STAFF GUIDELINES

Personal Appearance
1. All PYC Staff are expected to take pride in their appearance, remembering “uniform” means alike or to a prescribed standard.  Non-uniform items will not be worn.
a. PYC provides uniform shirts and jackets.
b. Khaki shorts or slacks are the standard.  These are to be staff supplied.
c. Proper deck shoes are required.  Hard-soled shoes or backless shoes of any type are not permitted.
d. Items of clothing not meeting the “standard”:
i. Excessively short, very low-waisted/low slung shorts or pants
ii. Most body piercings other than earrings
2. Attention to personal hygiene and cleanliness is required.
3. Mannerisms or language that may be offensive to other staff, PYC members or guests will be guarded against.
4. Grooming:
a. Hair neatly cut and combed/styled
b. For female staff – extremes of makeup not permitted
c. For male staff – clean shaven, neatly trimmed mustaches or beards are permitted

Rules of Conduct
1. Staff members shall maintain a presentable appearance at all times.
2. Reporting for duty under the influence of drugs or alcohol is prohibited, as is possession of illegal drugs on PYC property.
3. The consumption of alcohol on PYC property is prohibited.
4. Personal cell phones shall be off while on duty.
5. Neglect of duty and insubordination will not be tolerated.
6. Reporting for a scheduled work shift on time is expected.  If circumstances will cause a late arrival, the staff member will inform his/her supervisor ASAP. Habitual tardiness may result in disciplinary action.
7. Staff will address PYC members and guests formally, i.e. Mrs. Smith, Dr. Jones, etc., unless those members/guests have specifically introduced themselves by their first name, i.e. ‘Hi, I’m Joe Perkins’
8. Any breach of common courtesy, civility, or deportment by a Staff member, PYC member, guest or dockside customer will be reported ASAP to the Rear Commodore and the Steward.  Names, place and times are required.  A written incident report shall be completed. 
9. [bookmark: _GoBack]When any situation arises not covered by instructions, PYC Staff shall seek clarification from their direct supervisor, the Steward or the Rear Commodore.

