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Dear Employee:

We're very happy to welcome you to Example Company. Thank you for joining us! We want you to feel that your association with Example Company will be a mutually beneficial and pleasant one. 

You have joined an organization that has established an outstanding reputation for quality products/services. Credit for this goes to every one of our employees. We hope you, too, will find satisfaction and take pride in your work here.

This manual provides answers to most of the questions you may have about our benefit programs, as well as the company policies and procedures we abide by, our responsibilities to you, and your responsibilities to us. If anything is unclear, please discuss the matter with your manager. You are responsible for reading and understanding this Employee Manual, and your performance evaluations will reflect your adherence to our policies. In addition to clarifying responsibilities, we hope this Employee Manual also gives you an indication of our interest in the welfare of all who work here. 

From time to time, the information included in our Employee Manual may change. Every effort will be made to keep you informed through suitable lines of communication, including postings on the company bulletin boards and/or notices sent directly to you. 

Compensation and personal satisfaction gained from doing a job well are only some of the reasons most people work. Most likely, many other factors count among your reasons for working such as pleasant relationships and working conditions, career development and promotional opportunities, and health benefits just to name a few. Example Company is committed to doing its part to assure you of a satisfying work experience. 

I extend to you my personal best wishes for your success and happiness at our company. 

Sincerely, 

President
Example Company
You're Part of Our Team...

As a member of Example Company's team, you will be expected to contribute your talents and energies to improve the environment and quality of the company, as well as the company's services. In return, you will be given opportunities to grow and advance in your career.

We are dedicated to two standards: 

1. To provide our customers with the best quality products/services at the best prices with the best service.

2. To provide you with wages and benefits comparable to others doing similar work within the industry and within the region.

At Example Company, we always put safety first. We believe it is our duty to provide you with as safe a workplace as we possibly can. For your protection, we have an in-house safety inspection program and we also have a substance abuse policy, because you have a right to know you can depend on your co-workers. The only things we require for employment, compensation, advancement, and benefits are performance and a good team attitude; however, all employment at Example Company is "at will." No one will be denied opportunities or benefits on the basis of age, sex, color, race, creed, national origin, religious persuasion, marital status, political belief, or disability that does not prohibit performance of essential job functions; nor will anyone receive special treatment for those reasons.

Purpose of This Manual

This manual has been prepared to inform you about Example Company's history, philosophy, employment practices, and policies, as well as the benefits provided to you as a valued employee and the conduct expected from you. No employee manual can answer every question, nor would we want to restrict the normal question and answer interchange among us. It is in our person-to-person conversations that we can better know each other, express our views, and work together in a harmonious relationship. We hope this manual will help you feel comfortable with us. We depend on you—your success is our success. Please don't hesitate to ask questions. Your manager will gladly answer them. We believe you will enjoy your work and your fellow employees here. We also believe you will find Example Company a good place to work. We ask that you read this manual carefully, and refer to it whenever questions arise. We also suggest that you take it home so your family can become familiar with Example Company and our policies. Example Company policies, benefits and rules, as explained in this manual, may be changed from time to time as business, employment legislation, and economic conditions dictate. If and when provisions are changed, you will be given replacement pages for those that have become outdated. A copy will also be made available to you upon request.

Notice

The policies in this manual are to be considered as guidelines and not an employee contract. Example Company, at its option, may change, delete, suspend, or discontinue any part or parts of the policies in this manual at any time without prior notice. Any such action shall apply to existing as well as future employees with continued employment being the consideration between the employer and employee. Employees may not accrue eligibility for monetary benefits that they have not earned through actual time spent at work. Employees shall not accrue eligibility for any benefits, rights, or privileges beyond the last day worked. No one other than the President of Example Company may alter or modify any of the policies in this manual. No statement or promise by a supervisor, manager, or department head may be interpreted as a change in policy nor will it constitute an agreement with an employee. Should any provision in this Employee Manual be found to be unenforceable and invalid, such finding does not invalidate the entire Employee Manual, but only the subject provision. In the Employee Manual, Example Company can be referred to as Example Company.

Receipt & Acknowledgment
of Example Company Employee Manual

This Employee Manual is an important document intended to help you become acquainted with Example Company. This manual will serve as a guide; it is not the final word in all cases and is not an employment contract. Individual circumstances may call for individual attention. This Employee Manual is not a contract. It does not create any agreement, express or implied, guaranteeing you any specific terms or conditions of employment. Nothing contained in this Manual should be construed as creating a contract guaranteeing employment for any specific duration. Neither does it obligate you to continue your employment for a specific period of time. Unless you have entered into an Employment Agreement that supersedes this document, either you or the company may terminate the employment relationship at any time. Neither does the Manual guarantee any prescribed process for discipline and discharge.
Because the general business atmosphere of Example Company and economic conditions are always changing, the contents of this manual may be changed at any time at the discretion of Example Company. No changes in any benefit, policy, or rule will be made without due consideration of the mutual advantages, disadvantages, benefits, and responsibilities such changes will have on you as an employee and on Example Company.

Please read the following statements and sign below to indicate your receipt and acknowledgement of the Example Company Employee Manual. 

· I have received and read a copy of the Example Company Employee Manual. I understand that the policies, rules, and benefits described in it are subject to change at the sole discretion of Example Company at any time. I understand that this manual replaces all other previous manuals for Example Company as of January 1, 2019.

· I further understand that my employment is terminable at will, by either Example Company, or myself regardless of the length of my employment or the granting of benefits of any kind, including but not limited to profit sharing benefits, which provide for vesting based upon length of employment.

· I understand that no contract of employment other than "at will" has been expressed or implied, and that no circumstances arising out of my employment will alter my "at will" employment relationship unless expressed in writing, with the understanding specifically set forth and signed by myself and the president of Example Company.

· I am aware that during the course of my employment confidential information will be made available to me, i.e., product designs, marketing strategies, customer lists, pricing policies, and other related information. I understand that this information is critical to the success of Example Company and must not be given out or used outside of Example Company premises or with non-Example Company employees. In the event of termination of employment, whether voluntary or involuntary, I hereby agree not to utilize or exploit this information with any other individual or company.

· I understand that, should the content be changed in any way, Example Company may require an additional signature from me to indicate that I am aware of and understand any new policies.

· I understand that my signature below indicates that I have read and understand the above statements and have received a copy of the Example Company Employee Manual. 

Employee's Printed Name and Signature 

Date
Owner’s Signature

Date
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Section 1—Overview of Example Company
What You Can Expect From Example Company
Example Company established employee relations policy is to: 

1. Operate an economically successful business so that a consistent level of steady work is available. 

2. Select people on the basis of skill, training, ability, attitude, and character without discrimination with regard to age, sex, color, race, creed, national origin, religious persuasion, marital status, political belief, or disability that does not prohibit performance of essential job functions. 

3. Pay all employees according to their effort and contribution to the success of our business. 

4. Review wages, employee benefits, and working conditions constantly with the objective of providing maximum benefits in these areas, consistent with sound business practices. 

5. Provide paid vacations and holidays to all eligible employees. 

6. Provide eligible employees with medical, disability, retirement, and other benefits. 

7. Develop competent people who understand and meet our objectives, and who accept with open minds the ideas, suggestions, and constructive criticisms of fellow employees. 

8. Assure employees, after talking with their manager, an opportunity to discuss any problem with officers of Example Company. 

9. Make prompt and fair adjustment of any complaints that may arise in the everyday conduct of our business, to the extent that is practicable. 

10. Respect individual rights, and treat all employees with courtesy and consideration. 

11. Maintain mutual respect in our working relationship. 

12. Provide buildings and offices that are attractive, comfortable, orderly, and safe.

13. Promote employees based on their ability and merit.

14. Make promotions or fill vacancies from within Example Company whenever possible. 

15. Keep all employees informed of the progress of Example Company, as well as the company's overall aims and objectives. 

What Example Company Expects From You

Your first responsibility is to know your own duties and how to do them promptly, correctly, and pleasantly. Secondly, you are expected to cooperate with management and your fellow employees and maintain a good team attitude. How you interact with fellow employees and those whom Example Company serves, and how you accept direction, can affect the success of your department. In turn, the performance of one department can impact the entire service offered by Example Company. Consequently, whatever your position, you have an important assignment: perform every task to the very best of your ability. The result will be better performance for the company overall, and personal satisfaction for you.

You are encouraged to grasp opportunities for personal development that are offered to you. This manual offers insight on how you can positively perform to the best of your ability to meet and exceed Example Company's expectations. 

We strongly believe you should have the right to make your own choices in matters that concern and control your life. We believe in direct access to management. We are dedicated to making Example Company a company where you can approach your manager, or any member of management, to discuss any problem or question. We expect you to voice your opinions and contribute your suggestions to improve the quality of Example Company. Please look at the section describing the submission of suggestions. We are all human, so please communicate with each other and with management.

Remember, you help create the healthful, pleasant, and safe working conditions that Example Company intends for you. Your dignity and that of fellow employees, as well as that of our customers, is important. Example Company needs your help in making each working day enjoyable and rewarding. 

Section II—Employment
Personnel Administration

The task of handling personnel records and related personnel administration functions at Example Company has been assigned to the Personnel Department. Questions regarding insurance, wages, and interpretation of policies may be directed to the Personnel Department.

Your Personnel File

Employees are responsible for keeping their records current. All personal status changes must be reported to your supervisor and the Personnel Department. Personal status changes include changes in name, address, telephone number, marital status, and number of dependents. For benefits purposes, change of status must be reported within 30 days. To be able to maintain accurate records for tax and payroll purposes, we must rely on you for correct and current information. 
Your personnel records are maintained in the Personnel Department. These records are confidential and remain the property of Example Company. Staff members have the right to inspect and copy information in their file. 
Employment Classifications

Staff members are classified according to the following categories, which will determine eligibility for benefit programs:

Regular Full-Time Employees

An individual employed in a position, which requires at least forty (40) hours of work each week and has successfully completed the Introductory Period is considered a full-time staff member and is entitled to full staff member benefits.

If you were a full-time employee and have been on an approved leave of absence, upon return, you will be considered a full-time employee, provided you return to work as agreed in the provisions of your leave. 

Part-Time Employees

An employee who works less than a regular forty (40) hour workweek is considered a part-time employee. If you are a part-time employee, please understand that you are not eligible for benefits described in this manual, except as granted on occasion, or to the extent required by provision of state and federal laws.

Temporary Employees

An individual who is employed for a specific period, whether full-time or part-time, is classified as a temporary staff member and is not entitled to any staff member benefits (example: summer help, interns, etc.).

Contract Employees

An individual can be classified as a contract employee, whether employed full-time or part-time, and is not entitled to any staff member benefits. Contract Employees cannot have any overhead hours unless specifically (in writing or email) approved by their immediate supervisor. Contract employee's agreements are typically covered under a contract, but that is under the discretion of either company or employee.

"Non-Exempt" and "Exempt" Employees

All employees are classified as either "exempt" or "non-exempt." An “exempt” personnel classification means that the position has been classified as exempt from the Wage and Hour laws as they pertain to overtime compensation. Personnel exempt from these laws are those administrative, executive, or professional employees whose work is primarily intellectual, managerial, or creative and requires exercise of discretion and independent judgment and who are not paid less than $913 per week; $47,476 annually for a full-year worker.
“Non-exempt” personnel classification means that the position has been classified as not being exempt from Wage and Hour laws as they pertain to overtime compensation. You may be a full-time non-exempt employee and be eligible to receive benefits described in this manual. You will be paid for all authorized overtime worked in accordance with the Wage and Hour laws during the current pay period. 
Employment Policies

Anniversary Date

The first physical day worked is your "official" anniversary date. Your anniversary date is used to compute various conditions and benefits described in this manual.

Aptitude & Ability Tests

If you have a disability which will affect your ability to take such a test, it is important that you advise a company representative of this so that a reasonable accommodation can be arranged, provided it does not cause the company undue hardship. Requested accommodations may include accessible testing sites, modified testing conditions, and accessible testing formats. Example Company reserves the right to require medical documentation concerning the need for the accommodation.

At Will Employment

All employment with Example Company is "at will" which means that your employment can be terminated with or without cause, and with or without notice, at any time, at the option of either Example Company or yourself, except as otherwise provided by law. 

Bonding Requirement

Under certain circumstances, Example Company may require that you be bonded. It is your responsibility to assure that you are bondable. Example Company will pay the cost of bonding. Should you fail to maintain these qualifications, you will be subject to transfer to another position, if available, or dismissal.

Business Hours

Our regular operating hours are 8:00 a.m. to 5:00 p.m. Mountain Standard Time, Monday through Friday. 

Confidential Information

Our customers and suppliers entrust Example Company with important information relating to their businesses. The nature of this relationship requires maintenance of confidentiality. In safeguarding the information received, Example Company earns the respect and further trust of our customers and suppliers. 

Your employment with Example Company assumes an obligation to maintain confidentiality, even after you leave our employ. Any violation of confidentiality seriously injures Example Company's reputation and effectiveness. Never discuss privileged information with others who are not authorized to receive it, either inside or outside the company. All information obtained by virtue of your employment by Example Company must be held in strict confidence and should not be revealed to unauthorized persons except as protected by laws. All requests for information should be directed to your manager or the President. 
No one is permitted to remove or make copies of any Example Company records, reports, or documents without prior management approval.

Employees who fail to keep confidentiality will be subject to disciplinary action, which may include termination. 
Credit Investigation

Following the requirements imposed by the Federal Truth in Lending and the Fair Credit Reporting Acts, Example Company may at its own discretion conduct a pre-employment credit check on all applicants who are offered and who accept an offer of employment. Your employment with us may be conditional upon our review of the information in the credit check. Example Company reserves the right to conduct this credit check at any time after you have been employed. Remember, you have certain legal rights to discover and to dispute or explain any information prepared by the credit checking company.

Customer Relations

The success of Example Company depends upon the quality of the relationships between Example Company, our employees, our customers, our suppliers, and the general public. Our customers' impression of Example Company and their interest and willingness to purchase from us is greatly formed by the people who serve them. In a sense, regardless of your position, you are Example Company's ambassador. The more goodwill you promote, the more our customers will respect and appreciate you, Example Company, and Example Company's services. 

You are expected to do the following: 

1. Act competently and deal with customers in a courteous and respectful manner.

2. Communicate pleasantly and respectfully with other employees at all times. 

3. Follow up on orders and questions promptly, provide businesslike replies to inquiries and requests, and perform all duties in an orderly manner. 

4. Take great pride in your work and enjoy doing your very best. 

Driver's License & Driving Record

Employees whose work requires operation of a motor vehicle must present and maintain a valid driver's license and a driving record acceptable to our insurer. You may be asked to submit a copy of your driving record to Example Company from time to time. Any changes in your driving record must be reported to the personnel department immediately. Failure to do so may result in disciplinary action, including possible dismissal. 

Equal Employment Opportunity

Example Company will provide equal employment opportunity without regard to race, color, sex, age, disability, religion, national origin, marital status, sexual orientation, ancestry, political belief or activity, or status as a veteran.

The policy applies to all areas of employment, including recruitment, hiring, training and development, promotion, transfer, termination, layoff, compensation benefits, social and recreational programs, and all other conditions and privileges of employment in accordance with applicable federal, state, and local laws.

It is the policy of Example Company to comply with all the relevant and applicable provisions of the Americans with Disabilities Act (ADA). Example Company will not discriminate against any qualified employee or job applicant with respect to any terms, privileges, or conditions of employment because of a person's physical or mental disability. Example Company also will make reasonable accommodation wherever necessary for all employees or applicants with disabilities, provided that the individual is otherwise qualified to safely perform the duties and assignments connected with the job and provided that any accommodations made does not cause undue hardship to the company. 
Equal employment opportunity notices are posted on appropriate employee bulletin boards as required by law. The notices summarize the rights of employees to equal opportunity in employment and list the names and addresses of the various government agencies that may be contacted in the event that any person believes he or she has been discriminated against.

Note: Throughout this Employee Manual, masculine pronouns such as he, his, or him shall be construed so as to include both sexes. 

Harassment Policy

Example Company intends to provide a work environment that is pleasant, healthful, comfortable, and free from intimidation, hostility, or other offenses which might interfere with work performance. Harassment of any sort—verbal, physical, and/or visual—will not be tolerated.

What Is Harassment?

Harassment can take many forms. It may be, but is not limited to words, signs, jokes, pranks, intimidation, physical contact, or violence. Harassment is not necessarily sexual in nature.

Sexually harassing conduct may include unwelcome sexual advances, requests for sexual favors, or any other verbal or physical contact of a sexual nature that prevents an individual from effectively performing the duties of their position or creates an intimidating, hostile, or offensive working environment, or when such conduct is made a condition of employment or compensation, either implicitly or explicitly, or when submission to or rejection of such conduct is used as a basis for employment decisions.

Responsibility

All Example Company employees, and particularly managers, have a responsibility for keeping our work environment free of harassment. Any employee who becomes aware of an incident of harassment, whether by witnessing the incident or being told of it, must report it to their immediate manager or any management representative with whom they feel comfortable. When management becomes aware that harassment might exist, it is obligated by law to take prompt and appropriate action.

Reporting

Any incidents of harassment must be immediately reported to a manager or other management representative. Appropriate investigation and disciplinary action will be taken. All reports will be promptly investigated with due regard for the privacy of everyone involved. Any employee found to have harassed a fellow employee or subordinate will be subject to severe disciplinary action or possible discharge. Example Company will also take any additional action necessary to appropriately remedy the situation. No adverse employment action will be taken for any employee making a good faith report of alleged harassment.

Example Company accepts no liability for harassment of one employee by another employee. The individual who makes unwelcome advances, threatens, or in any way harasses another employee is personally liable for such actions and their consequences. Example Company will not provide legal, financial, or any other assistance to an individual accused of harassment if a legal complaint is filed.

Health Examinations

Example Company reserves the right to require an employee to participate in a health examination to determine the employee's fitness to perform his/her essential job functions. All such health exams shall be paid for by the company.

Introductory Period

The first ninety (90) days of employment at Example Company—new or rehired—is considered an Introductory Period, and during that period, you will not accrue benefits described in this manual unless otherwise required by law. After sixty (60) days of full-time employment, as defined by your employment status, you are eligible for the catastrophic health insurance. After ninety (90) days, as defined by your employment status, you are eligible for the HSA, paid vacation, sick leave, and paid holidays. The purpose of this period is for you to assess your position and for the company to assess your ability to meet your position's standards of work performance and behavior. During this time, the quality of your work, your cooperation, your attitude toward the job, plus your attendance and punctuality, are closely observed by your supervisor. During this Introductory Period, Example Company will evaluate your suitability for employment, and you can evaluate Example Company. At any time during this first ninety (90) days, you may resign without any detriment to your record. If, during this period, your work habits, attitude, attendance, or performance do not measure up to our standards, we may release you. If you take approved time off in excess of five workdays during the Introductory Period, the Introductory Period may be extended by that length of time. 

You will receive a performance review either during or on completion of your Introductory Period. If your progress indicates the need for further training, an additional period of the same duration may be requested by your supervisor. Staff members, who fail to demonstrate an acceptable level of performance during the Introductory Period, may be terminated without notice. There is no pay increase associated with this review. 

Job Descriptions

We maintain a job description for each position in Example Company. When your duties and responsibilities are changed, every effort will be made to update your job description. If you wish to see your job description, please ask your manager or the Personnel Department.

Example Company periodically conducts a review of job descriptions to insure that we are fully aware of any changes in the duties and responsibilities of each position, and such changes are recognized and adequately compensated. 
Knowledge of Example Company
After having learned to competently perform your own duties, your next step is to familiarize yourself with other Example Company activities. This can prove valuable to you, our customers, and Example Company as well. Example Company may provide additional “cross-training.” 

Our customers' confidence in you increases as you are able to answer their basic questions. However, if you are unsure of the correct information, refer the inquiry to your manager, or to a person more qualified to respond. 

Non-Compete Agreement

Certain new employees, such as outside/field salespeople and others, may be required to sign a Non-Compete Agreement prepared by our attorneys as a condition of employment.

Outside Employment

Working for another employer is generally discouraged. Any employee should notify his supervisor prior to accepting outside employment. Employees are expressly prohibited from engaging in any activity which competes with the company or compromises its interests. Employees shall not use company resources to conduct private business. 

Proof of U.S. Citizenship and/or Right to Work

Federal regulations require that 1) before becoming employed, all applicants must complete and sign Federal Form I-9, Employment Eligibility Verification Form; and 2) all applicants who are hired need to present documents of identity and eligibility to work in the U.S. within three (3) days of employment.

Package Inspection

A routine check of employees leaving the company premises with packages or articles may be held periodically without prior announcement. Any supervisor or company designated person has the authority to inspect packages or other articles leaving the company premises in the possession of any employee. If you wish to avoid such inspections, you should refrain from bringing packages or other articles onto the company premises. THE COMPANY IS NOT RESPONSIBLE FOR LOST OR STOLEN ITEMS THAT ARE BROUGHT ONTO THE COMPANY PREMISES.

We Need Your Ideas

Ask any of our employees who have worked with us for a long time and they will probably tell you of the many changes and improvements that have come about in their departments since they first joined us. We believe the person doing a job is in the best position to think of ways of doing it more easily, more efficiently, and more effectively. If you think of a better way of doing your job or the job of a fellow employee, discuss it with your manager, who will welcome your suggestions and ideas.

Note: See "Suggestions" in the "Other Policies" section of this manual for specific instructions on submitting suggestions.

Remember, there may be areas in Example Company's operation that can be improved. These could be in service, production methods, equipment, communications, safety, and ways to reduce costs, losses, and/or waste, or other improvements you may see a need for implementing. Please give us the benefit of your unique experience and thoughts. Your contributions, as well as those of others, could expand your incentive program! Also, make sure to document your innovations and money-saving efforts and have them placed in your personnel file (include dates, detailed descriptions of your contributions, estimates from the accounting department regarding cost savings or profits generated, etc.). These may favorably affect your wage, salary or promotion reviews.

Standards of Conduct

Whenever people gather together to achieve goals, some basic rules of conduct are needed to help everyone work together efficiently, effectively, and harmoniously. At Example Company, we hold ourselves to a high standard of quality where the rules and authority figures simply assure that quality is maintained.

By accepting employment with us, you have a responsibility to Example Company and to your fellow employees to adhere to certain rules of behavior and conduct. The purpose of these rules is not to restrict your rights, but rather to be certain that you understand what conduct is expected and necessary. When each person is aware that he or she can fully depend upon fellow workers to follow the rules of conduct, then our organization will be a better place to work for everyone.

Disciplinary Actions

The Discipline Policy applies to all regular employees who have completed the Introductory Period.

This policy pertains to matters of conduct as well as the employee's competence. However, an employee who does not display satisfactory performance and accomplishment on the job may be dismissed, in certain cases, without resorting to any disciplinary steps.
To insure that Example Company business is conducted properly and efficiently, you must conform to certain standards of attendance, conduct, work performance, and other work rules and regulations.

When a problem in these areas does arise, your manager will coach and counsel you in mutually developing an effective solution. If, however, you fail to respond to coaching or counseling, or an incident occurs requiring formal discipline, the following procedures occur:
Oral Reminder

Your manager will meet with you to discuss the problem, making sure that you understand the nature of the violation and the expected remedy. The purpose of this conversation is to remind you of exactly what the rule or performance expectation is and reminds you that it is your responsibility to meet that expectation.

Suspension

If you commit any of the actions listed below, or any other action not specified but similarly serious, you will be suspended without pay pending the investigation of the situation. Following the investigation, you may be terminated without any previous disciplinary action having been taken.

· Theft

· Falsification of company records

· Failure to follow safety practices

· Conflict of interest

· Threat of or the act of doing bodily harm

· Willful or negligent destruction of property
· Use, possession of, or under the influence of alcohol or drugs; or sale of same on company property at any time

· Neglect of duty or refusal to perform duties as assigned

· Insubordination 

Dismissal

Employment and compensation with Example Company is "at will" in that an employee can be terminated with or without cause, and with or without notice, at any time, at the option of either Example Company or the employee, except as otherwise provided by law.

If your performance is unsatisfactory due to lack of ability, failure to abide by Example Company rules, or failure to fulfill the requirements of your job, you will be notified of the problem. If satisfactory change does not occur, you may be dismissed. Some incidents may result in immediate dismissal. 
Section III—Compensation and Performance
Wage & Salary Policies

It is Example Company's desire to pay wages and salaries that are competitive with other employers in the marketplace in a way that will be motivational, fair and equitable, variable with individual and company performance, and in compliance with all applicable statutory requirements.

You are employed by Example Company and will be carried directly on our payroll. No person may be paid directly out of petty cash or any other such fund for work performed. The only exception to this policy is where a contract relationship exists with a bona fide contractor.

Application

Example Company applies the same principles of fairness and external comparability to all employees, regardless of organizational level, sex, religion, national origin, age, or race.

Basis for Determining Pay

Your pay is influenced by three factors:

1. The nature and scope of the job

2. What other employers pay their employees for comparable jobs

3. Individual performance

Job Scope

Through a process called job evaluation, the scope, responsibility, impact, and required skills and abilities of each job at Example Company are compared. The result is a relative ranking of all jobs, from high to low. Job evaluation is independent of any employee or his performance.

External Comparability

Once jobs are ranked, jobs are compared with external market data. Each job is assigned a range of pay, including a minimum and a maximum. Periodically Example Company will examine the market conditions to ensure ongoing comparability. Changes in pay ranges will be made as needed and as the company can afford to maintain market comparability.

Wage Increases 

Wage increases are granted on the basis of merit and are dependent upon many factors, including attendance, dependability, performance, productivity, initiative in improving skills, experience, cooperation, complying with and following government regulations, and overall job performance. Any increase or other change in rate of pay becomes effective in the pay period ending after the compensation review and the date it is granted. Wage increases are typically done once a year in December with the wage increase implemented the first of the new year. Salary increases may be retroactive (for example, late reviews), at the discretion of the president.
Deductions from Paycheck (Mandatory)

Only those deductions specifically required by law or authorized in writing by you will be withheld from your wages. 
When court-ordered deductions are to be taken from your paycheck, you will be notified. In the event of any garnishment, Example Company will follow the Federal Wage Garnishment Act.
Pay Period and Hours

The pay period is seven consecutive days beginning at 12:01 a.m. Sunday morning and ending at midnight Saturday. You are paid 24 times per year. Payday is normally at the end of the following calendar month and the 15th of the month respectively. Changes will be made and announced in advance whenever company-observed holidays or closings interfere with the normal payday. Paychecks are either personally given to you or mailed to your home and may not be cashed at Example Company.

Reporting Time Pay—Inclement Weather & "Acts of God"

You will not be paid when work is not available due to circumstances not within Example Company's control. The following are examples of such circumstances: 

· Operations cannot commence or continue due to threats to employees or property or when recommended by civil authorities. 

· Public utilities fail to supply electricity, water, or gas, or sewer.
· The interruption of work is caused by an "Act of God" (inclement weather, fire, flood, earthquake, avalanche, etc.) or some other cause not within Example Company's control.

Reduction in Work Force 

If it becomes necessary to reduce either the hours or work force of the company, every effort will be made to give staff members reasonable advance notice to those affected by the reduction. Example Company reserves the right to temporarily or permanently reduce the work force or hours due to economic fluctuations. Employees will be affected based on skills and abilities, as well as seniority.
If you experienced a reduction in work force and if you leave the area, plan to leave the area, or you are unreachable for a period of time, please contact your manager or personnel department to let us know if you are still interested in returning to the company.

If you were a regular, full-time employee who experienced a reduction in work force, you will be considered a full-time employee upon rehire, provided the gap in service was less than a year.

Severance Pay

Severance pay will not be provided. If you are laid off, terminated, or dismissed for policy violations, or you quit, you will not receive payment for any unearned vacation or any remaining sick leave hours. Vacation is given as a lump sum at the beginning of the year, but it is accrued at a pro-rated bi-monthly rate. Any amount of advanced vacation paid but not yet earned at the time of separation of employment will be deducted on a pro-rated basis from your final paycheck.
Time Recording

You are required to keep accurate records to reflect your hours worked in each pay period. This is used by Example Company to bill the client and so you must always record your own time sheet at the end of your shift. Supervisors can answer questions relating to the recording of hours worked, vacations, holidays, sick time, etc. Time sheet entries must reflect your actual hours worked and should not vary from your work schedule. At the end of each pay period, you must sign your time sheet and give it to your supervisor. 
You may never record time in or out for another staff member or allow a staff member to record time in or out for you. If a time sheet must be corrected for any reason, your supervisor should be contacted and advised of the problem. Recording someone else's time sheet or falsification of your time sheet will result in discipline up to and including discharge.

We are legally obligated to keep accurate records of the time worked by "non-exempt" employees. This is done by written documentation.

Employees will be paid overtime pay in accordance with the Fair Labor Standards Act. Overtime is not allowed unless specifically authorized by your supervisor. Overtime pay will not be included in any comp-time calculations.

Performance & Compensation Reviews

Performance Reviews

The purpose of this review is to discuss your overall job performance, to further strengthen strong areas and to determine methods to correct performance areas needing improvement. The evaluation will be completed by your immediate supervisor at the end of the 90-day Introductory Period and at the end of each calendar year thereafter. Special circumstances may prompt reviews that are more frequent. 

At the time of your annual performance review, you will be given consideration for a merit pay increase based on performance. Merit increases will be also based on percentage billability and the effort the employee makes to be billable. Increases will also be based on progress demonstrated on the priority outcomes. 

Discretionary Bonus Policy
The company's management may, from time to time and on a discretionary basis, grant bonuses to employees for above average performance based on certain criteria. For example an employee who:

· Is instrumental in bringing in a new client.
· Contributes in a significant way to bringing a project in on time and on budget, or ahead of schedule and under budget.
· Drives gross sales and revenue or controls costs.
· Makes efforts that result in a minimum loss of client relationships or enhances a relationship(s) with a client(s).
· Fosters the quality of our business by mentoring younger or newer employees or passes along management skills learned to other staff members.
· Refers a quality candidate for a specific position that results in the hiring of that candidate.
· Meets or exceeds personal or professional goals set out for them by the company's management.
· Attains professional designations that enhance the employee's abilities, the company's reputation, and the quality of the engagements we perform.

· Enables us to enter into a new line of business.

This is likely not nor is it intended to be an all-inclusive list of factors that may be considered when contemplating granting bonuses to employees. The intention is to provide guidelines to managers to reward performance. By drafting this policy, the company recognizes that as a small company, we can retain employees that function at a high level. The company realizes that its most valuable asset is its employees and that it must attract, hire, and retain the best and the brightest in order to provide the timeliest, quality service to our clients and meet company goals. However, any incentive or bonus is paid solely at the discretion of management.
Work Schedule

The regular workweek consists of five (5) days, eight (8) hours long, Monday through Friday. Should you have any questions concerning your work schedule, please ask your manager. Example Company has a flexible workday approach and will allow you the flexibility of arrival and departure times for the workday. However, the 8-hour day/40-hour week minimum must be met unless there is a shortened work schedule.

Absence or Lateness

From time to time, it may be necessary for you to be absent from work. Example Company is aware that emergencies, illnesses, or pressing personal business that cannot be scheduled outside your work hours may arise. Sick days and personal days have been provided for this purpose. 

If you are unable to report to work, or if you will arrive late, please contact your manager immediately. If you know in advance that you will need to be absent, you are required to request this time off directly from your manager. He or she will determine when will be the most suitable time for you to be absent from your work.

When you call in to inform Example Company of an unexpected absence or late arrival, ask for your manager directly. For late arrivals, please indicate when you expect to arrive for work. Notifying the receptionist or a fellow employee is not sufficient. If you are unable to call in yourself because of an illness or emergency, or for some other reason, be sure to have someone call on your behalf. If your manager is not available when you call, you may leave the information with another manager.

Absence from work for three (3) consecutive days without notifying your manager or the personnel administrator will be considered a voluntary resignation. 

Attendance

You are expected to be at your work station and ready to work at the beginning of your assigned daily work hours, and you are expected to remain at your work station until the end of your assigned work hours, except for approved breaks and lunch. When your work takes you away from the Example Company offices, please let your manager know where you are going and how long you expect to be gone. Example Company will also allow you to work out of remote locations such as your home residence or other remote locations if pre-approved by the management. This is an additional benefit and can be rescinded if your manager feels it is being abused.

Be aware that excessive time off, even if approved, could lead to disciplinary action.

Note: See "Excessive Absenteeism or Lateness" later on in this section for further information.

Closure after Starting Time

If severe weather conditions exist and the president (or designated representative) decides to close Example Company for the remainder of the day, you will be notified as soon as possible by your manager. If you are sent home before having worked two (2) hours, you will be paid for two (2) hours of work. If you are sent home after having worked two (2) hours, you will be paid for the time that you actually worked.

Closure Prior to Starting Time

If you report to work and find that, due to severe weather conditions, Example Company will unexpectedly be closed for business, you will be paid for two (2) hours of work for that day only. 

Excessive Absenteeism or Lateness

In general, five (5) absences in a 90-day period or a consistent pattern of absence will be considered excessive, and the reasons for the absences may come under question. Tardiness or leaving early is as detrimental to Example Company as an absence. Three (3) such incidents in a 90-day period will be considered a “tardiness pattern” and will carry the same weight as an absence. Other factors, like the degree of lateness, may be considered. 

Be aware that excessive absenteeism, lateness, or leaving early may lead to disciplinary action, including possible dismissal.

Rest and Meal Periods 

You will schedule your own rest and meal periods, but please ensure that your position and duties will be covered during your rest break.

Rest and meal periods are intended to provide employees and opportunity for rest and relaxation. Accordingly, they should be enjoyed away from employee work areas. Unless an employee has agreed with Example Company, in writing, to work an on-duty meal period, the meal period will be unpaid.

You may leave the premises during your lunch period; however, it is important to return to work on time at the end of your lunch period.

Record of Absence or Lateness

If you are absent because of illness for three (3) or more successive days, your manager may request that you submit written documentation from your doctor. If you are absent five (5) or more days because of illness, you may be required to provide written documentation from a doctor that you are able to resume normal work duties before you will be allowed to return to work. You will be responsible for any charges made by your doctor for this documentation.

Your manager will make a note of any absence or lateness, and the reason, in your personnel file. Your attendance record will be considered when evaluating requests for promotions, transfers, leaves of absence, and approved time off, as well as scheduling layoffs, etc.

Comp Time Policy

The comp time policy of Example Company is only applicable to full-time exempt employees and needs to be specifically agreed to by your manager. Example Company does not want to have employees that are forced into working long hours on an ongoing basis and will strive to make sure work assignments do not consistently overload employees. The general guidelines of comp time need to be fair for both the employee and the company and need to be restricted to event- or project-oriented overtime (such as, if there is a deliverable due that requires overtime, or a proposal). Comp time also needs to be tied into billability and cannot be used if an employee's billability is low unless agreed to by your supervisor. For general overtime, comp time does not start until 9 hours of continuous work and needs to be taken in the week (Sunday to Saturday) after it is accrued. If it can't be taken within the week, it needs to be taken at the first available opportunity in lieu of admin hours unless approved by the supervisor.
Section IV—Benefits 

Government Required Coverage

Workers' Compensation

Employees are covered under Example Company's workers' compensation insurance from date of hire. The Idaho Workers' Compensation Law is a no-fault insurance plan, which is required by the state, and one hundred percent (100%) paid for by Example Company. This insurance provides coverage for job-related illness or accidents. This program provides medical, surgical, and hospital treatment and compensation payments for loss of earnings due to scheduled work time lost. 

Workers' Compensation Disclaimer Notice

EXAMPLE COMPANY OR ITS INSURANCE CARRIER MAY NOT BE LIABLE FOR THE PAYMENT OF WORKERS' COMPENSATION BENEFITS FOR ANY INJURY WHICH ARISES OUT OF AN EMPLOYEE'S VOLUNTARY PARTICIPATION IN ANY OFF-DUTY RECREATIONAL, SOCIAL, OR ATHLETIC ACTIVITY WHICH IS NOT PART OF THE EMPLOYEE'S WORK-RELATED DUTIES. 
Unemployment Compensation

Example Company pays a percentage of its payroll to the Unemployment Compensation Fund according to Example Company's employment history. If you become unemployed, you may be eligible for unemployment compensation, under certain conditions, for a limited period of time. Unemployment compensation provides temporary income for workers who have lost their jobs. To be eligible you must have earned a certain amount and be willing and able to work. You should apply for benefits through your local state unemployment office as soon as possible. Example Company pays the entire cost of this insurance. 

Social Security 

As an employee of Example Company, you are covered under the provisions of the Federal Insurance Contribution Act (FICA). The company matches your payroll deduction and the total contribution is credited toward your Social Security benefits. These benefits may be available to you at the time you are eligible to retire. Social Security also provides disability and survivor benefits. 

Benefits upon Termination

Terminating employees covered under the medical plan will be given the opportunity to continue their coverage as allowed under the Consolidated Omnibus Budget Reconciliation Act (COBRA). Continued coverage under COBRA is fully paid for by the former employee. The former employee will receive notification of the coverage and cost directly from the company's Health Plan Administrators.
The Benefit Package

At the present time, Example Company is offering catastrophic group health insurance to all full-time employees. Eligible employees will be insured the first day of the month following 60 days of continuous employment. The insurance premium for employees on the group coverage will be paid for by Example Company as part of the compensation package and will meet government standards for an employee to open and fund the Health Savings Account (HSA) program. You can only participate in an HSA with a high deductible health plan (HDHP) and this group coverage is only offered to full-time employees. If family/dependent coverage is desired, all premiums associated with this coverage are the employee's responsibility. If you are covered under another non-HDHP plan, you are not eligible for an HSA but you are eligible to enroll onto the group plan. You are not eligible for the group plan until after your probationary period.

At the end of two years of service, employees, who have received at least $5000 in compensation and are expected to receive at least $5000 in compensation in the next year, will be eligible to participate in Example Company’s SIMPLE IRA plan. You can choose to make monthly salary reduction contributions to the SIMPLE IRA. Your contribution can be expressed as a percentage of your compensation or you can express it as a specific dollar amount, but you cannot contribute more than $13,000.00 per year. Catch-up contribution limit, available to employees over 50, is $3,000. Example Company will match your salary reduction contribution on a dollar-for-dollar basis up to 3% of your compensation. You may also elect to roll over or transfer your SIMPLE IRA in the future.

Holidays

Only full-time employees are eligible for holiday pay.

You are not eligible to receive holiday pay during your Introductory Period. Nor are you eligible to receive holiday pay if you are a part-time employee or a temporary employee.

Recognized Holidays

Example Company recognizes the following holidays as paid holidays:

New Year's Day



Thanksgiving Day

Memorial Day



the Friday following Thanksgiving Day

Independence Day 



Christmas Eve (1/2 day)

Labor Day



Christmas Day

Holiday Policy
You may take time off to observe your religious holidays. If available, a full day of unused (sick/personal) leave or a vacation day may be used for this purpose; otherwise the time off is without pay. You must notify your manager at least ten business days in advance.

We schedule all national holidays on the day designated by common business practice. If a holiday occurs during your scheduled vacation, you are permitted to take an extra day of vacation. You are not eligible to receive holiday pay when you are on a leave of absence.

Vacations
Vacation is a time for you to rest, relax, and pursue special interests. The company has provided paid vacation as one of the many ways in which we show our appreciation for your loyalty and continued service.

Only regular full-time employees are eligible for paid vacation. You are not eligible for paid vacation during your Introductory Period. Nor are you eligible for paid vacation if you are a part-time, contract, or temporary employee.

Amount of Vacation

Full-time employees are eligible for vacation for each calendar month of service from the completion date of their Introductory Period. For full-time employees vacation will be accrued two ways: For employees with more than one year of service, vacation hours are pro-rated bi-monthly, but will be given as a lump sum at the beginning of the year. For employees with less than one year of service, the vacation hours accrual rate is based on 3.33 hours bi-monthly. The following is the amount of vacation given based on years of employment:

Years of 

Total Accrual

Employment

per Year (In Hours)
Less than five (5)
 80
More than Five (5)
120
If your Introductory Period completion date is within the first through the fifteenth of the month, you will accrue vacation for that full month. If your Introductory Period completion date is within the sixteenth through the end of the month, you will start to accrue vacation on the first day of the following month. You must have a total of 5 years of full-time employment (it does not need to be consecutive) to receive 120 hours of vacation.
Vacation Policies

Every effort will be made to grant you your vacation at the time you desire. However, vacations cannot interfere with your department's operation and therefore must be approved by your manager at least one (1) month in advance. If any conflicts arise in requests for vacation time, preference will be given to the employee with the most seniority.

You may not receive advance vacation pay (for vacation time taken in excess of your vacation accrual balance) without written authorization from your manager. Such authorization is at the discretion of your manager, and must be granted in advance of your vacation. Any amount of advanced vacation paid but not yet earned at the time of separation of employment will be deducted on a pro-rated basis from your final paycheck. 

All vacation time should be taken in full week increments, unless otherwise authorized in writing. If you are eligible for three (3) weeks of vacation, you may take only two (2) weeks at one time unless you receive written approval from your manager and senior management at least six (6) weeks in advance.

If you are eligible for three (3) weeks of vacation, you may take your third week in single-day increments. Only one (1) week of vacation may be used in single-day increments. Specific dates of vacation in single-day increments must be established by prior arrangement with your manager. The request will be granted as long as your absence will not seriously affect Example Company's operations. Usually, only one employee may be out on a vacation day in a department at any one time.

If you are on an approved leave of absence for less than thirty (30) days, your vacation eligibility will not be affected; should the leave extend beyond thirty (30) days, vacation time will not continue to accrue.

If a company-paid holiday falls during your scheduled vacation period, you will receive an additional day of vacation or holiday pay, whichever you prefer.

Accumulation Rights

Vacation time may not be carried over and accumulated in subsequent calendar years. Exceptions to this policy may be made in unusual circumstances, each case to be considered separately by management.

Payment in Lieu of Vacation

The purpose of a vacation is to provide you with a time to rest and relax; therefore, no additional wages or salary will be paid to you in lieu of a vacation.
Sick Leave

Full-time employees are eligible for sick leave for each calendar month of service from the completion date of their Introductory Period. Full-time employees will receive forty (40) hours of sick leave to be used during the year in case of illness or other personal matters. Sick leave will be accumulated at an accrual rate based on 1.67 hours per pay check. Unlike vacation, sick leave may be carried over and accumulated in subsequent calendar years up to four weeks.
Section V—Other Policies
Company Meetings 

On occasion, we may request that you attend a company-sponsored meeting. If this is scheduled during your regular working hours, your attendance is required. If it is held during your non-working hours and you decide to attend, you will be paid for the time you spend traveling to and from the meeting as well as for time spent at the meeting, but only if you are one of our "non-exempt" employees. (If you are qualified for overtime pay by virtue of working more than forty hours that same work week, then you will receive your overtime rate.)

Computer Software (Unauthorized Copying)

Example Company does not condone the illegal duplication of software. The copyright law is clear. The copyright holder is given certain exclusive rights, including the right to make and distribute copies. Title 17 of the U.S. Code states that "it is illegal to make or distribute copies of copyrighted material without authorization" (Section 106). The only exception is the user's right to make a backup copy for archival purposes (Section 117).

The law protects the exclusive rights of the copyright holder and does not give users the right to copy software unless a backup copy is not provided by the manufacturer. Unauthorized duplication of software is a Federal crime. Penalties include fines of as much as $250,000, and jail terms of up to five years.

Even the users of unlawful copies suffer from their own illegal actions. They receive no documentation, no customer support, and no information about product updates.
Software Policy

1. Example Company licenses the use of computer software from a variety of outside companies. Example Company does not own this software or its related documentation and, unless authorized by the software manufacturer, does not have the right to reproduce it.

2. With regard to use on local area networks or on multiple machines, Example Company employees shall use the software only in accordance with the license agreement.

3. Example Company employees learning of any misuse of software or related documentation within the company shall notify the department manager or Example Company’s' legal counsel.

4. According to the U.S. Copyright Law, illegal reproduction of software can be subject to civil damages and criminal penalties, including fines and imprisonment. Example Company employees who make, acquire or use unauthorized copies of computer software shall be disciplined as appropriate under the circumstances. Such discipline may include dismissal. 

Dress Code/Personal Appearance

Personal appearance and cleanliness of the employees is important to the success of the company. As a representative of Example Company, your personal appearance creates an impression on our clients. It is important that the impression you create is a professional one. Work clothing should be kept neat and clean at all times. Work attire must be appropriate and in good taste. Employees are expected to comply with the dress standards set by their department.

Drug-Free Workplace

It is the intent and obligation of Example Company to provide a drug- and alcohol-free, healthful, safe and secure workplace. Each employee is expected and required to report to work on time and in an appropriate mental and physical condition for work. 

In addition, Example Company will not tolerate the unlawful manufacture, distribution, dispensation, possession or use of a controlled substance or alcohol on company premises or while conducting company business elsewhere. Violations of this policy will result in disciplinary action up to and including termination, and may also have legal consequences

Exit Interviews

If you leave the employment of Example Company, you may be scheduled for an exit interview with Example Company management. These interviews enable us to gain insights into ways in which we might continue to improve our working environment. During the interview, your benefit options will also be discussed. All information obtained during the exit interview is treated as confidential information. 

Expense Reimbursement

You must have your manager's authorization prior to incurring an expense on the behalf of Example Company. To be reimbursed for all authorized expenses, you must submit an expense report/voucher accompanied by receipts and approved by your manager. Please submit your expense report/voucher every two weeks, as you incur authorized reimbursable expenses. Example Company will purchase airplane tickets and can pre-purchase rental cars and hotels if either approved by management or the rental is made at a pre-approved car rental agency.

As a condition of employment, the employee must either have a debit card or a credit card that can be used for expenses incurred when traveling for Example Company.

If you are asked to conduct company business using your personal vehicle, you will be reimbursed at the current government rate (mileage reimbursement rate) per mile. Please submit this expense on your expense report/voucher. 

First Aid

Federal law (OSHA) requires that we keep records of all illnesses and accidents which occur during the workday. The Idaho State Workers' Compensation Act also requires that you report any illness or injury on the job. If you hurt yourself or become ill, please contact your manager for assistance. If you fail to report an injury, you may jeopardize your right to collect workers' compensation payments as well as health benefits. OSHA also provides for your right to know about any health hazards which might be present on the job. Should you have any questions or concerns, contact the Personnel Department or your manager for more information.

Gifts and Donations
Advance approval from management is required before an employee may accept or solicit a gift and/or donations of any kind from a customer, supplier, fellow employee, or vendor representative. Employees are not permitted to give gifts to customers or suppliers, except for certain promotional "premiums" (t-shirts, coffee mugs, pens, key chains, etc.) imprinted with the Example Company logo or sales information.

Grievances 

Our goal is to maintain a comfortable working environment for everybody. We do this in several ways:

· By treating each of you as an individual and encouraging your maximum development,

· By recognizing that each of you is essential to the success and growth of Example Company; and

· By maintaining direct communications with all of our employees and ensuring that each and every one of you can speak directly and openly with our management team.

We believe that this type of communication, without interference from any outside party, is best for all concerned. Therefore, when you wish to express your problems, opinions, or suggestions, you will always find an open door and an attentive ear.

As time goes by and Example Company grows, we will continue to listen and respond to your questions and comments.

Housekeeping

You are expected to keep your work area neat and orderly at all times—it is a required safety precaution. 

Easily accessible trash receptacles and recycling containers are located throughout the building. Please put all litter and recyclable materials in the appropriate receptacles and containers. Always be aware of good health and safety standards, including fire and loss prevention. 

Please report anything that needs repairing or replacing to your manager immediately.

Jury Duty
The company encourages employees to fulfill their civic duties. To that end, employees will be allowed leave to serve on a jury, if summoned. We request that you bring in a copy of your summons notice as soon as you receive it, so that we may keep it on file. If you are called during a particularly busy period, we may ask you to request a postponement. The company will provide additional documentation in this regard, if necessary, to obtain such postponement.

Jury duty can last from several days to several months or more. During this time, you will be considered on a leave of absence and will be entitled to continue to participate in insurance and other benefits as if you were working. While serving on jury duty, you are expected to call in to your supervisor periodically to keep him or her apprised of your status. 

The company will compensate full-time employees for the difference between jury duty compensation and your current daily pay for the first five days you serve as a juror (or in accordance with applicable law, if different). If additional time is required, it will be granted, but without pay.

An Employee called to appear as a witness will be permitted time off to appear, but without pay. Employees will be permitted to use accrued vacation time when appearing as witnesses.
Labor Unions

Example Company is a non-union employer and is devoted to remaining non-union. We believe that the interest of our staff members and the company itself are best served if you deal directly with the company rather than through an outside third party. While this decision is up to each individual, we ask that all staff members support this principle. 
This does not mean that from time to time, we won't have problems. However, we are confident that we can work together, without outside intervention, to resolve any differences. 
We feel that a union would be of no advantage to any of us. It could hurt the business on which we depend for our livelihood. In short, all of us working together can help make you and Example Company a profitable and healthy atmosphere. 
We accept our responsibility to provide the best working conditions, pay, and benefits that we can afford. It is not necessary for you to pay union dues to receive fair treatment in this company.

Life-Threatening Illnesses

Example Company recognizes that employees with a life-threatening illness, including, but not limited to, cancer, heart disease, and AIDS, may wish to continue to engage in as many of their normal pursuits as their condition allows, including work. These employees must be able to meet acceptable performance standards. Performing normal job functions must not exacerbate their condition. Medical evidence must indicate that their condition is not a threat to other workers.

Managers need to be sensitive to the employee's condition and ensure that the employee is treated consistently with other employees. Example Company seeks to provide a safe work environment for all employees and customers. Therefore, precautions should be taken to ensure that any employee's condition does not present a health and/or safety threat to other employees or customers.

Open Door Policy & Counseling

Normally, you will be expected to use the Grievance Procedure outlined earlier in this manual to resolve a problem. However, if the problem or complaint is of a personal nature, or a very delicate matter, you may meet first with any member of management, including the president, to discuss it. He or she will decide if you should first discuss the problem with your immediate manager. If so, you will be directed to use the Grievance Procedure. If the complaint, suggestion, or question is of such a nature that a resolution would be hampered by the Grievance Procedure, the management person you contact will take the appropriate action. 

Payroll Advances

Example Company rarely advances or loans money to employees. In the event you must borrow against your paycheck, you must first discuss your situation with your manager. If he or she feels that your request is justified, an Employee IOU form will be provided for you to fill out and sign. 

Note: See "Deductions (Other) in the “Compensation & Performance” section for further information.

Personal Phone Calls, E-mail/Internet Usage & Mail

Our telephone bills can be astronomical. Please keep personal phone calls to a minimum—they must not interfere with your work. You are permitted to make limited local area calls on company telephones for essential personal business during lunch or "break" periods only. Please do not abuse this privilege. Personal calls should be kept to a minimum consistent with important family or personal business. Incoming urgent calls will be directed to you. 

Like personal telephone calls, personal e-mails should be kept to a reasonable minimum along with personal Internet usage. No game playing on the Internet will be tolerated during working hours. Access to the Internet and World Wide Web is given principally for work-related activities or approved educational/training activities. Incidental and occasional personal use and study use is permitted. This privilege should not be abused and must not affect a user's performance of employment-related activities. 

The company email and Internet system is the property of the company. By accessing the Internet, Intranet, and electronic mail services through facilities provided by the company, you acknowledge that the company by itself or through its Internet Service Provider may from time to time monitor, log, and gather statistics on employee Internet activity and examine all individual connections and communications.

Employees may not access, download, or distribute material that is in breach of the law, or which others may find offensive or objectionable, such as material that is pornographic, bigoted, or an incitement to violence.
Please do not use Example Company as a personal mailing address, and do not use Example Company postage stamps for personal mail. Although the amount may seem small, it is still considered theft.

Promotion Policy

It is our policy to promote staff members from within when a qualified person is available and desires the promotion. Final selection will be based on the requirements of the position, as established by the respective supervisor, and the staff member's qualifications such as education, experience, license or registration requirements, ability, performance, attendance, and specialized training.

Whenever you are learning a new job, or if your abilities are unknown in a particular job, you will be classified as a trainee during the time necessary for you to gain experience to do the job. The length of training time for any given job is governed by the experience required for that job and your learning ability.
Property & Equipment Care

It is your responsibility to understand the machines you need to use to perform your duties. Good care of any machine that you use during the course of your employment, as well as the conservative use of supplies, will benefit you and Example Company. If you find that a machine is not working properly or in any way appears unsafe, please notify your manager immediately so that repairs or adjustments may be made. Under no circumstances should you start or operate a machine you deem unsafe, nor should you adjust or modify the safeguards provided. 

References

Example Company does not respond to oral requests for references. All requests must be in writing and on company letterhead. In the event you leave the employ of Example Company, we will only confirm that you worked at Example Company for a specific period of time and your position.

As an employee, do not under any circumstances respond to any requests for information regarding another employee unless it is part of your assigned job responsibilities. If it is not, and you receive a request for a reference, you should forward the request to the personnel department for a response.

Reinstatement

See "Employment" section for information on reinstatement.

Resignation

It is requested that personnel resigning their employment with Example Company give at least two (2) weeks' notice. If you terminate your employment, you will receive a final paycheck, which represents payment for all hours, worked in the last pay period and payment for termination benefits- less amounts owed company (e.g. travel advances).

Resolving Problems

Management cannot discipline or criticize you in any way for using the grievance procedure. You shall have the obligation to continue to work normally without interruption. 

An efficient, successful operation and satisfied employees go hand in hand. If you ever have a problem, or if there is something bothering you, we encourage you to talk it over with your direct manager. 

Return of Company Property

Any Example Company property issued to you, such as technical equipment, laptop computers, tools, or uniforms, must be returned to Example Company at the time of your dismissal or resignation, or whenever your manager or a member of management requests it. You are responsible to pay for any lost or damaged items. The value of any property issued and not returned may be deducted from your paycheck, and you may be required to sign a wage deduction authorization for this purpose.

Safety Rules

Safety is everybody's business. Safety is to be given primary importance in every aspect of planning and performing all Example Company activities. We want to protect you against industrial injury and illness, as well as minimize the potential loss of production. 

Please report all injuries to your manager immediately, as well as anything that needs repair or is a safety hazard. Below are some general safety rules. Because the company does field work, please observe all safety protocols when in the field. Your manager or department head may post other safety procedures in your department or work area:

· Avoid overloading electrical outlets with too many appliances or machines.

· Use flammable items, such as cleaning fluids, with caution.

· Walk—don't run.

· Use stairs one at a time.

· Report to your manager if you or a co-worker becomes ill or is injured.

· Ask for assistance when lifting heavy objects or moving heavy furniture. 

· Observe the no smoking policy in the company office.

· Keep cabinet doors and file and desk drawers closed when not in use.

· Sit firmly and squarely in chairs that roll or tilt.

· Wear or use appropriate safety equipment as required in your work.

· Avoid "horseplay" or practical jokes.

· Start work on any machine only after safety procedures and requirements have been explained (and you understand them). 

· Wear appropriate personal protective equipment, like shoes, hats, gloves, goggles, spats, hearing protectors, etc., in designated areas or when working on an operation which requires their use. 

· Keep your work area clean and orderly, and the aisles clear. 

· Stack materials only to safe heights. 

· Watch out for the safety of fellow employees. 

Remember, failure to adhere to these rules will be considered serious infractions of safety rules and will result in disciplinary actions. 

Security

Maintaining the security of Example Company buildings and vehicles is every employee's responsibility. Develop habits that insure security as a matter of course. For example:

· Always keep cash properly secured. If you are aware that cash is insecurely stored, immediately inform the person responsible.

· Know the location of all alarms and fire extinguishers, and familiarize yourself with the proper procedure for using them, should the need arise.

· When you leave Example Company's premises make sure that all entrances are properly locked and secured. 

Smoking

Example Company is a smoke-free workplace. Any staff member who wishes to smoke must do so outside of Example Company, within his/her approved break/meal period. Smoking at any other time or place is strictly prohibited. 
Solicitations & Distributions

Solicitation by employees during working time is prohibited. Working time includes the working time of the employee doing the solicitation and the employee being solicited. Distribution of literature by employee during working time is also prohibited, as is the distribution of literature in working areas at any time. No solicitation or distribution of any kind will be permitted by non-employees. 

Suggestions

We encourage all employees to bring forward their suggestions and good ideas about how our company can be made a better place to work, our products improved, and our service to customers enhanced. When you see an opportunity for improvement, please talk it over with your immediate manager. He or she can help you bring your idea to the attention of the people in the company who will be responsible for possibly implementing it.

All suggestions are valued and listened to. When a suggestion from an employee has particular merit, we provide for special recognition of the individual(s) who had the idea.

Theft

Property theft of any type will not be tolerated by Example Company. We consider property theft to be the unauthorized use of company services or facilities or the taking of any company property for personal use. The following list of examples is not all-inclusive, but provides illustrations of several activities, which are unacceptable.

· Use of company copy machines for personal use. The office copiers are not provided as a free service to employees. If you wish to use a company copier for personal use, please follow the established procedure for reimbursement of Example Company. Failure to do so is a form of property theft.

· Use of computers. Example Company's personal computers (the personal computers in the office, or laptops made available for work away from the office) are to be used exclusively for business purposes unless you receive permission from your manager and arrange to reimburse Example Company. Permission will be given for the use of personal computers during non-business hours so long as employees record all time, for which they will be charged.
· Taking of company property. No item purchased or supplied by Example Company should ever be removed from company premises without express authorization of your immediate manager and the proper paperwork associated with the situation. This rule applies to all company property including raw materials used in manufacturing plants, mechanics' tools, computers, and even pens and paper. All employees may be subject to random searches as they leave company facilities. Your manager has been given detailed instructions on the circumstances in which he or she can authorize you to borrow company equipment or to take samples of your work home. A checkout procedure will be used, and if you fail to return any item removed on schedule, the value of the items will be charged against your paycheck and you may be subject to disciplinary action for theft.

Penalty Clause 

Unauthorized possession or removal of company property is a very serious offense. Employees violating this policy will be subjected to discipline up to and including possible dismissal and prosecution. Example Company will consider the dollar value of the item(s) taken, the employee's seniority, and the employee's past work record in setting penalties. If you are dismissed because of unauthorized possession or removal of company property, the reason for your dismissal will be provided to any future employer that contacts Example Company. Referrals to criminal authorities will be made on a case-by-case basis.

Traffic Violations

If you are authorized to operate a company vehicle in the course of your assigned work, or if you operate your own vehicle in performing your job, you will be considered completely responsible for any accidents, fines, or traffic violations incurred. Your manager will advise you on the appropriate behavior and communications in the event of a vehicular accident.

Use of Company Vehicle

At the present time, Example Company has no company vehicle. However, in the event Example Company does purchase a company vehicle, you must adhere to the following rules:

1. You must be a licensed driver.

2. You must maintain weekly mileage reports.

3. You are responsible for following all the manufacturer's recommended maintenance schedules to maintain valid warranties, and for following the manufacturer's recommended oil change schedule.

4. You are responsible for paying any moving violation tickets. Also, please park appropriately—the company will not pay parking violations.

5. You must keep the vehicle clean at all times, and washed and vacuumed as often as necessary. You will be reimbursed for your reasonable expense of keeping the vehicle clean. Please retain receipt for reimbursement.

6. You must not allow persons not authorized or employed by Example Company to operate or ride in a company vehicle.

7. Prior to operation of any company vehicle, your manager will train you on the appropriate steps to take if you are involved in an accident—filling out the accident report, getting names of witnesses, etc. 

Use of Private Vehicle for Company Business

Example Company has an umbrella insurance policy to cover employees when they are using their personal car on company business. The coverage provided by Example Company policy is excess of any other valid and collectible insurance. All employees should have personal auto policies and in the event of a loss, the employee's personal auto policy would be primary. In the event their limits are inadequate, then Example Company policy would pay for that portion of the loss in excess of the employee's policy limits to the extent of Example Company liability and up to our limits of liability. Our policy does not provide any coverage for the employee's personal liability or physical damage coverage for their auto. Because of this, Example Company discourages employees from taking family members on official company business in their own cars, and having family members in the field is not allowed for safety reasons. 
Violations of Policies

You are expected to abide by the policies in this manual. Failure to do so will lead to appropriate disciplinary action. A written record of all policy violations is maintained in each individual's personnel file.

�Jillian had moved the Software Policy portion of this up ahead of Company Meetings. I moved it back here because I feel like you should take a look at this section and see how you want it organized. 





Should they be combined? Or two separate sections? 


Note that the software policy heading is currently a subheading of the computer software (unauthorized copying) heading. Should that be reversed?






