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ADMINISTRATIVE STAFF 

Marvin Jones, Chief Executive Officer 

Mark Hughes, Chief Operating Officer 

Wanda Lanzer, Chief Financial Officer 

 

Kim Hoffman, HR & Safety Coordinator 

Cana Horner, Missions Coordinator 

Jona Ison, Business Development & 

 Communications Coordinator 

BOARD OF TRUSTEES 

Jim Hill, Chairman 

Bill Beatty, Vice Chairman 

Bill Knoles, Treasurer 

Dave Strickland, Secretary 

Kristal Spetnagel, Executive Committee 

Karen McKee, Executive Committee 

Rachelle Gray-Buchanan 

Heather Clark 

Scott Nusbaum 

Jamey Popp 

Corporate office & Chillicothe Activities and  

Training Center 

2541 Western Ave., Chillicothe 

Offices: 0   ATC: 163 

Athens store & Activities and Training Center 

175 Columbus Road, Athens 

Store: 160   ATC: 161 

Chillicothe stores  

Zane Plaza, 1080 N. Bridge St., Chillicothe 

Store: 162    

2549 Western Ave., Chillicothe 

Store: 175 

Circleville store 

24799 U.S. 23, Circleville 

Store: 164 

Jackson store 

421 McCarty Lane, Jackson 

Store: 166 

 

 

Logan store 

12900 OH-664 

Store: 167 

McArthur store & Activities and Training Center 

574 N. Market St., McArthur 

Store & ATC: 169 

Waverly store 

10954 U.S. 23, Waverly 

Store: 170 

Pickaway County Activities and Training Center 

774 N. Court St., Circleville 

Store: 176 

Pike County Activities and Training Center 

313 W. Second St., Waverly 

Store: 171 

Washington C.H. store & Activities and  

Training Center 

1122 Columbus Ave., Washington C.H. 

Store: 172   ATC: 173 

LOCATIONS 

Dial 740-702-4000 for all locations then choose the extension. 
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GOODWILL HISTORY 
Edgar Helms, a Methodist minister, was the driving force behind the establishment of Goodwill in 1902. Helms 

collected used household goods and clothing in wealthier areas of the city, then trained and hired those who were 

poor to mend and repair the used goods. The goods were then resold or given to the people who repaired them. 

Thus the Goodwill philosophy of a “hand up, not a hand out” was born. 

 

Goodwill of South Central Ohio, with its beginnings in 1959, is one of 16 Goodwill organizations in Ohio. Each 

organization abides by certain criteria to use the Goodwill name, but are operated independently by their own 

local Boards of Trustees. Our region includes Athens, Fayette, Hocking, Jackson, Pickaway, Pike, Ross, and 

Vinton counties.  

 

Due to our independence, when people shop at or donate to Goodwill, they are directly helping fund services in 

their region. At Goodwill of South Central Ohio, our key services are provided through our Workforce 

Development Program and our Activities and Training Centers. 

GOODWILL MISSION 

OUR VALUES 
As the governing board, management and employees of 

Goodwill of South Central Ohio we assume a public 

trust and recognize the importance of high ethical 

standards within the organization we lead. Essential 

values and ethical behaviors we should exemplify 

include: 

Commitment beyond self 

Obedience of and commitment beyond the minimums 

required by law 

Commitment to the public good 

Respect for the value and dignity of all individuals 

Accountability to the public 

Truthfulness 

Fairness 

Responsible application of resources 

OUR GOALS 
1.  To provide effective, efficient, and coordinated 

services to our Goodwill employees and the 

people we serve. 

2.  To assist with obtaining and maintaining 

services available from other organizations.  

3.  To ensure everyone served by Goodwill is 

given a major role in determining the direction 

of planned services through informed choice 

and active participation in the development of 

his/her Individual Service Plan. 

OUR VISION 
Goodwill of South Central Ohio aspires to be the 

most respected provider of services to individuals 

with disabilities and challenges in each of our eight 

counties.  

 

Goodwill of South Central Ohio partners with individuals with disabilities 

and challenges to help them lead the lives they envision.  
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TIME RECORDS 

Employees are responsible for maintaining their own daily record of time worked. Time punches in Paycom must be 

done on every day worked: “clock in” upon arrival, “clock-out” and “clock-in” upon leaving job site and upon 

returning from lunch and at the end of your shift. Unpaid lunch breaks must be subtracted from total hours. 

Employees who leave early for any reason must “clock-out” before leaving. Employees should clock in no more than 

7 minutes before work time or clock out more than 7 minutes after stop time 

 

If an employee makes an error or forgets to use Paycom the employee should: 

• Immediately inform his/her supervisor and submit a punch change request through Paycom. 

• Explain the problem to the supervisor. 

 

The supervisor or manager will make the correction in Paycom and include a note explaining the change. 

 

The organization expressly prohibits any employee from altering his/her own or any other employee’s time record. It 

is a violation of organization policy to change or falsify a time record. Any employee who violates this policy shall be 

subject to discipline up to and including termination. District Managers and the COO will make only obvious 

corrections such as forgetting to clock in or clock out. 

 

Employees are not permitted to “clock-in” a time for any other employee. Any employee who violates this policy 

shall be subject to discipline up to and including termination. Supervisors may assist their employees in using Paycom 

if necessary. 

 

The use of your personal Paycom code or login and password is considered your approval of each day’s clock in and 

clock. Paycom totals time worked automatically. You will only be paid for the punches showing in Paycom. 

Supervisors must approve Paycom time records. Failure to approve time records in Paycom may cause the employee 

to not be paid. Any time record that is deemed to be missing will be noted by Payroll personnel and will be requested 

from the manager. 

 

Salaried employees are defaulted to be paid with or without a timesheet. PTO requests must be made in Paycom for 

all employees, including salaried employees.  

 

LUNCH BREAKS 

All employees who work more than five hours in a day will receive a lunch break. The scheduling of that lunch break, 

its length, whether it is paid or unpaid, whether or not the employee can leave the premises, and the location of the 

lunch area vary according to the position and is determined by the supervisor. 

 

Employees will be allowed to have food or beverage at their workstations under the direction of their supervisor. 

 

THE BASICS 
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(lunch breaks continued) 

All employees who work more than four hours will receive a ten-minute paid break for each four-hour period worked. 

The scheduling of breaks, whether or not the employee can leave the premises and the location of the break area vary 

according to the position and will be determined by the supervisor. 

 

OVERTIME 

Managers shall keep overtime to a minimum under all circumstances and shall pay non-exempt employees for 

overtime in strict accordance with state and federal requirements. 

 

Overtime will be paid only for those hours actually worked over forty (40) hours per week. Personal Leave Days and 

holidays are not included in calculating forty (40) hours per week. No employee may work overtime unless it is 

expressly authorized in advance by the Department Manager/Store Manager, Division Manager, or the CEO. 

 

Overtime shall be offered first to those employees who normally occupy the required positions. If the employee 

refuses the offered overtime, the supervisor will choose the needed employees. The supervisor, however, shall not 

discriminate against any employee or grant preference to any employee in the allocation of overtime. In some cases, 

overtime will be required. 

 

METHOD AND PERIOD OF PAY 

All employees shall clock in and out using the Paycom application. Retail, facilities and logistics staff clock in on 

kiosks at the job site while mission services staff use the app on their phone. Each department supervisor shall review 

employee time punches at the end of each week. Supervisors are to review the time punches to ensure they accurately 

reflect the employee’s work time. Following the review, supervisors approve the time records in Paycom which 

denotes their accuracy. 
 

Any time punch change corrections requested by the employee shall be made to the supervisor who will review the 

request and, if approved, will note the reason for the change in Paycom.  

 

DIRECT DEPOSIT 

Goodwill of South Central Ohio requires all employees to have an account for the direct deposit of their paycheck. 

Direct deposit must be setup in Paycom during onboarding before a new employee begins work. 

If a paper check is issued for payroll, the check will not be mailed and must be picked up at the corporate office. 

Goodwill pays employees via direct deposit (with all standard deductions occurring) on a weekly basis. Check stubs 

are available for review through the Paycom application. Goodwill’s work week is 12:00 a.m. Saturday through 11:59 

p.m. Friday.  

 

PAYROLL DEDUCTIONS        

Goodwill of South Central Ohio will follow federal, state and, local regulations regarding deductions from pay for 

federal withholding tax, Social Security, and Medicare, city, state and school taxes. Additional deductions will occur 

for garnishments as required by law. Voluntary deductions will be available for United Way pledges, retirement 

plans, loan payments, credit union deposits, insurance, etc. 
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MERIT INCREASES 

Performance reviews (details below) are completed annually on or about the anniversary of the individual’s date of 

hire. The immediate supervisor completes the review and recommendations are made. The senior supervisor/

coordinator then reviews all performance reviews with the CEO who makes the final decision on any goals, wage 

adjustments, or corrective actions. 

 

CONDUCTING PERFORMANCE REVIEWS 

Goodwill of South Central Ohio’s performance review system provides for the systematic review of each employee’s 

job performance. It is designed to: 

• Provide a tool for determining how individual employees can contribute meeting overall organizational goals. 

• Provide a tool for assisting employees in job growth and professional development by coaching on performance 

and behaviors measured and observed on the job. 

• Provide a basis for setting objectives and communicating performance standards and expectations. 

• Provide a tool for recognizing and rewarding employees for their performance behaviors and contributions. 

 

The employee’s supervisor shall prepare the performance review and submit the review to his or her supervisor. 

Following approval by the supervisor, it is presented to the CEO for review and approval. 

 

Upon approval by the CEO, the reviewer will discuss the performance review in detail with the employee. Upon 

completion of the discussion, the employee will have the opportunity to complete the “Employee Comments” section. 

The employee and reviewer will sign and date the form. The reviewer will forward the signed review along with any 

pay change form to his/her supervisor or to the HR Coordinator. A copy will be given to the employee. 

 

If the employee questions or disagrees with the review, it will be referred to the appropriate manager for further 

discussion. 

 

Each supervisor should observe the following criteria when conducting performance reviews: 

• The performance review will be private and confidential. 

• Each employee will be evaluated on the basis of his/her performance against the job description and goals 

presented in the prior review. 

• Every goal for the coming year should adhere to the “SMART” concept: 

 Specific – with definite end results. 

 Measurable – quality, quantity, cost, etc. 

 Aligned – connected to organizational or department goals. 

 Realistic – can be accomplished with some challenge. 

 Time Bound – indicates when results should be achieved. 

PERFORMANCE POLICIES & ATTENDANCE POLICY (E-5) 
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ATTENDANCE 

An employee shall be determined to be absent when he or she fails to report to the job station during the hours he or 

she is scheduled to work. Notification must be received by the employee’s supervisor as soon as the absence is 

known, at least 1 hour prior to the employee’s start time. Failure to notify this agency is cause for disciplinary action, 

which may include termination.  

 

Medical clearance from a doctor (at the employee’s expense) may be requested by the HR Coordinator after three or 

more consecutive days of absence due to illness. Medical clearance may be required for less than three (3) days if 

more than three (3) days are missed in a two-week period. 

 

If an employee is tardy, he/she should report to his/her supervisor as soon as possible. The supervisor will then 

determine if the employee will be allowed to complete the work schedule or counted absent. 

 

Each time an employee is tardy or absent, such tardiness or absence shall be cause for concern on the part of this 

organization, and the employee shall be required to explain the reason for such tardiness or absence to his or her 

supervisor. 

 

In the event that an employee cannot or will not improve his or her attendance record, appropriate disciplinary action, 

up to and including termination, shall be taken. Such action shall be as a last resort after management has attempted to 

assist the employee in improving his or her attendance record. 

 

JURY DUTY 

Goodwill of South Central Ohio will continue to pay full-time employees for their regularly scheduled hours when 

they are absent from work because they are called to serve on jury duty. The employee must notify their supervisor of 

the notice to serve in advance and must provide proof of service during the absence. If the employee is not chosen to 

serve, he/she must return to work that day. 

 

WEATHER-RELATED ATTENDANCE DECISIONS 

In making decisions about opening or closing stores and work centers and putting drivers on the road, the number one 

consideration is the safety of all involved. Managers are to get in touch with their supervisor as early as possible as to 

what they’d like to do in their location and in their department. The supervisor will make the ultimate decision. The 

only time the decision is taken out of the hands of the supervisors is if a county sheriff declares a Level 3 emergency 

which means everyone stays home and off the roads.  Hourly employees are not paid during weather-related closures. 

 

DRESS AND GROOMING 

Goodwill of South Central Ohio attempts to recognize individual taste, preference, custom, and comfort in clothing 

and appearance; however, it is expected that all personnel exercise good judgment in taste. 
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(dress and grooming continued) 

The following guidelines are provided to help the employee in selecting proper clothing and accessories: 

• All clothing should be appropriate for the job being performed. 

• All clothing should not be extreme, distracting or attention seeking. 

• All clothing should be appropriate to climatic conditions. 

• All clothing should enhance the image of Goodwill. 

• All clothing should be consistent with safety and health regulations. 

• All clothing should be clean, neat, and odor free. 

 

At a minimum, clothing will include an appropriate combination of: 

• Shirts and slacks, jeans, trousers 

• Blouses or shirts and skirts or dresses 

• Closed-toe shoes will be worn at all times. 

• Tattoos are allowed, except for any that may be deemed offensive or excessive. 

• Piercings are allowed, except for an excessive number. 

 

RETAIL DRESS CODE 

Goodwill of South Central Ohio customers expect to encounter employees who are friendly and helpful as well as 

appropriately dressed. 

• All retail associates are required to wear khaki pants or shorts or jean pants or shorts while on the clock. 

• Shorts should be no shorter than 3 inches above the knee.  

• T-Shirts, polo’s or button-up shirts are to be worn and should be appropriate for work. Anything with vulgar or 

offensive language, including the promotion of drugs, alcohol, political candidates or political issues, will not be 

permitted. 

• Retail managers and associates will be required to wear a vest with an approved name badge at all times while on 

the clock. The company will provide 1 vest to each employee every 6-8 months or as needed. The vests are not 

allowed to be taken out of the store except by the store manager or assistant manager to be cleaned. 

 

Employees arriving at work in violation of the dress and grooming standards will be not allowed to clock in, will be 

sent home to change and may face disciplinary action. Supervisors will make the final decision regarding suitability 

in terms of clothing and appearance. In the case of tattoos and piercings, the HR Coordinator will serve as an arbiter. 

The CEO will make the final decision, if necessary. 

 

Employees found in violation of this dress and grooming standards will be subject to disciplinary action and sent 

home to change without pay. 

 

PERSONAL PROPERTY 

All lockers, desks, storage cabinets, etc. remain the property of Goodwill of South Central Ohio and may be searched 

by authorized personnel and law enforcement personnel at any time. Anytime an employee leaves the worksite, he/

she may be asked by authorized personnel to open bags, lunch boxes, or briefcases for inspection. Unauthorized 

personal property is not permitted on the worksite. 
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OUTSIDE EMPLOYMENT 

Each employee’s obligation to the organization’s mission shall be considered primary, regardless of employment 

status. Employment elsewhere may under no circumstances be permitted to adversely affect performance, scheduling, 

punctuality or attendance. 

 

Employees are prohibited from engaging in outside activities or employment that conflicts with the state goals and 

purpose of the organization or that directly or indirectly are competitive with Goodwill of South Central Ohio. 

 

SMOKING AND USE OF OTHER TOBACCO PRODUCTS 

Goodwill of South Central Ohio, Inc. is a smoke-free facility. Smoking and the use of other tobacco products and 

vaping are prohibited in Goodwill facilities. Smoking is allowed only in designated outside locations on lunches and 

breaks. Smoking is prohibited in all company vehicles. 

 

   

 

 

 

 

 

 

 

 

 

 

 

TELEPHONE CALLS        

Telephones will be made available for employee use in the cafeteria or store offices. Personal calls may be made 

during breaks and lunch or with approval from a supervisor during working hours. 

 

Personal telephone calls should be kept to a minimum. Personal cell phone use should also be limited to breaks or 

lunch. If personal cell phone use becomes disruptive, the employee will be asked to leave their cell phone in their car 

or locker.  

 

DESIGNATED SMOKING AREAS   

Corporate: Shelter behind ATC. 

Athens: Behind the store, across from the dock door in the grass.  

Chillicothe: Behind the store, 20 feet to the left of the back door.  

Circleville: Behind the store, 20 feet to the right of the steps to the dock area.  

Jackson: Behind the store, across from the donation doors in the grass.  

Logan: Behind the store, at least 20 feet to the right of the back door.  

McArthur: Behind the store, 20 feet to the right of the back door.  

Waverly:  Behind the store, across from the dock in the grass.  

Washington Court House: On the side of the store, 20 feet away from the rear doors. 

Western:  Behind the store, 20 feet away from the rear doors. 
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AFFIRMATIVE ACTION FOR EQUAL EMPLOYMENT 

Goodwill of South Central Ohio is an Equal Employment Opportunity (EEO) employer for all consumers, employees, 

and applicants. We will not discriminate because of race, color, religion, gender, sexual orientation, national origin, 

age, ancestry, citizenship, disability, or any other legally protected status and we shall endeavor to eliminate or 

prevent discrimination rending services. This policy is intended to apply to recruiting, hiring, promotions, upgrading, 

layoffs, compensation, benefits, termination, and all other privileges, terms, and conditions of employment. 

 

Our objective is to ensure that continuing progress is made toward the ultimate goal of employing minority, persons 

of a protected class, and those persons with disabling conditions at all job levels in all organizational units of our 

organization. We will promote this practice through our own formal services and through our relationships with other 

community agencies.. 

 

QUALIFICATIONS 

Employees shall be selected on the basis of education, experience, references, and a pre-employment check. 

Qualifications for the job at hand as well as future advancement shall be given prime consideration. Qualifications for 

the job for which an applicant is being considered, shall be based specifically on the appropriate job description. 

 

Physical examination of employees may be required as a condition of hire. Drug testing will be required as a 

condition of hire for those positions where it is required by a state or county agency and for truck drivers and others 

who will operate equipment or machinery as part of their regular duties. Retail and other positions are exempt from 

initial hire drug testing but are subject to all other drug testing scenarios, such as suspicion of drug use, and accident/

injury. 

 

Background checks: Hiring decisions of a person with a criminal background are assessed on an individualized basis 

with regard to the degree of the crime based on the Felony Affidavit form provided by the county board of 

developmental disabilities. At all times the safety of the individuals we serve will be paramount. All applicants 

considered for hire will be checked against the state abuser database to better ensure the safety of all employees and 

clients 

 

NEPOTISM 

A member of an employee’s immediate family and people who live in the same household with an employee may be 

considered for employment by Goodwill of South Central Ohio provided the applicant possesses all the qualifications 

for employment and the employment relationship does not interfere with the operation of Goodwill business and is 

approved for consideration by the CEO. However, a few restrictions have been established to help prevent problems 

of safety, security, supervision, and morale.  

 

Applicants will not be hired or transferred into positions where they directly or indirectly supervise or are supervised 

by a relative, significant other, or anyone living in the same household. Further, such relatives generally will not be  

placed in positions where they work with or have access to sensitive information regarding a relative, significant 

other, or anyone living within the same household or where there is an actual or apparent conflict of interest.  

EMPLOYMENT PRACTICES 
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(nepotism continued) 

Any exceptions to this policy must approved by the CEO who will then report it to the Board of Trustees. No relative 

of the CEO will be hired as a regular Goodwill employee without the approval of the Board of Trustees.  

 

So as to prevent the occurrence of, or the appearance of any impropriety, when an exception to this is rule granted, the 

following guidelines will apply: 

• Neither employee may directly supervise the other. 

• All PLD requests, performance evaluations, changes in pay, log notes, disciplinary actions, terminations, changes 

in job duties, changes in work schedule, etc. of the subordinate family member and their immediate supervisor 

shall receive written, prior approval by the CEO. 

• Every member of the supervisory chain between the supervising family member and the subordinate family 

member will immediately report to the CEO any influence, positive or negative, exerted on them by the 

supervising family member in regards to the family member.  

• Any work-related discussions regarding the subordinate family member that includes the supervising family 

member will also include the CEO. 

• The CEO must approve the hiring and be provided information on the other applicants. 

 

Clients who have relatives working at Goodwill of South Central Ohio qualify to receive services; however, relatives 

may not provide services to clients. Exceptions will be approved by the CEO if it is in the best interest of the 

individual needing services. 

 

For purposes of this policy, family members include spouse, parent, brother, sister, child, stepchild, parent-in-law, so- 

or daughter-in-law, grandparent, grandchild, in-law or step-relative with any of the above relationships, significant 

other. 

 

REHIRING OF FORMER EMPLOYEES: 

A person who is re-employed does not retain any rights, privileges or benefits from the previous service. Length of 

service begins with the new date of hire. Exceptions may be made by the CEO with the approval of the Board of 

Trustees to use the original hire date of the re-hired employee. 

 

TRANSFERS & PROMOTIONS 

For the purposes within this organization, promotions and transfers shall be defined as follows:   

 

Promotion: Movement from one job position to another in which the new position has a higher pay grade or higher 

classification or both. In the selection of an employee for promotion, the following qualifications will be carefully 

considered: 

• Skill, ability and past performance. 

• Educational, training and other necessary requirements. 

The department manager will be consulted regarding the promotion and or transfer of an employee from his/her 

department. If a specific employee has not been previously trained for a specific job, the opening will be posted. 
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Transfer: Movement from one job position to another in which the new position has the same or lower pay grade or 

the same or lower classification or both. The transfer may be of a temporary nature into a position with a higher pay 

grade or classification. 

 

Transfers are most commonly made for the following reasons: 

• Request for transfer. 

• As means of preventing layoffs during periods of limited work opportunities. 

• When needed to accommodate specific physical limitations. 

• When needed by the department to complete a specific production requirement. 

 

If a shortage of work should occur in a department, employees may be transferred temporarily to another department, 

rather than be sent home. If the department to which an employee is sent pays less in wages, the rate will remain the 

same as the rate paid in the regular department during the first week. If after one week the employee is to remain on 

that job, his/her performance on that job will be evaluated, and he/she will be paid accordingly. 

 

Should the employee be asked to take a job with a higher rate of pay on a temporary basis, he/she will receive his/her 

former rate of pay. If it is decided after one week that he/she is to remain on that job, the performance on that job will 

be evaluated, and he/she will be paid accordingly. If he/she should request a transfer to a new department, and if such 

transfer is possible, the same evaluation procedure will apply. 

 

CONFIDENTIALITY 

In recognition of the rights of all individuals, it is the policy and practice of Goodwill of South Central Ohio to protect 

the rights and privacy of all of our employees. We will do this in ways that are reasonable and consistent with good 

business practices, with the rights of individuals as our ultimate guideline.  

 

Goodwill of South Central Ohio will:  

• Request and use only that personal information which is needed. 

• Consider personal information to be confidential. 

• Refuse to make available, without your knowledge and written consent, personal information to outside agencies 

or organizations except as required by law. 

• Upon proper request, you may see your personnel file. 

• Correct or delete any information found to be inaccurate. 

• Expect all employees and consumers to conform to our ethical standards as to the confidentiality of personal 

information held by this agency. 

 

REFERENCES 

Should the agency be contacted regarding an employee the HR coordinator, payroll department or CEO will release 

only the date of hire and date of termination. Any additional information will be released only on your written 

consent. 
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RETIREMENT PLAN 

All employees who work one year of service or are expected to work 1,000 hours per year are eligible to enroll in the 

organization’s 403(b) Plan as of the first day of employment. 

 

Employees may make a pre-tax contribution or a Roth contribution in accordance with federal regulations. After six 

months of employment, the percentage of matching employer contribution will be the same percentage as that of the 

employee, up to a maximum of 3%. 

 

The vesting schedule and amount of the matching contribution are determined by the Board of Trustees following 

federal regulations and are subject to change. The board, at its discretion, also can remove this as a benefit. 

 

HOLIDAYS 

The organization will observe the following holidays: 

New Year’s Day 

Memorial Day 

Independence Day 

Labor Day 

Thanksgiving Day 

Christmas Day 

 

The calendar for the observation of holidays will be determined before the beginning of each calendar year by the 

CEO. Holiday pay will be as follows: 

 

Full time hourly employees who work a holiday will receive the 8 hours holiday pay and the 1.5 pay x hours 

worked.  

Part time hourly employees who work a holiday will receive the 1.5 pay x hours worked. 

Salaried employees who work will receive the 8 hours holiday pay and, with the approval from their supervisor, 

schedule another day off within 30 days of the holiday which will not be counted as PTO day. 

Salaried and full time hourly employees who do not work the holiday will receive the 8 hours holiday pay. 

 

FMLA (Family and Medical Leave Act)  

FMLA applies as required by law. Employees who earn personal leave days must use all personal days prior to using 

unpaid FMLA. Personal days and FMLA will be used concurrently. 

 

EMPLOYEE PURCHASES POLICY 

To promote fair purchasing methods for both customers and employees, the following policies are to be used when 

making employee purchases. These pertain to all employees, retail or otherwise. 

 

BENEFITS 
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(employment purchases continued) 

• All merchandise must be placed on the sales floor for a period of seven days before employees are allowed to 

purchase. Under no circumstance can any employee or customer purchase items directly from the processing/

sorting area. 

• Employees are prohibited from pricing items at the request of or on the behalf of other employees. 

• Purchases must be done prior to or after a shift. Purchases may not be made during breaks or lunch periods. 

• There will be no storing, setting aside or holding of any item prior to purchase. 

• The Store Manager or Assistant Manager must actually do the checkout procedure for other employees. If the  

Store Manager or Assistant Manager are making the purchase, it should be processed by the other Manager and 

the receipt emailed to the Retail/IT Coordinator. 

• Sold items must be placed in an appropriate bag with the receipt attached and then immediately taken out of the 

store. Larger items, such as furniture, should be tagged by the Store/Assistant Manager and removed within one 

business day. Exceptions can only be approved by the Retail/IT Coordinator. 

• To ensure/promote proper processing of items, salvaged items are NOT sold at reduced prices. 

• We do not sell items that are going to be trashed or salvaged. Employees are not permitted to take these items. 

• Employees are prohibited from asking another employee or customer to make purchases for them. 

 

The employee discount for donated goods is 10%. New goods do not qualify for the 10% discount. This discount 

cannot be combined with any other discounts. Employee purchases made during a 50% off promotion or 10-for-$10 

clothing sale will receive the promotion or sale price only as long as the items purchased have been on the sales floor 

for at least the seven days. Employees who violate this policy will be subject to disciplinary action up to and 

including termination. 

 

Any questions pertaining to this policy should be directed to the Retail/IT Coordinator. 

 

BEREAVEMENT 

All full-time employees after their 90-day probation may receive up to three days of excused absence for a death in 

the immediate family, step-family or in-law family. Immediate family, step-family or in-laws family is defined as a 

spouse, child, father, mother, father-in-law, mother-in-law, sister, brother, legal guardian, grandparent, grandchild or 

other as determined by the CEO. Part-time employees are not eligible for bereavement leave. 

 

With approval by the CEO, if additional time off for bereavement, personal leave, either paid or unpaid leave, may be 

granted. 

 

HEALTH INSURANCE AND OTHER BENEFITS 

The Board of Trustees determines the insurance benefits to be made available to the employee in consultation with 

the CEO and HR Coordinator. The board is under no obligation to provide the insurance benefits but will endeavor to 

obtain the best possible benefits for eligible employees at the least possible cost to both Goodwill of South Central 

Ohio and the employee. 

ADDITIONAL BENEFITS FOR FULL TIME EMPLOYEES 
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Goodwill will endeavor to provide health, dental, vision, and life insurance, as well as short-term and long-term 

disability insurance. Only full-time employee are eligible for any insurance plans. The plans and percentages of the 

premiums paid by Goodwill will be reviewed as necessary. 

 

Eligible employees will be made aware of benefits for which they are eligible at their orientation session or a 

separate, individual meeting with the HR Coordinator. 

 

EMPLOYEE CHOICE TO DECLINE BENEFITS 

Should an eligible employee choose to decline any benefits for any reason, the employee shall not be entitled to 

remuneration in place of the benefits. 

 

TERMINATION BENEFITS 

Health Insurance: All medical insurance premiums remain in effect until the end of the month for which premiums 

have been paid if health insurance was offered and taken by the employee. An employee, spouse or dependent child 

may choose to continue medical insurance benefits under C.O.B.R.A. 

 

Disability Insurance: Upon termination, Disability Insurance is no longer in effect. Termination will not affect a 

covered loss which began before the date of termination. 

 

Dental Insurance: The terminated employee may choose to continue the dental insurance benefits under 

C.O.B.R.A. 

 

Vision Insurance: The terminated employee may choose to continue the vision insurance benefits under 

C.O.B.R.A. 

 

PERSONAL LEAVE 

Only full-time employees are eligible for personal leave time after they have completed their 90-day probationary 

period. Personal leave time is to be used in instances of illness, vacation or other purposes. All personal leave time is 

arranged by mutual agreement between the employee and his/her supervisor. Should the need for personal leave time 

be due to illness or emergency, notification should be received by the employee’s supervisor as soon as the absence is 

known and at least 1 hour prior to the employee’s start time. 

 

Full-time employees are eligible to take personal leave days (PLDs) after their 90th day of employment. Employees 

will earn 1 PLD for every 21 days they work (including during the probationary period) for a maximum of 12 days. 

 

Personal leave accruement schedule 

• On the third anniversary of their employment, employees will earn 1 day for every 15 days they work. 

• On the eighth anniversary, employees will earn 1 day for every 11 days they work. 

• On the 12th anniversary, employees will earn 1 day for every 9 days they work. 
 

PLDs are to be taken in increments of not less than 4 hours. 
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After the first anniversary of employment, employees will be credited with the maximum number of PLDs according 

to the schedule. Example: At the one year anniversary, the employee will be credited with 12 PLDs plus any PLDs 

earned and not taken during the first year. At the third anniversary, the employee will be credited with 17 PLDS; at 

the eighth anniversary 22 PLDs and at the 12th anniversary, 27 PLDs. 

 

When an employee leaves the company for any reason (resignation, retirement, termination, etc.), he or she might be 

eligible to receive a payout for unused, but earned, PLDs. Any employee who does not reach their first anniversary 

will not be eligible for a payout. Any employee who does not give a two-week notice in their resignation will not be 

eligible for a payout. Any employee who is terminated for cause will not be eligible for a payout. Eligibility for a 

PLD payout will be noted on the Exit Form. 

 

At the end of each year of service, employees will receive an attendance bonus of the cash equivalent of 50 percent of 

their unused personal days up to a maximum of six (6) days. No PLDS will be carried over to a new year. 

If an employee has taken more PLDs than earned, the last paycheck will reflect the negative balance of days. 

Example: If an employee resigns (and gives two weeks’ notice) after their third anniversary and has taken 12 PLDs, 

but had earned only 9 PLDs, three days of wages will be deducted from the final paycheck. 

In unusual circumstances, the CEO will be the final arbiter of PLD payouts. (Effective” July 3, 2020) 

 

TRACKING LEAVE 

The Administrative office will maintain a file for each employee where data will be stored about their use and 

available leave. The employee or Supervisor can obtain the following information: 

 

Average hours per day – For all benefits based on days, the number of hours in a day is calculated by adding the 

regular hours worked, vacation hours and holiday hour from the past 6 bi-weekly pays and dividing by 60 (5 days per 

week x 12 week period). This is the amount of hours to be paid. 

 

PERSONAL LEAVE DONATION PLAN 

Purpose: To provide a means for employees to donate PLDs to employees who are faced with a chronic health 

condition. All donations are to be approved in advance by the CEO in consultation with the HR Coordinator. The 

recipient of the donated PLDs is to exhaust his or her own PLDs before the donated days become effective. 

 

The HR Coordinator will present any proposal to the CEO for approval. 

 

TRAVEL/EXPENSE REIMBURSEMENT 

Any travel not in the normal course of business must be approved in advance by a supervisor and the CEO. All 

expenses are to be reported on a Travel & Expense Sheet and submitted as soon as possible after the travel is 

complete. Receipts for all expenses are required. 
 

Mileage reimbursement will be 40 cents per mile if an employee uses his or her personal vehicle. Employees are 

encouraged to use the organization’s vehicles when possible and practical. 
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GOODWILL ASSISTANCE PROGRAM (GAP) 

This program is designed to financially aid full-time employees who find themselves in a financial predicament and 

have no other means to seek relief, such as a bank loan. A qualifying event could include, but is not limited to, an 

unforeseen emergency, eviction, utilities being shut off, vehicle repair, a theft, fire, death, or other difficult 

circumstances as deemed by the HR Coordinator, Chief Financial Officer, and CEO. 

 

The employee is expected to continue employment, have no suspensions, major disciplinary actions, poor attendance 

or bad attitude toward Goodwill of South Central Ohio. The employee must be employed 180 days or more. 

 

To apply, the employee must have supporting documentation to turn in with the application, such as shut off notices, 

copies of bills, eviction notice, Victim of Crime reports, the estimates for repairs, etc. 

 

If approved, the employee will sign a promissory note obligating them to have a predetermined amount of money 

deducted from their paychecks for up to a year to pay back the loan which will be at a reasonable interest rate 

included in the promissory note. 

 

If the employee resigns or is terminated before the note is satisfied, the remaining principal will be deducted from the 

final paycheck. If a principal still remains, every effort will be made to determine a payment plan. 

 

An employee is only eligible for this assistance 1 time per year. 
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SEXUAL HARASSMENT 

Goodwill of South Central Ohio, Inc. does not tolerate sexual harassment of any kind. All employees must avoid 

offensive or inappropriate sexual behavior at work and are responsible for assuring that the workplace is free from 

sexual harassment at all times.  

 

Goodwill of South Central Ohio policy prohibits unwelcome sexual advances; requests for sexual acts or favors or 

actions; or other verbal or physical conduct of a sexual nature which adversely affects an employee’s performance or 

which creates a hostile or offensive working environment. Examples of prohibited conduct include, but are not 

limited to, lewd or sexually suggestive comments; off-color language or jokes of a sexual nature; slurs and other 

verbal, graphic or physical conduct relating to an individual’s sex; or any display of sexually explicit pictures, 

greeting cards, articles, books, magazines, photos or cartoons.  

 

Employees should bring any complaint to the attention of their supervisor, HR Coordinator or the CEO, who will 

assist the employee in filling out the sexual harassment complaint form. The supervisor will immediately bring the 

form to the attention of the CEO, who will appropriately investigate the complaint and take appropriate action up to 

and including dismissal. 

 

EMPLOYEE DISCIPLINE POLICY (E-6) 

While Goodwill of South Central Ohio realizes that a large majority of employees will never give cause for 

disciplinary action, nevertheless in order to deal uniformly with the few chronic offenders, it is Goodwill’s policy to 

have a written disciplinary procedure 

 

ORGANIZATIONAL RULES OF CONDUCT 

The following actions are deemed unacceptable conduct when exhibited by any employee, and that employee shall 

become liable to disciplinary action. When disciplinary action is required, this organization shall follow the principles 

of corrective discipline with respect to minor offenses. 

 

The following may result in disciplinary action: 

• Stealing from other employees or the organization. 

• Removal of another employee’s property or the property of the organization without permission. 

• Falsification of records or misrepresentation of essential information. 

• Deliberate falsification or tampering with ones own or another’s time card. 

• Possession and/or use of alcohol, drugs, or a controlled substance on the organization’s property. 

• Fighting on organization’s property. 

• Deliberate destruction, abuse, or misuse of the organization’s property or property of another employee. 

• Conducting oneself in such a manner as to endanger life or property. 

• Possession of any weapon on the organization’s property. 

• Failure to report to the immediate supervisor any accident the employee is involved in. 

BEHAVIOR AND DISCIPLINE 
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• Improper conduct toward persons entrusted to this organization for rehabilitation services including, but not 

limited to, verbal and physical abuse, social or sexual improprieties. 

• Insubordination (refusal to perform work assigned or refusal to obey any reasonable order given by the supervisor 

or management personnel). 

• Disorderly and/or disruptive conduct which interferes with organizational operations or the performance of other 

employees and/or damages the image of the organization in the community. 

• Illegal gambling on the organization’s property. 

• Violating safety rules. 

• Any other action of a serious nature detrimental to the organization or its purpose. 

• Carelessness or misuse resulting in loss of, or damage to, the organization’s property assigned to an employee in 

the performance of the organization’s business. 

• Smoking in any non-smoking area. 

• Leaving the job or workstation during scheduled working hours without permission from a supervisor. 

• Failure to report to work when scheduled and at the proper starting time. 

• Failure to make and maintain adequate levels of effort in terms of quality and/or quantity of work performed. 

• Attending to personal business during scheduled work time. 

• Visiting other work areas except when engaged in organization business. 

• Posting, removing or tampering with organization signs and bulletin boards without proper authorization. 

• Interfering with other employees in the performance of their duties. 

• Inviting and/or allowing non-employees to visit the employee or the employee’s work area without prior 

permission from the employee’s supervisor. 

• Failure to adhere to policies and procedures established by management. 

• Creating and/or contributing to unsanitary conditions or poor housekeeping. 

• Verbally or physically threatening others. 

• Recreational use of headphones or earbuds during work hours. 

• Non-reporting of abuse of a fellow employee. 

• Employees will not accept gifts of money, such as a tip for service 

• Employees can only accept gifts of a nominal value less than $10.00 

• Gifts cannot be taken by coercion. 

• Any personal fundraising, for example Girl Scout Cookie sales, school fundraisers, etc. are allowed on a purely 

voluntary basis. There shall be no pressure or coercion to participate. 

• During company time no one except senior staff members will notarize or witness any documents that are not 

company related. Senior Staff members who are notaries may notarize any legal documents within the boundaries 

of their notaries.  

• Unauthorized use of the organization’s computers or other technology equipment. 

• Failure to follow the communications and social media policy (see pages 30-32). 
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THEFT 

All donated materials are the property of Goodwill of South Central Ohio. Only authorized personnel will handle 

process and transport donated goods. Care and safety should be exercised when handling donations. 

 

Unauthorized distribution of donated goods and theft of any material will be subjected to immediate disciplinary 

action. 

  

When you see a person steal donated goods or when the theft of money occurs:   

• Observe as much identifying information as possible. 

• Call police immediately. 

• Get names and contact information from as many potential witnesses as possible. 

• Call the Retail Coordinator or Administrative Office. 

• Have all witnesses write down information they witnessed. 

• Cooperate fully with the police investigation. 

 

DISCIPLINARY PROCEDURE 

Whenever an employee commits an offense warranting disciplinary action, a supervisor may begin disciplinary action 

in any of the steps listed below depending on the severity of the offense committed. All warnings will be documented 

by the Supervisor and filed in the employee’s personnel file.  

 

We are committed to working with all employees to prevent disciplinary action but acknowledge that in some cases it 

may be necessary. Any discipline administered by a supervisor should be reasonable and appropriate. In addition, the 

supervisor may repeat any of the first two steps of this procedure when it is deemed necessary. The CEO and HR 

Coordinator are to be informed by supervisors of all major disciplinary actions planned or taken. 

 

MINOR OFFENSES 

For minor offenses, the employee should be given a minor warning.  

 

MAJOR OFFENSES 

If the offense is not corrected within a reasonable length of time, or if there are two minor warnings within 30 days, or 

for more serious offenses, a major warning may be given. 

 

SUSPENSION 

Suspension will be made only in cases of serious misconduct or when an employee has sufficiently demonstrated an 

unwillingness to correct his/her behavior. In the case of serious misconduct, the employee’s supervisor may suspend 

the employee immediately. The HR Coordinator and CEO are to be notified in advance, if at all possible. 

 

Other than in cases of serious misconduct, the supervisor must advise and consult with the HR Coordinator and CEO 

before the suspension can occur. 

 

Copies of any written warnings will be given to the HR Coordinator who will place it in the employee’s permanent  
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personnel file, along with the supervisors’ description of the events. 

 

The organization is committed to working with all employees to prevent such suspensions but acknowledges that in 

some cases it may be necessary. 

 

It should be emphasized again that supervisors are not required to go through all of the steps involved in the 

disciplinary procedure. Discipline may begin at any step in the procedure depending on the seriousness of the offense 

committed. At all times, the HR Coordinator is to be consulted as early as possible in the process. 

 

TERMINATION 

Prior to all terminations, the HR Coordinator and CEO must be consulted and approve the termination. 

 

TYPES OF TERMINATION 

Lay-off:  Reduction in the work force, either permanent or indefinite.  

 

This agency is committed to providing continuous employment when possible. When economic conditions necessitate 

a reduction in the workforce, the agency shall attempt to arrange transfers to other positions for all employees who are 

affected by lack of work in their present position. 

 

Acceptable alternatives could include a reduction in scheduled hours or reduction, either permanently or temporarily, 

of its current workforce. 

 

If a reduction of workforce becomes necessary, layoffs will be based on job classification and ability to do available 

work. Layoffs will occur as follows: 

• Part-time on-call employees 

• Part-time employees 

• Active consumers 

• Full-time employees 

 

Consumers will be subject to layoff if there is no work available which they are to perform. Recall is based on 

employees currently on layoff who have not reach 180 days. After a person has been on layoff status for 180 days or 

more, they will be considered as involuntarily terminating employment, but have the right to re-apply for future 

employment. 

 

Release: Inability to perform the job assignment in an appropriate and satisfactory manner as defined by 

performance evaluation criteria. Termination in such cases may occur after management has taken all reasonable 

steps to retain the employee. 

 

Discharge: Separation from the organization for cause, such as willful misconduct as defined in the discipline 

section of this manual. 
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Immediate dismissal: Separation from the organization without notice. The employee is asked to leave the 

premises without delay using immediate suspension. This will occur when there is just cause determined by the 

organization in cases of serious misconduct. Actions will be reviewed, and termination will occur if just cause is 

upheld. 

 

Medical disability: Substantial Medical evidence, supported by appropriate medical reports, demonstrating that an 

employee cannot perform his/her assigned job satisfactorily and cannot accept a similar position within the agency. 

 

Voluntary termination: An employee resigns or is separated from the organization at his/her request. Any 

employee who intends to resign or leave the organization voluntarily is requested to give at least two weeks notice in 

writing to his/her immediate supervisor. A 30-day notice is requested for all Staff positions. The supervisor will then 

immediately notify the HR Coordinator.  

 

An employee who misses three straight scheduled workdays without delivering a notification of intent to return to a 

member of management shall be considered a voluntary termination. When an employee gives a written notice of 

intent to resign, the immediate supervisor will notify the HR Coordinator who will take all reasonable steps, including 

personal discussions, to determine the cause. 

 

The immediate supervisor, along with the HR Coordinator and the CEO, may discuss what the organization is willing 

to do to retain the employee such as helping the employee obtain counseling or arranging for a leave of absence.  

Goodwill of South Central Ohio provides an effective and acceptable means for employees and trainees to bring 

problems and complaints concerning their well-being at work or programming to the attention of management. 

      

Complaints Procedure 

A complaint is defined as “any” condition of employment or training that the employee or trainee thinks is unjust or 

inequitable in connection with his/her own work. Under the plan, employees or consumers may submit complaints in 

the following sequence:   

 

 Step 1: To assure prompt attention, complaints must be submitted immediately after the event prompting the 

 complaint. Complaints are presented orally to the employee’s/consumer’s immediate supervisor. 

 

 The employee or consumer submits the complaint personally but may elect a fellow employee or consumer to 

 appear with them if unable to communicate adequately. 

 

 The supervisor or rehabilitation case manager should make every effort to resolve the grievance in this initial 

 step.  

 

 Step 2: If the complaint cannot be settled by the immediate supervisor or rehabilitation case manager, the  

COMPLAINT POLICY (E-7) 
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 supervisor must, within three (3) working days, indicate the steps taken to resolve the problem, and forward 

 this to the HR Coordinator who will attempt to resolve the issue and respond within three (3) working days. 

 The HR Coordinator will coordinate a proposed resolution with the CEO. 

 

 Step 3: A meeting will be conducted with the employee and the HR Coordinator to explain the decision. The 

 CEO may also attend the meeting at his or her discretion. 

 

 If the employee disagrees with the proposed resolution, the complaint will be forwarded to the Chairman of 

 the Board of Trustees, local authorities, and/or legal representation as appropriate. 

PRINCIPLES OF ETHICAL CONDUCT 

As the governing board, management and employees of Goodwill of South Central Ohio, Inc. we assume a public 

trust and recognize the importance of high ethical standards within the organization we lead. 

• Essential values and ethical behaviors we should exemplify include: 

• Commitment beyond self 

• Obedience of and commitment beyond the minimums required by law 

• Commitment to the public good 

• Respect for the value and dignity of all individuals 

• Accountability to the public 

• Truthfulness 

• Fairness 

• Responsible application of resources 

 

In keeping with these values, and to assist us in fulfilling our responsibilities to the individuals and communities we 

serve, we subscribe to the following principles: 

• We will conduct ourselves and operate Goodwill of South Central Ohio in a professional manner that upholds the 

integrity of both, and merits the trust and support of the public. 

• We will uphold all applicable laws and regulations, going beyond the minimum required by law to protect and/or 

enhance Goodwill's ability to accomplish its mission. 

• We will treat others in a courteous, respectful manner, doing for and to others what we would have done for and to 

us in similar circumstances. 

• We will be responsible stewards of Goodwill's resources. 

• We will take no actions that could benefit us personally at the unwarranted expense of Goodwill, avoiding even 

the appearance of a conflict of interest. We will exercise prudence in the expenses we charge to Goodwill. 

• We will carefully consider the public perception of our personal and professional actions, and the effect actions 

could have, positively or negatively, on Goodwill's reputation in our community and elsewhere. 

• We will interact on social media following the same ethical guidelines as we do in person and in accordance with 

guidance provided in the marketing and communications policy. (pages 30-32) 

LEADERSHIP POLICY 
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• We will comply with all company Policies, Procedures and practices including safety, security and care for 

Goodwill resources. 

• We will not engage in conduct involving dishonesty, fraud, deceit, or misrepresentation in the performance of 

duties. 

• We will not exploit relationships between employees, clients, consumers or any individual receiving services for 

personal gain or private advantage. 

• We will not harass or create a hostile environment for people we serve, customers, visitors, volunteers and fellow 

employees. 

• We will perform all duties assigned effectively and in accordance with established quality standards. 

• We will keep the work place drug and alcohol free. 

• We will keep all information confidential that we may encounter in our day-to-day activities that is not part of 

our job duty to share with others. 

• We will report all issues of fraud, waste and or abuse to the Audit Committee. 

• We will set and maintain boundaries. Employees will not accept gifts of money, such as a tip, and may only 

accept gifts of nominal value less than $10. Gifts cannot be taken by coercion. Under no circumstances is 

improper conduct toward persons entrusted to Goodwill for services acceptable including, but not limited to, 

verbal and physical abuse, social or sexual improprieties. 

• We maintain the right for authorized personnel and law enforcement to search Goodwill property such as lockers, 

cabinets, and desks which may contain personal property. When leaving a worksite, an authorized employee may 

request employees to open bags, lunch boxes, or briefcases for inspection. 

• We will permit personal fundraising in the workplace, for example Girl Scout cookie sales, school fundraisers, 

etc., on a purely voluntary basis. There shall be no pressure or coercion to participate. 

 

Business/Financial Practices 

All financial practices of Goodwill of South Central Ohio will be handled in accordance with the applicable federal, 

state and local laws, following the standards of commonly accepted, sound financial management practices, and 

company policies and procedures. 

 

Treatment of Persons Served 

The following values will serve as principles, which will guide all actions in dealing with those individuals served or 

employed by Goodwill of South Central Ohio. All actions will: 

• Promote self-esteem in those served or supervised. 

• Demonstrate empathy and a willingness to use insights gained in such a way as to improve the situation. 

• Enlist the involvement of those served or supervised by increasing the "personal capital" of all individuals. 

Individual persons served must always be treated with respect and dignity, regardless of disability or other potential 

deficit areas. 

 

The input of individuals served into the rehabilitation process is not only important but is paramount. That input 

should always be accepted in a respectful manner. 
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Individuals served give up no legal rights when they join Goodwill of South Central Ohio. Hence, an individual's 

legal rights must be respected at all times. 

 

An atmosphere must be maintained in which those served may learn and develop. 

 

The agency must be ever mindful of the attitudinal, architectural and communications barrier that may exist in the 

agency. Where barriers exist, the agency must consider and take, where appropriate, corrective action. 

 

Treatment of Community Members 

Community members support Goodwill of South Central Ohio through their donations of items for sale in stores, 

donations of larger items such as automobiles, and through financial contributions. We must be good stewards of 

these community resources. 

 

All members of the community must always be treated with respect and dignity, regardless of their reason for contact 

with the agency. We need to be responsive to the needs and concerns of the community. Responses and interactions 

must be conducted in an atmosphere of education regarding the mission of the agency.  

 

Individuals expressing complaints regarding activities of the organization must be listened to politely. Actions must 

be guided by a willingness to understand and an offer to respond to the complaint. Answers to complaints must be 

given in a professional, dignified manner. 

 

DIVERSITY AND CULTURAL COMPENTENCY 

Goodwill of South Central Ohio is committed to ensuring the equality of opportunity, services, and equal treatment 

for staff, employees, and clients in terms of employment and access to services. We can do this by being aware of and 

have knowledge of culture, spiritual beliefs, ethnicity, personal preferences, attitudes toward impairments, language, 

and how and when to use interpreters. 

 

Goodwill of South Central Ohio selects employees based on their qualifications for the positions available, We treat 

everyone with respect to employment compensation, services, and all opportunities for advancement, training, and 

promotion without discrimination on the basis of gender, age, race, ethnicity, sexual preference, socioeconomic 

status, veteran status, religious preference, national origin, marital status/civil partnership, pregnancy, or disabling 

condition.  

 

Our Cultural Competency and Diversity Plan is intended to apply to employees, staff, persons served, and 

stakeholders, but the plan also is used for recruitment, hiring, promotions, upgrades, layoffs, compensation, benefits, 

terminations, and all other privileges terms and conditions of employment.  

 

Goodwill of South Central Ohio believes that embracing individuals whether they are employees, persons served, or 

stakeholders increases the creativity, tolerance, and acceptance while promoting growth and the abilities and skills of 

all. We strive to create an atmosphere that our employees, staff, persons served, and stakeholders can express their  
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views comfortably while monitoring what could go wrong and knowing how to handle negative situations that may 

arise.  

 

Cultural competence: to interact with individuals of diverse backgrounds; being appreciative and respectful of 

an individual’s beliefs and practices that are different from ones own. 

Diversity: the differences that make us unique. 

 

Goodwill of South Central Ohio will continue to aspire to be leaders in the communities we serve by using the 

following goals: 

• We will modify our services and training when necessary based on changes in our communities, needs of those 

served, and our employees.  

• We will continue to learn, train, and gather feedback from our persons served, employees, and stakeholders to 

enhance our Cultural Competency and Diversity Plan and review annually 

• We will promote cultural difference and diversity in all of our activities and services we provide to all persons 

served, employees, and stakeholders. 

• We will deliver services with an understanding of and respect for all employed and served without 

discrimination based on cultural beliefs, gender, age, ethnicity, sexual orientation, or socioeconomic status. 

• We will promote the personal values and difference of our employees, their families, our persons served, 

stakeholders, and the communities we serve. 

The employee complaint policy or Whistleblower policy outlined below will be followed for allegations of ethical 

code violations of employees. 

 

Board of Trustees Communication 

The Board of Trustees at Goodwill of South Central Ohio’s intention is to ensure everyone has been explained and 

understands the Whistleblower policy and procedures. Goodwill management will be required to have every 

employee sign a form acknowledging they have been trained.  

 

It is the intent for a member of the Board of Trustees to conduct this training for current associates and all new hires. 

Every year at the December Board of Trustees meeting, the management will report the employees who have not been 

trained.  

  

Filing a report 

Any individual who has concerns with respect to ethical behavior, accounting controls, auditing matters, violations of 

state or federal laws or policies of Goodwill of South Central Ohio is strongly encouraged to report such a concern to  

a member of the Board of Trustees at his/her home address to ensure confidentiality.  

 

Contact information for any board member is available to any employee by contacting the HR Coordinator who will 

not question the reason for the request under penalty of discipline up to, and including, termination.  

ALLEGATIONS OF ETHICAL CODE VIOLATIONS - WHISTLEBLOWER POLICY 
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As many details as possible should be included with the report, such as a description of the questionable activity, the 

names of the individuals involved, the names of possible witnesses, dates, times, places, and any other available 

details. Goodwill of South Central Ohio requires every individual to come forward with information. Retaliation is 

prohibited against the individual reporting the concern to the trustees. However, any individual should feel free to 

report anonymously and confidentiality will be protected.  

 

Supervisors and managers who receive such reports must consult with the Trustees prior to taking action. The 

Trustees have the authority and responsibility for undertaking the investigation; the Board of Trustees handles the 

concern relating to ethical or accounting practices.  

  

Investigating a Report 

The Trustees will oversee the intake and response to reports. The Trustees will fully evaluate and investigate the 

allegations of misconduct within 10 business days. Individuals should avoid making false statements and not engage 

in any activity that is either unlawful or unreasonable. If the Board of Trustees determines the report is outside the 

scope of responsibility, it will refer the complaint to legal counsel for investigation.  

  

Responding to a report 

Reports of misconduct or unethical behavior will be addressed within 10 business days and the individual reporting to 

the Board of Trustees will receive a response. The Trustees will maintain a record of all such reports and concerns,  

along with the investigative outcomes, on a confidential basis. Individuals should in good faith participate in any 

subsequent procedures necessary to investigate the complaint. At the conclusion of any investigation or proceeding, 

the outcome will be communicated in writing to all parties affected.  

  

Ensuring a Non-Retaliation Policy 

Goodwill of South Central Ohio will not retaliate or take part in any form of reprisal against the individual filing the 

report. Any such retaliation is prohibited. Employees who believe they may have been subject to retaliation should 

report such suspected retaliation to the Board of Trustees in the same manner described above for the purpose of 

reporting questionable activity.  

  

However, the organization may take disciplinary action against an employee on the basis relating to reporting. First, 

an employee who knowingly fabricated, distorted, exaggerated, or minimized a report of wrongdoing to either injure 

someone else or to protect himself/herself or others and/or second, an employee whose report contains admissions of 

personal wrongdoing will not be guaranteed protection from corrective action. The organization generally will give 

positive weight to self-confession in determining corrective action; but the extent depends on factors such as whether 

the employee’s conduct was previously known to the organization, whether discovery of the conduct was imminent, 

and whether the confession was complete and truthful.  

  

Any questions about this policy should be directed to the Board of Trustees. Nothing in this policy pre-empts 

applicable state or federal statutes governing whistleblowers.  



30 Goodwill of South Central Ohio Employee Handbook 

Duty to Report 

The Federal Sentencing Guidelines require that an “effective” compliance program ensure the discipline of employees 

responsible for failure to detect wrongdoing as well as for those who commit an offense or crime. All employees will 

be trained on the importance of adherence to the program is a material condition of employment. Employees will be 

informed that failure to comply with the requirements of the program will result in discipline up to, and including, 

termination. Whether the prohibited conduct constituted simple negligence, gross negligence, or willfulness will be 

considered in determining and administering disciplinary action.  

We develop our programs to meet the needs of the people we serve.  

 

We will strive to ensure the dignity, rights and personal safety of our consumers and provide accessibility in all 

aspects of our organization and in the community.  

 

When appropriate, employees are expected to participate in assisting those served in meeting their employment goals 

and will not exploit any disability of those served. 

 

Goodwill of South Central Ohio will make use of Information Technologies as appropriate, affordable, and required. 

All employee, consumer or otherwise confidential information will be password protected and access will be 

available only to those who have access to the corresponding paper files The Squares (cash registers) will not be used 

for personal use. Goodwill contracts with a third-party for cybersecurity surveillance and analysis. 

 

Computers and electronic tools may not be used in any what this is illegal, disruptive or offensive to others. 

Employees will be held financially responsible for repair or replacement of Goodwill IT devices (including 

computers, cell phones, etc.) that are lost, damaged or destroyed as a result of their carelessness or neglect. 

 

All communications relating to Goodwill of South Central Ohio should reflect our values, ethics, and mission to 

improve the quality of life and job opportunities for those with disabilities and disadvantages. These policies serve as 

a guideline for how we communicate with the public. Violations of these policies could result in discipline up to and 

including termination. 

 

This policy does not restrict or interfere with rights afforded to employees through the National Labor Relations Act. 

Goodwill of South Central Ohio also prohibits negative action against any employee for reporting a possible deviation 

from the communications and marketing policy. 

 

Those who receive Goodwill’s services are not to be included in any media or social media while at a Goodwill site or 

function without having a signed consent and release form allowing such. 

WORKFORCE DEVELOPMENT POLICY (R-1) 

INFORMATION TECHNOLOGY 

COMMUNICATIONS AND MARKETING POLICY 
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Media Inquiries 

Employees are not permitted to speak to any members of the media on behalf of Goodwill of South Central Ohio 

without the express permission of the marketing and communication coordinator and/or the CEO. The CEO or his or 

her designee will be the official spokesperson. In a situation where the CEO is the topic, the board chair will be the 

spokesperson. 

 

If contacted by a member of the media, employees should tell the person Goodwill’s policy requires media inquiries 

be made to the corporate office at 740-702-4000. The employee also should request the requesting individual’s name, 

phone number, media outlet name, and details about the request for comment. 

 

The employee should then immediately inform their supervisor who will communicate with their supervisor or the 

marketing and communications coordinator and/or the CEO. 

 

Photographs and Video 

Any requests by media or other outlets to photograph or record video in any Goodwill of South Central Ohio location 

must receive express permission from the marketing and communications coordinator and/or the CEO. 

 

Photographs and/or video taken by employees of individuals who receive services at Goodwill is only permissible 

when being used for appropriate means for Goodwill of South Central Ohio such as use in the company newsletter or 

official Goodwill social media accounts. Photographs and video are strictly prohibited in sensitive situations 

including restrooms, changing rooms, or during a medical emergency. 

 

Only those individuals Goodwill serves who have a signed consent and release form permitting Goodwill to take 

photographs and/or video may be photographed or identified in media, social media, brochures or other Goodwill 

marketing. If an individual requests not to be photographed or filmed, even if a waiver has been signed, stop or do not 

photograph or film the individual, and inform the Activities and Training Center supervisor so the waiver can be 

reviewed again with the individual and, when applicable, his or her parent or guardian. 

 

Customers also should not be videotaped or photographed without providing verbal consent. 

 

Social Media 

Social media includes all forms of communication via the internet including web sites, blogs, applications like 

Facebook, and email marketing programs like Constant Contact. 

 

Goodwill social media accounts are an extension of customer service, a way to raise awareness of our services, and 

market our stores. As such the same behavior expected of employees on the job in person also is expected for all posts 

made on Goodwill pages. This includes comments made by employees from their personal accounts on Goodwill 

posts. 

 

Only approved supervisors and senior staff may have access to Goodwill of South Central Ohio social media 

accounts. Requests for access must be made to the IT coordinator, marketing and communications coordinator, or  
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(social media continued) 

CEO (if the coordinators are not available). Before access is provided, the employee must receive social media 

training. 

 

Personal accounts approved to be editors of Goodwill social media accounts must only be accessed by the Goodwill 

employee approved to be an editor. If you only have a shared social media account, you must either create a new 

account in order to be approved as an editor of a Goodwill account or stop sharing your existing account with another/

others. 

 

Concerns about comments made on Goodwill social media by employees or others should be reported to an 

immediate supervisor who then should contact the marketing and communications coordinator to review. 

Goodwill of South Central Ohio reserves the right to edit, amend, or delete any comments or posts made on its 

accounts. 

 

While Goodwill respects everyone’s right to expression, public comments made on personal social media should 

avoid discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct as it 

could reflect negatively on Goodwill of South Central Ohio and is contrary to its values, ethics, and mission.  

Disparaging remarks about Goodwill, its employees, or sharing or legitimizing false information about Goodwill also 

is not appropriate. 

 

Employees also are prohibited from disclosing confidential or privileged information about Goodwill, its employees, 

volunteers, or participants through social media. 

 

A violation of this policy may result in discipline up to and including termination. If you have questions, make an 

error, or have suggestions for social media content, contact the marketing and communications coordinator and/or 

your supervisor. 

 

Goodwill Logos 

Logos should only be used as required by member agreement with Goodwill International in accordance to the 

branding guidelines available on mygoodwill.com. Anyone needing to use a Goodwill logo should consult with the 

marketing and communications coordinator. 

 

Signage and Other Communications 

Signage for stores and other Goodwill sites should be done with oversight by the communication and marketing 

coordinator and/or CEO in conjunction with other senior staff as appropriate. 

 

Official communications with the public such as letters, fliers, or otherwise should be done in conjunction with 

supervisors, and, when appropriate, senior staff including the marketing and communications coordinator. This 

typically does not include everyday correspondence. If you aren’t sure, ask your supervisor. 

 

Press releases should only be done by senior staff in coordination with the marketing and communications 

coordinator and/or CEO. 
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It is our firm belief that the health and safety of each employee in this company must take precedence over all other 

considerations. The health and safety of each employee is a major responsibility. The HR Coordinator serves as a 

Safety Director. All employees must share this obligation, both for themselves, and for their fellow workers. 

Managers are to be held accountable to ensure each and every operation is conducted in a safe manner. 

 

Goodwill’s purpose is to prevent illness and injury. Each employee is required to follow these procedures and is 

responsible for ensuring all unsafe conditions and operations are immediately reported to the proper individual and 

corrected. Training on all safety procedures is regularly provided. Goodwill’s facilities receive regular inspections 

from both internal and external sources and recommended changes are implemented to improve safety. Emergency 

procedures, health and safety procedures have been implemented and are reviewed. 

 

In the event that an employee is injured, this company will do everything in its power to insure adequate medical care 

is provided and to return the employee back to work at the earliest opportunity. 

 

The purpose of this handbook is to provide a quick orientation and reference to our safety policies, which are most 

likely to affect you on the job. To see the actual safety policies, including those not discussed in this handbook, please 

see your supervisor or the CEO 

 

Drug Testing 

Goodwill of South Central Ohio, Inc. absolutely prohibits any possession, use, consumption, sale, purchase or transfer 

of any controlled substance by an employee of Goodwill of South Central Ohio. In addition, employees are strictly 

prohibited from being under the influence of any controlled substance while at work or attending Goodwill-sponsored 

training sessions or meetings. Legally prescribed medications are excluded from this prohibition and permitted only 

to the extent that the use of such medications does not adversely affect the participant’s safety or others. Proof of 

prescribed medication may be required.  

 

Drug testing will be required as a condition of hire for those positions where it is required by a state or county agency 

and for truck drivers and others who will operate equipment or machinery as part of their regular duties. Retail and 

other positions are exempt from initial hire drug testing, but subject to all other drug testing scenarios, such as 

suspicion of drug use, random testing, and post-accident. As condition of employment, employees agree to notify 

Goodwill of South Central Ohio of any criminal drug statute conviction for a violation no later than five (5) days after 

such a conviction 

 

Accident Report/Transitional Work Program 

All accidents must be reported by filling out an Accident/Incident Report within the employee’s shift the day that the 

accident occurs and sent to the HR Coordinator immediately. If medical attention is needed a BWC First Report of 

Injury also needs to be filled out. The report provided by the healthcare facility is acceptable and sent to HR along 

with any paperwork provided by the healthcare facility relating to the employees injury. The injury employee will be 

post-accident drug tested. 

 

HEALTH AND SAFETY 
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(accident report/transitional work continued) 

Transitional Work, a new term for light/modified duty is offered to all employees. It is a 14-week worksite based 

program in guidelines with the restrictions of their doctors when they are not able to return to their regular duties with 

collaboration of referring physician and a therapist that comes to the work consistently measuring the injured worker 

capabilities and progress. The ultimate goal is to help the injured worker return to his/her regular duties quicker and 

they do not lose wages or benefits 

 

General Safety Rules 

Be alert to see that all guards and other protective devices are in their proper places and adjusted. Report all 

deficiencies promptly to your supervisor.  

  

Horseplay, scuffling and other acts that tend to endanger the safety or well-being of employees are prohibited.  

  

Follow safety rules applicable to the job and use safety devices and personal protective equipment as required and 

directed.  

  

Only authorized employees may operate machines and equipment for which they are qualified.  

  

Obey all posted warnings and/or instructional signs.  

  

Do not use equipment that has been tagged out until repairs have been made and authorized personnel have removed 

the tags.  

  

You are responsible for housekeeping in your work areas and must keep the area clean.  

  

Do not wear loose frayed clothing, dangling items, finger rings, etc. around conveyors, moving machinery or other 

sources of entanglement.  

  

The access to all fire extinguishers, fire hoses, sprinkler valves, electrical panel boxes, and exits must always be kept 

clear. Report any blockage to your supervisor.  

  

Keep flammable liquids only in the properly designated storage area.  

  

Riders are prohibited on lift equipment unless the equipment is specially designed for this purpose.  

  

Guards or safety devices are not to be removed, except by authorized personnel for the purpose of making repairs or 

cleaning and must be replaced immediately thereafter.  

  

Empty pallets must be accumulated, stacked not to exceed four (4) feet on dock areas and not left standing in an 

upright position.   
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(general safety rules continued) 

Broken pallets should not be used for the storage of merchandise. Any broken pallets should be disposed of.  

  

Pallet jack handles must be in the upright position when not in use.  

  

The throwing of objects is forbidden.  

  

Smoking is prohibited in all buildings.  

   

Adequate fire protection equipment, such as an extinguisher, is located at designated points in all facilities. This 

equipment is provided for employee's protection as well as for the protection of property and equipment. All 

employees should help take care of this equipment.  

  

Employees should report any defective, damaged or missing fire protection equipment to their supervisor.  

  

All aisles must be kept clear and open to traffic.  

  

Never walk under a raised load.  

  

No knives or weapons will be allowed on any Goodwill property, or in any Goodwill facility or vehicle. Employees 

may not possess any knives or weapons during working hours except in the following circumstance: If a knife, 

weapon or ammunition is taken in donations it will immediately be given to the Store Manager, Retail Coordinator or 

CEO. The knife, weapon, or ammunition will be stored in a locked location until it can be sold, turned over to the 

proper authorities, or disposed of.  

  

These rules are not meant to be all-inclusive since in many departments more specific rules are necessary for a 

smooth and safe operation. Additions to, and deletions from, or modification of these rules will be made anytime it is 

determined necessary for the safety and well-being of all personnel.  

  

Maintenance Safety Rules 

Do not use electrical tools or equipment that is not properly grounded or double insulated. All electrical extension 

cords used must also be equipped with a proper third wire ground.  

  

Do not use gasoline for cleaning purposes. Only approved safety solvents can be used for this purpose.  

  

You are responsible for the condition and proper use of all hand tools used in the performance of your job duties.  

  

Lockout and tag-out all energy sources on machinery before cleaning, repairing, or adjusting.  

  

Guards or safety devices are not to be removed except for the purpose of making repairs or cleaning and must be 

replaced immediately thereafter.  
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(maintenance safety rules continued) 

Ladders shall be maintained in good condition.  

  

Approved power activated tools shall be used only by trained authorized personnel.  

  

Never use compressed gas for blowing off your body or clothing.  

To use compressed air for off anything else, you must have an approved nozzle that reduces air pressure to 30 PSI.  

  

The only company approved ladders or stands in good condition shall be used for overhead work.  

  

Keep flammable liquids in the original or proper container designed for this purpose. Open containers of flammables 

are prohibited. Storage must be in a properly designated area.  

  

Extension cords may not be tied up or used as permanent wiring.  

  

When working on electrical boxes all covers must be replaced when work is completed or when it is to be left for a 

long period of time.  

  

Supervisor’s Responsibilities 

Supervisors are required to:  

• Set examples of safe practices by their own conduct.  

• Investigate and correct, or have corrected promptly, unsafe conditions that have come to their attention.  

• Know, observe and enforce all the general safety rules and such special instructions set up for their department.  

• Thoroughly acquaint each employee with safety instructions and practices.  

• Take part in workplace safety and health program activities and contribute to their success.  

• Investigate and report all personal injuries and illnesses sustained on the job by the personnel within their area of 

responsibility.  

• Investigate and report all property damage accidents.  

• Welcome and utilize, as far as practical, the safety suggestions, which may be made by the workers.  

• Thoroughly instruct new personnel on safety and carefully observe them at their work.  

• See that the workers have and use personal protective equipment as determined by the Safety Director.  

• See that all tools and equipment are and remain in safe and proper working conditions.  

• Assure appropriate fire extinguishers and first aid supplies are maintained and up to date in every vehicle and job 

site.  

• Assure vehicles are inspected before being put into operation daily.  
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Drivers Safety Rules and Crash Plan 

In case of an accident: 

• Keep cool and calm. Don't panic.  

• Turn ignition off.  

• Warn other drivers.  

• Call the police on any accident.  

• Do not move injured persons.  

• Make no incriminating remarks to other drivers or witnesses.  

• Answer officer questions.  

• Report the accident by completing the accident report file located in the glove compartment of your vehicle and 

present it to your supervisor immediately.  

• Do not move the vehicle unless told to do so by a law enforcement officer or Goodwill supervisor.  

 

Accidents are costly, not only in manpower and equipment but in company time. A single accident can permanently 

disable a driver. 

 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BUCKLE UP!  IT'S THE LAW!  

IMPORTANT NOTICE: No Riders in Company Vehicles other than  

Authorized Persons!  



38 Goodwill of South Central Ohio Employee Handbook 

The purpose of this plan is to prepare employees for emergency situations, which may arise in the course of their 

employment at Goodwill. The preservation of life is of paramount importance to our company and it is our policy to 

be on the side of protecting our employees and customers if there is an emergency. The procedures set down in this 

plan are to be communicated to all employees and to customers and frequenters who are in any Goodwill facility. Any 

changes to the plan will be communicated to all affected employees as soon as it is made.  

  

In the event that 10 S. Paint Street Building is inoperable and essential services cannot be continued there, Payroll and 

Administrative Staff will set up in a site or sites to be determined after a review and inspection by the CEO and board 

representatives. Also, all Senior Staff will debrief all employees regarding any health and safety concerns, as well as 

assigning temporary work sites for any displaced employees due to the emergency.  

  

Evacuation Procedure 

Goodwill of South Central Ohio locations have pre-arranged evacuation sites to go to during emergency situations. 

Department Managers, ATC Managers, Supervisors, Store Managers, Activity Specialist, and Job Coaches are 

responsible for the headcounts of their employees/clients once everyone is evacuated from the buildings. If there is an 

issue with someone not being accounted for, notify emergency personnel right away. DO NOT GO BACK INTO 

BUILDING! Stay with your employees and clients. 

 

Once the all-clear has been given everyone may return to the worksite. In cases where the emergency is severe and 

employees are not able to return to a worksite, caregivers and transporters for clients will be contacted to pick them 

up and take them home. Employees will be then be sent home. Last people to leave a location will Department 

Managers, Store/ATC Managers, after verifying everyone has left the evacuation site.  

  

When evacuation is needed, Admin Staff, Receptionist and Managers/Supervisors are to take daily attendance 

records, sign-in sheets, employee/client emergency contact information, and financial backups. 

EMERGENCY ACTION PLAN 

Evacuation Sites 

Admin/WFD: Goodwill store parking lot 

Chillicothe ATC: Knisley Pharmacy parking lot 

Athens Store/ATC: Schultz Physical Therapy   

Chillicothe - Zane Plaza Store: Parking lot by PNC 

Bank 

Chillicothe - Western Store: Muffler Brothers 

parking lot 

Circleville Store: Just Save Grocery  

Jackson Store: Fastenal 

Jackson ATC: Corner of parking lot near East Huron 

Street 

Logan Store: Nearest corner of WalMart 

McArthur ATC/Store: Standard Hardware for fires; 

Lost & Found Worship Center for bomb threats 

Pickaway County ATC: Grassy lot across parking 

lot from front entrance 

Pike County ATC: Bible Christian Church parking 

lot, 410 Locust St.   

Warehouse: Herr Foods parking lot 

Washington CH Store/ATC: Far corner of parking 

lot at side of store (Wilson and E. Temple streets) 

Waverly Store: Valero parking lot, 11045 U.S. 23 
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Buddy System 

The Buddy System will be implemented in each of the following emergency procedures: fire, tornado, bomb threat, 

electrical power failure, and earthquake. The Buddy System list of those persons instructed to assist an individual in 

each facility to a designated area and/or vacate the building in an emergency is posted in that facility.  

  

Fire 

In case of a fire alarm sounding or discovery of a fire, employees should move immediately to an exit. If the alarm 

has not sounded, then the alarm should be sounded as employees are evacuating. All employees should go to the 

assembly area established for their facility where they are to remain until released by the management. 

 

Management shall designate an employee from that area to notify the fire department from the outside of the facility. 

Management shall designate an employee(s) to meet the fire department at the main entrance and guide them to the 

fire location.  

 

Each department supervisor is responsible for accounting for his/her personnel and reporting to the senior 

management representative present.  

 

Management shall designate personnel to shut down gas and electrical power to the facility if feasible. This operation 

shall only be done if there is no danger to the person doing the shutdown. 

 

No employee shall reenter the facility until told to do so by both management and the fire department. Attempts to 

rescue anyone trapped in the facility will be done by the fire department personnel only. Basic first aid will be 

provided at the assembly area until fire department personnel can take over any injured persons.  

  

Tornado 

In case of a tornado warning, sighting or touchdown, no one is to leave the building. Supervisory Staff will direct all 

people to the designated area. When at a designated area, crouch down on knees, bend head down to knees and cover 

head with hands and arms. Everyone should remain in the designated area until released by the management.   

  

After the tornado is over, supervisors check to see that people are okay. Then they will check the building for gas, 

electric and water hazards. If there are building structural problems or danger of fire or other hazard supervisors will 

signal alarm, evacuate the building, contact 911, provide information and evaluate the situation.  

  

Medical Emergencies 

In the event of an injury to anyone in this facility, trained first aid personnel will provide first aid. These personnel 

will have received training and be certified in basic first aid and CPR.  

  

The first aid personnel will follow the company's Bloodborne Pathogen Program during all first aid procedures. While 

a Supervisor/ATC manager is taking care of the injured individual the next key employee will call 911, the EMS will 

be notified to provide assistance for serious cases or if there is any doubt as to the extent of the injury and then notify 

Admin offices. Management will delegate an employee to meet the EMS and guide them to the injured individual. If  
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(medical emergencies continued) 

someone needs to go to the Hospital; Supervisor/ATC manager/Keyholder will go with the injured individual till the 

family/caregiver arrives. Regardless of the extent of the injury, an accident investigation will be started immediately 

after the injured person has received the assistance they need. Management personnel will follow-up on the condition 

of the injured person and provide whatever assistance they can provide.  

  

The supervisor must investigate the details of the accident. All minor injuries are recorded by the supervisor on a First

-Aid Report Sheet (see sample page). An Employee Accident Report is required to be completed by the employee and 

turned in to the supervisor within 24 hours of injury. Witness reports may be required.  

  

Bomb Threat/Explosive Device Procedures 

Upon the discovery of an explosive device or the threat of, the following steps will be taken:  

Occupants will immediately be removed from the premises. Every attempt shall be made to prevent the disturbance of 

the device. Notification of the discovery will be made to one of the staff members. One or all of the Staff members 

will need to make the determination of the seriousness of the situation and the need to notify authorities.  

  

 Emergency Plan:   

• Signal alarm 

• Evacuate building 

• Contact 911 and provide information on the situation, location, and other hazards 

• Provide information to emergency responders to the scene  

• Evaluate situation  

 

Columbus Ohio Fire Department (Bomb Squad):  614-221-3132  

U.S. Army Bomb Squad: 513-257-4536  

  

Electrical Power Failure 

The importance of electrical power is obvious because many activities at Goodwill are dependent upon it for proper 

functioning. Power outages of short duration can be tolerated but prolonged periods may warrant stopping some 

operations. Failure of any sort does not warrant panic or confusion because adequate instructions will be forthcoming 

from the CEO or the Staff. There are, however, some actions that must be taken should an outage occur. 

  

Attempts will be made to contact the power company to determine the expected duration of the outage. Should it 

become necessary to close a facility or department, supervisors will follow their normal end-of-the-day procedures. 

All machines and lights will be turned off and electrical appliances unplugged so that they will not be activated when 

power is restored.  

   

Operation may continue if natural light permits. The supervisor will exercise his/her own judgment as to when to 

cease operation.  
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Gas Leak 

Signs of a gas leak include the smell of a natural gas odor and/or hearing a hissing/roaring sound. If you suspect a gas 

leak, do the following:  

• STOP: Stay calm. Don’t smoke, do not use and machinery or anything that could cause a spark like turning on a 

light.  

• LEAVE: Immediately evacuate everyone from the building— employees, staff, customers, individuals served —

using the Buddy System and following the evacuation route at your location to the nearest exit and at least 350 

feet from the building.  

Go to your location’s temporary shelter. 

Managers and supervisors will need to do a head count and designate someone to check all bathrooms, dressing 

rooms, break rooms, and offices. Secure the area. Keep all employees, staff, and clients together and in a safe 

temporary shelter. No one will leave the temporary shelter until further instruction is given.  

• CALL: Designate an employee to call 911 from a safe distance. 

The manager/supervisor is to designate someone to meet with the fire department/gas company to give them 

information about the leak. 

The manager/supervisor or a designee is to call the administrative office/department coordinator. 

 

DO NOT RE-ENTER the building until the all-clear is given by the fire department or gas company.  

 

EXPOSURE: Someone who has been exposed to gas and exhibits symptoms such as the below should receive 

immediate medical attention. Inform 911 of the possible exposure and help the person stay calm while waiting for 

EMS. 

• Breathing difficulties, dizziness, fatigue or drowsiness, feeling lightheaded, having flu-like symptoms, headache, 

irritation to the eyes and throat, nauseas, nosebleeds, pain in chest, ringing in ears. 

• Pale skin or blistering if the individual has had direct contact with gas from the leak. 

 

Hostage Situations/Individual Showing Aggressive Behavior 

An employee and/or a customer could be taken hostage or injured. If you are approached by someone who is showing 

aggressive behavior, follow these instructions:  

• Stay calm.  

• Be cooperative.  

• Do not resist unless you are being forced to get into a vehicle; do not allow yourself to be placed in a vehicle or 

any dangerous situation.  

• Do not threaten or try to intimidate the individual.  

  

The responsible person in charge of instructions should: 

• Remember: Lives are your top concern. Before you say or do anything, think of the consequences to your 

customers and employees. Their safety and yours come first.  

• If anyone in the building needs medical attention, the responsible person calmly encourages the hostile person to 

allow them to be treated.  
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• A responsible person calls the police, if possible – ONLY if it does not put you or anyone in harm’s way.  

• The responsible person and/or witnesses should make careful mental notes about the hostile person. The police 

will want to know:  

 Age  

 Skin color  

 Hair and eye color  

 Height and weight  

 Voice characteristics: accents, high or low pitch, raspy, etc.  

 Weapons  

 Number of suspects and hostages 

When a situation has ended, the responsible person completes the following steps: 

• If anyone is injured, immediately start First Aid/CPR as trained and call 911. Have senior employees make sure 

the individual has left the property.  

• Make sure the police have been notified and informed the situation has ended.  

• Instruct someone to contact the Administrative Offices/ Senior Staff.  

• Find witnesses, write down their names, addresses, phone numbers (work and home), and what they remember 

about the individual(s)  

• Try to keep the witnesses on the scene. Give your notes to the police and identify the witnesses for them.  

• Preserve the crime scene. Try to keep any evidence intact – and remember anything could be evidence. If the 

police are there, let them secure the area.  

•  People will be traumatized. They will be upset; some may be in shock. Comfort them. Identify these individuals 

and try to take them to a quiet place until emergency medical professionals arrive.  

• The responsible person or designee shall contact family members of an employee (s) transported to a hospital or 

emergency medical facility. Do not provide details of their injury or illness only provide the information about the 

name and location of the medical facility.  

How to recognize and help prevent hostage situations before they happen:  

• The responsible person makes sure escorts are provided for customers (upon request) and for employees to cars 

(at night) after closing.  

• The responsible person ensures employees walk to their cars in groups of two or more.  

• The closing responsible person follows existing night locking procedures.  

• The responsible person checks the building carefully before closing at night, specifically – break rooms, 

restrooms, and offices. Double-check the restroom again after the building is closed.  

 

Media Response:  

Refer all inquiries to the Administrative Offices.  

Universal precautions will always be used in order to prevent the spread of any infections or communicable diseases.  

  

Training 

Safety Training is done on a monthly basis. Training will at least include the following topics:  

• Bomb threats  
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• Fire/fire extinguisher training 

• BBP/communicable disease and medical emergencies 

• Tornado and natural disasters 

• Haz-COM  

• Cybersecurity 

• Utility failure 

• Violent situations 

• Mandated reporter 

• Rights of persons served 

 

Hazardous Material Management 

Subjective chemicals will have Safety Data Sheets (SDS) stored in these specific locations:  

• Store production floors by cabinets where chemicals are kept.  

• Storage Closets for cleaning supplies for offices   

  

Supervisors and affected employees are trained and responsible for the dispensing and mixing of these chemicals into 

properly labeled containers to be distributed to various departments for use. Employees having reason to use said 

chemicals are provided with labeled information, gloves, safety glasses, and mono-shield.  

   

Hazardous Material:  Any material deemed to have no resale value or no further purpose within any Goodwill of 

South Central Ohio facility and meeting the descriptions listed below may be defined as hazardous waste:  

• Medical waste of any description  

• Chemicals which cannot be identified or those without proper labeling  

• The ordinance, explosives, gun powder, ammunition of any type, artillery shells, fireworks of any type, or any 

other potentially explosive device  

• Corrosive materials  

• Poisonous materials 

 

All questions regarding the disposal of items need to be directed to the Retail Coordinator or the CEO. Proper 

authorities will be contacted in the handling and disposal of those items needing special handling. County sold waste 

management districts shall be consulted for proper disposal of hazardous waste materials 

 

Athens– Hocking Solid Waste District: 740-753-6885 

Ross, Pickaway, Highland, Fayette Solid Waste District: 740-772-5326 (Ross); 740-420-5452 (Pickaway & 

Fayette) 

Gallia, Jackson, Meigs, Vinton Solid Waste District: 740-384-2164 

Pike County Solid Waste and Recycling: 740-947-4104 

 

COMMUNICABLE DISEASES/INFECTION CONTROL/BIOHAZARD ACCIDENTS 
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(hazardous materials continued) 

These rules are not meant to be all-inclusive since in many departments more specific rules are necessary for a 

smooth and safe operation. Additions to, and deletions from, or modification of these rules will be made anytime it is 

determined necessary for the safety and wellbeing of all personnel.  

 

MonoShield as Personal Protective Equipment 

When spraying or pouring any hazardous chemical you are to wear a MonoShield. The Mono-shield must be washed 

with mild soap and lukewarm water as set by the manufacture's regulations prior to each use. It is the responsibility of 

the individual using the MonoShield to comply with this regulation.  

  

State Fire Marshall 1-800-589-4628  

  

Earthquake 

If we were to experience an earthquake, it would come suddenly and would not allow any time for evacuation or to 

seek a safety area. A basic rule of thumb is to simply get down to the floor and under a table or desk if they are 

available. People in stores and textiles department should attempt to move away from racks that might fall.  

  

After the quake is over: Supervisors shall check to see that people are okay and check the building (gas, water, and 

electric). If there are building structural problems or danger of fire or another hazard:  

• Signal alarm  

• Evacuate Building  

• Contact 911  

• Provide Information  

• Evaluate the Situation  

 

Weather Emergency 

It is possible that at times, severe or threatening weather conditions may prompt the closing of the retail stores, 

ATC’s, and/or the Admin Offices. In making decisions about opening or closing stores and work centers and putting 

drivers on the road, the number one consideration is the safety of all involved.  

 

Managers are to get in touch with their supervisor as early as possible as to what they’d like to do in their location and 

in their department. The supervisor will make the ultimate decision. The only time the decision is taken out of the 

hands of the supervisors is if a county sheriff declares a Level 3 emergency which means everyone stays home and 

off the roads.  

  

During weather-related closures, hourly employees are not paid.  

  

If a state of emergency has been declared by Goodwill's CEO, or a local city, county, or state official in which the 

employee resides or works, time off shall not be charged to the individual staff or employee.  
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(Weather emergency continued) 

If the employee makes a personal decision that he/she is unable or unwilling to come to the workplace, they should 

notify the immediate supervisor as soon as possible. If alternate suitable work arrangements can be made, they may 

be offered to staff or employees at that time. Otherwise, the employee will need to charge his/her time off work to a 

PLD or time off without pay.  

  

All decisions are subject to the discretion of the CEO, who shall make the final determination. 

  

IF AN EMPLOYEE IS IN DOUBT ABOUT WHETHER TO REPORT TO WORK OR NOT, HE/SHE 

SHOULD CALL HIS/HER SUPERVISOR, ANOTHER SUPERVISOR, THE CEO OR THE ADMIN 

OFFICES AND DISCUSS THE SITUATION.  

Near Miss/Safety Issue Plan 

It is the responsibility of every employee to assist in our safe work environment. In order to allow everyone to take 

part in our safety program, the following procedures have been developed.  

If any employee witnesses a near-miss incident or a potential safety hazard he/she is to alert his/her supervisor 

immediately.  

• The supervisor will take action to correct the situation for the immediate safety of everyone.  

• If the situation is not permanently corrected or is of a serious enough nature to possibly cause future injury the 

supervisor will complete the Near Miss Incident/Safety Issue Reporting Form documenting the incident and 

corrective action(s) taken. This form will then be forwarded to the HR Coordinator.  

• The HR Coordinator will initiate further corrective measures if needed, and present the incident to the CEO   

• The Facilities and Logistics Coordinator, and CEO will review the incident and corrective actions taken as well as 

track any trends that may develop. They will determine if additional measures need to be taken to assure the 

future safety of everyone.  

In general, the CEO will abide by the local sheriff's levels of emergency, as follows:  

LEVEL I: Use Caution when traveling. Roads are hazardous, but all Goodwill facilities will remain open. Cars 

should not be parked on streets marked as snow emergency routes.  

 

LEVEL II: Essential travel only. Listen to a local Chillicothe radio station for announcements. Supervisors will 

be contacting you to verify that some or all Goodwill facilities are to be closed for the day.  

 

LEVEL III: Emergency vehicles only. Listen to a local Chillicothe radio station for announcements. Supervisors 

will be contacting you to verify that some or all of the Goodwill facilities are to be closed for the day.  
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PANDEMIC SAFETY MEASURES POLICY AND PROCEDURES 

To provide our employees, staff, individuals, and customers a safe environment, Goodwill of South Central Ohio will 

follow these procedures which include a set of temporary Emergency Safety Guidelines when a health pandemic has 

been declared. The policy and procedures may be adjusted in response to guidance from health officials and experts 

during the pandemic as well as mandates from state, federal, and local officials. Employees will be updated with any 

changes or addendums. 
 

Failure to adhere to the procedures may result in disciplinary action up to and including termination of employment. 
 

It is the intent of Goodwill of South Central Ohio to provide, at minimum, cleaning supplies, hand sanitizer, gloves, 

and face coverings for employees as needed during a pandemic, but employees are permitted to wear or use their own 

personal protective equipment provided they meet CDC guidelines. 

 

Safety Requirements 

Hand Washing: Clean your hands often 

Employees must wash their hands often with soap and hot water for at least 20 seconds. Hand washing should occur 

when needed including, but not limited to, after being in a public place, blowing your nose, coughing, or sneezing.  
 

If soap and water are not readily available, employees may use a hand sanitizer that contains 60% alcohol (per the 

CDC). When washing, employees must cover all surfaces of their hands and rub them together until they feel dry. 
 

Face Coverings: When mandated by a state, federal, or local authority, cover your mouth and nose with a mask, face 

shield or cloth face cover when around others and when direct contact cannot be prevented 

• Viral and bacterial infections may spread to others even if an employee does not feel sick. 

• When facial coverings are mandated, employees are required to wear a face cover while they are working 

except for one of the following reasons unless otherwise stated by the mandate:  
 

 When the employee works alone in an assigned work area 

 When a face covering in the specific work setting is prohibited by law or regulation 

 When a face covering is a violation of documented industry standards 

 When a face covering is not advisable for health reasons 

 When a face covering is in violation of Goodwill’s documented safety policies 

 When there is a functional/practical reason for an employee not to wear a face covering 
 

If an employee believes he/she qualifies for an exception to wearing a face covering or is unsure if a face covering is 

necessary for a specific work task, he/she should contact his/her manager or supervisor.  
 

• Cloth face coverings should not be placed on anyone who has trouble breathing, or is unconscious, 

incapacitated or otherwise unable to remove the mask without assistance. 

• Employees will keep at least 6 feet (or the recommended safe distance) between themselves and others when 

possible. The cloth face cover is not a substitute for social distancing. 
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Coughing/Sneezing: Employees must remember to always cover their mouth and nose with a tissue when they cough 

or sneeze or use the inside of their elbow even when wearing a face covering. Do not remove your face covering to 

cough or sneeze. 
 

Employees also must remember to throw used tissues in the trash. 
 

After coughing or sneezing, employees must immediately wash hands with soap and water for at least 20 seconds. If 

soap and water are not readily available, employees can clean their hands with a hand sanitizer that contains at least 

60% alcohol (per the CDC). If you sneeze into your face covering, it is recommended to change into a clean face 

covering. 

 

Temperature Checks and Illness: Before every shift, employees, staff, and individuals must check their temperature 

to be certain they do not have a fever. Individuals being served in Activities and Training Centers must have their 

temperature checked and recorded by Goodwill staff before transport and again at lunchtime. 
 

If you have a temperature above 100.4 degrees Fahrenheit or are otherwise ill, don’t report to work. Call to inform 

your immediate manager/supervisor. 
 

If someone in your household has tested positive for the infectious disease which led to the pandemic declaration or 

has been quarantined for possible exposure, do not report to work and notify your supervisor immediately. If there 

was a positive test, you will be required to quarantine and be tested after 10 days has passed or in accordance with 

CDC guidelines for the specific pandemic. If you test positive, you will remain in quarantine until you are symptom 

free and have been released by your doctor and/or the health department. 
 

If an employee becomes ill while working – especially with fever and/or symptoms common for the infectious disease 

which led to the pandemic – he/she should immediately inform a manager/supervisor and go home. Employees who 

appear to have symptoms should be separated from other employees and sent home immediately until recovered. 
 

Employees who have fever or are ill should call their doctor or Teladoc for advisement on treatment and guidelines on 

when they are permitted to return to work. Employees must keep their manager/supervisor advised of test results and 

when they are released back to work. 
 

If the infectious disease which led to the pandemic is identified at any Goodwill of South Central location, Goodwill 

will work with the local health department and follow requirements such as contact tracing and disinfecting the 

location as outlined for the specific pandemic. 

 

Sterilizing: Every day, supervisors and managers must identify specific staff who are responsible for cleaning and 

disinfecting. Clean AND disinfect frequently touched surfaces. Cleaning and disinfecting should also be done as 

needed when a surface or area is dirty. 
 

Frequently touched surfaces include counters, tabletops, doorknobs, bathroom fixtures, toilets, phones, keyboards, 

tablets, and bedside tables. Also, clean any surfaces that may have blood, stool, or body fluids on them. 
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Use provided cleaners in according to the label instructions. Labels contain instructions for safe and effective use of 

the cleaning product including precautions you should take when applying the product, such as wearing gloves and 

making sure you have good ventilation during the use of the product. 
 

Wear disposable gloves when cleaning and disinfecting surfaces. Discard gloves after use, or, if reusable gloves are 

used, they should be dedicated only for cleaning and disinfecting surfaces for the infectious disease which led to the 

pandemic and no other purposes. Clean hands immediately after gloves are removed. 
 

Social Distancing: In times when being in a public space to provide services is necessary, employees must practice 

social distancing amongst each other, people being served, and customers. In stores and other public areas, always 

attempt to stay 6 feet away from other people or whatever is recommended by state and federal authorities. 

Employees will assist customers and individuals being served in understanding the importance of social distancing. 

 

Testing and Quarantine Pay  

If you are required to be tested for the infectious disease which led to the pandemic due to workplace exposure only, 

Goodwill of South Central Ohio will pay for your test or reimburse you if there is a cost not covered by insurance. 

Pay during quarantine and when ill with the infectious disease which led to the pandemic will be determined by the 

CEO and COO in consultation with the Board and relayed to staff. 

 

Vaccinations 

When a vaccination is available for the infectious disease which led to the pandemic, Goodwill highly recommends 

all employees, individuals, and staff to be vaccinated. Those who are vaccinated will continue to follow pandemic 

safety procedures as recommended by the CDC and/or state, federal, or local mandates. 

 

Reporting 

It is the responsibility of the employee, staff, and individuals served to report to Goodwill of South Central Ohio 

when they are showing symptoms of an infectious disease that led to the pandemic. If an employee, staff member or 

individual is showing symptoms, they must immediately report it to their supervisor or manager before clocking in for 

work or providing services to our individuals. Supervisors and managers must report instances to the appropriate 

administrative coordinator. 

 

Limited Travel/Transportation 

During a pandemic, employees are encouraged to keep travel/transportation as minimal as possible. If necessary, 

travel may be restricted to only what is necessary while providing services. Necessary travel includes the needs of 

individuals in HPC. Staff, individuals being served, and county boards will be informed when travel is restricted. 
 

When in public, staff and individuals must also obey guidelines of locations visited in addition to Goodwill policies. 
 

Vehicles will be wiped down at the start and end of shift. And in case of multiple means of transport, surfaces will 

need to be wiped down in between staggered pickups. Face coverings are to be worn at all times when mandated. 

If an employee has any questions about if a certain outing it considered necessary travel, he/she should call the 

supervisor for approval. 
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Employees should also limit travel between Goodwill locations. When possible, conduct business via phone, email, or 

online meeting applications. 

 

Further Guidance by Department 

Retail 

• Social distancing: Customers and employees should stay at least 6 feet apart or the recommended distance. 

Associates in stores with Activities and Training Centers should not enter the center area unless it is essential.  

• Closed: Water fountains are to be shut off and covered; fitting rooms closed; and restrooms remain closed to 

the public. 

• Suspended sales/discounts: All sales and discounts, except Color of the Week, are suspended. 

• No-contact donations: We will minimize contact by placing gaylords or bins out for donations. Additional 

guidelines for donations may also be implemented. 

• Educating others: Employees will assist customers in understanding the importance of social distancing and 

help each other remember to observe Goodwill of South Central Ohio safety guidelines. Appropriate signage 

will be provided to all stores along with talking points to help answer questions from customers.  

• Infection identified: If the infectious disease which led to the pandemic is identified at any Goodwill of South 

Central store, Goodwill will follow state requirements for the impacted site. 

 

Home Personal Care 

• Social distancing: Whenever possible, providers should practice social distancing (6 feet apart or whatever 

distance is recommended) and to complete close-contact assistance within 5 minutes. 

• Safety equipment: A face covering and gloves must be worn while providing services to individuals as 

required by state, federal, and local officials. Gloves should be changed or disinfected between tasks to 

prevent cross-contamination. 

• Cleaning: Clean and disinfect vehicle before and after transporting an individual. Also aid in cleaning/

disinfecting any equipment which may have been exposed during a public outing (such as wheelchair, walking 

devices, etc.) 

• Educating others: Employees will assist individuals in understanding the importance of social distancing, 

personal hygiene, and cleaning and disinfecting inside the home. 

• Right to Avoid Spread: All staff has a right to decline to transport the individual out of the house for non-

essential travel. All “essential” travel should be limited to 1 trip a week if possible. If the individual is desiring 

to travel regardless of the spread of contamination, they will have to either utilize another provider OR natural 

supports. Staff should contact their direct supervisor for verification, additional information, or if this “Right 

to Avoid Spread” policy is met with disliking from the individual, family, or SSA. 

• Infection identified: If the infectious disease which led to the pandemic is identified in a HPC provider or 

client, Goodwill will follow state requirements. 

 

Activities and Training Centers 

• Social distancing: Whenever possible, providers should practice social distancing (6 feet apart or whatever 

distance is recommended) and to complete close-contact assistance within 5 minutes. Individuals should also 
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not be working, sitting, or standing closer than 6 feet to one another or whatever distance is recommended or 

mandated by state, federal, or local officials. 

• Limited visitors: Those present at ATCs should be limited to those who are essential to provide services to 

individuals. If unsure whether someone may visit, the employee should contact a supervisor. 

• Temperature checks: Temperatures should be checked before individuals get on the bus or in a vehicle for 

transport and again at lunch. Disinfect the thermometer between use. Anyone with a temperature of 100.4 

degrees Fahrenheit or higher cannot attend. If the high temperature is identified at lunch, the person must be 

sent home. While waiting to go home, the individual must be kept in the designated isolation area, and no 

more than one staff member should have contact with the individual if possible. The instance should be 

reported to a supervisor immediately. 

• Illness: A release from a doctor, health department, and/or negative test to return to the ATC for both 

participants and staff who have had symptoms, been exposed, or have recovered from the infectious disease 

which led to the pandemic. 

• Safety equipment: A face covering and gloves must be worn when in direct contact with individuals, food, or 

medicine as required. Gloves should be changed or disinfected between tasks to prevent cross-contamination. 

Individuals should also wear a face covering if able, and if not, it must be documented in their file. 

• Closed: Where present, water fountains are to be shut off and covered. 

• Educating others: Employees will assist individuals in understanding the importance of social distancing and 

personal hygiene. 

• Infection identified: Give notice to residents and guardians within 24 hours of the first time a center has a 

positive or probable case within the facility. Notice will also be provided if there is a positive or probable case 

elsewhere within Goodwill of South Central Ohio if the individual had been in the center or had close contact 

with a staff member who works in the center. If an infection is identified at any Goodwill of South Central 

ATC, Goodwill will follow state requirements for the impacted site. 

 

Administration and Workforce Development 

• Social distancing: Employees should stay at least 6 feet apart or whatever distance is recommended. When 

possible, meetings with individuals or others outside Goodwill should take place by phone or via an online 

conferencing platform. If meetings must be face-to-face, they should be done in designated meeting rooms, 

the conference room, or board room. Disinfect the contact areas after every use. 

• Safety equipment: A face covering should be worn in common areas and in face-to-face interactions as 

mandated. 

• Cleaning work area: Cleaning products will be available. Clean restrooms and other high-touch areas often. 

Employees should wipe high-touch areas after use. Each employee should daily disinfect/clean their own 

desk, keyboard, copier, mouse, office door, etc. Avoid using computers, phones, and other items belonging/

assigned to others. When operating a Goodwill vehicle, you are required to wipe down the vehicle before and 

after use. Common areas will be cleaned and disinfected daily in accordance with state requirements. 

• Closed: Where present, water fountains are to be shut off and covered. 

• Infection identified: If an infection is identified at the Goodwill of South Central corporate office, Goodwill 

will follow state requirements. 
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Warehouse: Truck Driver, Balers, Rag Cutters, and Gloves 

• Social distancing: Employees should stay at least 6 feet apart or whatever distance is recommended. When 

possible, meetings should take place by phone or online conferencing platform. 

• Safety equipment: A face covering must be worn while working with others when mandated. Gloves are 

recommended to be worn when handling materials. Employees must practice proper glove use. Gloves should 

be changed or disinfected between tasks to prevent cross-contamination. Remember to wash your hands after 

removing gloves safely. 

• Cleaning work area: In accordance with state requirements, desks, workstations, and high-contact surfaces 

should be cleaned and disinfected daily. This includes equipment buttons, tools, doorknobs, computer 

keyboards/mouse, phones, copier, tables, breakroom area faucets, and sinks. Tools, equipment, and vehicles 

should be used by one person each shift when possible. Otherwise, clean touch points between users. 

Managers will daily identify who is responsible for completing the cleaning checklist. Vehicles should be 

wiped down by the driver at the beginning and end of shift as well as in between drivers if more than one 

person operates a vehicle during a shift. 

• Infection identified: If an infection is identified at the Goodwill of South Central warehouse, Goodwill will 

follow state requirements. 

 

Ending Pandemic Safety Precautions 

Goodwill of South Central Ohio will follow state, federal, and local requirements related to ending temporary safety 

measures due to a pandemic and notify staff and individuals we serve. These changes will be documented and dated 

in these procedures for each pandemic occurrence. 
 

• COVID-19: In alignment with new CDC guidelines and changes in state requirements related to COVID-19, 

Goodwill of South Central Ohio retail customers will no longer be required to wear facial coverings EXCEPT 

in cities or counties where a mask mandate remains in effect at a local level. While we encourage 

unvaccinated customers to still wear a mask, we will not ask any customer their vaccination status. 
  

 Goodwill staff and individuals served who have not been fully vaccinated shall continue to wear a facial 

 covering and practice social distancing in accordance with past policy and until such time it is no longer 

 recommended. 
 

 Goodwill also is discontinuing COVID-19 testing and quarantine paid sick leave which did not require the use 

 of accrued Personal Leave Days.  
 

 These changes are effective immediately (5/17/2021). 
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Handbook Acknowledgement 

 

As an employee of Goodwill of South Central Ohio, I ______________________________ (Print Name) 

acknowledge I have received a copy of the Employee Handbook and Safety Manual. I understand it is my 

responsibility to ensure I have read the handbook and obey all policies and procedures contained within. I understand 

if I do not follow Goodwill of South Central Ohio’s policies and procedures, I may be disciplined up to and including 

termination. 

 

 

______________________________________ 

Employee Signature 

 

______________________________________ 

Date Signed 


