GENERAL EMPLOYEE HANDBOOK

This handbook provides general recommended policies for employers.  An employer should review the policies contained herein and modify the policies to conform to the employer’s business practices.  An employer has a great deal of discretion in formulating many of its policies. Some of the areas within an employer’s discretion are highlighted.  In addition to the highlighted areas, an employer should review the following sections of the handbook and modify such to conform to its business practices:

· Titles – the employer should insert relevant titles such as supervisor, manager, director of HR, etc., where applicable, as well as the relevant departments (i.e. human resources, personnel department, etc.).
· Does the employer want to permit outside employment by employees? (See Outside Employment and Ownership Policy.)
· If the employer requires medical examinations, it should include the Medical Examinations Policy.
· The employer should modify the Definitions of Employees to conform to its practice.
· The employer should review its benefits information to ensure that sections of the handbook regarding benefits/benefits eligibility are consistent with the employer’s benefits.
· The employer has discretion regarding the Hiring of Relatives Policy.
· The employer should complete the Payday and Paychecks Policy to conform to its practice.
· The employer should modify the Vacations Policy and Holidays Policy to conform to its practice.
· The employer has discretion regarding its Sick Leave Policy.
· The employer has discretion whether to permit leaves in excess of FMLA leave.
· The employer has discretion whether to have an Administrative Separation Policy.
· The employer has discretion regarding whether to have a Condolence Leave Policy.  While such a policy is recommended, the employer has discretion regarding the scope of the policy.
· The employer has discretion on whether to have an introductory period for employees, as well as the length of such an introductory period.  Ninety day introductory periods are recommended.
· The employer has discretion regarding its Bulletin Board Policy.  Employers should be aware that a bulletin board policy impacts what rights a union organizing employees has under the National Labor Relations Act.  If an employer has concerns regarding unionization, or if an employee is unionized, the employer should consult its labor counsel regarding the implementation of its Bulletin Board Policy.  In addition, if an employer is unionized it should have its labor counsel review the handbook prior to implementation/distribution.
· The employer has discretion regarding its disciplinary procedure.  The enumerated examples of improper conduct contained in the Disciplinary Procedure Policy should be modified to conform to the employer’s practice.
· The employer should include a Back Belts Policy if applicable.
· The employer has discretion regarding its Safety Policy.  The employer should modify the safety rules to conform to its practice.
· The employer should include a Vehicle Policy if applicable.
· The employer has discretion regarding its Absence Monitoring Policy.  The employer should modify the policy to conform to its practice.
· The employer should modify the Time Cards Policy to conform with its practice (i.e. some employers do not use time clocks).
· The employer should modify the Confidentiality of Company Documents Policy to conform to its practice.
· The employer should review the Uniforms Policy, if applicable, and modify it to conform to its practice.
· The employer should modify the Dress Code Policy to conform to its practice.
· The employer should include a Lockers Policy if applicable.
· The employer has discretion regarding its Company Property Policy.
· The employer has discretion regarding its Company Communications Policy.
· The employer has discretion regarding whether to include a Photographs Policy.
· The employer has discretion regarding its Gifts Policy.
In addition to the foregoing, an employer should ensure that its policies conform to applicable state and local laws.  An employer is encouraged to consult with counsel regarding its handbook’s compliance with state and local laws.  An example of state and local laws that affect employer policies and practices include:
· Equal employment opportunity practices

· Family medical leave
· Workers’ compensation
· Maternity/pregnancy disability leave
· Jury duty

· Voting leave

· Drug testing

· Searches
· Employee privacy

· Smoking regulations

· Meal and break times
· Payday and paychecks
· Deductions from final pay

· Termination pay and accrued benefits

Willis is not a legal services firm, and, as such, does not dispense legal advice.  The information contained herein should not be construed as legal advice or a legal opinion on any specific facts or circumstances.  The contents are intended for general information purposes only, and you are urged to consult a lawyer concerning any specific legal questions you may have.
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INTRODUCTION
PURPOSE OF THE HANDBOOK

This handbook should be used by you to get to know XYX, Inc. (“Company”) and to help you get the most out of your relationship with us.


The purpose of this handbook is to provide an overview of policies, procedures, and benefits that guide the Company's relationship with its employees.  This handbook cannot anticipate every situation or answer every question about policy or employment.  It is designed solely as a guide to help employees better understand their role at the Company.  It is for general information only and does not replace more detailed policy and procedure manuals.


Much of this handbook is devoted to explaining pay, benefits, advancement opportunity, holidays, vacations, and other conditions at the Company.  Please refer to this handbook to obtain general information, but also feel free to ask questions you may have.  It is management's intent to make all of the Company’s employees well informed in matters concerning their work and their Company.  We feel this handbook helps to accomplish this objective.

Welcome To 


XYZ, INC.

It is a pleasure to welcome new employees and to extend the best wishes for continued success to those whose careers have become a part of the growth and progress of our Company.  Whether you have been with us for a short time or for many years, we want you to know how much we appreciate the contribution you are making to the continued successful operation of our Company.


We take pride in our accomplishments to date and recognize that each employee is a contributor to our success.  We want each employee to know that they are an important part of our continued growth.  We all share the responsibility for continuing the success of the Company.


This handbook has been prepared to inform new employees about the Company and its current policies and benefits and to update current employees regarding important employment matters and changes in policies and benefits.  Please read it carefully and keep it for future reference. If you should have any questions concerning the policies and benefits outlined in this handbook, please feel free to discuss it with your supervisor or anyone in senior management.


As a successful Company in a competitive marketplace, we must continually review policies, procedures and benefits. We reserve the right to change any policies, procedures, benefits, and terms of employment without notice, consultation, or publication, except as may be required by law.  This handbook is intended to be a general source of information and is not a contract.  The Company reserves the right to modify or change any portion of the handbook at any time. 


We are sincerely proud to have you as an employee.







____________________________________







__________







Title
EMPLOYMENT

EMPLOYMENT RELATIONSHIP

This handbook is not an express or implied contract of employment.  It is not to be considered as a guarantee of continued employment.  The Company and the employee have an at-will employment relationship.  The employee has the right to terminate his/her employment at any time and the Company has a similar right.  This handbook does not make any promise of employment for any specified period of time, nor does any representative of the Company have authority to enter into an agreement for employment for any specified period of time.
EQUAL OPPORTUNITY EMPLOYMENT

We believe that the best working environment is one where everyone is treated equally with fairness and respect.  Therefore, the Company is committed to providing equal employment without regard to race, color, age, sex, religion, national origin, disability, veteran’s status, or any other class protected by applicable law.  This policy applies to all employees in regard to all terms and conditions of employment, including but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, and compensation.  The Company will not tolerate any form of unlawful discrimination in hiring or in employment.
HARASSMENT IN THE WORKPLACE

The Company is committed to providing a work environment free of unlawful harassment. Company policy prohibits sexual harassment and harassment on the basis of race, color, age, sex, religion, national origin, disability, veteran’s status, or any other class protected by applicable law. The Company’s anti‑harassment policy applies to all persons involved in the operation of the Company and prohibits unlawful harassment by any employee of the Company, including supervisors and co‑workers, as well as by any person doing business with or for the Company.


Prohibited unlawful harassment includes, but is not limited to, the following behavior:

1.
Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations or comments;           

2.
Visual conduct such as derogatory and/or sexually‑oriented posters, photography, cartoons, drawings or gestures;

3.
Physical conduct such as assault, unwanted touching, blocking normal movement or interfering with work because of sex, race or any other protected basis;

4.
Threats and demands to submit to sexual requests as a condition of continued employment, or to avoid some other loss, and offers of employment benefits in return for sexual favors; and  

5.
Retaliation for having reported or threatened to report harassment.


As a matter of law and Company policy, each employee is entitled to pursue his or her employment free of discrimination and harassment.  Violation of the Company’s harassment/discrimination policies will result in disciplinary action up to and including termination.  


If you believe that you have been unlawfully harassed, inform your own or any other Company supervisor, and the President or the Director of Human Resources of the Company as soon as possible after the incident.  Your complaint should include details of the incident or incidents, names of the individuals involved, and names of any witnesses.  Supervisors will refer all harassment complaints to the Director of Human Resources.  The Company will immediately undertake effective, thorough and objective investigation of the harassment allegations.


If the Company determines that unlawful harassment has occurred, effective remedial action will be taken in accordance with the circumstances involved.  Any employee determined by the Company to be responsible for unlawful harassment will be subject to appropriate disciplinary action, up to and including termination. A Company representative will advise all parties concerned of the results of the investigation.  The Company will endeavor to handle these matters expeditiously, confidentially, and in a professional manner so as to protect the offended individual and other individuals providing relevant information.  The Company will not retaliate against you for filing a complaint and will not tolerate or permit retaliation by management, employees or co‑workers.  


The Company encourages all employees to report any incidents of harassment forbidden by this policy immediately so that complaints can be quickly and fairly resolved.
OPEN DOOR POLICY

Your supervisor is always available to listen to any questions, concerns, ideas, or suggestions that you or any other employee may have.  Employees should feel free to contact any supervisor if they need to discuss any issue related to their employment.  Employees are encouraged to contact [identify two or more high-level officers or managers] if they believe that a particular issue cannot be resolved or if their concerns relate to a supervisor’s conduct.  Our doors are always open to you at all times.
FAIR TREATMENT POLICY

Our Fair Treatment Policy provides that every employee, regardless of position, be treated with respect, dignity and in a fair and just manner at all times.  In keeping with this policy, all persons will be considered for employment, promotion or training on the basis of qualifications and experience.  We want to ensure that you work in an environment free from discrimination and harassment.  We can achieve this by your prompt use of the Fair Treatment Policy.


We recognize, that being human, mistakes may be made in spite of our best efforts.  We want to correct such mistakes as soon as they happen.  The only way we can do this is to know your problems and complaints.  NO MEMBER OF MANAGEMENT IS TOO BUSY TO HEAR PROBLEMS OR COMPLAINTS FROM ANY EMPLOYEE.  If you have a problem or complaint, this is what you should do:
1.
Tell your immediate supervisor.  During this discussion, feel free to lay your cards on the table.  Your supervisor will listen in a friendly, courteous manner because it is our desire to understand and aid in solving problems which arise in your work.  Generally, you and your supervisor will be able to solve your problems.

2.
If you do not get your problems corrected with your immediate supervisor, see your supervisor’s superior, who will investigate the matter and try to settle your problem in a fair and equitable manner.  If you are still not satisfied, you may refer the entire matter to whomever is next in the chain of command.

3.
If, for any reason, after you have completed the above procedure we have not properly resolved the problem, you may refer the entire matter to Human Resources.

NOTE:
It is the policy of the Company that all employee concerns and complaints shall be given full consideration.  THERE WILL BE NO DISCRIMINATION OR RETALIATION AGAINST ANY EMPLOYEE BECAUSE THEY PRESENT A COMPLAINT OR PROBLEM.  We are sure that the above procedure will resolve any problems that you may have.  

YOUR  [INSERT TITLE OF SUPERVISOR, ETC.]

You and your supervisor at the Company share a common interest.  You can be sure that your supervisor is interested in your success and will be happy to guide you and help you in your job.  Supervisors are selected because of their experience and knowledge of our business and their ability as leaders.  Do not hesitate to ask your supervisor about anything that is not clear or to seek their help with any problem.
APPLICATION FOR EMPLOYMENT

All candidates for employment must fully complete, date and sign the standard Company employment application form.  The form should be completed in detail and signed by the applicant to verify the accuracy and completeness of previous employment, personal information, as well as all other requested information.  We may investigate any portion of the information you supply and may deny employment of or terminate anyone giving false or incomplete information.  Such information may include requesting information from the candidate's previous employers relative to his or her work record in connection with his or her application for employment.
OUTSIDE EMPLOYMENT AND OWNERSHIP 

The Company makes every effort to provide adequate earnings for all full-time employees in order that outside employment will not be necessary.  We understand, however, that occasionally additional income may be necessary due to individual circumstances.  The Company will permit employees to have outside employment under the following conditions:


listnum "WP List 0" \l 3
All outside employment must be approved in writing by the Company.


listnum "WP List 0" \l 3
The Company reserves the right to ask that the outside employment be terminated should it be determined, in the sole discretion of the Company, that such employment is adversely affecting the employee's normal duties with the Company.


listnum "WP List 0" \l 3
It should be worth noting that outside employment is a secondary job and your primary responsibility is to your job with the Company.  No job at the Company should be left undone in order to go to a second job.


listnum "WP List 0" \l 3
No employee shall participate in the management, revenues, or equity ownership of any supplier, competing business, customer, or consultant in any manner which, in the sole discretion of the Company, is inconsistent with the best interest and welfare of the Company.
IMMIGRATION AND NATURALIZATION

The U.S. Immigration and Naturalization Service requires that candidates for employment and the Company provide specific information within three (3) days of commencing employment.  Candidates for employment must complete Section 1 of Form I-9 and provide the specific documents to establish their identity and employment eligibility.
PHYSICAL EXAMINATIONS

Potential Employees:  All job applicants may be required to take a physical examination to determine whether they are physically able to perform the essential functions of the job, with or without a reasonable accommodation.  Such an examination may also include testing for illegal drug and alcohol use or abuse.  The Company bears the full cost of such examinations.


Active Employees:  At any time during employment, if it appears that an employee has a physical or mental condition which is deemed to have a harmful effect on their work, themselves, and/or other employees, the Company reserves the right to send the employee for medical examination and/or treatment, as needed.  Medical examinations may be required following any on-the-job accident or whenever an employee demonstrates behavior patterns which appear to be drug or alcohol related.  Examinations will include testing for illegal drug or alcohol use or abuse.  Submission to such examinations is a condition of employment and refusal to submit will normally result in discharge.  The Company bears the full cost of such examinations.

DRUGS AND YOUR JOB

The Company is absolutely opposed to illegal drugs and to alcohol abuse and strives to insure a drug-free workplace.  Drug and alcohol use and abuse is a threat to you and your family and to all of the people who work at and depend on the Company for their livelihoods.

All job applicants are screened for drug and alcohol abuse problems.  Applicants will not be hired until they are drug-free and able to control any alcohol dependency.


The Company may require active employees to submit to drug and/or alcohol screening tests in the event of any injury or accident on the job, or in the event of any suspicious behavior suggesting that an employee may be using or under the influence of drugs or alcohol.  Employees who refuse to submit to such alcohol or drug screening will be discharged.


We are willing to help employees help themselves.  If you have a drug or alcohol problem, the Company will assist you in obtaining diagnosis, counseling and rehabilitation services in appropriate cases.  If necessary, you may be granted a personal leave or sick leave subject to certain requirements.


Possession, sale, use or delivery of illegal drugs on Company property or while on Company time is strictly prohibited.  Alcoholic beverages are not to be brought on Company premises without authorization and are not to be consumed before or during the workday.  Violations of this policy will normally result in suspension or immediate discharge.
POLICY ON ALCOHOL AND DRUG USAGE
Statement of purpose.  The Company's policy is to maintain a work environment that is free from substance abuse. The Company has developed this policy out of concern for employees' physical and mental health, workplace safety and productivity, and the Company's status and reputation.

The intent of this policy is to:

· provide clear guidelines and consistent procedures for handling incidents of employee use of alcohol, drugs, or other controlled substances; 

· provide substance abuse prevention education to employees; 

· establish an employee assistance program to help workers and their family members resolve problems that affect job performance; and 

· ensure compliance with state and federal laws. 

Substance abuse provisions. The following rules are effective immediately and will be enforced uniformly for all employees:

· Employees are prohibited from arriving to work under the influence of alcohol or illegal drugs. 

· Employees are prohibited from using, possessing, distributing, or manufacturing illegal drugs on Company property (including Company vehicles) or while performing Company business. 

· Employees cannot bring or consume alcoholic beverages on Company property except in connection with Company authorized events. 

· Employees being treated with a drug or controlled substance that might adversely affect their ability to perform their work must provide a written statement from their doctor.  Only the person for whom a prescription drug is issued can bring that medication on Company property. 

· Employees convicted of violating a criminal drug statute in the workplace must notify the Company within five days of the conviction. 

Disciplinary action. Employees who violate this policy are subject to the following:

· Employees who use alcohol while on Company property or on Company business or who report to work under the influence of alcohol will be removed from the workplace, required to undergo testing, referred to the employee assistance program, and/or disciplined, up to and including termination. 

· Employees who use, possess, purchase, or dispense any illegal drug while on Company property or while on Company business will be removed from the workplace, required to undergo testing, referred to the EAP, and/or disciplined, up to and including termination. Illegal activity will be reported to appropriate law enforcement officials and government agencies. 

· Employees who are arrested for or convicted of violating a criminal drug statute while at work must be removed from the work site, required to seek counseling from the EAP, and/or disciplined, up to and including termination. The Company will conduct a thorough investigation, which might include drug testing if cause is found. 
Searches. The Company can require employees to submit to a personal search and/or search of any personal article within the employee's work area based on reasonable suspicion or evidence of sale, possession, or use of controlled substances. Employees also must submit to searches of their vehicles brought on Company property.

Employee assistance program. The Company provides an EAP to help workers deal with substance abuse and other problems that they and their families might encounter. The EAP provides education, encouragement, and referral services for assessment and rehabilitation. 

Self-referrals to the EAP are kept confidential. Employees who agree to take part in a drug treatment program will not have their employment affected unless they fail to complete the required course of treatment or continue to use drugs.

Drug-free awareness education. The Company presents a drug-free awareness education program to all supervisors and employees on a periodic basis. The program covers the dangers of drug abuse in the workplace, the availability of counseling and treatment through the EAP, and the penalties for violating the substance abuse policy.  
Supervisors also receive annual training regarding the symptoms of drug and alcohol abuse. This training includes: 

· recognition and observation tips, 

· documentation procedures, 

· confrontation and intervention procedures, 

· referral suggestions and procedures, and 

· reintegration procedures.
DRUG AND ALCOHOL TESTING POLICY
DRUG AND ALCOHOL ABUSE
If any of the company’s employees are subject to Department of Transportation regulations, this policy should be amended to reflect this.

Individuals Subject to Drug and Alcohol Testing:
The Company requires all applicants, as a condition of employment, and current employees operating potentially dangerous plant equipment to submit to drug and alcohol testing.  The Company will also conduct drug and alcohol testing as required by federal and state laws and regulations.

Testing Method:
Tests will be conducted by and at a laboratory retained by the Company and certified by the Substance Abuse and Mental Health Services Administration (“SAMHSA”).  A test may include urinalysis, breath analysis, blood test, or any other testing method as allowed by law.  An applicant or employee will be required to submit an adequate amount of specimen.  Part of the specimen will not be tested in the event that a re-test is necessary. A qualified medical review officer, a licensed physician experienced in substance abuse (“MRO”), will interpret drug and alcohol test results.


The Company may minimally test for the following substances: marijuana, cocaine, amphetamines, opiates, phencyclidine and alcohol.  At the discretion of the Director of Human Resources, testing for other substances may be required.


Applicants who have been extended a conditional offer of employment will be directed to the laboratory retained by the Company to conduct the testing and must take the test within 48 hours of the employment offer. Employees subject to testing must proceed to the laboratory immediately upon notification that they have been selected for testing.

Frequency of Testing:



Applicants:
Applicants will be tested during the introductory period, which ends on the 90th calendar day.


Employees Operating Plant Equipment:
Employees who occupy safety- or health- sensitive positions, including transportation positions, will be tested randomly or immediately after their involvement in an accident as required by law or under this policy.


Random Testing:
Random testing means tests are unannounced and every employee subject to testing has an equal chance of being selected for drug and alcohol testing every selection period.  This means that employees subject to testing may be selected for testing in consecutive periods.


Post-Accident Testing:  Post-accident testing will be conducted after a serious accident or when required by law.

A “serious accident” is one that involves one or both of the following:

· A death or personal injury requiring immediate medical treatment away from the scene of the accident;

· Damage to Company or public property exceeding $2,000.


Reasonable Suspicion:
Reasonable suspicion tests are administered when a supervisor has reason to believe an employee might be under the influence of alcohol or drugs.  Symptoms suggesting drug or alcohol use include visible needle marks, red eyes, liquor smell on breath or clothing, sudden changes in work performance, inappropriate behavior, and unexplained and/or frequent absenteeism.


Reporting Test Results:
If the test result is negative, the MRO will relay that report to the Director of Human Resources.  If the test result is positive, the MRO will contact the applicant or employee to see if there is a valid medical explanation of the result.  Only after talking with the applicant or employee will the MRO release the result to the Director of Human Resources.


Re-test Procedure:
If the test result is positive, the applicant or employee may request a re-test of the untested portion of specimen submitted in a different federally certified laboratory for the presence of the drugs/alcohol for which a positive result was obtained.  The MRO will honor such a request if it is made within 72 hours of the applicant or employee having been notified of a positive result.


If the applicant or employee has not contacted the MRO within 72 hours in order to request a re-test, then he or she may explain to the MRO the circumstances that prevented him or her from timely contacting the MRO.  If the MRO concludes the applicant’s or employee’s circumstances were extenuating, the MRO may direct the untested specimen submitted be tested.

Confidentiality of Test Results:
All drug and alcohol testing information and records relating to individuals are confidential and will be treated as such by anyone authorized to review or compile such information or records.  The results of a drug and alcohol test of an applicant or employee may not be disclosed without the prior written consent of such individual unless the disclosure would be to the following persons:

· The MRO

· The Director of Human Resources of the Company

· In an administrative hearing regarding any related action

· Pursuant to the order of a court of competent jurisdiction

Access to Records:
An applicant or employee subject to testing is entitled to obtain copies of any records pertaining to his or her test-related records.  The Director of Human Resources will promptly provide copies of the records requested by the applicant or employee at no charge to the applicant or employee.

Refusal to Test:


Applicants:
An applicant who refuses to submit to a drug and alcohol test will not be extended an offer of employment.


Employees Operating Plant Equipment and Employees Who Drive:  Any employee subject to testing who refuses to submit to a drug and alcohol test when so required will be subject to immediate discharge.


The following conditions will be treated as a refusal to test:

· Failure to appear for testing;

· Failure to provide adequate breath, saliva or urine for testing when required without a valid medical explanation;

· Engaging in conduct that obstructs the testing process;

· Refusing to permit the release of test results; or
· Attempts to alter or substitute a specimen.

Consequences of Positive Test Results:


Applicants:
The Company will decline to extend a final offer of employment to any applicant with a positive test result, and such applicant may not reapply to the Company for a period of six (6) months.


Employees Operating Plant Equipment and Employees Who Drive:
  Positive test results will be dealt with in accordance with the Company’s current Drug and Alcohol Abuse Policy described in this handbook.


Any questions regarding the Company’s Drug and Alcohol Testing policy should be directed to the Director of Human Resources.
LEGALLY PRESCRIBED MEDICATIONS

An employee with a current and valid prescription by a qualified physician for the use of a drug must notify his or her supervisor of such use and the possible side effects of any such drug or medication where the employee may be impaired by the use of such drug.  The Company may, at its discretion, require an employee to refrain from working while under the influence of any drug or medication.
SEARCHES ON COMPANY PROPERTY

The Company may, from time-to-time, and without further notice, conduct searches, upon reasonable suspicion of misconduct, on Company premises or property of any employee’s possessions or vehicles on Company premises.  All employees are required to cooperate in the conducting of such searches as a condition of continued employment.


The Company reserves the right to search employees and their personal property brought onto or removed from its premises upon reasonable suspicion of misconduct.  Employees are required to consent to such searches as a condition of continued employment.
MEDICAL EXAMINATIONS

All drivers must undergo a biennial physical examination by a physician selected by the Company.  Such an examination is a necessary requirement for employment as a driver with the Company, and employees will not be allowed to work without a current Department of Transportation (DOT) medical certificate.  Additionally, no applicant for employment as a driver will be hired if he or she cannot obtain a DOT medical certificate.  All drivers will be responsible for keeping their DOT physical current.  Failure to do so will result in the driver being medically disqualified.  The Company will not rehire a medically disqualified driver.

If company employs drivers covered by the Department of Transportation regulations
DEFINITIONS OF EMPLOYEES

Employees are divided into three groups for the purposes of pay and benefits.  The Company’s policies apply to all employees.  


Full-Time:  An employee whose regular work schedule is thirty (30) hours per week or more and whose job is expected to continue on a permanent basis is classified as a full-time employee and is eligible for all benefits once all prerequisites and qualifications for benefit eligibility are met by the employee.


Part-Time:  An employee whose regular work schedule is designated to be less than thirty (30) hours per week and whose job is expected to continue on a permanent basis is classified as a part-time employee.  Part-time employees generally are not eligible for Company benefits, unless otherwise required by law.


Temporary Full-Time:  An employee whose regular work schedule is thirty (30) hours per week or more and whose job is expected to continue for only a short and specific period of time is classified as a temporary full-time employee.  Temporary full-time employees are not eligible for any Company benefits, unless otherwise required by law.
HIRING OF RELATIVES

Employment of relatives (including spouses) will be reviewed on a case-by-case basis to ensure that such employment does not involve conflicts of interest or other adverse consequences to business operations.

This policy is in the discretion of the company.
BENEFITS

YOUR BENEFITS IN GENERAL

The Company hopes its employees consider their work a career rather than a job.  For this reason, the Company has established plans to help its employees build their own future.  


Here are some of the Company benefit plans for which you may become eligible.  They represent, in part, the Company's program to help you save for the future, to help tide you over in case of sickness or disability, to furnish life insurance at a reasonable cost, and to provide income following retirement.  Employee benefits include:

INSERT LIST OF BENEFITS

A full statement of each plan will be given to you in separate booklets when you become eligible.  These booklets cover the details and provisions and control actual operation of each plan.

PAYDAY & PAYCHECKS

Paychecks for hourly and salaried employees are issued __________________.


Changes regarding your withholding tax, benefits, or any other payroll deduction should be made by completing the proper forms and forwarding the completed form to the personnel department.

The Company’s payroll period runs from _____________ to ________________.

IMPROPER DEDUCTIONS FROM EXEMPT EMPLOYEES’ SALARIES

The Fair Labor Standards Act (FLSA) is a federal law which requires that most employees in the United States be paid at least the federal minimum wage for all hours worked and overtime pay at time and one-half the regular rate of pay for all hours worked over 40 hours in a workweek. Some state laws provide rights in addition to those provided by the FLSA.

The FLSA provides an exemption from both minimum wage and overtime pay for employees employed as bona fide executive, administrative, professional, outside sales employees, and certain computer employees.  Job titles do not determine exempt status. In order for an exemption to apply, an employee’s specific job duties and salary must meet all the requirements of the Department of Labor’s regulations.
Salary Basis Requirement
To qualify for exemption, employees generally must be paid at not less than $455 per week on a salary basis. These salary requirements do not apply to outside sales employees, teachers, and employees practicing law or medicine. Exempt computer employees may be paid at least $455 on a salary basis or on an hourly basis at a rate not less than $27.63 an hour.
Being paid on a “salary basis” means an employee regularly receives a predetermined amount of compensation each pay period on a weekly, or less frequent, basis. The predetermined amount cannot be reduced because of variations in the quality or quantity of the employee’s work. Subject to certain exceptions, the FLSA states that an exempt employee must receive the full salary for any workweek in which the employee performs any work, regardless of the number of days or hours worked. Exempt employees do not need to be paid for any workweek in which they perform no work. If the employer makes deductions from an employee’s predetermined salary, i.e., because of the operating requirements of the business, that employee is not paid on a “salary basis.” If the employee is ready, willing and able to work, deductions may not be made for time when work is not available.
Circumstances in Which the Employer May Make Deductions from Pay
Under federal and state law, exempt employees’ salaries are subject to certain deductions.  Exempt salaried employees should contact Human Resources for additional information on when deductions may be made from their pay.  

Company Policy
The company is committed to avoiding improper deductions and will act promptly to remedy any situation in which such a deduction may have been made by reimbursing the employee for any such improper deduction not later than the first payday upon which the reimbursement reasonably may be made following a timely final determination that the deduction was improper.  

Any employee who believes that a deduction from salary is improper should discuss the matter with his or her immediate supervisor or Human Resources.  Upon receiving a complaint of an improper deduction, supervisors will immediately inform Human Resources.  Human Resources will promptly make an initial determination as to whether the deduction is proper, including a written explanation if it is found that the deduction was proper.  The employee should ordinarily initiate this inquiry within 48 hours after being paid or being notified of the deduction unless special circumstances justify later action.  If the employee is not satisfied with that decision, the employee may file a written appeal within 48 hours of the determination to ______________, which states the basis for disagreeing with the decision.  The appeal shall be promptly considered with a final decision issued within five (5) business days whenever possible.  Any final decision may be appealed in accordance with state or federal requirements as applicable.  

If any deduction was found to have been made improperly, the company shall make a sincere and good faith effort to avoid any such improper deductions in the future for the employee and any similarly situated employees.

ERROR IN PAY

Every precaution is taken to avoid errors in your paycheck.  If an error does occur, advise Human Resources, who will obtain the correct information for you.  If an error is found, the adjustment will be made on the next payday.

COMPENSATION FOR OVERTIME HOURS

Under the provisions of the Fair Labor Standards Act, a nonexempt employee will receive time and one-half their regular rate of pay for all hours worked over 40 during any one workweek.  Holiday hours are not credited toward 40-hour calculations.  All overtime must be authorized in advance by your supervisor.  Additionally, from time to time, overtime work may be mandatory. There will be no pyramiding of overtime hours and pay.
COBRA
The Consolidated Omnibus Budget Reconciliation Act (“COBRA”) requires the Company to offer employees and their families the opportunity to purchase a temporary extension of group health coverage if they otherwise would lose coverage because of a qualifying event. This notice is intended to inform you of your rights and obligations under COBRA. Both you and your spouse should take the time to read this notice.
Eligibility for COBRA Coverage 

Employees covered by the Company’s group health care plan can elect continuing coverage if one of the following qualifying events occurs:

· voluntary or involuntary termination of employment for reasons other than gross misconduct, or 

· voluntary or involuntary reduction of work hours below the level required for participation in the group health plan. 

Spouses of employees covered by the Company’s group health care plan can elect continuing coverage if one of the following qualifying events occurs:

· the death of the employee; 

· a termination of the spouse’s employment for reasons other than gross misconduct, or a reduction in the employee’s work hours below the level required for participation in the group health plan; 

· a divorce or legal separation from the employee; or 

· the employee's enrollment in Medicare. 

Dependent children of employees covered by the Company’s group health care plan can elect continuing coverage if one of the following qualifying events occurs:

· the death of the parent employee; 

· the termination of employment or reduction of work hours of the parent employee; 

· the divorce or legal separation of the parents, if this will cause the dependent child to lose coverage under the Company’s group health plan; 

· the enrollment in Medicare of the parent; or 

· the child’s attainment of an age exceeding the maximum for dependent coverage under the group health plan. 

Covered retirees; their spouses, widows, or widowers; and their dependents can elect continuation coverage if they lose group coverage because the Company filed for bankruptcy. 

Length of Coverage 

Continuation coverage is available for up to 18 months if the qualifying event is the employee’s termination or reduction in work hours. If an employee or family member can be defined as disabled under the Social Security Administration’s definition for disability benefits, the worker and family members are eligible for an additional 11 months of continuation coverage for a total of 29 months. If, during continued coverage, SSA determines that the employee or family member is no longer disabled, the person must inform the Company of the predetermination within 30 days.

For other qualifying events, the spouse and dependent children are eligible for up to 36 months of continuation coverage. The 18-month coverage period following termination or reduction in work hours can be extended to 36 months for family members if a second qualifying event—for example, divorce, death, Medicare entitlement—occurs during the 18-month period.

Participants’ Duties 

The employee or a family member has the responsibility to inform the Company of a divorce, legal separation, or a child's loss of dependent status within 60 days of the qualifying event or the date on which group coverage would be lost because of the event. If you fail to provide the proper notice within 60 days, continuation coverage might not be available.

You do not have to show that you are insurable to choose continuation coverage. However, you have to pay for the coverage and are allowed a 30-day grace period for timely payments. COBRA premiums generally are 102 percent of the applicable plan premium for employees. However, those with disabilities electing to extend coverage beyond the usual 18-month period are charged 150 percent of the plan premium during the extension.

When a qualifying event occurs, you will receive notice within 14 days of your right to elect continuation coverage at that time. You will have 60 days to decide if you want continuation coverage. If you do not choose continuation coverage, your group health insurance coverage will end. If you choose continuation coverage, you will be offered coverage that is identical to the coverage provided to similarly situated active employees and family members. You will have the right to elect full coverage or medical coverage without dental insurance. If you had family coverage at the time of the qualifying event, you can elect family coverage or a less broad category of coverage.

Termination of Coverage 

Continuation coverage can be terminated before the full COBRA term expires if:

· the Company no longer provides group health coverage to any employees;
· you fail to pay the premium for continuation coverage in a timely fashion;
· you become covered under another group health plan that does not restrict or limit coverage due to pre-existing medical conditions; or 

· you become entitled to Medicare. 

If you have any questions about your rights under COBRA, contact the Human Resources Department. Please inform Human Resources of any change in marital status or address for you or your spouse.

WORKERS’ COMPENSATION

In order to protect you and your family against medical care expenses and loss of wages caused by injury or illness arising out of and in the course of your employment, you are covered by workers' compensation insurance which is completely paid for by the Company.  This insurance provides for prompt payments of all job-related claims in amounts specified under state law.


It is your responsibility to immediately report all job-related injuries to your supervisor.  All claims will be processed by _____________________.
VACATIONS

We believe you should take time off to rest and relax and therefore have set the accrual rate at a level to encourage time off.  Under the vacation plan, you accrue time off at the rate of _____ hours per pay period (beginning with your hire date), up to a maximum accrual of ____ hours.  Therefore, take your vacation with this in mind.  Employees on a weekly payroll accrue vacation at the rate of ____ hours per pay period. When your “vacation bank” reaches ___ hours, you will stop accruing additional vacation time. Therefore, take your vacation with that in mind.  Use of all vacation time must be pre-approved by your supervisor.  You may not borrow against future accruals.  If you leave the Company, you will be paid out any accrued, unused vacation time through your last day of employment.
HOLIDAYS

The Company provides the following paid holidays for all regular full-time employees who have completed ninety (90) days of employment:





INSERT COMPANY PAID HOLIDAYS

Your holiday pay will be your straight time hourly rate multiplied by eight hours.  In order to be eligible for holiday pay you must work the workday before and the workday after the holiday.  


If a holiday should occur on a Saturday or Sunday, the Company will notify you in advance if the holiday will be observed by the Company on another day.


All employees will be paid their regular daily rate of pay if the holiday is observed by the Company on one of its regular workdays.

SICK LEAVE POLICY
Employees unable to work due to illness, injury, disability, or pregnancy are entitled to take sick leave. All employees earn one day of paid sick leave for every four weeks they are on the payroll and can carry over up to six weeks of accumulated sick leave from one year to the next. While new employees earn sick leave during their introductory periods, they cannot use it until they have completed the introductory period.
Sick leave can be used for routine medical and dental appointments, provided the employee gives at least two days’ advance notice of scheduled appointments. Employees unable to report to work due to illness must promptly notify their supervisors. Workers who are absent frequently or for more than three consecutive days can be required to provide a doctor's statement or other acceptable proof of illness.
This policy is in the discretion of the company.
FAMILY AND MEDICAL LEAVE

Reasons for FMLA:  Employees who have worked for the Company for at least twelve (12) months and at least 1,250 hours during the prior twelve (12) months may take up to twelve (12) weeks of unpaid leave (FMLA leave) for the following reasons:


listnum "WP List 4" \l 3
Birth and/or care of a child of the employee;


listnum "WP List 4" \l 3
Placement of a child into the employee's family by adoption or by a foster care arrangement;


listnum "WP List 4" \l 3
Care of the employee's spouse, child or parent who has a serious health condition; or


listnum "WP List 4" \l 3
Inability of the employee to perform the functions of the employee's position due to a serious health condition;


Calculation of Amount of FMLA Leave:  Any FMLA leave taken by an employee during the preceding 12-month period will be used to determine the amount of available leave pursuant to the Family and Medical Leave Act.  For example, if an employee used four weeks of leave beginning February 1, 2000, four weeks of leave beginning June 1, 2000, and four weeks of leave beginning December 1, 2000, the employee would not be entitled to any additional leave until February 1, 2001. On February 1, 2001, the employee would be entitled to four weeks of leave and on June 1, the employee would be entitled to an additional four weeks, etc.


Birth, Care or Placement of Child:  The right to family leave for the birth, care and/or placement of a child into an employee's family may only be taken within the twelve (12) months after the date of the birth or placement of the child.  In the case of unpaid leave for the birth, care or placement of a child, intermittent leave or working a reduced number of hours is not permitted, unless both the employee and the Company agree.  If both spouses are employed by the Company, the combined leave for either birth, care and/or placement of a child or family member shall not exceed twelve (12) weeks.  However, each employee may use the remainder of his or her individual FMLA leave for other FMLA qualifying events.


Intermittent Leave:  In the case of unpaid leave for serious health conditions, the leave may be taken intermittently or on a reduced hours basis only if such leave is medically necessary.  Where an employee requests intermittent leave or leave on a reduced hours basis due to an immediate family member's or the employee's own serious health condition, the Company has the option, in its sole discretion, to require the employee to transfer to a temporary alternative job for which the employee is qualified and which better accommodates the intermittent leave or reduced hours leave than the employee's regular job.  The temporary position will have equivalent pay and benefits as the employee's regular job.


Paid Leave and FMLA Leave:  Employees are required to use their available vacation time during the twelve (12) week family leave period and available sick days may be used when family leave is taken because of serious health conditions.  NOTE:  That portion of the family leave of absence which is vacation time and/or sick days will be with pay according to the Company's policies regarding vacation time and sick days.  The employee will be notified orally, within two business days from the date the Company learns that the leave is for FMLA reasons, that the vacation time and sick days will be counted towards the twelve (12) weeks of family leave.

Notification by Employee:  When the necessity of leave is foreseeable due to the expected birth or placement of a child, the employee must provide the Company at least thirty (30) days notice of the employee's intention to take leave.  If the date of birth or placement of a child requires the employee's leave to begin in less than thirty (30) days from the date of notice to the Company, the employee must provide such notice as soon as practical.


Where the necessity for leave is due to a family member's or an employee's own serious health condition and is foreseeable based on planned medical treatment, the employee must:


listnum "WP List 5" \l 3
Give at least thirty (30) days notice, or as soon as practical if treatment starts in less than thirty (30) days; and


listnum "WP List 5" \l 3
Consult with the Company and make a reasonable effort to schedule the treatment so as not to unduly disrupt the operation of the Company, subject to the approval of the health care provider.


Where the need for leave is unforeseeable, the employee must give notice as soon as practical. Any leave request based on a family member's or employee's own serious health condition must be supported by certification from a health care provider.  The employee must provide a copy of the certification to the Company in a timely manner.  (Fifteen calendar days will be allowed to provide the certification.)  The Company will use Form WH-380 for certification from the health care provider.  All appropriate information must be provided on Form WH-380.  Failure to provide the certification in a timely manner will result in denial of the leave until the certification is provided.  The Company will notify the employee if the certification form is incomplete and the employee must provide the additional information.


Employee Benefits:  During family leaves of absence, the Company will continue to pay its portion of the health insurance premiums and the employee, if applicable, must continue to pay his or her share of the premium.  Failure of the employee to pay his or her share of the health insurance premium may result in loss of coverage.  If the employee fails to timely pay the employee's share of health insurance premium, the employee will have a grace period of thirty (30) days.  At least fifteen (15) days before the expiration of the grace period, the Company will mail a written notice to the employee informing the employee of the date the insurance will expire if the employee's share of the premium is not paid.  The Company may, at its option, pay the employee's share of the premium and will recover that cost from the employee.  If the employee does not return to work after the expiration of the leave, the employee will be required to reimburse the Company for payments of the health insurance premiums during the family leave, UNLESS the employee does not return because of the presence of a serious health condition of the employee or the employee's family member, or circumstances beyond the control of the employee.


Accrual of Employment Benefits:  During the leave, the employee shall not accrue employment benefits such as vacation pay, sick pay, pension, etc.  Employment benefits accrued by the employee up to the day on which the FMLA leave of absence begins will not be lost.


Employee's Reporting Requirements:  The Company may require an employee on FMLA leave to report periodically on his or her status and the intention of the employee to return to work, and also periodic recertification of the medical condition.  The Company will notify the employee in writing of its initial requirement for medical certification.   The Company will advise the employee of its need for additional medical certification either verbally or in writing.  The interval for subsequent certification should be at least thirty (30) days, or beyond the initial period of incapacity set forth in the original medical certification, whichever is greater, unless circumstances have changed significantly or the Company receives information that casts doubt about the employee's stated reason for the absence.  If the Company receives a complete medical certification, it will limit its inquiries to the health care provider for clarification and authenticity.  If the employee is covered by workers' compensation, the Company will follow workers' compensation procedures.


An employee taking leave due to the employee's serious health condition is required to obtain certification that the employee is able to resume work prior to the return from any FMLA leave.


Restoration of Employees Returning From FMLA Leave:  Employees who return to work from family leave of absence within or on the business day following the expiration of the twelve (12) weeks are entitled to return to their job or an equivalent position without loss of benefits or pay.


FMLA Leave Procedure Applications for family leave of absence must be submitted in writing and signed by the employee's immediate supervisor.  Applications should be submitted at least thirty (30) days before the leave is to commence or as soon as possible if thirty (30) days notice is not possible.  Appropriate forms should be submitted to Human Resources to initiate a family leave and to return the employee to active status.


Each employee taking leave which meets the requirements for FMLA leave will be provided the "Employer Response to Employee Request for Family or Medical Leave" form (Form WH-381). The Company will inform the employee of its response either to the employee's request for FMLA leave or upon learning that the employee's absence from work is for a FMLA reason within two business days.  If the employee is not eligible for FMLA leave, the employee shall be informed of that fact.

All medical documents, including the medical certificates, shall be maintained in the employee's separate confidential medical file.  All other documents shall be maintained in the employee's personnel file.  The Company will keep a record of all FMLA leave on its payroll records designated FMLA for every hour taken.


FMLA Definitions

A. 
"Serious health condition" means an illness, injury, impairment, or physical or mental condition that involves one of the following:


listnum "WP List 6" \l 3
Hospital Care -- Inpatient Care (i.e. an overnight stay) in a hospital, hospice, or residential medical care facility, including any period of incapacity
 or subsequent treatment in connection with or consequent to such inpatient care.


listnum "WP List 6" \l 3
Absence Plus Treatment -- A period of incapacity of more than three consecutive calendar days (including any subsequent treatment or period of incapacity relating to the same condition) that also involves:



listnum "WP List 6" \l 5
Treatment
 two or more times by a health care provider, by a nurse or physician's assistant under direct supervision of a health care provider, or by a provider of health care services (e.g., physical therapist) under orders of, or on referral by, a health care provider; or



listnum "WP List 6" \l 5
Treatment by a health care provider on at least one occasion which results in a regimen of continuing treatment under the supervision of the health care provider.


listnum "WP List 6" \l 3
Pregnancy -- Any period of incapacity due to pregnancy or for prenatal care.


listnum "WP List 6" \l 3
Chronic Conditions Requiring Treatment -- A chronic condition which:



listnum "WP List 6" \l 5
Requires periodic visits for treatment by a health care provider, or by a nurse or physician's assistant under direct supervision of a health care provider;



listnum "WP List 6" \l 5
Continues over an extended period of time (including recurring episodes of a single underlying condition); and



listnum "WP List 6" \l 5
May cause episodic rather than a continuing period of incapacity (e.g., asthma, diabetes, epilepsy, etc).


listnum "WP List 6" \l 3
Permanent/Long-term Conditions Requiring Supervision -- A period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective.  The employee or family member must be under the continuing supervision of, but need not be receiving active treatment by a health care provider.  Examples include Alzheimer's, a severe stroke, or the terminal stages of a disease.


listnum "WP List 6" \l 3
Multiple Treatments (Non-Chronic Conditions) -- Any period of absence to receive multiple treatments (including any period of recovery therefrom) by a health care provider or by a provider of health care services under orders of, or on referral by, a health care provider, either for restorative surgery after an accident or other injury, or for a condition that would likely result in a period of incapacity of more than three consecutive calendar days in the absence of medical intervention or treatment, such as cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), kidney disease (dialysis).

LEAVES IN EXCESS OF FMLA LEAVE

Employees who otherwise qualify for a family and medical leave, but who have exceeded the leave time allowed under the Family and Medical Leave of Absence Policy, may request an extended leave of absence, which is solely at the discretion of the Company.  However, subject to the conditions set forth in the following Administrative Separation Policy, an employee who cannot possibly return to work within six months or who is away from work for any reason more than six months is administratively separated from employment.

This policy is in the discretion of the company.
ADMINISTRATIVE SEPARATION POLICY

Regardless of the type of leave, employees who cannot possibly return to work within six months, or any employee who is away from work for any reason more than six months, or any employee who fails to return or is unable to return at the end of their designated leave period, will be administratively separated from his or her employment, unless otherwise provided by law.
This policy is in the discretion of the company.
REASONABLE ACCOMMODATION POLICY

The Company is committed to compliance with applicable state and federal laws governing the treatment of qualified individuals with disabilities. Accordingly, the Company will provide reasonable accommodations to qualified applicants and employees who have permanent or temporary disabilities.

A reasonable accommodation is designed to assist an employee in the performance of his or her job without placing an undue hardship on the Company or posing a direct threat to others. Human Resources will determine whether accommodations are reasonable on a case-by-case basis.

It is the employee's responsibility to inform his or her supervisor that an accommodation is needed to perform essential job functions. The reasonable accommodation request must be specific. Requests for less pressure, reduced stress, or an allergen-free environment are too vague.

Once the Company is aware of a disability, it will take measures to accommodate that disability in accordance with legal requirements. The Company reserves the right to request written documentation from any employee seeking an accommodation. The documentation can be from a doctor, psychologist, rehabilitation counselor, or other professional with knowledge of the employee's limitations. All medical information received by the Company will be treated as confidential.

As the person primarily responsible for reasonably accommodating an employee's disability, ____________ will review the following factors to determine the reasonableness of an accommodation:

· what type of job the employee holds, 

· what essential functions make up the job, 

· what architectural modifications are required, 

· whether there are alternative ways to perform the tasks, 

· whether furniture or work areas can be rearranged, 

· whether the requested accommodation is temporary or permanent, and 

· what the proposed accommodation will cost. 

If a reasonable accommodation cannot be made for the employee in his or her current job, the Company will consider:

· offering a reasonable accommodation in a vacant position in the same job classification within the same department, or 

· placement outside the department in a vacant position and job classification for which the employee is qualified. 

Employees have the right to appeal the denial of a request for reasonable accommodation. Appeals must be filed with the diversity manager within 20 business days of the denial.
CONDOLENCE LEAVE

Employees who are bereaved by a death in the immediate family and who are absent from their regularly scheduled work will be paid eight (8) hours times their hourly rate for up to three consecutive days.  All condolence leaves must have management approval.


For purposes of this policy, “immediate family” is defined as spouse, child, parents, sister, brother, grandparent, grandchild, mother-in-law, father-in-law, brother-in-law, sister-in-law, and step-parent of the employee.
This policy is in the discretion of the company.
JURY DUTY

You will be granted a leave of absence in accordance with applicable law in the event you are called upon to serve as a member of a jury in state or federal court.  If you are called, you must notify your supervisor immediately.    
VOTING LEAVE

If you do not have sufficient time outside of your regular working hours to vote in a federal or statewide election, you may request time off to vote. Voting leave will be granted in accordance with applicable law.  If possible, you should make your request at least 2 days in advance of the election.
MILITARY LEAVE

Employees who serve in the military and take military leave should contact the Director of Human Resources for information about their rights before and after such leave.  You are entitled to reinstatement upon completion of military service provided you return or apply for reinstatement within the time allowed by law.
EMPLOYEE RESPONSIBILITIES

INTRODUCTORY PERIOD

The first 90 calendar days of employment with the Company are considered an introductory period for new employees.  The introductory period gives you a chance to learn about the Company's operations and how your duties as an employee harmonize with overall Company objectives.  It also gives us a chance to determine whether your goals as an employee coincide with Company goals.


Employees can be discharged before the completion of the 90-day introductory period.  Successful completion of introductory period does not guarantee continued employment.
This policy is in the discretion of the company.
PERSONNEL INFORMATION

As an employee, it is your responsibility to notify management whenever there is a change in your:





Name





Address





Phone Number





Marital Status





Immigration Status





Number of Dependents





Insurance Beneficiaries





Person to Notify in Case of Emergency


This information is necessary to provide appropriate insurance coverage, to contact you in case of schedule changes or emergencies, etc.

SOLICITATION AND DISTRIBUTION

Solicitation and distribution of literature by non-employees on Company property is prohibited at all times.


Solicitation by employees on Company property during working time is prohibited.  Solicitation is prohibited if either the solicitor or person being solicited is on working time.  Working time does not include free time such as break periods and meal times.


Distribution of literature by employees on Company property during working time is prohibited.  Distribution is prohibited if either the distributor or the person receiving the distribution is on working time.


Distribution of literature by employees in working areas is prohibited at all times.

BULLETIN BOARDS

Bulletin boards are located throughout the Company to bring you timely information. These bulletin boards are not to be used as all-purpose boards.  Company bulletin boards are reserved for Company business only.  The Human Resources Department is responsible for the approval and posting of all bulletin board information.

NOTE: Even if a company is not unionized, there are policies that can be implemented to provide safeguards in the event a union organizing drive takes place.  One such policy is in implementing a bulletin board policy which restricts the right of employees/unions from using company bulletin boards for union organizing activity.  In general, there is no right of employees or a union to use an employer’s bulletin board.  However, where an employer permits its employees to utilize bulletin boards for the postings of notices relating to personal items such as social affairs, sales of personal property, cards, thank you notes, articles, cartoons, commercial notices and advertisements, or, in general, any non-work related matter, it may not validly discriminate against the posting of notices for union meetings or other information related to a union organizing drive.  Utilization of a procedure requiring company approval prior to posting also does not serve to insulate the posting policy from being found illegal.  Indeed, the act of a manager or supervisor picking and choosing among items submitted for posting would likely be found discriminatory.  The company may want to consider prohibiting employees from posting any items on company bulletin boards and reserve them for use solely by the company, strictly for purposes of posting company business.  Of course, much is to be said for the goodwill created by having open bulletin boards, or those with a limited approval process.  However, if the company chooses to embrace such an approach, it should be aware of its potential ramifications during a union organizing drive.
DISCIPLINARY PROCEDURE

The Company recognizes its continuing responsibility to properly administer rules and regulations in a fair and consistent manner.  Regulations for acceptable employee conduct are necessary for the protection of the rights and safety of all employees and the efficient and effective operation of the Company.  The primary purpose of any disciplinary action or penalty, if taken, shall be corrective; but in certain instances, separation from employment will occur.


The standards of behavior and conduct encompassed in the rules are of a general nature and, therefore, do not cover every situation which may lead to disciplinary action or termination.  They should be regarded as illustrations rather than a complete and all-inclusive statement of misconduct.


Employees are expected to observe appropriate standards of job performance and good conduct.  When performance or conduct does not meet the Company's standards, the Company will endeavor, when it deems appropriate, to provide the employee a reasonable opportunity to correct the deficiency.  If, however, the employee fails to make the correction, he or she will be subject to discipline, including termination.


Discharge for poor performance, failure to meet the Company's standards and/or misconduct will often be preceded by an oral warning and a written warning.  The Company reserves the right to proceed directly to a written warning or to termination for misconduct or performance efficiency or failure to meet the Company's standards, without resort to prior disciplinary steps, when the Company deems such action appropriate.


The great majority of employees want to do what is expected of them while at work.  The understanding of, and compliance with these and other common sense rules of good conduct will benefit the well-being of everyone.  Violation of the following subjects an employee to disciplinary action. The disciplinary action taken will depend upon the circumstances and severity of each case, but may result in disciplinary action up to and including termination.

listnum "WP List 7" \l 3
Fighting, horseplay or other acts which endanger the physical well-being of others on Company or customer premises at any time.


listnum "WP List 7" \l 3
Stealing private, Company, or customer property.


listnum "WP List 7" \l 3
Insubordination.


listnum "WP List 7" \l 3
Falsifying or misrepresenting facts or statements on Company documents, e.g., employment applications, medical records, sick leave requests, time records, absence records, payroll records, etc.


listnum "WP List 7" \l 3
Possessing, bringing, selling or consuming intoxicants, liquor, illegal drugs or controlled substances and improper use of prescription drugs anywhere on Company or customer premises, including the parking lot.


listnum "WP List 7" \l 3
Being under the influence of intoxicants, alcoholic beverages, illegal drugs or controlled substances on Company or customer property at any time.


listnum "WP List 7" \l 3
Reporting for work in an unfit condition as a result of intoxicants, alcoholic beverages, illegal drugs or controlled substances.


listnum "WP List 7" \l 3
Performing a malicious act which results in destruction of the Company's, co-worker's, or customer's personal property.


listnum "WP List 7" \l 3
Willful damage to Company or customer property or gross neglect of duties resulting in damage.


listnum "WP List 7" \l 3
Careless work performance resulting in loss, substandard or damaged goods, and damage to equipment, property or vehicles.


listnum "WP List 7" \l 3
Littering or contributing to unsanitary or poor housekeeping conditions.


listnum "WP List 7" \l 3
Failure to report personal, equipment or vehicle accidents or personal injuries immediately.


listnum "WP List 7" \l 3
Engaging in any acts of discrimination or harassment in violation of Company policy.


listnum "WP List 7" \l 3
Disregarding driving rules or vehicle policies or otherwise driving in an unsafe manner.


listnum "WP List 7" \l 3
Excessive absenteeism or tardiness.


listnum "WP List 7" \l 3
Abusive, threatening, or rude language to Company personnel or customers.


listnum "WP List 7" \l 3
Disregarding safety rules or otherwise working or acting in an unsafe manner.


listnum "WP List 7" \l 3
Endangering the safety of self or a fellow worker.


listnum "WP List 7" \l 3
Sleeping while on duty or on Company or customer premises during working hours.


listnum "WP List 7" \l 3
Immoral conduct or indecency on Company or customer premises.


listnum "WP List 7" \l 3
Bringing firearms or other weapons on Company or customer premises or property.


listnum "WP List 7" \l 3
Failure to call in when not reporting to work.


listnum "WP List 7" \l 3
Failure to provide information as requested by the Company.


listnum "WP List 7" \l 3
Operating a vehicle on Company business while under the influence of intoxicants, alcoholic beverages, illegal drugs or controlled substances.


listnum "WP List 7" \l 3
Gambling on Company or customer premises or property.


listnum "WP List 7" \l 3
Failure to report any unsafe conditions.


listnum "WP List 7" \l 3
Refusing to work overtime.


listnum "WP List 7" \l 3
Having visitors during work hours in unauthorized areas, including Company vehicles.


listnum "WP List 7" \l 3
Being in restricted areas without permission.


listnum "WP List 7" \l 3
Recording time of another.


listnum "WP List 7" \l 3
Leaving work assignments or work area without permission.


listnum "WP List 7" \l 3
Unauthorized use of or tampering with machines, equipment or vehicles.


listnum "WP List 7" \l 3
Inefficient or substandard work performance.


listnum "WP List 7" \l 3
Discourteous, disrespectful or unbusiness-like treatment of customers or co-workers.


listnum "WP List 7" \l 3
Restricting other employees' work performance.


listnum "WP List 7" \l 3
Threatening, intimidating, abusing, coercing or interfering with employees or management, or customers' employees, at any time.


listnum "WP List 7" \l 3
Abuse, misuse or deliberate destruction of Company or customer property or equipment or the property of Company or customer employees.


listnum "WP List 7" \l 3
Misuse or removal from the premises of Company or customer records or reading confidential information of any nature without proper authorization.


listnum "WP List 7" \l 3
Failure to use required safety equipment.


listnum "WP List 7" \l 3
Fraud.

 This policy should be modified based on the company’s business.
BACK BELTS

The Company has available back support belts.  These belts are designed to provide an extra measure of back support for those employees that are involved in jobs that have a potential for back injury or strain.


These belts will be provided by the Company but will be the responsibility of the employee. The employee must take reasonable care of these belts and reimburse the Company for belts that have been damaged or lost due to negligence on the part of the employee.


It is strongly recommended by the Company that employees wear these belts, especially employees with a history of back problems, such as back strain or injury.


Employees are required to wear their belts during lifting operations.

SAFETY

Safety is everyone's full-time job.  With your cooperation and assistance, the Company will make every effort to provide a clean, safe and healthy place for you to work.  You are expected and required to do your part to work safely, wear required safety equipment, abide by all safety rules and regulations, and keep your workplace neat and clean.  Specific safety rules are available from your supervisor.


Accidents - Any accident, no matter how slight, must be reported to your supervisor immediately.  The supervisor, injured employee, and any witnesses must give a full description of the accident so that a written accident report can be prepared.  The supervisor will make arrangements for any required medical treatment.


It is the responsibility of every employee to help maintain a safe working environment by obeying the safety regulations established by our Company.  Failure to comply with Company safety rules may lead to disciplinary action and possible dismissal.


1.
Report any personal injury, however minor, immediately to your supervisor.  Delayed reporting of an injury is inexcusable.


2.
Make regular disposal of waste and trash.


3.
Practice good housekeeping.  Keep work area clean and free from hazards.


4.
Report hazardous conditions promptly.


5.
When lifting, use legs instead of back.  If load is too heavy, get help.  Keep firm footing - bend knees - keep back straight and vertical.


6.
Do not run - watch your step - keep firm footing and proper balance at all times.


7.
Check your area for adequate lighting.  Replace burned out bulbs immediately.


8.
Do not wear loose, torn or frayed clothing which may get caught in machinery.


9.
Beware of wet areas; wet floors can be slick.


10.
Do not repair, operate, or ride any vehicle, machine, etc., without proper authorization.


11.
Each operator is responsible for the safety of his or her respective machine and safety equipment.


12.
No operator is to let any unauthorized person ride on any moving equipment.
VEHICLE POLICIES

Some positions at the Company require the use of a motor vehicle as part of the job.  An appropriate, valid drivers license and satisfactory driving record are required as a condition of employment in such positions.


If you are assigned or are using a Company vehicle, we require that it be operated in accordance with prevailing laws and regulations.
ABSENCE MONITORING PROCEDURE

There are two types of absences: authorized and unauthorized.


1.
Authorized Absences - Authorized absences are excused absences which are approved by your supervisor.


2.
Unauthorized Absences - An absence is unauthorized when you fail to report your absence or lateness within two hours of the start of the shift or when you are absent without the supervisor’s approval.  Unauthorized absences are without pay.

Disciplinary Policy on Unauthorized Absences

Number of Warnings


Within a 12-month Period


Results



__________



Written Warning



__________



Final written warning



__________



Subject to termination

The unauthorized absence warning remains active for a period of twelve months.  


Employees who have an unauthorized absence of three consecutive working days without notification will be subject to disciplinary action, up to and including discharge.


While an unauthorized absence is the main factor in determining acceptable attendance, the total rate of absenteeism will be considered for those employees who have a poor attendance record.


All employees are expected to tell the truth when providing the reason for their absenteeism or lateness.  Employees who falsify or misrepresent facts or statements concerning their attendance records will be subject to disciplinary action, up to and including discharge.
TIME CARDS

Each employee has a time card which is located in a rack convenient to their working area. If you leave the building during working hours and return before the end of your shift, punch "out" when leaving and punch "in" upon returning.  Altering or mutilating any time card, or knowingly punching the clock card of another employee is cause for dismissal.

MISCELLANEOUS INFORMATION

CONFIDENTIALITY OF COMPANY DOCUMENTS

All Company records, documents and mail are to be kept confidential.  Employees should only read Company documents or co-worker's documents or mail if the employees are authorized by the Company to read such materials.  It is considered a serious offense for an employee to read or gain access or control over documents not belonging to or addressed to that employee.

CONDUCTING PERSONAL BUSINESS


Employees are to conduct only Company business while at work.  Employees may not conduct personal business or business for another employer during working time.

OFF-DUTY USE OF FACILITIES

Employees are prohibited from being on Company premises or making use of Company facilities while not on duty.  Employees are expressly prohibited from using Company facilities, Company property or Company equipment for personal use.

PERSONNEL RECORDS

The Company will maintain an updated personnel file on each employee.  Personnel records are Company property and will be treated the same as other confidential Company information.  Medical information pertaining to employees is extremely confidential and will be maintained separately from non-medical personnel information.  Access to employees' personnel and medical records is restricted to authorized persons only.  It is considered a very serious, dischargeable offense for any unauthorized employee to gain access to personnel and/or medical files.
UNIFORMS

Some of our employees are required to wear uniforms.  Uniforms provide a professional appearance to our customers.  The Company purchases these uniforms and makes them available to specified employees.  If you are assigned uniforms, please make sure they are turned in for cleaning on the days specified by your supervisor.  Upon separation of employment, your final settle-up pay cannot be determined until your uniforms have been turned in.  For uniforms not returned, employees will be assessed the current cost at prevailing rates.


Some employees may also be required to wear steel-toe safety shoes.  If you are required to wear safety shoes, you will be advised to do so by your supervisor.
This policy should be modified based on the company’s practice.
DRESS CODE

The Company offers employees the opportunity to dress in casual business attire. This casual dress code is intended to allow employees to work comfortably and save money on clothing costs. However, employees are responsible for ensuring that their dress and grooming present a positive image to clients and the public.  This policy applies to employees who are not required to wear uniforms.
Guidelines 
Employees should use good judgment and follow the guidelines below in determining appropriate dress and grooming:

· Acceptable attire. For purposes of this policy, casual business attire is clothing that allows employees to feel comfortable at work, yet is appropriate for an office environment. Casual business attire includes, but is not limited to: slacks, khakis, jeans without tears or holes, sports shirts, skirts and dresses, walking shorts (no higher than three inches above the knee), turtlenecks, sweaters, loafers, tennis shoes, and sandals. Clothing must be neat and clean. 

· Unacceptable attire. Unacceptable clothing includes, but is not limited to: T-shirts, sweat pants, sweat shirts, or workout attire, cutoffs, beach attire, halter or tank tops, dresses, skirts, or shorts that are excessively short or tight-fitting; sheer clothing or clothing that otherwise is revealing, distracting, or provocative; and flip-flops. 

· Grooming. Hairstyles, makeup, and the grooming of beards and mustaches are left to the discretion of employees. However, employees’ personal grooming should contribute to a clean and neat appearance. 

· Choice. This policy does not require employees to purchase casual business attire. Employees who prefer to dress in formal or traditional business attire are free to do so.
Exceptions 
Employees should consider each day’s activities when determining what to wear to work. Employees who are hosting or attending meetings with clients, vendors, or employees from another Company office should refrain from wearing casual attire, unless meeting attendees agree in advance to follow the casual business attire policy.

Your supervisor can specify additional or alternative dress and grooming requirements based on the business needs of their departments. A supervisor also can impose special dress and grooming requirements when necessary for employee safety.

The Company makes reasonable accommodations for dress or grooming directly related to an employee’s religion, ethnicity, or disabilities.
Enforcement 
Supervisors are responsible for interpreting and enforcing the dress and grooming policy. Supervisors counsel employees whose appearance is inappropriate. Disciplinary action is appropriate for attire that is offensive, excessively distracting, or in direct conflict with this policy.
This policy should be modified based on the company’s practice.
LOCKERS

Since the Company is unable to assume responsibility for your personal property, valuables should be left at home. It may be necessary to open individual lockers at times. When such inspections are necessary, lockers will be inspected only by persons authorized by the operations manager.
COMPANY PROPERTY

All Company property, including but not limited to, lockers, desks, file cabinets, and vehicles, is subject to being searched and the contents held by Company personnel upon reasonable suspicion of misconduct.  Theft of any funds or property in any form or fashion will result in immediate dismissal.  The Company reserves the right to investigate any circumstances, including suspected theft of any form or matter, any accident or any other matter deemed appropriate by the Company using any lawful investigative procedures.


Employees are discouraged from bringing personal items to work.  The Company may, from time to time, search and/or require employees to allow searches of parcels, bags and/or other personal items and/or personal vehicles brought onto Company property.  No one is allowed to ride with Company drivers other than Company employees.  Violation of this policy can result in immediate dismissal.


All Company property must be returned to the Company upon separation from employment. The replacement cost of any Company property that is not returned to the Company upon separation from employment or upon request will be charged to the employee and the employee will be expected to pay for such property.
COMPANY COMMUNICATIONS SYSTEMS

Company telephones are for business and are not intended for personal calls.  In case of an emergency, local calls (both in and out) may be made when other telephones are not available.  Company telephones should never be used for long distance calls.


All computer, electronic mail (“e-mail”), and telephonic communication systems, including voice mail, and all communications and information transmitted by, received from, or stored in these systems are the property of the Company and, as such, are to be used solely for job-related purposes.  Unless you obtain the prior permission of a supervisor, use of the Company’s business systems or equipment, including but not limited to, facsimiles, telecopiers, computers, and copy machines for personal purposes is prohibited.  Employees using the Company’s business systems or equipment for personal purposes without prior permission do so at their own risk


Employees are not permitted to use a code, access a file, or retrieve any stored communication unless authorized to do so or unless they have received prior clearance from an authorized Company representative.  All pass codes belong solely to the Company and are not to be shared with others outside the Company.  Employees who violate this policy are subject to disciplinary action, up to and including discharge.


To ensure that the use of the Company’s business systems and equipment is consistent with the Company’s legitimate business interests, authorized representatives of the Company may monitor the use of such equipment from time to time.  All e-mail and voice mail messages are Company records.  The Company reserves the right to access all messages sent over its e-mail system or voice mail system for any purpose.  Please note that back-up copies of e-mail messages may be retained and accessed by the Company even though such messages have been “deleted.”


Information concerning the Company’s proprietary or confidential information and trade secrets that is on the Company’s computer system may not be used by any employee except as required to perform that employee’s job.  For privacy reasons, employees may not gain access to another employee’s e-mail or voice mail messages without the recipient’s express permission.


There is to be no display or transmission of sexually explicit images, messages, or cartoons, or any transmission or use of e-mail communications that contain offensive or inflammatory messages, ethnic slurs, racial epithets, or anything that may be construed as harassment or disparagement of others based on their race, national origin, sex, age, disability, or religious beliefs or practices.  Violation of this policy may result in appropriate disciplinary action.


Except with the Company’s prior permission, employees should use the Company’s business systems and equipment for Company business only.  The e-mail system should not be used to solicit or proselytize others for commercial ventures, religious or political causes, outside organizations, or other non-job related solicitations.
PHOTOGRAPHS

Photos may be taken on Company property only with the permission of the operations manager.
This policy is in the discretion of the company.
GIFTS

Employees of the Company, on occasion, may be offered gifts from suppliers and others who have business relations with the Company. In general, it would be advisable to avoid such gifts or favors in order eliminate any possible negative influence or conflict of interest. We also do not encourage gift giving within the office, and it would be considered inappropriate for any employee to provide gifts to their supervisor.

This policy is in the discretion of the company.
CLOSING REMARKS

This handbook is intended as a summary description of your policies, procedures and benefits while employed at the Company.  The information in this handbook is general in nature and your supervisor can be consulted for additional details.  This handbook is not intended to establish terms of employment which may not be amended at the Company's discretion.  While we intend to observe these general policies, benefits and rules contained in this handbook, changes or improvements in their interpretation or application may be made from time to time.

ACKNOWLEDGEMENT AND


RECEIPT OF HANDBOOK

I understand that the employee handbook describes important information about XYZ, Inc. and that I should consult my supervisor regarding any questions not answered in the handbook.


Since provisions of the handbook are subject to change, I further understand that revisions to the handbook may supersede or eliminate one or more existing policies.


My employment relationship with the Company is voluntarily entered into and is subject to termination by me or my employer at will, with or without cause, at any time either party believes such action to be appropriate.


I acknowledge that this handbook is neither a contract of employment nor a legal document. I have received, read, understand and will comply with both the policies contained in this handbook and any revisions made to it.  I understand that this handbook belongs to the Company and I will return it when I am no longer employed by the Company.
                                                                             

____________
                       
EMPLOYEE'S SIGNATURE




DATE

______________________________________                                                                     

EMPLOYEE'S NAME (TYPE OR PRINT)



    � "Incapacity" for purposes of FMLA, is defined to mean inability to work, attend school or perform other regular daily activities due to the serious health condition, treatment therefor, or recovery therefrom.  


    � Treatment includes examinations to determine if a serious health condition exists and evaluations of the condition.  Treatment does not include routine physical examinations, eye examinations, or dental examinations.  
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