
 

LAKE PLACID CAMP AND CONFERENCE CENTER 

EMPLOYEE WORK POLICIES 

Lake Placid Camp and Conference Center is committed to providing our guests with the best possible 

Christian service.  We are committed to providing a conference and retreat environment that will allow 

for our scheduled guests to grow mentally, physically and spiritually while they are here at our facility.  

We are a team and need to be committed to helping not only our guests but one another in the work 

place.  The following are summaries of policies that you will need to read, sign and date.   

  Punching In--The computer to punch in is located in Chef Jeff’s office.  Please punch in only for 

yourself—NO ONE ELSE.  You will need to be on time for your shifts and assigned work times.  

Any errors/changes on your time must be notated in the “description” section while punching in 

and your supervisor notified.  Always check with supervisor before punching out for the day.  

Also, do not punch in early, before scheduled time unless supervisor gives permission.  Be sure to 

choose which department “project” you are working in.  Also be aware of total hours and work 

with department heads so that work time does not go over 40 hours.  

 Scheduling—Please be on time! Your team members count on you being there at the beginning 

of your assigned work time.   Each department will notify employees of scheduled hours for the 

coming work week.  They will be posted in either kitchen or in the laundry room.  The office will 

notify the beach team of their hours the week before.  Any requests for a day off should be 

handed to supervisor and be hand written two weeks in advance—please no verbal messages.  

Work assignments will be given at the beginning of your shift by your supervisor or shift leader.  

***Please call and notify your supervisor as soon as possible in the event of sickness or 

emergency so that we can fill your spot in your shift. 

 Conduct—we cannot stress the importance of respect between members of our team at all times 

especially when guests are near at hand.  Differences or problems can always be worked out and 

managed.   These issues need to be brought to the attention of your supervisor.  Our words will 

always be respectful with one another as well as with supervisors.   

 Attire— Kitchen team is to wear white shirts and black pants (pants may be capris or knee 

length shorts).  LPCCC will provide aprons to kitchen staff to protect clothing.  Housekeepers will 

be provided two tees by LPCCC and are to wear pants, capris, or knee length shorts-- avoid 

wearing hip hugger pants and short shorts.  We want to present the team in modest attire at all 

times.  Shoes should be closed toed—no sandals—this is a safety issue!  Kitchen team must keep 

hair pulled back and hairnets/ball caps.  Other work areas-- please have hair pulled back out of 

the way and at the back of the head.  Jewelry –studs only—no dangling earrings or rings. No 

piercings other than in the ears.  Simple and modest! 

 Physical Demands – While performing the duties of this job, the employee is regularly required 

to talk/or hear.  The employee frequently is requires to stand; walk; use hands to finger, handle 

or feel; reach with hands and arms; and stoop, kneel, crouch or crawl.  The employee is 

occasionally required to sit and climb or balance.  The employee must regularly lift and/or move 

up to 10 pounds, frequently lift and/or move up to 50 pounds and occasionally lift and/or move 



 

up to 100 pounds.  Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision and ability to focus. 

 Work Environment – The work environment characteristics described here are representative of 

those an employee encounters while performing the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 
 

While performing the duties of this job, the employee is frequently exposed to outside weather 

conditions, extreme cold and extreme heat.  The employee is occasionally exposed to wet and/or 

humid conditions; high precarious places; fumes or airborne particles; and risk of electrical shock.  

The noise level in the work environment is usually moderate. 

 Cell Phones— Leave cell phones locked in your vehicle during your scheduled work shift. Usage 

will be limited to EMERGENCY use only.   They may only be used during breaks and/or lunch 

hour.   Any emergency calls from family can be directed through the office.  We will immediately 

get that emergency information to the employee.   

 Pay checks—we will have weekly pay checks available to be picked up by 11:00 am each Friday 

in the LPCCC officek.  The pay period is from Thursday until Wednesday.  Timecards are picked up 

Thursday morning and checks issued on Friday.  If anyone other than yourself will be picking up 

checks, a release form must be signed with your signature and approval or we will not give your 

check out. 

 Meals/breaks—one 30 minute break is allowed during a 4 hour shift.  Other 15 minute breaks 

will be given when a shift is longer than four hours.  These breaks will be scheduled by the 

supervisor so there will be no disruption in work flow.  Always check with supervisor before 

taking any break.  Employees must clean up after themselves in any meal area used. 

 Smoking—because we are a smoke free facility, there will be designated smoking areas for any 

team member that smokes.  Kitchen employees—area outside of the salad room door  

Housekeeping employees—picnic table in back of laundry room.  At these areas there will be 

sand buckets provided as we do not want to have cigarette butts visible to the guests.  Smokers 

will need to take their smoking break only at meal break or their 15 minute break at these two 

specific smoking areas.  Because smoke odor stays on hair and clothing, we would ask that you 

would spray hair and clothing with Febreeze spray before you go back into buildings and use 

breath mints if you will be in close contact with guests.   

 Drug Testing—LPCCC will not allow anyone to work while under an altered state caused by drugs 

or alcohol—whether it be prescription—non-prescription.   LPCCC will perform random drug or 

alcohol testing.  You need to understand when you sign this form that you are releasing LPCCC 

from any form of liability that may be raised with the enforcement of this policy. 
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