Introduction

This Employee Handbook contains information regarding the personnel policies and procedures applicable to your employment with [Employer] and its divisions (Employer or the Company), including the advantages you enjoy as an employee and the Company’s expectations of you. This Handbook has been designed to serve as a guideline for you to refer to whenever you have any questions about your employment with [Employer]. It is not a contract for employment or a collective bargaining agreement.

Just as any employee may resign at any time for any reason or for no reason, [Employer] reserves the right to release an employee, with or without cause and with or without notice, at any time. No employee, supervisor, or other representative of [Employer] has the authority to enter into an employment agreement for any specified period of time or to make any agreement contrary to the provisions contained in this Handbook, except [authorized officer of Employer]. Any such changes and/or agreements made by [Employer] must be in writing and directed to you personally. This Handbook supersedes all prior representations or statements made to you about your employment with [Employer], either oral or written, and rescinds any and all prior policies, procedures, handbooks, or general rules and regulations of [Employer] previously in effect.

[Employer] may set rules and regulations governing the conduct of employees. These rules and regulations, however, are not intended to cover all circumstances and do not alter the fact that the employment relationship is terminable at the will of either party. The direction and control of all work for all employees includes, by way of illustration and not of limitation, the right to hire, assign, suspend, transfer, demote or discharge, and is the sole prerogative of [Employer].

Any and all statements and policies in this Handbook are subject to unilateral change, in whole or in part, by [Employer]. Also, [Employer] retains the right to, in its sole discretion, change, modify, suspend, interpret, or cancel, in whole or in part, any of the published or unpublished personnel policies or procedures without advance notice and without having to give cause, justification, or consideration to any employee. Recognition of these rights and prerogatives of [Employer] is a term and condition of employment and of continued employment. In addition, nothing contained in this Handbook, including any policies regarding termination, performance evaluation, or discipline, shall be construed to grant anything other than at-will employment.

After you have read this Handbook, you will be asked to sign an Acknowledgement Form, indicating your acceptance of these policies and procedures. Please be sure to ask questions or get clarification about any information that you do not understand.

SECTION 2-GENERAL PERSONNEL POLICIES

A. EMPLOYMENT RELATIONSHIP
All employees of [Employer] are employed on an at-will basis. Therefore, any employee who wishes to do so may terminate his or her employment at any time, with or without notice and with or without cause. Similarly, [Employer] may terminate the employment of any employee at any time, also with or without notice and with or without cause. No employee, supervisor, or other representative of [Employer], other than the [authorized officer of Employer], has the authority to enter into any employment agreement for any specified period of time or to make any agreement contrary to what has been stated above; any such agreement must be in writing, signed by the [officer of Employer], and directed to you personally.

B. PHILOSOPHY AND WORK ENVIRONMENT
The personnel policies of [Employer] are designed to help build a work environment that recognizes you as a valuable resource who is essential to our success. In turn, [Employer] trusts that you will give your very best efforts and will work cooperatively with others as you perform your job. There is a strong partnership between you, your supervisor, and all other employees of [Employer], in which the effectiveness and success of each person depends on the willing cooperation and trust of all the others.

To foster this environment, [Employer] has three overall employee relations objectives. First, to help assure that you are treated with dignity and respect in your employment relationship with us; second, to recognize you as an individual; and third, to help you and all other employees of [Employer] realize job satisfaction as part of a team that is dedicated to maintaining the highest quality products and services.

C. EQUAL OPPORTUNITY AND NONDISCRIMINATION
In keeping with its goals of individual recognition and treatment characterized by dignity and respect, [Employer] is committed to providing equal employment opportunities to employees and to applicants for employment and will not discriminate on the basis of race, creed, color, religion, national origin, sex, age, disability, height, weight, or marital status in the hiring, promotion, or any other aspect of your employment with us. As part of this policy, [Employer] also prohibits abusing the dignity of anyone through jokes, slurs, or other derogatory comments or statements that refer to ethnic origin, race, sex, religion, age, disability, height, weight, veteran or marital status or conduct of any objectionable nature. Any employee, supervisor, or other representative of [Employer] who violates this policy will be subject, in the sole discretion of [Employer], to prompt disciplinary action, up to and including discharge.

D. HARASSMENT
Under no circumstances will [Employer] condone or tolerate harassment or discrimination based on race, color, creed, religion, national origin, sex, disability or handicap, age, height, weight, veteran status, marital status, or [list other protected classifications].

Harassment is any unwelcome or unsolicited verbal or physical conduct that unreasonably interferes with an employee’s job performance or creates a hostile, offensive, or abusive working environment. Examples of harassment include, but are not limited to, disparaging remarks; unwelcome or unsolicited touching; threats of physical harm; and the use of degrading words, nicknames, pictures, stories or jokes.

Sexual harassment is one form of harassment. Sexual harassment includes:

1.
sexual relations, sexual contact, or the threat of sexual relations or sexual contact, that is not freely and mutually agreeable to both parties;

2.
continual or repeated verbal abuse of a sexual nature, including, but not limited to, sexually explicit statements, sexually suggestive objects or pictures, sexually degrading words used to describe the employee or propositions of a sexual nature; or

3.
the threat or insinuation that lack of sexual submission will adversely affect the employee’s wages, advancement, assigned duties, or other conditions that affect employment.

If you believe that you are the victim of any form of harassment, you should immediately report any violation of this policy to [authorized officer].

It is [Employer]’s policy to conduct a prompt investigation of any harassment claims and to take immediate remedial action, such as the assessment of discipline, up to and including discharge, of any employee, supervisor, or other representative of [Employer], who, after an investigation, is found to have engaged in this type of offensive practice or conduct. All complaints will be thoroughly investigated, and all employees, supervisors, and other representatives of [Employer] are expected to cooperate fully with any investigation.

E. NONRETALIATION
We recognize that determining whether a particular action or incident is a purely personal or social relationship without discriminatory employment impact requires a factual determination based on all of the facts and the totality of the circumstances. Given the nature of this type of discrimination, we also recognize that false allegations of harassment can have serious effects on innocent men and women.

We trust that all employees of [Employer] will continue to act responsibly to establish a working environment free of discrimination and encourage any employee who has questions about [Employer]’s nondiscrimination policies, including sexual harassment, to contact [authorized officer], or if you prefer [alternative authorized officer].

It is also [Employer]’s policy to strictly prohibit any retaliation against an employee who, in good faith, has registered a complaint or who cooperates with an investigation under these nondiscrimination policies. Any employee, supervisor, or other representative of [Employer] who, after investigation, has been found to have retaliated against any employee for utilizing these complaint procedures, or for participating in an investigation, will be, in the discretion of [Employer], subject to appropriate discipline, up to and including discharge.

F. EMPLOYMENT OF THE DISABLED
[Employer] welcomes disabled applicants, including disabled veterans, and does not discriminate against people with disabilities. It is [Employer]’s policy to employ and promote qualified disabled employees, using the same criteria that are used in the employment of other employees. [Employer] will also make reasonable accommodations for the limitations of qualified disabled individuals, provided it would not result in undue hardship to [Employer].

Disabled employees who require accommodation should contact the President or [his / her]designated representative.
G. EMPLOYMENT STATUS
All employees of [Employer] will be considered one of the following:

1.
Orientation and Training. The first ninety (90) days of your employment is the Orientation and Training period. This period is to provide employees an opportunity to become acquainted with their fellow employees and to become familiar with the processes, procedures, and other requirements of working at [Employer], including the most effective way to do their job assignments. It is also used to evaluate their work performance and capability for regular full-time or part-time employment. During this period employees are ineligible to participate in [Employer] fringe benefit programs.

2.
Regular Full-Time Employee. A regular full-time employee is an employee who is scheduled to work a normal work week of forty (40) hours and who has completed the Orientation and Training period.

3.
Regular Part-Time Employee. A regular part-time employee is an employee who is scheduled to work a normal work week of less than forty (40) hours and who has completed the Orientation and Training period. The work schedule of a part-time employee may vary according to the circumstances. Part-time employees are ineligible for vacation, holiday pay, and other fringe benefits.

4.
Temporary Employee. A temporary employee, full-time or part-time, is normally hired with the expectation that his or her employment will be for an interim period of time. Such employees are employed on a day-to-day basis and are paid for days or portions of days actually worked. Temporary employees are ineligible for vacation, holiday pay, and other fringe benefits.

H. REORGANIZATIONS AND REDUCTIONS IN FORCE
Various economic and operational contingencies may require [Employer] to reorganize and/or reduce its workforce. During such periods [Employer], in its sole discretion, reserves the right to suspend regular employment policies and practices to take whatever actions it considers necessary to accomplish the reorganization and/or reduction in force efficiently and effectively, based on criteria it considers appropriate under the circumstances, which may include, but are not limited to, the following, notwithstanding any other provision contained in this Handbook:

· discharge or lay off employees and eliminate job classifications and positions

· combine or revise job titles and/or job descriptions

· create new job titles and/or descriptions

· fill any position vacated or created by the reorganization or reduction in force, using any criteria deemed appropriate by [Employer].

I. RIGHT TO PRIVACY AND ACCESS TO FILES
It is [Employer]’s policy to collect only personal employee information that is relevant and necessary to perform essential business functions. For example, no records are to be gathered or maintained concerning your associations, political activities, personal publications, or communications or of your nonemployment activities, unless it is submitted or authorized by you in writing and required for a regular business purpose.

Access to personal employee information is restricted to those with a legitimate need for such information in the performance of their job. Also, information about you will not be released outside [Employer] without your consent, with the exception of verification of your employment for credit approval purposes, information on employment dates for employment reference checks, and information which must be disclosed by law, court order, or upon the request of an appropriate governmental authority.

You may examine your personnel records by submitting a written request to the [authorized officer]. If you believe the records are not accurate, you may place a statement of reasonable length in your file describing the facts as you see them. You may also obtain copies of any document in your personnel file.

Office furnishings and equipment, including computers and other electronic equipment, are the property of [Employer]. Therefore, office and computer files, as well as electronic mail and transmissions, may be  SEQ CHAPTER \h \r 1monitored and/or accessed by [the Company], as it deems necessary.

J. RESIGNATION
Employees are asked to give at least two weeks written notice when they decide to resign their employment. Among other things, this provides an opportunity for the employees and [Employer] to explore the reason(s) for the resignation and whether corrective action is appropriate and will influence the employee’s decision. However, [Employer] reserves the right to accept or reject the offered two-week notice. The last day the employee actually works will be considered the date of termination.

SECTION 3-RELATIONSHIP AND RESPONSIBILITIES

A. PERFORMANCE ON THE JOB
You are expected to do the very best job you can on every assignment you are given. This means getting it done on time and getting it done right. It also means taking care of all the details surrounding the assignment so that others don’t have to pick up the loose ends. Finally, it also means using good judgment, asking questions, anticipating problems, taking the initiative to prevent the problems from occurring, and offering your ideas on how to get the job done better.

You are also expected to work cooperatively with supervisors and co-workers. This will enable you to build a positive image and reputation with those around you.

B. ATTENDANCE AND PUNCTUALITY
One of the keys to the success of [Employer] is good employee attendance and punctuality. Therefore, it is important that you be at work every day and be on time unless there is a very good reason for your being absent or late. Your reputation for attendance and punctuality is an extremely important consideration in determining your readiness and capacity for more responsibility and it will have a definite effect on your relationship with your co-workers and supervisor.

The general guidelines for absenteeism and tardiness are as follows:

1.
All absences will be designated as either:

Excused Absence: absences approved by [Employer] in advance or absences due to unavoidable circumstances, as determined by [Employer], such as hospital confinement; or

Unexcused Absence: all absences which are not excused.

2.
When it is necessary for you to be absent from or tardy to work, you are required to notify your supervisor or [Employer] prior to the beginning of the regular workday or as soon afterwards as possible, of the reason for your absence or tardiness, an estimate of when you expect to return to work, and any unfinished work assignments that may require completion. Also, [Employer] reserves the right, in its sole discretion, to request written verification of the reason given for your absence or tardiness and the right to require that you be examined by a physician chosen by [Employer] to substantiate the nature and extent of any reported illness or injury.

3.
Failure to report an absence on three (3) consecutive scheduled work days may result in disciplinary action up to and including discharge.

4.
Employees are expected to be at their designated work place, ready for work at their scheduled starting times, including following lunch hours.

5.
Excessive tardiness, in the discretion of [Employer], may also be cause for disciplinary action, up to and including discharge.

C. CONFLICT OF INTERESTS AND OUTSIDE EMPLOYMENT
[Employer] does not wish to infringe on the personal lives or affairs of its employees and respects the right of its employees to manage their personal affairs and other outside activities. However, employees assume certain obligations when they accept employment with [Employer]. The basic underlying principle in conflict of interests is that employees must avoid any activity, investment, or interest, including outside or secondary employment, that might adversely impact their job performance, interfere with their business judgment, or otherwise reflect unfavorably upon the integrity or good name of themselves or [Employer].

Outside employment is when an employee of [Employer] holds a position with another employer or operates another business or enterprise. Such secondary employment may have an adverse impact on the employee’s job performance and ability to provide quality service on behalf of [Employer] to its customers. Therefore, employees must inform [Employer] of any secondary employment.

The intent of this policy is not to prohibit activities or conduct unless they are harmful to the interests of [Employer] or its customers. In most cases, questions involving such activities or conduct can be readily resolved by employees making full disclosure to [Employer].

D. CONFIDENTIAL INFORMATION
During the course of your employment with [Employer], you may be exposed to confidential information concerning [Employer] and its business operations. Therefore, during or after your employment with [Employer], you are prohibited from, directly or indirectly, disclosing, furnishing, or making accessible to any person, firm, corporation, or other entity, any confidential information obtained while employed by [Employer], without the express approval of the President.

E. NONCOMPETITION
Due to the highly competitive nature of our business, all employees, as a condition of their employment, are prohibited from competing with or against [Employer] in any business or enterprise whatsoever, which includes, but is not limited to, owning, managing, or operating any business or enterprise which may compete against any business or activity engaged in by [Employer]. Such restrictions may also apply to certain employees, because of the nature of their job assignments, following their employment with [Employer]. Employees affected by such postemployment restrictions will be contacted by [the Company] with more specific information, including the duration and geographical limitations of such restrictions.

F. SOLICITATION OR DISTRIBUTION
To eliminate the possibility of disrupting operations and annoying employees and to maintain a good working atmosphere, solicitations of any nature or distribution of literature by an employee during working hours and in the course of performing their job assignment are prohibited at all times, unless directed or approved by the President or [his / her] designated representative.

G. USE OF THE INTERNET
Access to the Internet has been provided to certain staff members for the benefit of [Employer] and its customers. Each such staff member has a responsibility to maintain and enhance [Employer]’s public image and to use the Internet in a productive manner. To ensure that all employees are responsible, productive Internet users and that they are protecting [Employer]’s public image, the following guidelines have been established for using the Internet:

1.
Acceptable Uses. Employees accessing the Internet are representing [Employer]. All communications should be for professional reasons. Employees are responsible for seeing that the Internet is used in an effective, ethical, and lawful manner. Internet relay chat channels may be used to conduct official Company business or to gain technical or analytical advice. Databases may be accessed when information is needed. Electronic mail (e-mail) may be used for business contacts.

2.
Unacceptable Uses. The Internet should not be used for personal gain or advancement. Solicitation of non-Company business, or any use of the Internet for personal gain, is strictly prohibited. Use of the Internet must not disrupt the operation of [Employer]’s network or the networks above the users. It must not interfere with your productivity.

3.
Employee Responsibility. Each employee is responsible for the contents of all text, audio, or images placed or sent over the Internet. Fraudulent, harassing, or obscene messages are prohibited. All messages communicated on the Internet should have your name attached. No messages will be transmitted under an assumed name.

4.
Security. All messages created, received, or retrieved over the Internet are the property of [Employer] and should be considered public information. [Employer] reserves the right to access and monitor all messages and files on the computer system as deemed necessary and appropriate.

5.
Harassment of Any Kind is Prohibited. No messages with derogatory or inflammatory remarks about an individual’s race, religion, national origin, physical attributes, or sexual preference are to be transmitted.

Violation of any of the above guidelines may result in disciplinary action, up to and including discharge. If necessary, [Employer] will advise legal officials of any illegal violations.

H. CHANGE OF ADDRESS AND OTHER PERSONAL INFORMATION
[Employer] is required to maintain personnel records and files on each employee with information relevant to his or her employment. To ensure that you receive the benefits to which you are entitled, you are responsible for promptly notifying the [Employer’s] Accounting and Payroll Offices whenever there is a change in the following:

· address

· telephone number

· person(s) to notify in case of emergency

· name changes

· marital status

· number of dependents (for beneficiary and tax purposes)

I. PERFORMANCE REVIEWS
Your performance may, in the sole discretion of [Employer], be formally evaluated on an annual or other periodic basis. Such reviews may be conducted to assist you in improving your job performance or to provide a measurement of your contribution to [Employer] and the achievement of its objectives, as well as to assess your readiness for advancement and other career development opportunities.

Performance reviews, whenever given and for whatever reasons, are not intended, and should not be construed, in any way whatsoever to promote or instill an expectation of an employment relationship other than “at will” at all times.

J. ALCOHOL AND DRUG-FREE WORK PLACE POLICY
It is the policy of [Employer] not to employ persons who use or traffic in illegal drugs or who abuse prescription drugs or alcohol. It is a violation of this [Employer]’s position on drugs and alcohol for an employee to:

1.
operate any employer-owned or customer-owned vehicle while under the influence of drugs or alcohol,

2.
be in possession of illegal drugs or alcohol while on the premises or on duty,

3.
sell or distribute illegal drugs on or off the job, or

4.
work while under the influence of drugs or alcohol or with illegal drugs in one’s system.

Employees are expected and required to report to work on time and in appropriate mental and physical condition for work. [Employer] reserves the right to test employees for drug or alcohol impairment on a random basis or based on a reasonable suspicion that an employee is impaired. Violations of this policy will result in appropriate discipline, up to and including discharge.

K. PHYSICAL EXAMINATIONS
[Employer] also reserves the right to require employees to take physical examinations for various safety and health related reasons. Any such required examination will be paid for by the [Employer].

SECTION 4-LEAVES OF ABSENCE

A. FAMILY AND MEDICAL LEAVES OF ABSENCE
[Employer] will comply with the federal Family and Medical Leave Act of 1993 (FMLA) regarding requests for unpaid leaves of absence that are submitted by eligible employees under the act. Such leaves of absence will be subject to the following:

1.
Any employee on a leave under FMLA will not accrue length of service or employment benefits during the period of the leave.

2.
Employees must make requests for leaves of absences under the FMLA to the President or the payroll administrator, in writing, at least thirty (30) days prior to the date that the leave is to commence.

3.
If a leave under the FMLA is for planned medical treatment of the employee or a member of the employee’s immediate family, the employee must attempt to schedule the treatment so that [Employer]’s business operation is not unduly disrupted.

4.
[Employer] may require employees requesting a FMLA leave to provide medical certification supporting the need for a leave due to a serious health condition affecting the employee or an immediate family member of the employee.

5.
[Employer] may require that any employee on a FMLA leave must submit to other medical examinations for subsequent medical opinions and periodic recertification at the [Employer]’s expense.

6.
[Employer] may require that employees on a leave of absence under the FMLA must provide periodic reports regarding the employee’s leave status and intent to return to work.

7.
FMLA leaves will be granted on a rolling twelve-month basis rather than a calendar year basis.

8.
Employees may be required to use available vacation or paid sick/personal days as part of an unpaid FMLA leave.

Employees are encouraged to contact [authorized officer] if additional information is needed or desired.

B. MILITARY LEAVES OF ABSENCE
The following military leaves of absences are available for eligible employees:

1.
Military Reserve Training. Military leave, without pay, will be granted to all employees in the active reserve, in accordance with state or federal law. A copy of military orders must be presented to [Employer]. Upon returning to work, the entire period of the leave, but not more than ninety (90) days unless involuntarily extended, will be computed in determining length of service or seniority.

2.
Active Military Service. Employees who enter into active military service, either through enlistment or draft, will be granted a leave of absence, without pay, in accordance with prevailing state or federal law. The leave will be for the term of the initial enlistment, unless the additional service is involuntary. Also, the entire period of the leave will be included in computing length of service or seniority, provided the employee applies for reemployment within the period specified in the leave.

SECTION 5-CONCLUSION

This Employee Handbook has been written in a general way to cover what [Employer] considers the most important aspects of [Employer]’s personnel policies and procedures. You are encouraged to contact your supervisor or [Employer] if you would like to have more detailed information about how these policies and procedures may apply to you.

The policies and procedures in the Employee Handbook do not modify the “at-will” employment relationship between you and [Employer], as provided in Section 2A. [Employer] believes and hopes that the contents of this Employee Handbook represent the basis for a satisfying and productive relationship between you and [Employer]. With this in mind, we are interested in what you think of it. Please feel free to make your views and suggestions known to your supervisor and other [Employer] management representatives.

EMPLOYEE STATEMENT OF ACKNOWLEDGEMENT

I understand that the [Employer] Employee Handbook, is a guideline to which I may refer if I have questions about my job and career at [Employer]. I understand that the information and statements contained in the Employee Handbook are presented as a matter of information only, and none of the information or statements contained in it is intended to create or be construed to constitute a contract for employment for any specified period of time between [Employer] and me. I further understand that the Employee Handbook will be reviewed periodically by [Employer], and that [Employer] reserves the right, in its sole discretion, to alter, amend, modify, interpret, or terminate any benefits, provisions, policies, or procedures of [Employer], including those contained in the Employee Handbook or Rules of Conduct, at any time if it so chooses.

I acknowledge and understand that no one except [Employer] can alter or change, verbally or otherwise, any of the provisions contained in the Employee Handbook, and that any changes to this Employee Handbook can only be made by [Employer] in writing. I further understand and agree that the Employee Handbook supersedes all prior representations or statements, oral or written, made to me about my employment.

In further consideration of my employment, I agree to conform to the rules and regulations of [Employer], and I also agree that my employment and compensation may be terminated, with or without cause and with or without notice, at any time, at the option of either [Employer] or myself. I understand that no employee, supervisor, or other representative of [Employer], other than [Employer], has any authority to enter into any employment agreement for any specified period of time, and no one, including [Employer], may make any agreement contrary to the provisions contained in this Employee Handbook, unless [Employer] makes such an agreement in writing directed to me personally. I further acknowledge that no one has made any representations or statements to the contrary to me, either oral or written, and I acknowledge and understand that no one has the authority to make such representations or statements to the contrary in the future.

I have received and read the Employee Handbook of [Employer], as well as The Rules of Conduct and I understand their contents and agree to abide by the policies stated there.

	Dated: ____________________________
	
	/s/________________________________

Employee’s signature


