locations.    
 
It is important that we set a good example of professional dress.  Please use your best judgment, and 
do not hesitate to ask questions if you are unsure what appropriate dress is.  If management feels you 
are wearing something inappropriate, they may bring it to your attention.  This is not an effort to 
embarrass you, but to help you understand what our expectations are.   
 
Each department may establish and enforce its own guidelines for appropriate dress that is in line 
with the business needs of the department.   If an employee appears for work in an inappropriate 
manner, he/she may be asked to return home to change clothing, and the time required to do so will 
be unpaid.  Repeat incidents will lead to further disciplinary action up to and including termination 
of employment. 
 
Drug and Alcohol  
 
The objective of this policy is to develop a drug and alcohol-free workplace which will help ensure a 
safe and productive environment to our employees.  In order to further this objective, the following 
rules regarding alcohol and illegal drugs in the workplace have been established.  
 
Drug and Alcohol Policy 
Employees are prohibited from using illegal drugs at any time, whether on or off-duty, and whether 
on or off premises. A positive test for illegal drugs, or a positive test for prescription drugs which the 
employee is not using legally, may result in disciplinary action, up to and including termination even 
if there is no evidence that the employee was impaired while on duty. Additionally, the use, sale, 
purchase, transfer or possession of, or being under the influence of illegal drugs and/or alcohol by an 
employee while on Geneva National Resort premises, including any parking lot, or while performing 
Geneva National Resort business is prohibited. The term “illegal drugs” includes any and all 
controlled substances under state and federal law. 
 
An employee’s use of a legal drug can pose a significant risk to the safety of the employee and 
others. An employee may continue to work, even though under the influence of a legal prescription, 
so long as the prescription dose does not pose a threat to his or her own safety or the safety of co-
workers and the employee’s job performance is not significantly affected. Otherwise, the employee 
may be required to take a leave of absence or comply with other appropriate action determined by 
Geneva National Resort.    
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Employees are responsible for securing any information from their physician requested by Geneva 
National Resort regarding their usage of prescription or over-the-counter drugs, which may affect the 
employee’s work performance.  
 
Employment or continued employment with the Company is conditioned upon employees’ full 
compliance with the foregoing Drug and Alcohol Policy. Any violation of this policy may result in 
disciplinary action up to and including termination.   
   
Any employee who is subject to termination as a result of violation of this Drug and Alcohol Policy 
may be permitted, in lieu of termination and at the Company's sole discretion, to participate in and 
successfully complete an appropriate treatment, counseling or rehabilitation program as 
recommended by a Drug and Alcohol professional as a condition of continued employment and in 
accordance with applicable federal, state and local laws. 
 
Consistent with its Equal Opportunity Employment Policy, the Company maintains a policy of non-
discrimination and reasonable accommodation with respect to recovering addicts and alcoholics, and 
those having a medical history reflecting treatment for Drug and Alcohol conditions. The Company 
has established an Employee Assistance Program (EAP) designed to provide employees and their 
families with assistance in resolving personal problems, including chemical dependency or Drug and 
Alcohol.  
Employees are encouraged to voluntarily seek counseling through the Company’s EAP before any 
job-related problems arise. The Company will attempt to assist its employees through referrals to 
rehabilitation, appropriate leaves of absence and other measures consistent with the Company's 
policies and applicable federal, state or local laws. Please refer to EAP information on Employee 
Communication Boards or contact Human Resources.  
 
The Company further reserves the right to take any and all appropriate and lawful actions necessary 
to enforce this Drug and Alcohol Policy including, but not limited to, the inspection of company 
issued desks or other suspected areas of concealment, as well as an employee's personal property 
when the Company has reasonable suspicion to believe that the employee has violated this Drug and 
Alcohol Policy.  
 
Drug Testing Policy 
Because the Company is concerned about its employees who use and/or abuse illegal drugs and/or 
alcohol, it has established a Drug and Alcohol Testing Policy. Employees will be required to submit 
to a drug or alcohol test if reasonable suspicion exists that an employee is under the influence of 
drugs or alcohol while the employee is working or while the employee is on or near Geneva National 
Resort’s premises or operating the company’s vehicle, machinery, or equipment. Whenever it is 
possible and practical to do so, more than one manager/supervisor of Geneva National Resort shall 
be involved in reasonable suspicion determinations under this policy.  
 
In addition, drug and/or alcohol testing may occur in the following situations: post-accident, post-
incident. 
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Any employee who tests positive as the result of a drug and/or alcohol test will be subject to 
disciplinary action up to and including termination. As noted above, employees are prohibited from 
using illegal drugs at any time, whether on or off-duty, and whether on or off premises. A positive 
test for illegal drugs, or a positive test for prescription drugs which the employee is not using legally, 
may result in disciplinary action, up to and including termination even if there is no evidence that the 
employee was impaired while on duty.  
 
Unless otherwise specified, all employees are subject to testing under this policy.  Although no 
person will be tested for drugs or alcohol under this policy without the person’s consent, failure to 
consent to a drug or alcohol test may result in immediate termination.   
 
Outcomes of Drug or Alcohol Test 
 
All drug testing will be done by a qualified laboratory and all reasonable precautions will be taken to 
maintain confidentiality of test results. If the employee receives notice that their test results were 
confirmed positive, the employee will be given the opportunity to explain the positive result.  In 
addition, the employee may have the same sample retested at a laboratory of the employee’s choice.  
 
 
E-Mail, Computer Network and Internet Policy  
 
The Company maintains a computer network, e-mail and Internet system that are to be used for 
work-related business. Employees are expected to employ best practices to protect the physical 
devices and network security of Company issued equipment and systems at all times. Employees 
who believe their equipment or the Company’s systems may be compromised due to physical loss, 
viruses or other breach are to immediately report such concerns to the I/T Department. 
 
Occasional and incidental personal email and internet use shall be permitted if it does not interfere 
with the employees’ ability to perform their duties. However, hourly employees are not permitted to 
access the Company’s e-mail system, network or Internet/Intranet during non-working hours without 
prior approval from their supervisor or manager. 
  
Although occasional and incidental personal e-mail use is allowed, all employees should be aware 
that, while they remain in the system, personal messages shall be considered to be in the possession 
and control of the Company. Employees should have no expectation of privacy regarding this 
information. The Company reserves the right to access, read, review, monitor, and copy all messages 
and files on its computer system at any time and without notice.  
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Deleting an e-mail message does not guarantee that it has been erased from the system; backup 
copies are retained. No employee is authorized to retrieve or read any e-mail not sent to them 
without prior approval. Employees improperly accessing, using or monitoring e-mail can be subject 
to discipline up to and including termination. 
 
No employee is permitted or authorized to use the Company’s e-mail and Internet systems to display 
or access sexually explicit images or messages. When deemed necessary, the organization may 
disclose text or images to law enforcement agencies or other third parties without the employee’s 
consent. 
 
It is the Company’s policy to comply with copyright law. No employee and/or user of the 
Company’s computer systems shall store or otherwise make unauthorized copies of copyrighted 
material on or using company computer systems, networks, cell phones or storage media. No 
company computer system user and/or employee shall download, upload, transmit, make available 
or otherwise distribute copyrighted material using the Company’s computer systems, networks, and 
internet access or storage media without prior written authorization from an officer of the Company.  
 
Company computer system users and employees shall not use or operate any unlicensed peer-to-peer 
file transfer service using company computer systems or networks or take other actions likely to 
promote or lead to copyright infringement. The Company reserves the right to monitor its computer 
systems, networks and storage media for compliance with this policy, at any time, without notice, 
and with or without cause, and to delete from its computer systems and storage media, or restrict 
access to, any seemingly unauthorized copies of copyrighted materials it may find, at any time and 
without notice. 
 
Software piracy is both a crime and a violation of company policy. Employees are to use software 
strictly in accordance with its license agreement. Generally, and outside of Owners, Chief Operating 
Officer and Chief Financial Officer, company-owned software cannot be taken home and loaded on 
an employee’s home computer if it also resides on a company computer. Unless otherwise provided 
in the license, the duplication of copyrighted software (except for backup and archival purposes by 
the software manager or designated department head) is a violation of copyright law. In addition to 
violating copyright law, unauthorized duplication of software is contrary to the Company’s standards 
of employee conduct.  
 
Employees are also prohibited from using the Company’s e-mail system, network, devices, other 
electronic devices or Internet/Intranet access for the following activities:  

• Sending, receiving, printing, or otherwise disseminating the Company’s proprietary data, 
trade secrets or other confidential information without the prior written approval of the 
Company’s officers. 

• Breaching the security and/or attempting to gain elevated access privileges to the Company’s 
network or attached devices. 
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• Attempting to misuse or disrupt the Company’s network in any manner. 

• Operating a business, exploring business opportunities, soliciting money for personal gain, or 
searching for jobs outside the Company. 

• Making offensive, threatening, harassing and/or disparaging statements to or about others 
based on race, creed, color, religion, age, sex, disability, national origin, ancestry, sexual 
orientation, marital status, arrest or conviction record, citizenship status or any other 
discriminatory basis.  

• Sending or soliciting sexually oriented messages or images, or visiting sites featuring 
pornography, terrorism, espionage, theft, or drugs. 

• Creating or forwarding "chain letters" or other "pyramid" schemes of any type. 

• Gambling or engaging in any other criminal activity in violation of local, state, or federal 
law. 

• Extending the Company’s network by attaching/installing unauthorized software or devices, 
including but not limited to network devices, wireless access points, personal electronic 
devices, etc. 
 

Company owns computer network, e-mail and Intranet system therefore holds the right to review, at 
any time, any employee’s computer.  Employees who violate this policy are subject to discipline up 
to and including termination, as appropriate under the circumstances. 
 
 
Employee Classifications 
 
Geneva National Resort complies with the provisions governing minimum wage, hours, overtime 
pay requirements, and working conditions for employees as determined by the Wage and Hour 
Division of the U.S. Department of Labor under the Fair Labor Standards Act (FLSA).  There are 
various classifications of employees at Geneva National Resort.  Employee benefit eligibility is 
determined according to the individual's employee classification.   
 
Year Round Full-time Employees: 
An employee who is scheduled to work at least thirty (30) hours per week on a consistent year-round 
basis. 
    
Year Round Part-time Employees: 
An employee who is scheduled to work greater than fifteen (15) but less than thirty (30) hours per 
week on a consistent year-round basis. 
 
Seasonal Employees: 
An employee who works on a random basis for a certain period of time.   
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Non-Exempt Employees: 
An employee who is required to be paid overtime at the rate of time and one half their regular rate of 
pay for all hours worked beyond 40 hours in a work week. 
 
Exempt Employees: 
An employee who is not required to be paid overtime for work performed beyond 40 hours in a work 
week.  Executives, professional employees, outside sales representative and certain employees in 
administrative positions are typically exempt. 
 
You will be informed of your initial employment classification and of your status as an exempt or 
non-exempt employee at the commencement of your employment.  Please direct any questions 
regarding your employment classification and/or exemption status to Human Resources. 
 
Employee Dating 
 
While Geneva National Resort encourages friendly and cordial relationships between all of its 
employees, we do prohibit close personal dating relationships between those in management and 
supervisory positions and employees under their line(s) of authority. Managers and supervisors are 
expected to strictly comply with this policy.  Violation of this policy will result in disciplinary action 
up to and including termination of employment. 
 
 
Employee Fraud Policy 
 
The Company recognizes the responsibility to identify and promptly investigate any possibility of 
fraudulent or related dishonest activities against the Company its employees, and when appropriate, 
to pursue legal remedies available under the law. The Company will take appropriate disciplinary 
and legal action against employees who commit fraud. Appropriate action includes disciplinary 
action up to and including termination employment, pursuing restitution, and forwarding information 
to the appropriate authorities for criminal prosecution. This policy is designed to inform our 
employees of their responsibility for detecting and reporting suspected fraud. It also is intended to 
clarify acts that are considered to be fraudulent and describe the steps to be taken when fraud or 
other related dishonest activities are suspected. 
 
The objectives of this policy are to increase the awareness of all Company employees of the 
possibility of fraud; establish responsibility for detection, reporting and examination of suspected 
fraud; establish guidelines for processing allegations of fraud consistently throughout the Company 
in a non-confrontational environment; ensure that the Company’s President receives proper 
notification, documentation and reporting of any authenticated cases of fraud at the Company, and; 
establishing the Company as a leader in the creation and implementation of a policy that provides for 
strict adherence to the highest standards of morals and ethics. 
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This policy is designed to augment other policies and not replace or preclude them. Other policies 
containing related information include the Company’s Conflict of Interest, Ethics Discipline and 
Termination Policies. 
 
Fraudulent or Dishonest Activities-Defined 
Fraudulent or related dishonest activities include, but are not limited to: 

• Theft of funds, securities, supplies or any other asset (including furniture, fixtures, or 
equipment) 

• Fraud 
• Embezzlement 
• Bribery/rebate/kick-back 
• Falsification of Expense Reports 
• Misapplication, destruction, removal or concealment of property, or conflicts of 

interest 
• Illegal or fraudulent handling or reporting of money transactions 
• Forgery or alteration of documents (checks, promissory notes, time sheets, 

independent contractor agreements, purchase orders, budgets, etc.) 
• Acceptance or solicitation of any gift, favor or service that might reasonably tend to 

influence the employee in the discharge of his or her official duties 
• Destruction or disappearance of records, furniture, fixtures, or equipment where theft 

is suspected 
• Authorizing or receiving payments for hours not worked; 
• Authorizing or receiving payments for goods not received or services not performed 
• Disclosing trades secret or proprietary information the employee is routinely privy to 

at the Company 
• Any apparent violation of Federal, State, or local laws related to dishonest activities or 

fraud, and 
• Any similar or related activity 

 
 
Employee Records 
 
Geneva National Resort maintains personnel information as is required for business and legal 
reasons.  The use of this data will be restricted internally to those with a legitimate business need.  
Release of employee information outside the Company will be with the employee's approval only, 
except to satisfy legal and/or statutory requirements.  
 
When an employment verification inquiry is made via telephone, Human Resources will provide 
only the dates of employment and job title unless a reference release form is signed.  Salary data is  
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released only when required by law or upon receipt of a written request that includes the employee's 
written consent.  
 
An employee who wishes to view their personnel file may make such a request to Human Resources 
in writing.  Human Resources will have seven (7) business days to comply with a request and will 
arrange a time to view the records in their presence. 
 
It is the employee's responsibility to notify Human Resources promptly of any changes to home 
address, telephone number, marital status, or dependents, to ensure employee records are current. 
 
  
Employment at Will 
 
Geneva National Resort cannot guarantee any employee continued employment for any definite 
period of time.  All employees have the right to terminate their employment relationship for any 
reason, with or without cause.  Similarly, Geneva National Resort has the right to terminate an 
employee's employment at any time, with or without cause.  In other words, the employment 
relationship is "at-will" and may be  
terminated by either the employee or the Company at any time.  Managers/Supervisors are not 
authorized to enter into any agreement, actual, implied, verbal, or otherwise with an employee. Only 
the President or COO of Geneva National Resort have authority to authorize employment 
relationships other than employment at will with any employee, and any such authorization must be 
in writing and signed by the President or COO of the Company. 
 
 
Employment of Minors 
 
The Fair Labor Standards Act (FLSA) is the primary federal law governing child labor. The FLSA 
and the regulations issued by the Department of Labor govern the minimum age and maximum 
hours of employment for minors in certain occupations.  
 
As a general rule, Geneva National Resort restricts hiring to individuals age sixteen (16) and older.  
In addition, all employees under the age of eighteen (18) must have a Work Permit on file before 
being scheduled for work.  See Human Resources for a Request for Work Permit letter.  
 
 
Employment of Relatives 
 
For the purpose of this policy, a relative is defined as a parent, grandparent, child, spouse, sister, 
brother, uncle, aunt, first cousin, mother-in-law, father-in-law, sister-in-law, brother-in-law, step-
parents, step-children and step-siblings.  
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The employment of relatives may result in various challenges, including charges of favoritism, 
conflicts of interest, and scheduling conflicts that may work to the disadvantage of both the company 
and its employees. Therefore, it is the policy of Geneva National Resort not to hire a relative of any 
active full-time year round manager or supervisor in any capacity. When an employment situation 
results in a violation of this policy, Geneva National Resort will terminate the employment of later 
hired employee. 
 
Relatives of seasonal employee's will be considered for employment based on their qualifications.  
Relatives may not be hired in instances in which it would create a manager/supervisor/subordinate 
relationship with another relative, have the potential for creating an adverse impact on work 
performance, create a conflict of interest, or create the appearance of a conflict of interest. 
 
This policy also applies in connection with the assignment, transfer, or promotion of an employee. 
 
Employees who are related cannot provide approval signatures on the same check, cash voucher or 
other business transactions. 
 
Spouse and children of Geneva National Resort members are not eligible for employment at Geneva 
National Resort, however are eligible for employment at other Paloma Resort Properties. 
 
Equal Employment Opportunity – No Discrimination and Harassment in the Workplace 
 
Equal Employment Opportunity 
Geneva National Resort is an equal opportunity employer and is committed to equal opportunity 
without regard to race, religion, color, creed, sex, age, national origin, ancestry, citizenship, sexual 
orientation, disability, marital status, veteran status or service in the armed forces, or any other 
legally protected characteristic under applicable local, state or federal laws.  The Company does not 
allow, permit or condone discrimination or harassment in the workplace. We believe that each 
employee and applicant should be treated with appropriate courtesy, respect and consideration by all 
persons associated with the Company.  Please make sure your behavior at all times is in compliance 
with this policy. 
 
Geneva National Resort also complies with all applicable laws governing non-discrimination.  This 
policy applies to all terms and conditions of employment, including but not limited to the following: 
 

• Recruitment, hiring, placement, transfer, promotion, and demotion; 
• Training, development, and educational assistance; 
• Compensation and benefits; 
• Educational, social and recreational programs; 
• Discipline; 
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• Termination of employment; or 
• Any other term or condition of employment. 
 

Employment decisions, subject to the legitimate business requirements of the Company, are based 
solely on the individual's qualifications, merit, behavior and performance. 
 
Harassment and Retaliation Prohibited 
Harassment in general terms is conduct focused on a person or group of persons including, but not 
limited to, physical or verbal abuse, unwelcome activity of a sexual nature, retaliation, and behavior 
or action which interferes with an individual's ability to perform assignments or which creates a 
hostile or intimidating work environment.  The Company is committed to providing a work 
environment in which employees are treated with courtesy, respect and dignity.  As part of this 
commitment, the Company will not tolerate any form of verbal or physical harassment by 
employees, supervisors or third parties with regard to an individual’s race, sex, national origin, or 
any other protected characteristics. There should be no mistake about this policy -- Harassment will 
not be tolerated at Geneva National Resort. 
 
The following, though not all-inclusive, is a list of various examples of harassment 

1. Verbal Abuse - any language that degrades or berates others, including but not limited to, 
racial, religious, or sexual comments, jokes, sexual innuendoes, or threats of any kind. 

2. Physical Abuse - includes touching, hitting, throwing, kicking, or threatening another 
person, including restraining by force or blocking the path of another. 

3. Interference or Hostile Environment - any behavior or action that interferes with an 
employee's ability to perform work assignments or which results in or creates a hostile or 
intimidating work environment. 

4. Retaliation - any adverse action or threat of adverse action taken or made because an 
individual has exercised or attempted to exercise any rights under applicable 
employment laws or under the policies of the Company.  Retaliation includes, but is not 
limited to: 
a) Verbal abuse or intimidation; 
b) Threats of withholding or withdrawal of pay, promotions, training or other 

employment opportunities. 
5. Sexual Harassment - Sexual harassment is against Company policy and is unlawful under 

state and federal law. According to the federal Equal Employment Opportunity Commission 
(EEOC), Sexual Harassment consists of unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature when: 

 
a) Submission to sexual conduct is made, either explicitly or implicitly, a condition of 

employment; 
b) Submission to, or rejection of, such conduct is the basis for employment decisions; 
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c) Such conduct has the purpose or effect of unreasonably interfering with an individual’s 

work performance, or the conduct creates an intimidating, hostile, or offensive work 
environment. 

 
Specifically, no person shall threaten or insinuate, either explicitly or implicitly, that an employee’s 
refusal to submit to sexual advances will adversely affect the employee’s evaluation, employment, 
wages, advancement, assigned duties, shifts, or any other condition of employment or career 
development. A suggestion that submission to sexual advances will positively affect the employee’s 
conditions of employment is equally prohibited because it carries the implicit threat that rejection of 
those advances will adversely affect the employee. 
 
Employees at all times should treat other employees respectfully and with dignity in a manner so as 
not to offend the sensibilities of a co-worker. Accordingly, management is committed to vigorously 
enforcing its Sexual Harassment Policy at all levels of the Company, including management and 
supervisory positions.   
 
The Company forbids retaliation against anyone for reporting sexual harassment or otherwise 
assisting in the investigation of a sexual harassment complaint.  It is the policy of the Company to 
investigate all complaints of sexual harassment thoroughly and promptly. 
 
The Company will maintain the confidentiality of those involved in the investigation to the greatest 
extent possible.  If the investigation confirms that sexual harassment has occurred, the Company will 
take appropriate disciplinary action up to and including termination.  However, false accusations may 
also result in disciplinary action up to and including termination. 
 
The Company considers the following conduct to represent some of the types of acts which violate 
the Sexual Harassment Policy: 

1. Unwelcome Physical Actions of a Sexual Nature, such as:  
• Intentional physical conduct that is sexual in nature; Vulgar comments, conduct, or 

innuendoes that may be perceived as offensive or harassing; 
• Making obscene gestures, staring, teasing or making sexually orientated jokes;  
• Sexual propositions, sexual innuendoes or sexually offensive comments, whether directed at 

other employees directly or via emails, texts, social media or other means; 
• Coercing sexual intercourse;  
• Giving a personal gift to an employee that is sexually suggestive. 
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2. Sexual or Discriminatory Displays or Publications Anywhere in the Workplace, such as:  
  

• Displaying pictures, posters, calendars, objects, or promotional materials that are sexually 
suggestive, sexually demeaning, or pornographic; 

• Possessing any such material to read, view, or display in the workplace; 
• Posting signs or otherwise indicating segregation of employees by sex from an area of the 

workplace other than restrooms, private lockers or changing rooms.  
  
3.Retaliation for Sexual Harassment Complaints, such as:   

• Harassing, demoting, or disciplining an employee, changing the employee’s work 
assignments, or placing adverse information in an employee’s file because that employee has 
complained about or resisted harassment, discrimination, or retaliation; 

• Refusing to cooperate or discuss work-related matters with any employee because that 
employee has complained about harassment. 

 
The above listed actions should not be construed to be a full and complete list of all acts prohibited 
under this Policy.  
  
In addition, the Company will not tolerate the harassment of Company personnel by non-Company 
personnel on Company premises.  Non-Company personnel include, but are not limited to, 
customers, vendors, guests and regulators. 
 
Complaint Procedure 
Any person who feels he/she has been or is being harassed or discriminated against should follow 
this procedure, if possible. 

1. If you feel comfortable, and if possible, you should attempt to discourage harassment or 
discrimination by confronting the person directly, pointing out the behavior you consider 
unacceptable and that such behavior is a violation of Company policy.  

 
2. If the harassment or discrimination continues, or if you do not feel comfortable with confronting 

the person directly, please document the facts, dates and a description of the complaint and 
report the complaint to the Human Resource Director or to your manager/supervisor.  If you do 
not feel comfortable contacting any of these designated persons, you may contact any member of 
management. 
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3. The person who receives the complaint must contact the Human Resource Director or the 

General Manager.  An investigation of the complaint will be conducted, and to the extent 
possible consistent with a thorough investigation, the complaint will be kept on a confidential 
need-to-know basis.  However, complete confidentiality cannot be guaranteed. 

4. The person who makes the complaint will be informed that an investigation is underway.  This 
investigation will be expedited as much as possible, and if circumstances otherwise permit, will 
be concluded within a reasonable time from the receipt of such a complaint. 

 
5. If the investigation reveals that harassment did occur, the Company will act promptly to 

eliminate the offending conduct, and where it is appropriate, impose disciplinary action.  If it 
cannot be determined whether harassment and/or discrimination in fact occurred, the Company 
may still take action by confirming with the alleged harasser that the Company does not tolerate 
harassment and discrimination in the workplace, and following up with the employee who made 
the report to ensure the alleged conduct has stopped.   

 
6. If the conduct involved does not rise to the level of unlawful harassment, but still is offensive or 

inappropriate in the workplace, the Company may impose disciplinary action up to and including 
termination of employment, as the Company deems appropriate under the circumstances. 

7. There shall be no retaliation against any person for using this procedure to resolve 
their harassment or discrimination concerns.  Any person who engages in any type of 
retaliatory action against an employee who brings a complaint of harassment will be 
subject to disciplinary action, up to and including termination. 

The Company is committed to providing a working atmosphere free of harassment and 
discrimination.  Harassment and discrimination will not be tolerated.  Any person who is found to 
have engaged in any type of harassment or discrimination in violation of this policy will be subject 
to appropriate disciplinary action, up to and including termination. 
 
False and Frivolous Complaints 
False and frivolous charges refer to cases where the accuser is using a sexual harassment complaint 
to accomplish some end other than stopping sexual harassment.  It does not refer to charges made in 
good faith which cannot be proven.  Given the seriousness of the consequences for the accused, a 
false and frivolous charge is a severe offense that can itself result in disciplinary action up to and 
including termination. 
 
 



 

Page | 29  
Employee Guidebook | Revised April 2016 

General Policies  
_____________________________________________________________________________________________________________________ 
 
Immigration Reform and Control Act 
 
In compliance with the federal Immigration Reform and Control Act of 1986 (IRCA), as amended, 
the Company is committed to employing only individuals who are authorized to work in the United 
States. 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. 
 
If an employee is authorized to work in this country for a limited time period, the individual will be 
required to submit proof of renewed employment eligibility prior to expiration of that period to 
remain employed by the Company. 
 
 

Open Door Policy/Employee Complaint Procedures 
 
Questions regarding the information contained in this guidebook or about any other aspects of an 
employee's job should be directed to a manager/supervisor or Human Resources. Employees should 
feel free to talk with any member of management about issues or concerns at work. Geneva National 
Resort will attempt to provide employees with honest, straightforward answers. Employees are 
encouraged to communicate their concerns, problems, complaints or grievances about work-related 
situations. Remember that many times management may be unaware of certain problems and, unless 
attention is brought to them, they may go unnoticed and uncorrected. 
 
Should an employee need to formalize a concern, complaint or grievance, the employee will need to 
follow the employee complaint procedure. Under no circumstances will an employee be penalized 
for following the employee complaint procedure, however, it is important to follow the proper 
procedures in resolving these situations. 
 
First Step: Whenever an employee believes that he/she has a work-related problem, the employee 
should bring the matter to the attention of his/her manager/supervisor or, if the manager/supervisor is 
the subject of the concern, to the department head, as soon as possible. The employee should give 
the manager/supervisor or department head an opportunity to investigate the complaint and respond 
to the employee. 
 
Second Step: If the employee is not satisfied with the decision of the manager/supervisor or 
department head, the employee may present the problem to the Human Resource Director. The 
employee should give the Human Resource Director an opportunity to investigate and respond to the 
employee. 
 
Third Step: If the situation cannot be resolved in a fair and satisfactory manner, the problem may 
then be referred to the General Manager, who may arrange a meeting with the employee. After 
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investigating the concerns of the employee, the General Manager will make a decision within a 
reasonable amount of time. The decision of the General Manager will be final. 
 
 
Orientation Period 
 
The first ninety (90) days of an individual’s employment with Geneva National Resort and/or the 
first ninety (90) days in a new position will serve as a ninety (90)-day orientation period during 
which their performance will be evaluated, and both parties can evaluate whether the employee is a 
good fit for the position.  Either the employer or the employee may terminate the employment 
relationship without notice at any time during the orientation period. Completion of the orientation 
period does not guarantee employment for any definite period of time, and it does not alter the "at-
will" relationship between the employer and the employee. 
 
 
Outside Employment 
 
Outside employment is permitted unless it is found to interfere with the employee's job performance 
at the Company. If the quality of job performance at the Company begins to suffer, the employee 
will be asked to choose between jobs.  Employees may not conduct outside work or use company 
property, equipment or facilities in connection with outside work while on company time.  
 
An employee will not be permitted to work for another employer who is in business competition 
with the Company, or perform services, as an independent contractor or otherwise, that are 
prohibited by company policy, or that the Company has decided not to perform for a particular 
customer. In addition, an employee will not be permitted to work for another employer, unless 
previously approved by management, while on a leave of absence or while absent from the Company 
due to illness. Employees are also encouraged to review the Conflict of Interest section of this 
Employee Handbook for further information. 
 
 
Overtime 
For non-exempt personnel, overtime worked will be paid for at the rate of time and one-half for all 
time actually worked in excess of forty (40) hours per week. Vacation, personal, bereavement and 
holiday hours are not used in calculating overtime. The workweek begins on Sunday (12:01am) and 
ends at midnight on Saturday (12:00am). The supervisor will notify an employee as early as possible 
regarding the Company’s scheduling needs. There may be times when an employee would like to 
work overtime.  Prior authorization must be obtained from the supervisor before working overtime, 
including any work performed away from the Company’s premises. Failure to do so may result in 
disciplinary action up to and including termination. Employees cannot waive their right to be paid 
for working overtime nor receive compensation for time off in lieu of Overtime Pay. 
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Paycheck Deductions 
The Company is required by law to make certain deductions from employees’ paychecks each pay 
period.  Such deductions typically include federal and state taxes and Social Security (FICA) taxes.  
All deductions and the amount of the deductions are listed on the pay stub. These deductions are 
totaled each year on employees’ Form W-2, Wage and Tax Statement. 
 
It is the policy of the Company that exempt (salaried) employees’ pay will not be “docked,” or subject 
to deductions, in violation of salary pay rules issued by the US Depart. of Labor and any 
corresponding rules issued by the state government, as applicable; however, the Company may make 
deductions from employees’ salaries in a way that is permitted under federal and state wage and hour 
rules. Employees will be reimbursed in full for any isolated, inadvertent, or improper deductions, as 
defined by law. 
Thus, exempt employees may be subject to the following salary deductions, except as prohibited by 
state law: 

• Absences of one or more full days for personal reasons, other than sickness or disability; 

• Absences of one or more full days due to sickness or disability, if there is a plan, policy, or 
practice providing replacement compensation for such absences; 

• Absences of one or more full days before eligibility under such a plan, policy, or practice or 
after replacement compensation for such absences has been exhausted; 

• Suspensions for violations of safety rules of major significance; 

• Suspensions of one or more full days for violations of workplace conduct rules, such as rules 
against sexual harassment and workplace violence; 

• Payment of actual time worked in the first and last weeks of employment, resulting in a 
proportional rate of an employee’s full salary; 

• Any unpaid leave taken under the Family and Medical Leave Act; or 

• Negative paid-time-off balances, in whole-day increments only. 
 
If questions or concerns about any pay deductions arise, employees may discuss and resolve them 
with Human Resources and/or Payroll. 
 
Garnishment and Child Support 
When an employee’s wages are garnished by a court order, the Company is legally bound to 
withhold the amount indicated in the garnishment order from the employee’s paycheck.  It is not the 
Company’s practice to notify employees when garnishments begin or end.  The Company will, 
however, honor federal and state guidelines which protect a certain amount of an employee’s income 
from being subject to garnishment.  Please contact Payroll with any questions in regards to 
garnishments. 
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Paycheck Distribution 
 
All employees are required to sign up for direct deposit.  Checks can be deposited into savings or 
checking accounts throughout the United States.  Employees who desire to use the direct deposit 
option into an established checking or savings account must complete a form designating their 
account selection(s) and return the completed form to Human Resources.   
  
Geneva National Resort employees are able to view their pay stub information online through 
www.workforcenow.adp.com.  
 
Transitioning to online pay stubs will provide a “paperless” solution that offers confidential and 
secure access to employees, and is cost effective and environmentally friendly. This action 
represents a more efficient and productive way for Geneva National Resort and the Human 
Resources Department to provide timely information to our employees. 
  
If a paycheck for an incorrect amount is received, employees should report it immediately to their 
manager/supervisor who must approve requests for adjustments in pay. Adjustments for missed 
punches will be adjusted on the following pay period. It is not the Company's practice to advance 
monies to employees.  
 
 
Performance Appraisals 
 
All year round employees will receive a performance appraisal at ninety (90) days and at least 
annually in February. This appraisal is based on factors such as the quality and quantity of work 
performed, job knowledge, initiative, attendance, personal conduct, and attitude toward the job and 
other employees.   
 
Performance appraisals also give the employee an opportunity to express comments about training 
received and obtain information on how to improve their job performance.  Increases are not 
associated with any performance appraisal.  Employees with questions or concerns about their 
progress between appraisals are encouraged to talk with their manager/supervisor. 
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Personal Belongings 
 
Employees are prohibited from carrying baggage of any kind including backpacks, duffle bags, tote 
bags, etc. on work premises and/or to their work area.  
 
Although employees are discouraged from bringing items of value to work, Geneva National Resort 
provides locker room facilities to secure small items such as purses and jackets.   
 
Employees should speak with their immediate manager/supervisor to determine if circumstances 
deem necessary to deviate from this policy.  
 
  

Progressive Discipline 
 
Geneva National Resort believes that the use of Progressive Discipline will ensure that each 
employee receives reasonable and consistent counseling regarding work performance and discipline 
problems.   
Verbal Warning 
A verbal warning is a conversation between a manager/supervisor and an employee to address a 
performance or discipline problem.  The manager/supervisor will outline the steps necessary to 
correct the problem and establish an appropriate timetable.  The manager/supervisor will document 
the conversation using a Corrective Action Form for the employee's personnel file. 
 
Written Warning 
Should performance or discipline problems persist beyond the verbal warning stage, a written 
warning will be given to the employee using the Corrective Action Form.  Manager/supervisor will 
inform employee of the nature of the problem, the timing and details of the corrective action 
required, and the consequences of failing to meet the corrective action(s).  This warning will become 
a part of the employee's personnel file. 
  
Suspension 
An employee may be immediately sent home from work and placed on an unpaid suspension for up 
to seven (7) days pending an investigation of a performance or discipline problem, if the 
manager/supervisor and Human Resources decide the employee's presence may adversely affect 
normal business operations, or if such suspension is deemed an appropriate disciplinary action in 
response to an employee’s misconduct, violation of Company policy or poor job performance.   
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Termination 
Continuation of performance or discipline problems will result in termination of employment.  
 
Geneva National Resort believes the use of this procedure will ensure that each employee receives 
reasonable and consistent treatment regarding work performance and discipline problems.  The 
Company is not required to strictly follow these levels, however, may impose any level of discipline 
depending on the seriousness of the situation and other circumstances presented.  Accordingly, there 
may be times when, due to the severity of the problem, the manager/supervisor may move 
immediately to a Written Warning, Suspension or Termination as the Company deems appropriate.   
 
  
Promotions and Transfers    
 
It is the policy of Geneva National Resort to encourage promotions and transfers from within the 
company, as well as from one Paloma Golf Group, Paloma Management and/or additional Paloma 
properties to another.  Promotions and transfers are based on job related ability. In determining 
ability, considerations will be given to the factors of performance, conduct, training, education, 
attendance and experience.   
 
If an employee is promoted, transferred or changes to a different position, they will serve a ninety 
(90)-day probationary period for the new position.  This period may be shortened or extended as a 
manager/supervisor may deem appropriate based upon performance. If for any reason the employee 
does not successfully complete the probationary period, but remains a Geneva National Resort 
employee, they may be reinstated to their former position or another position if a vacancy occurs and 
management feels such changes are in the best interest of Geneva National Resort. Changes in 
position within the same property do not affect the employee's original hire date. 
 
If an employee is promoted and/or transferred to a position within another Paloma Golf Group 
and/or Paloma Management property, the employee will maintain their original hire date for 
purposes of accruing vacation and be granted personal days.  Concurrently, if the employee is 
changing from seasonal or part time year round to full time year round, the employee’s change in 
status date will be used to accrue vacation and grant personal days.   
 
When work requirements make it necessary, Geneva National Resort may transfer employees among 
positions, departments or shifts, either on a temporary or permanent basis. 
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Recording Work Hours 
It is important that accurate records of all employee hours are kept so that employee records and 
paychecks are accurate.  
 
General Rules 
• The standard workweek consists of seven (7) consecutive days beginning each Sun. at 12:01 am 
• Each employee may only punch him/herself in and out. 
• Non-exempt, hourly employees are restricted from punching in earlier than seven (7) minutes 

before their scheduled start time and from punching out more than seven (7) minutes after the 
end of their scheduled shift absent permission from their supervisor.  

• Employees should see their manager/supervisor within twenty-four (24) hours of a missed punch 
to obtain a time adjustment. 

 
Meal Period 
Employees are given an unpaid meal period of thirty (30) minutes if the employee is scheduled to 
work more than six (6) hours.  Employees are required to punch in and out for meal periods, if the 
employee fails to do so an automatic thirty (30) minute deduction will be taken.  If for any reason the 
employee is unable to take a meal period during their shift, they must notify their 
manager/supervisor so that the appropriate adjustment can be made. 
 
Safety & Accident Reporting  
Worker's Compensation benefits are designed to provide employees with income protection, medical 
benefits, rehabilitation expenses, or death benefits in the event that an employee sustains a work-
related injury, illness, or death.  If an employee is injured on the job, the employee and their 
manager/supervisor must complete an Accident Report, and notify Human Resources immediately.  
For additional information on Workplace Safety and Accident Reporting please see the Safety 
Policies and Procedures booklet.   
 
Severe Weather 
 
The Company is generally open for business, regardless of weather conditions.  However, weather 
conditions may prevent employees from getting to work or cause them to arrive late. When severe 
weather conditions exist in the Lake Geneva area, please listen to radio stations or WTMJ (620 AM), 
to find out about closings or delay procedures.  Employees are expected to make every reasonable 
effort to report to work when the Company remains open during inclement weather.  To report any 
absences or delays due to severe weather conditions, employees should contact their supervisor as 
soon as possible.  Days missed due to inclement weather are without regular pay. If available, 
personal time or vacation can be used. Any minimum reporting pay that would otherwise be 
available does not apply if notice not to report is provided two hours before work is scheduled to 
start. 
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Smoke Free Workplace 
 
To protect and enhance our indoor air quality and to contribute to the health and well-being of all 
employees, the facilities and company grounds of Geneva National Resort (PGN) are entirely 
employee smoke free.  The use of all tobacco products, including chewing tobacco, by employees is 
banned from the PGN workplace. 
 
Smoking is prohibited in all of the enclosed areas within the PGN facilities, without exception.  This 
includes common work areas, conference and meeting rooms, private offices, hallways, lunchrooms, 
stairs, restrooms, grounds maintenance facilities and all other enclosed facilities.  Smoking is 
prohibited in all PGN vehicles at all times. Tobacco use is also prohibited in personal vehicles when 
transporting persons on PGN authorized business.   
 
Smoking or use of tobacco products by employees is prohibited on PGN company grounds at any 
time.  “PGN company grounds” is defined as anywhere within the Geneva National security gates.  
There are no designated employee smoking areas at PGN including anywhere outdoors on company 
grounds.  Smoking is prohibited at any outdoor employee break area or outdoors in any of the grassy 
areas or parking lots.  The one exception:  Employees will be permitted to smoke and use tobacco 
products on the golf courses while playing golf.    
 
Employees may not smoke in their personal vehicles at any time on company grounds including 
while in parking lots.  It is not acceptable that either smoking or non-smoking employees are  
subjected to smoke that they must walk through to reach their vehicle or any other destination on 
PGN premises. 
 
Failure to comply with all of the components of this policy will result in disciplinary action that can 
lead up to and include termination of employment, as follows: 
 
 1st Offense: Verbal Warning 
 2nd Offense: Written Warning 
 3rd Offense: Termination 
 
 
Social Media and Blogging Policy 
At the Company, we understand that social media can be a fun and rewarding way to share your life 
and opinions with family, friends and co-workers. However, use of social media also presents certain 
risks and carries with it certain responsibilities. To assist you this policy applies to all employees 
who work for the Company, or its subsidiaries. 
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Guidelines 
In the rapidly expanding world of electronic communication, social media can mean many things. 
Social media includes all means of communicating or posting information or content of any sort on 
the Internet, including to your own or someone else's web log or blog, journal or diary, personal web 
site, social networking or affinity web site, web bulletin board or a chat room, whether or not 
associated or affiliated with the Company, as well as any other form of electronic communication. 

The same principles and guidelines found in the Company’s policies and these basic beliefs apply to 
your activities online. Ultimately, you are solely responsible for what you post online. Before 
creating online content, consider some of the risks and rewards that are involved. Keep in mind that 
any of your conduct that adversely affects your job performance, the performance of fellow 
employees or otherwise adversely affects members, customers, suppliers, people who work on 
behalf of the Company or the Company’s legitimate business interests may result in disciplinary 
action up to and including termination. Be aware, however, that nothing in this policy is intended to 
restrict an employee’s right to engage in protected concerted activity as that term is used in the 
National Labor Relations Act and administrative and judicial decisions interpreting that Act. This 
includes, but is not limited to communications regarding the terms and conditions of your 
employment. 
 
Know and Follow The Rules 
Carefully read these guidelines, the Company’s Employee Handbook, including its Discrimination & 
Harassment Prevention Policies, and ensure that your postings are consistent with these policies. 
Inappropriate postings that may include discriminatory remarks, harassment, and threats of violence   
or similar inappropriate or unlawful conduct will not be tolerated and may subject you to 
disciplinary action up to and including termination. 
 
Be Respectful 
Always be fair and courteous to fellow employees, customers, members, suppliers or people who 
work on behalf of the Company. Also, keep in mind that you are more likely to resolve work-related 
complaints by speaking directly with your co-workers or by utilizing our Open Door Policy than by 
posting complaints to a social media outlet. Nevertheless, if you decide to post complaints or 
criticism, avoid using statements, photographs, video or audio that reasonably could be viewed as 
malicious, obscene, threatening or intimidating, that disparage customers, members, employees or 
suppliers, or that might constitute harassment or bullying. Examples of such conduct might include 
offensive posts meant to intentionally harm someone's reputation or posts that could contribute to a 
hostile work environment on the basis of race, sex, disability, religion or any other status protected 
by law or company policy. 
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Be Honest and Accurate 
Make sure you are always honest and accurate when posting information or news, and if you make a 
mistake, correct it quickly. Be open about any previous posts you have altered. Remember that the 
Internet archives almost everything; therefore, even deleted postings can be searched. Never post 
any information or rumors that you know to be false about the Company, fellow employees, 
members, customers, suppliers, or people working on behalf of the Company or competitors. 
 
Post Only Appropriate And Respectful Content 

• Maintain the confidentiality of the Company’s trade secrets and proprietary information. 
Trades secrets may include information regarding the development of systems, processes, 
products, know-how and technology. Do not post internal reports, policies, procedures, 
pictures, designs, drawings or other internal confidential and business-related 
communications. 

• Respect financial disclosure laws. It is illegal to communicate or give a "tip" on inside 
information to others so that they may buy or sell stocks or securities. Such online conduct 
may also violate the Insider Trading Policy. 

• Do not create a link from your blog, website or other social networking site to the 
Company’s website without identifying yourself as a Company employee. 

• Express only your personal opinions. Never represent yourself as a spokesperson for the 
Company. If the Company is a subject of the content you are creating, be clear and open 
about the fact that you are an employee and make it clear that your views do not represent 
those of the Company, fellow employees, members, customers, suppliers or people working 
on behalf of the Company. If you do publish a blog or post online related to the work you do 
or subjects associated with the Company, make it clear that you are not speaking on behalf of 
the Company. It is best to include a disclaimer such as "The postings on this site are my own 
and do not necessarily reflect the views of the Company." 

 
Using Social Media At Work 
Refrain from using social media while on work time or on equipment we provide, unless it is work-
related as authorized by your manager or consistent with the Company’s Internet Policy. Do not use 
the Company email addresses to register on social networks, blogs or other online tools utilized for 
personal use. The Company monitors email and Internet usage on Company equipment, and reserves 
the right to block individual employees’ access to specific Internet sites, including social media sites, 
in the event that the employee’s access to such sites intrudes upon the performance of their duties 
during their work hours. 
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Retaliation Is Prohibited 
The Company prohibits taking negative action against any employee for reporting a possible 
deviation from this policy or for cooperating in an investigation. Any employee who retaliates 
against another employee for reporting a possible deviation from this policy or for cooperating in an 
investigation will be subject to disciplinary action, up to and including termination. 
 
Media Contacts 
Employees should not speak to the media on the Company’s behalf without contacting the 
Marketing Department. All media inquiries should be directed to them. 
 
For More Information 
If you have questions or need further guidance, please contact Human Resources. 
 
An employee’s failure to abide by this policy will subject an employee to disciplinary action up 
to and including termination of employment. 

 
Social Security Benefits 
 
In addition to the amount an employee contributes to Social Security (FICA) through payroll tax 
deductions, the Company contributes an equal amount on each pay period.  A full description of an 
employee’s eligibility for social security benefits is available through the Social Security 
Administration. 
 
 

Solicitation 
 
At Geneva National Resort, one of our most important goals is to provide the highest quality service 
to our members and guests.  To achieve this important objective, every employee must contribute a 
maximum effort.  Therefore, we ask that you please observe the following guidelines regarding 
solicitation and distribution of literature and other printed materials: 
 

1. Employees may not: a) solicit funds or support of any kind, or distribute literature, for any 
purpose during working time; b) willingly accept solicitation on behalf of any club, society, 
religious organization, political party, labor union or similar organization during working 
time.  Working time includes time when the employee soliciting or distributing is supposed 
to be working, or when the employee being solicited or receiving the distribution is supposed 
to be working.  This is only intended to maintain our focus on our jobs.  For purposes of this 
policy, “working time” does not include breaks, meal periods, or before or after work. 
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2. Employees may not distribute literature or any printed materials in work areas of the facility 
at any time.  Work areas include, but are not limited to, areas other than the parking lots 
where members and guests are present.  We need to keep our work areas clean and safe and 
these types of materials simply should not be in areas where work is being performed.   

 
3. The distribution of literature or solicitation on Company property by non-employees is 

strictly prohibited.  Non-employees are not allowed to solicit on Company property for any 
reason without specific permission of the Company. 

 
4. These guidelines are intended to maintain the quality of service for our members and guests.  

They are not intended to limit an employee’s freedom of speech since employees may solicit 
others during non-working time.   

 
Questions regarding the application of this policy should be directed to the Human Resources 
Director.  
 
Termination of Employment 
 
Employment with Geneva National Resort is "at will" and for no specific duration. Therefore, both 
the employee and the Company are free to terminate employment relationships at any time for any 
reason, with or without advanced notice.  The Company will make every attempt to ensure that all 
employees who are terminated are treated fairly.  Termination is defined as any action that ends the 
employee/employer relationship.   
 
Employees terminating voluntarily are encouraged to give the Company a minimum of two (2) 
weeks notice of resignation.  Otherwise, the employee will be considered a no-rehire for all Paloma 
properties. 
 
All employees whose employment has been terminated shall be paid for time worked up to and 
including the date of termination.  Unless the employee has been terminated for misconduct, the 
employee will be paid any earned/unused vacation, if applicable, as of the last day of employment. 
Deductions will be taken from the employee’s last paycheck for money owed to the Company for 
uniforms or other advances so long as the employee’s wages for that week do not fall below the 
minimum wage.  You will be required to turn in any company property you may have in your 
possession at the time of termination. 
 
Please inform Human Resources of any change in name and/or residence to ensure timely receipt of 
W2 for tax purposes. 
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Theft of Personal Property 
 
Geneva National Resort cannot assume responsibility for theft of employee personal property.  The 
Company will assist an employee who is the victim of a theft in investigating the situation.  Geneva 
National Resort does not tolerate theft by its employees, and will take disciplinary action up to and 
including termination of employment. 
 
If a theft takes place, employees should report it immediately to their manager/supervisor or Human 
Resources and if appropriate, local law enforcement.  If an employee suspects another employee of 
theft, that suspicion must be reported to their manager/supervisor or Human Resources. 
 
Employees are urged not to bring items of value to work, and if they do they are encouraged to 
secure those items in a locker.   
 
 
Tip Reporting 
 
Employees who receive tips are required to report the amount of tips received each pay period to the 
Payroll Department. All tips are subject to Federal and State Income Tax and Social Security 
contributions. Employees must report all cash and charged tips received. When tips are “split” with 
fellow employees, the employee is only required to include the amount of the tip that he/she 
personally retained. 
  
Under no circumstances may an employee add a gratuity to a customer check without the expressed 
request of the customer, unless it is the policy to do so. Any employee found engaging in the practice 
of adding tips or gratuities to a customer check will be subject to immediate termination. 
 
 
Unemployment Compensation 
 
The purpose of unemployment compensation is to replace part of an employee's income if they are 
laid off or terminated by the Company through no fault of their own.  Employees of Geneva National 
Resort  
are covered by unemployment insurance, but the Wisconsin Department of Workforce Development 
makes the decision as to eligibility for benefits. 
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Use of Company Property  
 
It is the responsibility of each employee entrusted with Company property to ensure proper usage 
and care of assigned equipment once assigned and to use the property only for conducting Company 
business. Damage, other than normal wear and tear, is the responsibility of the employee. The 
equipment remains the exclusive property of Geneva National Resort and must be returned to the 
Company when requested or upon termination of employment. 
 
 
Vehicle Safety Policy 
 
The Company has a vehicle safety policy covering all employees who are regular, part-time or 
occasional drivers of vehicles owned, leased, rented or operated in the course of their employment. 
Vehicle accidents are costly to the Company, but more importantly, they may result in injuries to 
employees or others. Employees are expected to drive in a safe and courteous manner at all times.   
It is the driver’s responsibility to operate the vehicle in a safe manner and to drive defensively in an 
effort to prevent injuries and property damage.  As such, the Company endorses all state laws, local 
laws and Department of Transportation laws in regards to driver responsibility.   
 
Company vehicles are to be driven only by authorized employees. Other family members and/or 
friends are not authorized to drive company vehicles.  Additionally, the Company does not allow 
smoking by the driver or any occupants of any company vehicle.  Cell phones may not be used while 
the vehicle is being driven.  Drivers must pull safely to the side of the road when using a cell phone 
for any purpose.  Under no circumstances should the driver conduct a conversation, text message or 
update their social media status while operating the vehicle. Geneva National Resort employees, 
who violate this policy, shall be solely responsible for all traffic violations and/or liability that 
results from such actions. Failure to follow Vehicle Safety Rules will result in disciplinary action up 
to and including termination of driving privileges and/or employment. 

Wage Increases 
 

Wage increases are determined by the individual employee’s job performance, guidelines, job skill 
level, and the Company’s financial condition. Many of the Company’s job classifications have 
differing skill and grade levels which can accommodate employee’s expanding skills and job 
knowledge. When an employee reaches the top of a job classification and has the skills and abilities 
to move into the next classification, the employee and the supervisor should review the employee’s 
abilities to pursue any promotional opportunities. 
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Workers Compensation 
 
Workers compensation is a form of accident and disability insurance to protect employees in the 
event of a job-related injury or illness.  Income contribution and medical benefits are provided. 
Premiums for this insurance are solely paid for by the Company.  
 
Upon returning to work after a work-related injury, the employee will be required to provide 
certification from the treating physician verifying the ability to safely perform the employee’s 
normal job functions. In the event the treating physician identifies restrictions and/or limitations on 
the employee’s ability to perform his/her job duties, the Company will attempt to provide a 
temporary light duty position.  In providing such a position, it is the Company's intent to facilitate 
recovery and reduce the time away from work. The Company's payment for services performed in 
the restricted duty position may result in a reduction or cessation of workers compensation benefit 
payments. The Company does not provide permanent light duty positions for employees whose 
injuries or illness is not work related, or whose permanent physical restrictions preclude them from 
performing the functions of their regular position. 
 
Individuals whose work related injuries or illness would otherwise qualify them for FMLA leave 
will be given a notification of their FMLA rights and their absences from work will be counted 
against  their available FMLA leave. 
 
 
Work Rules 
 
Geneva National Resort recognizes the need to establish certain rules of conduct and to provide 
guidelines for disciplinary action when these rules are not followed. Although the following is a list 
of examples of personal conduct which may result in discipline, up to and including termination of 
employment, conduct that may result in disciplinary action including termination, is not limited to 
the conduct specified in this Guide. Furthermore, nothing in this section changes the right of either 
the employee or Geneva National Resort to terminate employment at any time, with or without cause 
and with or without notice.  
 
The Following Behaviors are Prohibited: 

• Consumption of alcohol on the job or reporting to work under the influence of alcohol, or any 
other violation of the company’s drug and alcohol policy. 

• Use of illegal drugs at any time, whether on or off-duty, and whether on or off premises.  
• Dishonesty, fraud and theft or willful destruction of employee, guest or Geneva National Resort 

property. 
• Fighting, causing disruption in the presence of guests or similar behavior, on company premises 

or off premises during working hours. 
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• Insubordination to supervisors, department heads or managers, or discourtesy to guests except 

where carrying out such direction might violate health or safety regulations or result in the 
damage of Geneva National Resort property. 

• Intentional or negligent falsifications of attendance, production, pay and/or other club records, 
altering work schedules or punching in/out another employee. 

• Engaging in illegal activity while on the job. 
• Unauthorized use and/or removal of company property. 
• Gross negligence and/or willful abuse or destruction of company property. 
• Possession of a weapon on company premises.  
• Gambling on company premises or off premises during working hours. 
• Unauthorized absence from assigned work area or being in an unauthorized area. 
• Engaging in sexual, ethnic or racial harassment or any other type of harassment or intimidation 

in violation of Company policy. 
• Conflict of interest activities. 
• Failure to observe established health, fire and safety practices. Failure to report unsafe actions of 

other employees or any injuries sustained while on duty. 
• Unauthorized disclosure of trade secrets and proprietary information pertinent to the operation of 

the Company. 
• Engaging in conduct which creates an unsafe work environment. 
• Assault of a manager/supervisor or any other employee or guest. 
• Loitering or sleeping on the job. 
• Making or publishing false statements concerning an employee, member, guest, Supervisor, 

Department Manager, Geneva National Resort, the Club, its food beverages or service. 
• Making or publishing vicious or malicious statements concerning an employee, member, guest, 

Supervisor, Department Manager, Geneva National Resort, the Club, its food, beverages or 
service that are unrelated to the terms or conditions of your employment. 

• Unauthorized presence at guest functions and guest areas, including dining rooms, meeting 
rooms restaurants, bars and Wellness Center. 

• Excessive or unauthorized absences or tardiness, or failure to report an absence. 
• Solicitation or distribution of literature which violates the Company’s No Solicitation policy. 
• Failure to exhibit a neat and businesslike appearance and high degree of personal cleanliness at 

all times. Failure to wear prescribed uniform or nametags. 
• Failure to observe traffic and parking rules on Club property. 
• Inability or unwillingness to work harmoniously with other employees. 
• Using obscene or abusive language, engaging in malicious gossip or spreading malicious rumors 

that are untrue or unrelated to the terms or conditions of your employment. 
• Refusal to work a reasonable amount of overtime.      
• Failure to maintain accurate and proper accountability and control of cash banks. Excessive or 

continuous cash shortages or other irregularities. 
• Violating the Company’s guidelines concerning workplace violence. 
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• Violation of the Company’s Tip Reporting policy and/or changing tips on customer checks. 
• Violation of the Company’s policy concerning e-mail and computer usage. 
 
 
Work Place Violence 
 
Geneva National Resort has a policy of zero tolerance for violence. If an employee engages in any 
violence in the workplace, or threatens violence in the workplace, their employment will be 
terminated immediately. No talk of violence or joking about violence will be tolerated. 
 
“Violence” includes physically harming another, shoving, pushing, harassing, intimidating, coercing, 
brandishing weapons, and threatening or talking of engaging in those activities. It is the intent of this 
policy to ensure that everyone associated with this business, including customers, never feels 
threatened by any employee’s actions or conduct. 
 
Workplace Security Measures 
Upon termination, employees will be asked to return any keys or access cards.  Employees who are 
terminated from employment with Geneva National Resort will not be allowed in any areas where 
the public would not have access. This would include: the receiving area, back hallways, basement, 
cart barn, kitchen, offices, storage areas or closets 
 
All Weapons Banned 
Employees may not, at any time while on property owned, leased or controlled by Geneva National 
Resort, including anywhere that company business is conducted, such as customer locations, client 
locations, trade shows, restaurants, company event venues, and so forth, possess or use any weapon 
regardless of whether an employee has a concealed weapons permit or is allowed by law to possess a 
weapon. Weapons include, but are not limited to, guns, knives or swords with blades over four 
inches in length, explosives, and any chemical whose purpose is to cause harm to another person.  
 
Any person who determines or suspects that an employee or visitor is carrying any kind of weapon 
on Company Property in violation of this policy should notify their supervisor or Human Resources.  
Reports relating to weapons or violence on Company Property will be investigated and resolved 
promptly and effectively. No employee will suffer any adverse employment action as a result of 
reporting conduct that violates this policy or is suspected of violating this policy. 
 
Reporting Violence 
Employees are encouraged to report any incident that may involve a violation of any of the 
company’s policies that are designed to provide a comfortable workplace environment. Concerns 
may be presented to a manager/supervisor, department head or Human Resources Director. 
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Bereavement Leave 
 
After completing 60 days of employment, all full-time non-exempt employees are eligible for 
bereavement pay in the event of a death in the family.  For attendance recording purposes this is 
considered an excused leave of absence.  Employees with less than 60 days full-time employment 
are eligible for the same excused time periods presented below, except that the time off will be 
unpaid.  Exempt employees will be eligible for bereavement pay beginning the first day of 
employment. 

• In the event of the death of your spouse,  child or step-child, you are eligible for up to a 5 day 
paid leave of absence. 

• In the event of the death of your parent, step-parent, parent-in-law, in loco parentis (person(s) 
having legal responsibility in place of a parent), sibling, step-sibling, sibling-in-law, 
son/daughter-in-law, grandparent, step-grandparent, grandparent-in-law, grandchild, step-
grandchild, you are eligible for up to a 3 day paid leave of absence. 

• In the event of the death of your aunt, uncle, niece, nephew, cousin, you are eligible for up to 
a 1 day paid leave of absence. 

For additional time off due to special circumstances an employee may request Vacation or Personal 
time, or an unpaid leave of absence. 
Management reserves the right to request proper documentation prior to granting bereavement leave. 
 
 
Disability Leave 
 
If an employee suffers an extended illness or non-work-related injury which requires absence from 
work, a request for a disability leave of absence can be made.  The maximum leave allowed will be 
three months. The Company will request a doctor’s statement to verify the absence.  If the employee 
is not eligible for FMLA leave, the Company cannot guarantee that the job will be available upon the 
completion of the leave of absence, but will make every effort to provide an equivalent position, if 
available, in the event the position is no longer available. 
 
Employees requesting disability leave must provide written notice of the disability, including a 
doctor's certificate stating the nature of the disability and the expected date of return to work. 
 
If employees qualify for a leave under the Family and Medical Leave Act, the Company will 
continue to maintain any elected benefits under the same terms and conditions applicable to 
employees not on leave.   
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Otherwise, the Company will continue to provide an elected insurance coverage to employees on 
authorized disability for the first month of disability. During the period that the Company continues 
to pay its portion of the premiums for an employee’s participation in the any elected benefits, the 
employee will be responsible for paying their portion of the monthly premiums.  If the Company 
stops paying its portion of the premiums, the employee may continue their insurance coverage by 
making arrangements with Human Resources to pay the entire monthly premium in advance each 
month.   
 
When an employee is able to return to work, they need to give the Company at least one week's 
advance written notice.  A doctor's certificate stating that the employee is medically able to return to 
their normal duties, with or without reasonable accommodations, must be included. 
  
An employee’s continued absence from work beyond their disability, as determined by their 
physician, will be deemed a voluntary termination of their employment. 
 
This leave may run concurrently with any other leave where permitted by state and federal law. 
 
 
Family and Medical Leave Act (FMLA) 
 
Geneva National Resort recognizes that employees may require time off without pay for a limited 
period under particular circumstances that are critical to immediate family and personal health needs.  
It is the policy of the Company to provide the same Family and Medical leave required by federal 
and state law to company employees eligible for leave under those laws. Such leaves will contain 
provisions for job protection; continuation of insurance benefits; and continuation of accumulated 
service provided the employee returns to work. To this end, the Company recognizes the rights of 
eligible employees to take unpaid leave of not more than 12 weeks per year to attend to his/her 
serious health condition, to attend to a serious health condition affecting his/her spouse, son or 
daughter, or parent, or for the birth, adoption, or foster care of a son or daughter.  
 
A “serious health condition” is defined as a physical or mental illness, injury, impairment, or 
condition  
involving either of the following: 

• Inpatient care in a hospital, nursing home, or hospice; or 

• Outpatient care that requires continuing treatment or supervision by a health care 
provider.  

 
In order to be eligible for leave under the state FMLA, employees must be employed at least 52 
consecutive weeks and must have worked for at least 1,000 hours during the preceding 52-week 
period.   
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To be eligible for leave under the federal Family and Medical Leave Act (“FMLA”), employees 
must have satisfied both of the following conditions: 

 
1) Worked for the Company for at least 12 months and for at least 1,250 hours in 

the past 12 months; and 
2) At the time leave is requested either (a) worked at a worksite with 50 or more 

employees or (b) worked at a worksite with less than 50 employees if 50 or 
more employees are employed within 75 miles of the worksite. 

 
Employees are generally required to give the Company 30 days’ notice of the need for leave.  If 
there is an emergency, employees are required to give notice as soon as possible.  In all cases in 
which an employee takes leave due to a serious health condition, the employee must provide the 
Company with medical certification from the treating health care provider. 
 
The Company may require an explanation of a late notice for a foreseeable leave and/or document 
those delays as non-FMLA absences.  In addition, failure to provide appropriate notice for 
foreseeable leaves may also be subject to disciplinary action up to and including termination.   
 
Eligible employees may take FMLA leave for any of the following reasons: 

1) The birth of an employee’s child and to care for such child; 

2) The placement of a child with an employee for adoption or foster care and in 
order to care for the newly placed son or daughter; 

3) To care for a spouse, domestic partner, an employee’s child or parent 
("covered relations") with a serious health condition; and/or 

4) Because of an employee’s own serious health condition that renders them 
unable to perform an essential function of their position. 

5) Qualifying exigency leave for families of members of the National Guard or 
Reserves or of a regular component of the Armed Forces when the covered 
military member is on covered active duty or called to covered active duty. 

6) Military caregiver leave (also known as covered service member leave) to 
care for an injured or ill service member or veteran. 

 
Any leave due to the birth and care of a child or the placement of a child for adoption or foster care, 
and care of the newly placed child, must be completed within one (1) year of the date of birth or 
placement of the child. 
 
If an employee requests leave because of the birth, adoption or foster care placement of a child or to 
care for a covered relation with a serious health condition, any accrued vacation or personal time 
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must be used first as part of their family/medical leave. 
 
If an employee requests a leave because of their own serious health condition, or to care for a 
covered relation with a serious health condition, any accrued vacation or personal time or disability 
leave, if applicable, must be used first as part of their family/medical leave. The substitution of paid 
leave time for unpaid leave time does not extend the 12-week leave period available to employees 
eligible for coverage under FMLA. Also, an employee’s family/medical leave may run concurrently 
with other types of leave, including leave for work related injuries covered by worker’s 
compensation.  
  
Leave Restricitons 
FMLA leave will not be granted for voluntary or cosmetic treatments that are not medically 
necessary and are not considered serious health conditions.  

 
An employee's entitlement to FMLA leave for birth or placement of a child expires twelve (12) 
months after the birth or placement.  A husband and wife working for the Company are limited to a 
combined total of twelve (12) workweeks during a twelve (12) month period if leave is taken for 
birth or placement for adoption or foster care, or to care for a parent with a serious health condition.  
This limitation does not apply to leave taken by either spouse to care for the other who is seriously 
ill or unable to work, to care for a child with a serious health condition, or for his/her own serious 
illness. 
 
Requesting Leave under FMLA 
To request a leave under FMLA please speak with Human Resources for the appropriate forms. 

 
Qualifying Exigency Leave 
An employee whose spouse, son, daughter or parent 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 15 days of 
leave for reasons related to or affected by the family member’s call-up or service. The qualifying 
exigency must be one of the following: a) short-notice deployment, b) military events and activities, 
c) child care and school activities, d) financial and legal arrangements, e) counseling, f) rest and 
recuperation, g) post-deployment activities, and h) additional activities that arise out of active duty, 
provided that the employer and employee agree, including agreement on timing and duration of the 
leave. 

 
Covered active duty means: 

• In the case of a member of a regular component of the Armed Forces, duty during the 
deployment of the member with the Armed Forces to a foreign country. 
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• In the case of a member of a reserve component of the Armed Forces, duty during the 
deployment of the member with the Armed Forces to a foreign country under a call or order 
to active duty under a provision of law referred to in Title 10 U.S.C. §101(a)(13)(B). 
 

The leave may commence as soon as the individual receives the call-up notice. (Son or daughter for 
this type of FMLA leave is defined the same as for child for other types of FMLA leave except that 
the person does not have to be a minor.) This type of leave would be counted toward the employee’s 
12-week maximum of FMLA leave in a 12-month period. 
Certification of Qualifying Exigency for Military Family Leave: The Company will require 
certification of the qualifying exigency for military family leave. The employee must respond to 
such a request within 15 days of the request or provide a reasonable explanation for the delay. 
Failure to provide certification may result in a denial of continuation of leave. 
 
Military Caregiver Leave 
An employee whose is the spouse, son, daughter, parent or next of kin of a “covered service 
member” may take up to 26 weeks in a single 12-month period to take care of that service member 
if they are recovering from an injury or illness: 1) suffered while on “covered active duty” in the 
armed forces; and/or 2) that existed before the beginning of member’s active duty and was 
aggravated while on “covered active duty” in the armed forces, whether the injury or illness 
manifested itself before or after the member became a veteran. 
 
Next of kin is defined as the closest blood relative of the injured or recovering service member.  
The term covered service member means: 

• A member of the Armed Forces (including a member of the National Guard or Reserves) 
who is undergoing medical treatment, recuperation or therapy or is otherwise in outpatient 
status, or is otherwise on the temporary disability retired list, for a serious injury or illness 
suffered or aggravated while on “covered active duty”; or 

• A veteran who is undergoing medical treatment, recuperation or therapy for a serious injury 
or illness suffered or aggravated while on “covered active duty” and who was discharged or 
released under “other than dishonorable” conditions within five years prior to the date the 
employee’s military caregiver leave begins. 

  
The term Covered active duty means: 

• In the case of a member of a regular component of the Armed Forces, duty during the 
deployment of the member with the Armed Forces to a foreign country. 

• In the case of a member of a reserve component of the Armed Forces, duty during the 
deployment of the member with the Armed Forces to a foreign country under a call or order 
to active duty under a provision of law referred to in Title 10 U.S.C. §101(a)(13)(B). 
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The term serious injury or illness means: 

• In the case of a member of the Armed Forces (including a member of the National Guard or 
Reserves), an injury or illness that was incurred by the member in line of duty on covered 
active duty in the Armed Forces (or that existed before the beginning of the member’s active 
duty and was aggravated by service in line of duty on covered 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. 

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, a qualifying (as defined by the Secretary of Labor) injury or illness that was incurred by the 
member in line of duty on covered active duty in the Armed Forces (or that existed before the 
beginning of the member’s active duty and was aggravated by service in line of duty on covered 
active duty in the Armed Forces) and that manifested itself before or after the member became a 
veteran. 
 
Certification for Serious Injury or Illness of Covered Service Member for Military Family Leave: 
The Company will require certification for the serious injury or illness of the covered service 
member. The employee must respond to such a request within 15 days of the request or provide a 
reasonable explanation for the delay. Failure to provide certification may result in a denial of 
continuation of leave. 
 
Amount of Leave 
An employee who is eligible for coverage under the Federal Family and Medical Leave Act may 
take unpaid leave of not more than 12 weeks during a single 12month period to attend to his/her 
serious health condition, to attend to a serious health condition affecting his/her spouse, son or 
daughter, or parent, or for the birth, adoption, or foster care of a son or daughter. For this leave, the 
company will measure the 12-month period as a rolling 12-month period measured forward. 
An eligible employee can take up to 26 weeks for qualifying FMLA military caregiver leave during 
a single 12-month period. For this military caregiver leave, the company will measure the 12-month 
period as a rolling 12-month period measured forward. FMLA leave already taken for other FMLA 
circumstances will be deducted from the total of 26 weeks available. 
 
If a husband and wife both work for the company and each wishes to take leave to care for a covered 
injured or ill service member, the husband and wife may only take a combined total of 26 weeks of 
leave. 
 
When spouses who are both eligible for coverage under the Federal Family and Medical Leave Act 
are employed by the Company, they are entitled to a combined total of 12 weeks' leave: (1) for birth, 
adoption or foster care and in order to care for such a child; or (2) to care for a parent with a serious 
health condition. Each individual is entitled to 12 weeks' leave because of his/her own serious health 
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condition or to care for the serious health condition of his/her child or spouse without counting leave 
time taken by the other spouse. 
 
An employee who is eligible for coverage under the Wisconsin Family and Medical Leave Act may 
take unpaid leave of not more than 6 weeks during a 12 month period for the birth or placement of a 
child with employee within if the leave begins within 16 weeks of the event, and up to 2 weeks 
during a 12 month period for the “serious illness” of child, spouse, parent or “domestic partner.” The 
total period of leave may be no more than 8 weeks in any 12 month period for such events. Leave 
under the Wisconsin Family and Medical Leave Act will run concurrently with leave available under 
the Federal Family and Medical Leave Act for the same purposes. 
 
Leave due to a serious health condition may be taken intermittently (in separate blocks of time due 
to a single health condition) or on a reduced leave schedule (reducing the usual number of hours an 
employee works per workweek or workday) if medically necessary. If the leave is unpaid, the 
Company will adjust the employee’s salary based on the amount of time actually worked.  In 
addition, while the employee is on an intermittent or reduced-schedule leave, the Company may 
temporarily transfer them to an available alternate position that better accommodates the employee’s 
recurring leave and that has  
equivalent pay and benefits. 
 
If otherwise qualifying, time off due to a work related injury for which workers compensation 
benefits are paid will be treated as FMLA leave. 
 
Employees must complete the appropriate family/medical leave forms. These forms are available 
from Payroll and/or Human Resources. 
 
If an employee’s need for family/medical leave is foreseeable, they must give 30 days' prior written 
notice.  If this is not possible, employees must give notice to Human Resources as soon as 
practicable (within one or two business days of learning their need for leave). Failure to provide such 
notice may be grounds for delay and/or denial of leave.  If an employee’s need is because of a 
planned medical treatment, an attempt to schedule the treatment to avoid disrupting the Company's 
operations is necessary.  
 
Continuation of Benefits 
Employees on FMLA are entitled to have health benefits maintained while on leave. The Company 
will continue to pay its share of the health plan premiums throughout the leave, while the employee 
will be expected to pay their share throughout the leave. 

 
The Company will provide a thirty (30)-day grace period after the agreed upon date for payment 
within which the employee may make payment of the premium.  If an employee does not make 
payment within the grace period, his/her health coverage may be terminated.   
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All other benefits will remain in force throughout the FMLA leave. 
 
Recovering Premiums 
The Company will recover premiums it paid for maintaining group health plan coverage if the 
employee fails to return to work after the leave entitlement has expired, unless the reason the 
employee does not return to work is due to: 

• The continuation, recurrence or onset of a serious health condition affecting the employee 
of an immediate family member; 

• A sudden change in the employee's circumstances during leave; 
• An employee on FMLA leave was laid off. 

  
In the absence of any of these conditions, the Company reserves the right to recover its share of 
health premiums by deducting the amount due from any sums owed to the employee in vacation pay 
or a final paycheck. 
 
Medical Certification for a Serious Health Condition 
If employees are requesting leave because of their own or a covered relation's serious health 
condition, the appropriate health care provider must supply medical certification.  Employees can 
obtain a medical certification form from Human Resources.  If possible, employees need to provide 
the medical certification no later than 15 days after they request leave.  If employees provide at least 
30 days notice of their need for medical leave, they should provide the medical certification before 
their leave begins.  If employees do not provide the required medical certification in a timely 
manner, their leave may be delayed and/or denied until it is provided. 

 
The Company may, at its expense, require an examination by a second health care provider 
designated by the Company, if it reasonably doubts the medical certification an employee initially 
provides.  If the second health care provider's opinion conflicts with the original medical 
certification, the Company may, at its expense, require a third, mutually agreeable, health care 
provider to conduct an examination and provide a final and binding opinion.  The Company may 
require subsequent medical recertification.  Failure to provide requested certification within 15 days, 
if such is practicable, may result in delay and or denial of further leave until it is provided. 
 
Notice Requirements 
The employee is expected to give the Company thirty (30) days advance notice, if practical, when 
applying for FMLA Leave.  When the need for the leave is not foreseeable, for example in a medical 
emergency, an employee is expected to give notice as soon as possible. 
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Tracking Leave 
The 12-month period within a calendar year in which 12 weeks of leave may be taken will be 
tracked based on the first day of the FMLA leave. 
 
Reporting While on Leave 
If employees take leave because of their own serious health condition or to care for a covered 
relation with a serious health condition, the employee will need to contact Human Resources on a 
prescheduled basis regarding the status of the medical condition and their intention to return to work.  
In addition, employees must give notice as soon as practicable (within two business days if feasible) 
if the dates of leave change or are extended or initially are unknown. The Company will request 
medical rectification for any of the following reasons:   
 
• The employee requests a leave extension; 
• Circumstances described by the original certification have changed significantly; 
• The employee receives information that casts doubt upon the validity of the certification; 
• The employee is unable to return to work after the FMLA leave because of the continuation, 

recurrence or onset of a serious medical condition. 
 
If at any point, the employee gives an unequivocal notice that he/she will not be returning from 
FMLA leave, the manager/supervisor should request a written resignation.  
 
Returning to Work 
If an employee granted FMLA leave returns to work before exhausting his/her available FMLA 
leave, the Company will restore the employee to the position he/she held when the leave began, or to 
an equivalent position, with equivalent benefits, pay and other terms and conditions of employment.  
An equivalent position will involve the same or substantially similar duties and responsibilities, and 
must include substantially equivalent skills, effort, responsibility and authority.   
 
If employees take leave because of their own serious health condition (except if they are taking 
intermittent leave), the employee must provide medical certification that they are able to resume 
work before they return.  Obtain return-to-work medical certification forms from Human Resources. 
 
Employees failing to complete the return-to-work medical certification form will not be permitted to 
resume work until it is provided. 
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When Restoration Rights are Denied 
There are generally four (4) reasons why employees may not be restored to their former position at 
the end of an FMLA leave: 

• The individual cannot perform the essential functions of the job, with or without 
accommodation; 

• The individual would pose a significant risk to the safety of other employees; 
• The individual's job was eliminated or he/she was laid off because of business conditions;  
• The individual was identified as a "key employee” and informed of this designation before or 

during the FMLA Leave, and his/her return to the job would represent an economic hardship 
for the Company. Key employees are those employees who are among the highest paid ten 
percent of employees within 75 miles of the worksite.  Denial of reinstatement may be based 
on the following conditions: 

1) The denial is necessary to prevent substantial economic injury to the 
Company; and 

2) The Company has notified the employee of his/her "key" employee status as 
well as its decision to deny restoration should the leave take place or continue;  

 

No Work While On Leave 
The taking of another job while on family or medical leave or any other authorized leave may lead to 
disciplinary action up to and including termination. 
 
Reduction-in-Force 
The Company will not offer any special protection to employees who are on FMLA leave at the time 
of a layoff.  Management will make the same decisions that they would have made if the employee 
had not been on FMLA Leave. 
 
COBRA Rights 
FMLA does not constitute a qualifying event triggering continuation of health benefits provisions 
under COBRA.  If an employee resigns, for whatever reason during FMLA leave, he/she would be 
eligible for COBRA coverage by paying his/her full share of health care premiums. 
 
State and Local Family and Medical Leave Laws 
Where state or local family and medical leave laws offer more protection or benefits to employees, 
the protection or benefits provided by such laws will apply. 
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Holidays 
 
Geneva National Resort recognizes the following Holidays for all year round full-time employees: 
 

• New Year's Day 
• Thanksgiving Day 
• Christmas Day 

 
If any of the above holidays falls on a Saturday or Sunday, the scheduled holiday will be observed 
by the Company on the preceding Friday or the following Monday. 
 
Year round full-time employees are paid their regular rate of pay on the above-observed Holidays. If 
a year round full-time salaried employee is asked to work on a holiday, the employee will be given 
time off in lieu of the holiday.  Prior approval by the General Manager is required when a year round 
full-time hourly employee is asked to work on a holiday. 
 
Year round part-time hourly employees are eligible for pay of time and one-half for working on the 
following days: 
 

• New Year's Day 
• Memorial Day 
• July 4th 

• Labor Day 
• Thanksgiving Day 
• Christmas Day 

 
Seasonal employees are not eligible for Holiday Pay. 
 
An employee will not be paid for a holiday if they are absent from work, i.e. call in sick, on the 
regular scheduled shift or working day immediately preceding and/or immediately following the 
holiday being observed, unless a physician’s excuse is provided.    
 
A holiday occurring during a leave of absence will not be paid as a holiday and will not extend the 
leave of absence.   An employee cannot end employment on a Company observed paid holiday. 
 
 
Jury Duty 
 
Geneva National Resort supports an employee's civic responsibility to serve jury duty. Full-time 
year round employees are eligible for Jury Duty Pay.  The Company does not provide jury duty pay 
to seasonal or part-time employees, but allows those individuals time off to serve on a jury without 
loss of seniority. 
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An employee must notify their manager/supervisor as soon as possible upon learning of any court 
commitment and provide a copy of the court notice. Employees who are summoned to jury duty and 
who are not required to be in court or are on-call on a particular day are expected to report for work. 
Geneva National Resort has the right to request the employee to be excused from jury duty due to 
work load, and postponed to a later date. 
 
Employees will be paid the difference between their regular straight time pay and that which they 
receive for serving for up to ten (10) days.  If jury duty is longer than ten (10) days, it will be 
considered an unpaid leave of absence.  
 
  
Military Active Duty 
 
Geneva National Resort supports our nation and the individuals who serve in our nation’s military 
forces.  We thank our employees who serve in the military and hold them in the highest regard.  
Geneva National Resort shall follow the requirements of federal law related to employees who serve 
in the military forces. Any employee who is called to active military duty will be granted a military 
leave of absence with job and service protection in accordance with federal law.  The duration of the 
leave and the employee’s reinstatement rights shall be governed by applicable law.  
 
Each benefit plan has specific documentation and provision for military duty.  In addition, health 
care coverage is protected under laws such as COBRA, HIPAA, USERRA.  For more information 
regarding benefits while on active duty please see Human Resources. 
 
 
Military Reserve Duty 
 
Geneva National Resort provides compensation continuance when an employee must be absent from 
work for military reserve duty. Any employee who is required to report should submit to his/her 
manager/supervisor a request to be released for such duty.  This request should be in writing with a 
copy of the orders assigning him/her to military duty. 
 
The Company will pay the difference between the employee's normal pay and the military pay, up to 
a maximum of ten (10) days in a calendar year.  Employees on military reserve are considered active 
employees with full uninterrupted benefits.  Pay is adjusted immediately following the completion of 
military service.  The employee must provide evidence of military pay to his/her manager/supervisor 
so that the proper pay adjustment can be made.  
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Personal Days 
 
Personal days are intended to be used for absences related to an employee's illness, medical 
appointments or to care for an immediate family member in the event of illness but can be used at 
the employee's discretion. Personal days are not earned benefits, but rather, are granted to active 
employees for use during employment under qualifying circumstances. 
 
Personal days are granted, not earned, based on anniversary date.  Year round full-time employees 
are eligible for Personal Days according to the following schedule: 
 

Completed Years of Service Personal Days 
6 Months 3 days 
1 year or more 6 days 

 
If possible, personal days should be approved in advance by the employee’s manager/supervisor.  In 
the event an employee calls in sick or is otherwise absent, a personal day will automatically be 
deducted from the employee’s annual allotment.   
 
After 3 consecutive days off due to illness, employee will be required to provide a physician’s 
excuse. 
 
Employees classified as Part-time or Seasonal are not eligible for personal days. 
 
Unused personal days do not accumulate from year to year.  Employees are not entitled to payment 
of unused personal days upon separation/termination of employment, or allowed to use them as part 
of their notice of separation of employment. 
 
 
Personal Leave of Absence (other than FMLA) 
 
Geneva National Resort recognizes that unavoidable circumstances may require employees to be 
absent for prolonged periods of time. The Company will review unpaid leave requests based on  
business conditions and operating requirements and reserves the right to deny such requests.  The 
Company cannot guarantee that a position will be available at the conclusion of the leave.  All 
requests for unpaid leave must be submitted to the General Manager.   
 
Group insurance benefits will continue for the first thirty (30) calendar days; the employee must 
continue to pay health insurance premiums.  An employee who has been granted an unpaid leave 
beyond thirty (30) calendar days will be given the option of continuing insurance.  The employee 
must do this at their expense under the terms and conditions of COBRA. 
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An employee's vacation accrual will continue for the first thirty (30) calendar days.  After thirty (30) 
calendar days the employee will cease accruing vacation time until they return to work.  Employees 
on unpaid leave are not eligible for holiday pay.  An employee who does not return at the end of the 
approved leave of absence will automatically become voluntarily terminated. 
 
 
Pregnancy Leave 
Leaves of absence will be granted for female employees during pregnancy on the same basis as other 
medical leaves of absence when employees are physically unable to perform their jobs.  As soon as 
practicable, after the pregnancy is confirmed, the employee must provide the Company with a 
written statement, signed by her physician.  This statement must include the following:  (1) the date  
on which it is expected she will no longer be physically capable of performing her regular duties; (2)  
the affirmation that she can work until that date without risking injury to herself and the unborn 
child’s health and well-being; and (3) her anticipated due date. 
 
 
Vacation 
 
Vacation is provided to year-round employees and is granted after completion of one (1) full year of 
service, through to and including original date of hire. 
 
Paloma Resort Properties experiences several months each year that are considered non-peak 
months. These non-peak months may vary from department to department but for the majority of 
employees are January and February. Employees are required to take their vacations, during non-
peak months, so as not to interfere with the Club's operations.  From time to time senior management 
may permit an employee to take a specified amount of vacation time outside the non-peak months.  
In such case, a request must be made to the General Manager, who will approve the leave based 
upon the needs of the Club. 
 
Vacation must be scheduled with each employee's manager/supervisor as far in advance as possible.  
Management reserves the right to deny vacation requests when scheduling does not permit.  
Vacation time may be taken in full day increments only. 
 
Year-round employees are eligible for vacation time after completion of one (1) full year of service, 
through to and including original date of hire, and subsequent full years of service.
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Completed Years of Service Full-time Year Round Vacation Eligibility 
One Year 5 days 
Two Years - Four Years 10 days 
Five Years or more 15 days 

 
Vacation time for employees who do not average forty (40) hours per week, and employees who are 
classified as Part Time Year Round, is prorated based on the actual number of hours worked.  Part 
Time Year Round employees with one (1) complete year of service accrue vacation time at .019 
hours of vacation per each actual hour worked, and with two (2) or more complete years of service 
accrue vacation time at .038 hours of vacation per each actual hour worked. 
 
For example: 
 
If you worked part-time at 30 hours per week for one year, you would have worked a total of 1560 
hours: 
 

Completed Years of Service Calculation Vacation Hours 
 

One Year 1560 x 0.019 29.64 Hours 
Two Years or More 1560 x 0.038 59.28 Hours 

 
Unused vacation does not accumulate from year to year.  Unused vacation days are no longer valid 
after a period of one (1) year after issuance at time of anniversary date annually.  Payment in lieu of 
time off will not be granted.  Vacation days will be deducted from employee absences that occur, for 
any reason, after an employee has used up all available Personal days. 
 
Upon termination of employment, employees who give a minimum of two weeks’ notice will be 
paid for any vacation time earned but not used.  Employees are not allowed to use any earned 
vacation as part of their notice of separation of employment.  If the employee has taken more 
vacation time than is earned, the employee must reimburse Paloma Geneva National by adjustment 
to final paycheck or by direct payment to the Company.  Please see Human Resources for specific 
calculation. 
 
  
Voting Time 
 
In compliance with state law, Geneva National Resort allows employees three (3) consecutive hours 
of leave during polling hours in order to vote in federal, state or local elections, both primary and 
general elections. 
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All employees should be able to vote either before or after regularly assigned work hours. However, 
when this is not possible due to work schedules, managers/supervisors are authorized to grant a 
reasonable period of time, up to three (3) hours, during the workday to vote. 
 
For a schedule of time off benefits by employment category please see Exhibit A. 
 
Exhibit A - Time Off Schedule 
 
This schedule is a summary of time off for each employee classification.  For more detailed 
information please see each individual policy. 
 Employee Classification 

Year Round Full-time  Year Round Part-time  Seasonal 
 
Vacation 

 

Vacation is granted based on 
anniversary date. 
 
1-4 year                 5 days 
5 or more years     10 days 
   

 

Vacation is granted based on 
anniversary date and is prorated 
based on the actual number of 
hours worked. 
 
1-4 years                   x .019 
5 or more years         x .038 

 

N/A 

 
Personal Time 

 

Personal days are granted based 
on anniversary date. 
 
6 months              3 days 
1 or more years    6 days 
 

 

N/A 
 

N/A 

 
Holidays 

 

Holidays Observed: 
• New Year's Day 
• Thanksgiving Day 
• Christmas Day 
 
The employee is paid their 
regular rate of pay on these days. 

 

Employees who work on the 
following days are eligible for 
pay of time and one half: 
• New Year's Day 
• Memorial Day 
• July 4th 
• Labor Day 
• Thanksgiving Day 
• Christmas Day 

 

N/A 

 
Jury Duty 

 

Employees are paid the 
difference between their regular 
pay and jury pay for up to 10 
days 

 

Employees are allowed unpaid 
time off to serve on a jury 

 

Employees are allowed 
unpaid time off to serve 
on a jury 

 
Bereavement 
Leave 

 

After service requirement is met 
employees are granted days of 
paid leave for the death of a 
family member as defined in 
employee guidebook. 

 

N/A 
 

N/A 
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Career Development and Educational Assistance     
 
Geneva National Resort is dedicated to providing opportunity and growth for employees. In addition 
to attending seminars and formal off-site and on-site training sessions, the company may provide 
financial assistance to employees so they may continue their professional education. 
 
The General Manager must approve all training sessions and seminars.  Employees should request 
and provide justification in writing to the General Manager.   Approval will be determined on a case 
by case basis. 
 
Employees may also request financial assistance for continuing education classes.  Employees 
should request and provide justification in writing to the General Manager by the end of November 
for assistance in the upcoming year.  Only year round employees who have completed as least one 
(1) year of service are eligible.  Courses taken at accredited institutions that are work related or 
required for a degree, which is work related, will qualify for approval.  Employees are restricted to 
six (6) credit hours (or equivalent) per semester and eighteen (18) credits (or equivalent) per 
calendar year. The reimbursement for such classes is payable upon the completion of the course.  If 
the employee receives a grade of D or below, the employee will not be reimbursed.  Approval for 
continuing education classes will be determined on a case by case basis. 
 
If an employee resigns or is terminated for cause within one (1) year of the course completion date, 
for courses taken towards the receipt of a graduate or undergraduate degree, the amount reimbursed 
must be repaid to Geneva National Resort.  General training classes and seminars are not subject to 
repayment. 
 
 
Consolidated Omnibus Budget Reconciliation Act (COBRA)  
 
Under the Geneva National Resort Welfare Benefit plan, employees or their families who may lose 
health coverage due to termination of employment, death, divorce, or other life events may continue 
the coverage for themselves and their families for a limited period of time under the Consolidated 
Omnibus Budget Reconciliation Act (COBRA). 
 
The type of life event will determine who the qualified beneficiaries are and the amount of time that 
the plan must offer coverage to them under COBRA.  A life event is defined as a qualifying event 
that would cause an individual to lose health coverage. 
 
Qualifying events for employees: 

• Voluntary or involuntary termination of employment for reasons other than gross 
misconduct 

• Reduction in the number of hours of employment 
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Qualifying events for spouses: 

• Voluntary or involuntary termination of the covered employee's employment for any 
reason other than gross misconduct 

• Reduction in the hours worked by the covered employee 
• Covered employee's becoming entitled to Medicare 
• Divorce or legal separation from the covered employee 
• Death of the covered employee 

 
Qualifying events for dependent children are the same as for spouses with one addition: 

• Loss of dependent child status under the plan rules 
 
Period of Coverage 
 

Qualifying Events Beneficiary Coverage 
Terminations 
Reduced Hours 

Employee 
Spouse 
Dependent Child 

18 months 

Employee Enrolled in Medicare 
Divorce of legal separation 
Death of covered employee 

Spouse 
Dependent Child 

36 months 

Loss of dependent child status Dependent Child 36 months 
 
General COBRA rights are described in the summary plan descriptions that all participants receive 
once enrolled.  Employees will also receive a notice of rights upon termination of employment. 
 
A qualified beneficiary must notify Human Resources of a qualifying event within sixty (60) days 
after divorce or legal separation or a child's ceasing to be covered as a dependent under plan rules. 
 
The premiums for COBRA are the responsibility of the covered person, and Geneva National Resort 
may discontinue coverage if payment is not received timely.  
 
 
Employee Assistance Program (EAP) 
 
The Company is concerned with our employee’s overall health and well-being. The Company 
realizes that employees and their immediate family members may be dealing with various personal 
issues that may impact their ability to perform their best work. EAP services are available at no cost 
to employees and their families, and if they need assistance beyond the scope of the EAP, the 
counselor will help find an affordable solution.  (Employees are responsible for any fees resulting 
from referrals outside of the EAP, including those associated with medical benefits.) 
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The Company’s EAP Program consists of:  

• Access to a 24-hour/7-days a week Live Care Call Center with licensed professionals  

• Face-to-face counseling on a local basis  

• Assistance from trained counselors and consultants who understand the EAP & Work/Life 
field  

• Online information and services  

• Referrals to community resources when employees need additional assistance 

• Private touch-tone self-screening and audio library services  

• WorkLife – legal, financial, child and elder care consultation, education and referrals, 
lifestyle and fitness management 
 

For more information, please contact Human Resources. 
 
 
Golf Privileges 
 
Geneva National Resort provides employee golf for the exclusive benefit of its employees at no cost 
to the employee according to the following parameters: 
 

• Employees may golf anytime every Monday through Friday. Tee times are made by 
walk-in only, and are granted based on availability. 

• Golf course maintenance requirements or scheduled activities will take precedence  
• Employees are to adhere to the club dress code 
• Employees are to adhere to the rules of golf and golf etiquette 

 
The management of Geneva National Resort welcomes employees to participate and enjoy golf 
privileges.  Employee cooperation, however, is essential to the continued availability of this benefit. 
 
 
Group Medical & Dental Plan 
 
Geneva National Resort offers full-time year round employees and their dependents medical, 
prescription drug, and dental coverage.  These benefits are administered by a Third Party 
Administrator.  To help offset the cost of these plans, employees are asked to contribute through a 
pre-tax deduction withheld from each paycheck. 
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Full-time, year round employees who work a minimum of thirty (30) hours per week, twelve (12) 
months per year are eligible to elect Health Insurance Benefits after satisfying an appropriate waiting 
period.  The waiting period is as follows: 
 

• Salaried Employees: Become eligible on the 1st day of the month following a full calendar 
month, thirty (30)-day waiting period 

• Hourly Employees: Become eligible on the 1st day of the month following a full three (3) 
month, ninety (90)-day waiting period 

 
Employees are encouraged to refer to their plan document for specific plan provisions.  At all times 
the applicable plan documents govern these benefits. 
 
 
Life and Accidental Death & Dismemberment (AD&D) 
 
Geneva National Resort provides Life Insurance and Accidental Death & Dismemberment (AD&D) 
Insurance to all full-time year round employees at no cost to the employee. 
 
Employees are encouraged to refer to their plan document for eligibility and specific plan provisions.  
At all times the applicable plan documents govern these benefits.  
 
 
Retirement Savings Plan (401k Plan) 
 
Geneva National Resort offers a Retirement Savings Plan to all eligible employees.  The Retirement 
Savings plan allows employees to contribute pre-tax savings towards retirement.  Eligibility to 
participate begins on the first day of the month following twelve (12) months of employment for all 
full-time year rounds employees. 
 
Once enrolled in the plan, employees may elect to defer a percentage of their compensation with 
Geneva National Resort offering a percentage match.  All deferrals will be in accordance with 
current Federal IRS regulations.  Employees are encouraged to refer to their plan documents for 
specific plan provisions.  At all times the applicable plan documents govern these benefits. 
 
The part of the account the employee owns, and to which they always have a right, is called vested.  
Employees are always 100% vested in their own contributions.  A vesting year is determined by the 
time the employee works for the company.  An employee's whole years of service will be counted to 
compute the years of service for vesting purposes.  Vesting begins on an employee's hire date.  If an 
employee terminates employment and is less then 100% vested, the employee will forfeit the non-
vested portion of their account. 
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Vesting is a graded schedule vesting 20% after two (2) years of services and 20% each year 
thereafter; becoming fully vested at six (6) years of service. 
 

Less than 2 years 0% 
2 Years 20% 
3 Years 40% 
4 Years 60% 
5 Years 80% 
6 Years 100% 
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