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ABOUT THIS MANUAL
Whether you have just joined our staff or have been at the company for a while, we believe that your relationship with the company will be dynamic and rewarding.  We look forward to a productive and successful association.  We consider employees to be one of one of our most valuable assets and resources and we intend to treat you that way.  This Manual has been written to serve as a ready reference in answering many questions you may have about the company and its policies.  As you read this Manual, please keep the following important things in mind.

First, the Manual only contains general information and guidelines.  It is not intended to be comprehensive or to address all the possible applications of, or exceptions to, the general policies and procedures described.  For this reason, if you have any questions concerning eligibility for a particular benefit, or the applicability of a policy or practice to you, you should address your specific questions to your manager or to human resources.  Neither this Manual nor any other Company document, confers any contractual right, either express or implied, to remain in the Company's employ.  Nor does it guarantee any fixed terms and conditions of your employment.  All employees have an “at will” relationship with the company, meaning your employment is not for any specific time and may be terminated at will, with or without cause and without prior notice, by the Company or you may resign for any reason at any time.  Any change in an employee’s employment at will can only be made in writing and signed by the employee and the company’s President. 

Second, the procedures, policies and benefits described here may be modified or discontinued from time to time.  We will try to inform you of any changes as they occur; but we will ask you to review the employee bulletin board for more information. 
Finally, some of the subjects described here are covered in detail in official policy documents, such as insurance documents and summary plans.  You should refer to these documents for specific information, since this Manual only briefly summarizes those benefits.  If there are any conflict between the contracts and this Manual, the written insurance policies are controlling.

Acknowledgement and Receipt of the Manual
I acknowledge that I have received a copy of the Company’s Employee Manual.  I agree to read it thoroughly, including the statements in the foreword describing the purpose and effect of the Manual.  I agree that if there is any policy or provision in the Manual that I do not understand, I will seek clarification from human resources.  I understand that the company is an "at will" employer and as such employment with the company is not for a fixed term or definite period and may be terminated at the will of either party, with or without cause, and without prior notice.  No supervisor or other representative of the company (except the President) has the authority to enter into any agreement for employment for any specified period of time, or to make any agreement contrary to the above.  
Finally, I understand that nothing contained in the Manual may be construed as creating a promise of future benefits or a binding contract with the company for benefits, future employment or for any other purpose.  I clearly understand that these policies and procedures are continually evaluated and may be amended, modified or terminated at any time, with or without notice.  I acknowledge that this Manual is not intended to be, nor does it create a contract.
By signing and dating below, I acknowledge and agree to the above statements.  It is also my responsibility to have this receipt returned to human resources.

Date: _______________________________

Signature: ___________________________

Print Name: __________________________

INTRODUCTION
Statement of Philosophy

It is our objective to provide a workplace conducive to high productivity success, personal development, a well founded quality of life, and to be a good corporate citizen in the community.  We believe that teamwork is not a program or set of programs, but rather, it is the result of many things.  We ensure success through teamwork and teamwork occurs when we all carry out our individual responsibilities, to achieve common goals.  Effective communications builds mutual trust and confidence, two essential ingredients to success.
Communications
We are committed to keeping employees continuously informed about as to important happenings, events and developments at the company.  This is a two way process, and all employees are encouraged to keep us informed as well.  There are many channels of communications, including: bulletin board postings, team meetings, various problem solving meetings and company meetings.  Less formal methods include discussions with your manager, co-workers and others that have useful information.  Let’s work to keep everyone in the loop about important information!
Open Door Policy

The “open door” is symbolic of open communications.  We encourage employees to speak freely to anyone in the company.  Depending on who you need to speak with, this may be accomplished by formally making an appointment, dropping in or questioning the person passing through your area.  

Equal Employment Opportunity Policy
Equal Employment Opportunity has been, and will continue to be, a fundamental principle at the company, where employment is based upon personal capabilities and qualifications without discrimination because of race, color, religion, sex, age, national origin, disability, marital status or any other protected characteristic as established by state or local law.

This policy of Equal Employment Opportunity applies to all policies and procedures relating to recruitment and hiring, retention, promotion, compensation, benefits, termination and all other terms and conditions of employment.  The company also offers reasonable accommodations to individuals with disabilities and bona fide religious beliefs, unless it creates an undue hardship to the company.
Human resources has the overall responsibility for this policy and answering question from employees about its impact on the workplace.  Appropriate disciplinary action may be taken against any employee willfully or intentionally violating this policy.

Non-Discrimination and Non-Harassment
The Company is committed to a work environment in which all individuals are treated with respect and dignity.  Each individual has the right to work in a professional atmosphere that promotes equal employment opportunities and prohibits discriminatory practices, including harassment.  Therefore, the company expects that all relationships among persons in the workplace will be business-like and free of prejudice and harassment.
Sexual Harassment Prohibited
Sexual harassment constitutes discrimination and is illegal under federal, state and local laws.  For the purposes of this policy, sexual harassment is defined, as unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when, for example: (i) submission to such conduct is made either explicitly or implicitly a term or condition of an individual's employment;  (ii) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (iii) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment.

Sexual harassment may include a range of subtle and not so subtle behaviors and may involve individuals of the same or different gender.  Depending on the circumstances, these behaviors may include, but are not limited to:
· unwanted sexual advances, requests for sexual favors, sexual jokes and innuendo;
· verbal abuse of a sexual nature;
· commentary about an individual's body, sexual prowess or sexual deficiencies;
· leering, catcalls, glaring or touching;
· insulting or obscene comments or gestures;
· display or circulation in the workplace of sexually suggestive objects or pictures;
· other physical, verbal or visual conduct of a sexual nature.
Sex-based harassment, which is harassment not involving sexual activity or language (e.g., a male manager yelling only at female employees) may also constitute discrimination if it is severe or pervasive and directed at employees because of their sex.

Other Harassment

Harassment on the basis of any other protected characteristic is also prohibited.  Under company policy, harassment is verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of his/her race, color, religion, national origin, age, disability, marital status, sexual orientation or any other characteristic protected by law, and that has the purpose or effect of creating an intimidating, hostile or offensive work environment.  Harassment can also occur when someone’s action has the purpose or effect of unreasonably interfering with an individual's work performance; or otherwise adversely affects an individual's employment opportunities. 

Harassing conduct includes, but is not limited to: jokes, epithets, slurs or negative stereotyping; threatening or hostile acts; denigrating words and workplace display of written or graphic material that denigrates or shows aversion toward an individual or group.

The prohibition against harassment, cover all employees, as well as those individuals directly connected to the company, including outside vendors, consultants and customers.  Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting outside the workplace, such as during business trips, business meetings and business-related social events.

Retaliation against any individual who reports discrimination or harassment or participates in an investigation of such reports is prohibited.  Retaliation is a serious violation of this policy and, like harassment or discrimination itself, will be subject to disciplinary action, up to and including discharge.  

The company strongly urges the reporting of all incidents of discrimination, harassment or retaliation, regardless of the offender's identity or position.  Individuals who believe they have experienced conduct that is contrary to this policy, or who have concerns about such matters should file their complaints with their immediate supervisor or the office manager at [insert company contact number and the hotline at Sterling HRO].  Individuals may file a complaint with any member of management, if they are not comfortable doing so with their direct manager.  Nothing in this policy replaces the ability of an individual to communicate with an alleged harasser to ask that the conduct cease.
Reported allegations of harassment, discrimination or retaliation will be investigated promptly, thoroughly and impartially.  Confidentiality will be maintained throughout the investigation to the extent consistent with adequate investigation and appropriate corrective action.  Substantiated acts of harassment, discrimination or retaliation, in violation of this policy will be dealt with promptly and effectively.  Corrective action may include, but not limited to, training, counseling, monitoring of the offender and/or disciplinary action, demotion, reassignment, or other actions deemed appropriate under the circumstances.

ADA Compliance Statement
The company is committed to complying with all applicable provisions of the Americans with Disabilities Act ("ADA").  It is the Company's policy not to discriminate against any qualified employee or applicant with regard to any terms or conditions of employment because of such individual's disability or perceived disability so long as the employee can perform the essential functions of the job.  Consistent with this policy of nondiscrimination, the Company will provide reasonable accommodations to a qualified individual with a disability, as defined by the ADA, who has made the company aware of his or her disability, provided that such accommodation does not constitute an undue hardship on the Company.

Employees with a disability who believe they need a reasonable accommodation to perform the essential functions of their job should contact their manager, or human resources.  The company encourages individuals with disabilities to come forward and request reasonable accommodation.  An employee or job applicant who has questions regarding this policy or believes that he or she has been discriminated against based on a disability should notify human resources.  All such inquiries or complaints will be treated as confidential to the extent permissible by law.  

Conflict of Interest and Outside Employment
All employees are expected to conduct business according to the highest ethical standards of conduct and to devote their best efforts to the interests of the Company.  Business dealings that appear to create a conflict between the interests of the Company and an employee are unacceptable.  While an employee may engage in outside activities which are unrelated to our business, we require the disclosure of any possible conflicts so that the Company may assess and prevent potential conflicts of interest from arising.  A potential or actual conflict of interest occurs whenever an employee is in a position to influence a decision that may result in a personal gain for the employee or an immediate family member (i.e., spouse or significant other, children, parents, siblings) as a result of the Company's business dealings.  Likewise, no employee may solicit or accept gifts of significant value (i.e., in excess of $25.00) from potential and actual customers, suppliers or competitors.  Special care must be taken to avoid even the impression of a conflict of interest.  Violations of this policy will result in appropriate discipline, up to and including termination.  

Generally, employees are permitted to maintain secondary employment.  However, from time to time, employees may be required to work beyond their normally scheduled hours and employees must perform this work when requested.  Alternative employment is not considered a permissible reason for not performing the additional work.  Employees are hired and continue employment based on this understanding.
Confidentiality
All company records and information relating to the company or its customers are confidential and employees must, therefore, treat all matters accordingly.  No company-related information, including without limitation, documents, notes, files, records, oral information, computer files or similar materials (except in the ordinary course of performing duties on behalf of the company) may be removed from the premises without express permission.  Employees must not disclose any confidential information, intentionally or inadvertently through casual conversation, to any unauthorized person inside or outside the Company.  Employees who are unsure about the confidential nature of specific information must ask their supervisor for clarification in advance.  Employees will be subject to appropriate disciplinary action, up to and including dismissal, for knowingly or unknowingly revealing information of a confidential nature.

Problem Solving Process
Problems and disagreements are common in any workplace environment.  Left unsolved these problems can hurt people and the business.  Everyone is best served when employees are able to discuss and solve problems directly with each other.  Face to face discussions is often an effective method for solving these disagreements, and we recommend this process first.  Should you be uncomfortable with attempting to solve the problem directly with the other person, or your efforts have been unsuccessful, consult with your manager on the situation.  If your manager is unable to resolve the matter, please know that the senior management will review the situation.
EMPLOYMENT POLICIES

Introductory Period 

All new employees go through an initial period of adjustment in order to learn about the Company and about his/her job duties and responsibilities.  During this time, employees have time to find out if he/she is suited to, and enjoys his/her new position.  Additionally, the introductory employment period gives the employee's supervisor a reasonable period of time to evaluate his/her performance and determine if there is a good fit.  The company’s introductory employment period is your first ninety (90) days of employment.

During this time, the new employee will be provided with training and guidance from his/her supervisor.  He/she may be discharged at any time during this period if his/her supervisor concludes that he/she is not progressing or performing satisfactorily.  Under appropriate circumstances, the initial employment may be extended.  It is also true that at all times, employment is not for any specific time and may be terminated at will, with or without cause and without prior notice.  Satisfactory completion of the introductory period does not vary the “at will” employment principles.
Employment Categories
Employees at the company fall into several broad categories:

Full-Time:  An employee who works the standard working hours of the Company each week, normally a total of at least 40 hours per week.  Full time employees are eligible for most company benefits.
Part-Time:  Part-time employees work a regular schedule of less than 40 hours per week, but usually more than 20 hours.  Part time employees are not eligible for company benefits, except for those mandated by law, or if the company policy states otherwise.

Temporary Employees:  A temporary employee is hired for a specified project or time frame and works an irregular schedule.  Temporary employees may be hired into either exempt, or non-exempt positions and are not eligible for company benefits except mandated benefits (i.e. workers compensation, unemployment etc..). 
In addition, employees are classified as either exempt or non-exempt, depending on their job duties.  Exempt employees are not eligible for overtime compensation, under federal and state Wage and Hour laws.  Exempt employees are paid a salary.  Non-exempt employees receive overtime pay in accordance with the company’s overtime policy.

Personnel Files 
Due to the importance of employee communications, the company requires up to date, and accurate information about its employees.  It is extremely important that you notify the office manager or human resources of any changes in: name and/or marital status, address and/or telephone number, eligible dependents and W-4 deductions and a person to contact in case of an emergency.  It is your responsibility to make sure the company has accurate information.  If an employee wishes to review the contents of their file, it may be arranged with human resources.

Promotions and Job Transfers
The company encourages employees to seek and assume higher-level positions for which they are qualified.  To assist employees, the company will generally publicize a job opening at the company to allow interested employees the opportunity to apply for it.  To apply, employees must be in their job for at least one year before applying for a change in position.  In addition, employees must have a good performance and attendance record in their existing position to be considered.  Every transfer and promotion is judged on an individual basis, depending on the needs of all departments involved.  The company reserves the right to always look outside the company to ensure a competitive selection process.  Your supervisor is a good sounding board for career aspirations.
Performance Management 

Successful companies are made up of highly productive employees.  To succeed, the company must attract and encourage high performing employees.  A performance management program is used to evaluate employees in a fair and equitable manner based upon demonstrated job performance, and in accordance with our equal employment opportunity policy.  Through this program employees will receive constructive work reviews designed to address performance and skill developmental needs and interests.  At each employee's anniversary date, the employee becomes eligible for consideration of a salary review.

Under established policy, employees will receive an annual performance review.  If an employee's job responsibilities change substantially at any time after the annual work review, however, another may be performed before the next annual review, after the new assignment has begun.  You are encouraged to have an open dialogue about your work experience and career development goals during this process.  
If employee performance needs improving, the company will implement a performance improvement plan for the individual with the goal of bringing the person up to established standard.  Failure to maintain adequate performance levels will result in discipline, up to and including discharge.
Pay Practices
The company offers a competitive total compensation package which consists of wages, insurance programs and other forms of benefits.  We believe our package compares favorably with other similar companies who compete for the people we do.  We review our practices regularly to ensure we remain competitive and make adjustments as appropriate.

Payday and Paychecks
Payday for employees is on ____________.  Overtime pay, if worked, is included with the non-exempt employee’s pay, and is also paid consistent with the above schedule.  It is the Company's policy that employee paychecks will only be given personally to that employee.  All other arrangements for mailing or pick-up must be made in advance and in writing with human resources.  Pay advances will not be approved.
If the normal payday falls on a Company-recognized holiday, paychecks will be distributed one workday prior to the aforementioned schedule.  

Employees may be paid through direct deposit of funds to either a savings or checking account at their bank of choice (providing the bank has direct deposit capability).  To activate direct deposit, a Direct Deposit Authorization form must be completed by the employee, along with either a voided personal check or deposit slip.  Due to bank rules, it may take several weeks for activation.

Overtime
Depending on Company work needs, employees will be required to work overtime when requested to do so.  Prior approval of a supervisor, however, is required before any non-exempt employee works overtime.  Employees working overtime without approval will be subject to disciplinary action.  Time records with overtime hours must contain the signature of your supervisor prior to submitting it to the Payroll Department.  Time records must be submitted by _____ a.m. on the [insert day] preceding payday in order for an employee's pay to be processed for payday.

Time Records
The attendance of all employees is recorded daily by each department and is submitted to the Human Resources Department weekly.  Employees are responsible for recording and calculating their own hours on a daily basis.  Each day, the employee’s start and finish time must be recorded on a time record.  The employee's supervisor must approve his/her hours worked at the end of each week.  Our attendance records are Company records, and care must be exercised in recording the hours worked, overtime hours, and absences.  Employees are not to clock or sign in or out for other employees.  Violations of this policy may result in appropriate disciplinary action, up to and including immediate discharge.

Once an employee signs in, he/she is expected to begin work immediately.  Failure to do so is considered falsification of timekeeping records.  If an employee forgets to sign in or out, he or she must notify his or her supervisor immediately.  Although exempt employees are not required to sign in or out, days used for vacation, sick, medical leave and personal days should be submitted to the office manager for proper recording and tracking.

Overpayments

In the unlikely event that an employee is erroneously paid too much, they will be responsible for repayment of funds to the company.  In such cases, the employee will have the option of a lump sum repayment or payment in installments, as agreeable to the company.

Lost or Destroyed Checks
If a paycheck is lost, stolen or destroyed, the employee should notify the company immediately, along with the general circumstances of the situation.  A stop payment may be placed on the check, however, a replacement check may not be issued for several days because of the tracing process.  A charge may be assessed to the employee depending on the circumstances.  Remember, directly depositing your funds electronically is the quickest and most efficient way to ensure receipt of your funds.

TIME OFF FROM WORK

Holidays

All full-time employees (including those in initial employment period) normally receive the following paid holidays each year:

New Year's Day



Good Friday

Memorial Day




Independence Day

Labor Day




Thanksgiving Day
Christmas Day

Additional floating holidays may also be provided, however due to variations in the calendar from year to year, an official holiday schedule will be posted each year.  At the end of each year, the company will try to post the schedule for the coming year on the employee Bulletin Board.  When a holiday falls on a weekend, it will be observed on either the preceding Friday or following Monday.  If an employee is required to work on a holiday, the employee will receive holiday pay in addition to regular wages.  The above schedule is subject to change, as required by business demands.

Vacation
Time away from work to relax and pursue special interests is important to everyone.  Vacation is provided to all full-time employees to provide time off from work, without loss of income.  The vacation year runs from anniversary date to anniversary date and eligibility is based on uninterrupted years of service.  Vacation time is paid based on an employee’s normal salary or hourly rate.

During a full time employee’s first year of employment, he/she may be provided with a prorated number of days of vacation, based on the employee’s position and start date.  The following table lists the number of vacation days available for certain lengths of service:

Years of Service

1
5
10
20


_____________________________________________


Vacation Days


10
15
20
25

Employees are encouraged to utilize all of their allotted vacation time during the year because, except in special circumstances, employees will not be permitted to carry vacation time not used into the following year.  In other words, vacation time is a “use it or lose it” benefit.  Where special business necessity requires an exception, prior approval must be given by your supervisor and a written agreement will be established for the use of unused vacation time.
Employees should make their vacation requests as far in advance as possible, but no later than 30 days before.  Based upon company needs, we will attempt to grant an employee the vacation dates he/she requests, although conflicts will be resolved in favor of business needs.  If an employee becomes sick during a scheduled vacation, he/she cannot change a vacation day to a sick day.  

Employees leaving due to voluntary resignation or dismissal will not be eligible to be paid for their unused vacation days except when the employee is resigning, two weeks notice is provided and the reason for termination is for other than misconduct.  

Personal Days
All full-time employees who have been employed for more than one calendar year are eligible for three paid personal days (24 hours) per year, to be used for doctor's visits, sickness, religious observance, moving, etc.  Personal days generally are not approved before an employee has been employed for at least three months.  They are to be used at the employee's convenience with his/her supervisor's advance approval.  Under no circumstances will payment in lieu of time off be given and personal days not taken when an employee terminates will be forfeited. 
Bereavement Leave
In the unfortunate event of a death in the immediate family, a leave of absence of up to 3 days with pay will be granted.  These days are to be taken consecutively, and must be used around the time of death or the funeral.  For this purpose, immediate family is defined as: Spouse, Child, Step-child, Parents (including in-laws), step-parents, Siblings, step-siblings, Grandparents and Grandchildren.  Employees should make their supervisor aware of their situation.  In turn, the supervisor should notify Human Resources of the reason and length of the employee's absence.

Upon returning to work, the employee must record his/her absence as a bereavement leave on his/her attendance record.  Proof of death and relationship to the deceased may be required.

Jury Duty
Jury duty leave will be granted to any full-time or part-time employee who has been summoned to serve.  An employee on jury duty is expected to report to work any day he/she is excused from jury duty.  Upon receipt of the notice to serve jury duty, the employee must immediately notify his/her supervisor and a copy of the notice should be attached to the employee's attendance record for attendance purposes.  Upon completion of service, the employee must submit a signed Certificate of Jury Service.
Military Leave
The company grants leaves of absence to an employee who is called into service as a member of the United States military.  An unpaid leave of absence is available for military service, training or related obligations according with applicable law.  Conditions for leave and reemployment steps are outlined by the USERRA federal law.  Questions concerning the events occurring during your leave of absence should be addressed to human resources.  Supporting documentation, and advance notice, will be requested from employees.
Family and Medical Leave Policy ("FMLA")

Certain circumstances may entitle an employee to take a family and/or medical leave of absence.  Very specific criteria apply and qualified leave time is unpaid, unless specifically provided under the company’s paid leave programs, or substituted for under other company programs.

The company’s Family and Medical Leave Act (FMLA) provides eligible employees with up to 12 workweeks of unpaid leave for certain family and medical reasons during a 12 month period.  During this leave, an eligible employee is entitled to continued group health plan coverage as if the employee had continued to work and at the conclusion of the leave, subject to some exceptions, an employee generally has a right to return to the same or to an equivalent position.

Who is Eligible?
To be eligible for FMLA leave, an employee must have been employed by the company for at least 12 months (does not need to be consecutive); for at least 1,250 hours during the 12 month period immediately preceding the commencement of the leave; and be working at a worksite with 50 or more employees, or where 50 or more employees are located within 75 miles of the worksite.

What Events Qualify for FMLA Leave?
FMLA leave may be taken for any one, or for a combination of, the following reasons:

· the birth of the employee's child or to care for the newborn child;

· the placement of a child with the employee for adoption or foster care or to care for the newly placed child;

· to care for the employee's spouse, child or parent (but not in-law) with a serious health condition; and/or

· the employee's own serious health condition that makes the employee unable to perform one or more of the essential functions of his or her job.

A "serious health condition" is an injury, illness, impairment, or physical or mental condition that involves inpatient care or out patient care which requires a schedule of continuing treatment by a health care provider.  A more detailed definition of "serious health condition" can be found in the Department of Labor's Certification of Health Care Provider Form (Form WH-380), used by employees to substantiate the need for leave.  An eligible employee is entitled to up to 12 workweeks of unpaid leave during a 12 month period for any FMLA qualifying reason(s).  The 12 month period is a rolling 12 month period measured backward from the date an employee uses any FMLA leave.

Leave to care for a newborn or for a newly placed child must conclude within 12 months after the birth or placement of the child.  If both parents are employed by the company, they are together entitled to a combined total of 12 workweeks of FMLA leave within the designated 12 month period for the birth, adoption or foster care placement of a child with the employees, for aftercare of the newborn or newly placed child, and to care for a parent (but not in-law) with a serious health condition.  Each spouse may be entitled to additional FMLA leave for other FMLA qualifying reasons (i.e., the difference between the leave taken individually for any of the above reasons and 12 workweeks, but not more than a total of 12 workweeks per person).

How is FMLA Leave Taken?

Leave may be taken all at once, or may be taken intermittently.  Intermittent leave is leave taken in separate blocks of time, usually mandated by a medical condition.  A reduced work schedule leave is a leave schedule that reduces an employee's usual number of hours per workweek or hours per workday.  If an employee takes leave intermittently or on a reduced work schedule basis, the employee must, when requested, attempt to schedule the leave so as not to unduly disrupt operations.  When an employee takes intermittent or reduced work schedule leave for foreseeable planned medical treatment, the company may temporarily transfer the employee to an alternative position with equivalent pay and benefits for which the employee is qualified and which better accommodates recurring periods of leave.

How much Notice Is Required?

An employee should request FMLA leave by completing the Employer's Request for Leave form and submitting it to their supervisor of the office manager.  When leave is foreseeable, the employee must provide at least 30 days advance notice, or such shorter notice as is practicable (i.e., within 1 or 2 business days of learning of the need for the leave).  When the timing of the leave is not foreseeable, the employee must provide notice as soon as practicable.  

What Documentation is Needed?

An employee is required to submit medical certification from a health care provider to support a request for FMLA leave for the employee's or a family member's serious health condition.  Medical certification forms are available from the office manager and must be completed in full by the appropriate health care provider.    

If the company questions the employee's initial certification, it may request the employee’s permission to contact his/her health care provider in an effort to clarify or authenticate the initial certification.  In addition, it may be necessary to obtain a second opinion by an independent health care provider at the company’s sole expense.  If the initial and second certifications differ, the company may, at its expense, require the employee to obtain a third, final and binding certification from a jointly selected health care provider.

During FMLA leave, the company may request that the employee provide re-certification of a serious health condition at intervals no more frequent that every 30 days.  In addition, during FMLA leave, the employee must provide periodic reports regarding the employee's status and intent to return to work.  The company requests at least 2 business days notice of the employee’s intent to return to work.  When the employee gives written notice that he/she will not return to work the employee will be considered to have voluntarily resigned.  Before the employee returns to work from FMLA leave, the employee may be required to submit a fitness for duty certification from the employee's health care provider.  FMLA leave or return to work may be delayed or denied if the appropriate documentation is not provided in a timely manner.  Also, a failure to provide requested documentation of the reason for an absence from work may lead to termination of employment.

FMLA leave is unpaid. 
If an employee has accrued paid leave (e.g., vacation, sick leave, personal leave), the employee must use any qualifying paid leave first.  "Qualifying paid leave" is leave that would otherwise be available to the employee for the purpose for which the FMLA leave is taken.  The remainder of the 12 workweeks of leave, if any, will be unpaid FMLA leave.  Any paid leave used for an FMLA qualifying reason will be charged against an employee's entitlement to FMLA leave.  This includes leave for disability or workers' compensation injury/illness, provided that the leave meets FMLA requirements.  The substitution of paid leave for unpaid leave does not extend the 12 workweek leave period.  

Designation of Leave

The company will designate the employee leave as quickly as possible and the employee will be notified of the designation.  Due to the circumstances, the company may preliminarily designate the employee's leave as FMLA leave, prior to receiving all medical certification information.  If the employee has not notified the company of the reason for the leave, and the employee desires that leave be counted as FMLA leave, the employee must notify human resources at [insert telephone number] within 2 business days of the employee's return to work that the leave was for an FMLA reason.

Insurance Continuation

During FMLA leave an employee is entitled to continued group health plan coverage under the same conditions as if the employee had continued to work.  To the extent that an employee's FMLA leave is paid, the employee's portion of health insurance premiums will be deducted from the employee's salary.  For the portion of FMLA leave that is unpaid, the employee's portion of health insurance premiums may be either: (1) paid at the same time as if made by payroll deduction; (2) paid on the same schedule as payments under COBRA; or (3) paid pursuant to a system voluntarily agreed to by the company and employee.  If the employee's payment of health insurance premiums is more than 30 days late, the company may discontinue health insurance coverage upon notice to the employee.

Returning from FMLA Leave

Upon return from FMLA leave, the company will place the employee in the same position the employee held before the leave or an equivalent position with equivalent pay, benefits and other employment terms.  An employee is entitled to reinstatement only if he/she would have continued to be employed had FMLA leave not been taken.  Thus, no reinstatement is required if a layoff or reduction in force eliminated the employee’s position.  The company reserves the right to deny reinstatement to salaried, eligible employees who are among the highest paid 10 percent of employees employed within 75 miles of the worksite ("key employees") if such denial is necessary to prevent substantial and grievous economic injury to the company’s operations.

If the employee does not return to work following the conclusion of FMLA leave, the employee will be considered to have voluntarily resigned.  The company may recover health insurance premiums that were paid on behalf of the employee during any unpaid FMLA leave except that the company’s share of such premiums may not be recovered if the employee fails to return to work because of the employee's or a family member's serious health condition or because of other circumstances beyond the employee's control.  In such cases, proof of the employee's or the family member's serious health condition will be required.

Personal Leave Without Pay
Not all leave situations will be covered by existing leave policies.  Should a situation arise that temporarily prevents an employee from working, he/she may request an unpaid personal leave of absence.  An employee must be employed for at least six months prior to the requested leave.  All requests for leave must be submitted in writing as far in advance as possible and it will be reviewed on a case-by-case basis by the employee's supervisor and the office manager.  The decision to approve or disapprove is based on the circumstances, the length of time requested, the employee's job performance and attendance and punctuality record, the reasons for the leave, the effect the employee's absence will have on the work in the department and the expectation that the employee will return to work when the leave expires.  Leaves of absence will not be considered until after vacation and paid personal time has been exhausted.

EMPLOYEE BENEFITS
General Disclaimer
The Company has an employee benefit programs designed to assist you and your eligible dependents in meeting your needs and to help save for retirement.  This Manual contains a very general description of the benefits to which you may be entitled as an employee.  Understand that this general explanation is not intended to, and does not provide you with all the details of these benefits.  This Manual does not change or otherwise interpret the terms of the official plan documents.  Your rights can be determined only by referring to the full text of the official plan documents, which are available for your examination.  To the extent that any of the information contained in this Manual is inconsistent with the official plan documents, the provisions of the official documents will govern in all cases.

The benefit plans described herein shall not be held or construed to create a promise of employment or future benefits, or a binding contract between the Company and its employees and their dependents, for benefits or for any other purpose.  All employees shall remain subject to “at will” employment, to the same extent as if these plans had not been put into effect.

Consistent with the past, the company reserves the right, in its sole and absolute discretion, to amend, modify or terminate, in whole or in part, any or all of the provisions of the benefit plans described herein, including any health benefits that may be extended to retirees and their dependents.  Further, the Company reserves the discretion to administer, apply and interpret the benefit plans described herein, and to decide all matters arising in connection with the operation or administration of such plans.  For more complete information regarding any of our benefit programs, please refer to the Summary Plan Descriptions, which will be provided to you.
Health Insurance
Currently, the company offers eligible regular full-time employees coverage options under several health plans.  Generally, you have up to 30 days from your employment date to make your medical plan election.  Once made, your election is generally fixed for the remainder of the plan year.  However, if you undergo a change in family status (as defined in the plan documents), mid year changes in coverage are permissible (i.e., you may change coverage from individual to family, add or delete dependents, or revoke coverage).  Questions about the health insurance options should be directed to human resources.
At the end of each calendar year, during open enrollment you are free to change your medical elections (including your choice of medical carriers) for the following calendar year, whether or not you have a change in family status.  The Company will coordinate the enrollment process and assist in making the desired arrangements.  A complete description of the plans is provided to each employee as Summary Plan Descriptions and appropriate supplements. 

Dental Insurance 
Currently, the company offers a dental plan for employees.  If you are a regular full time employee, then you are eligible for our Dental Plan.  The company pays a portion of the employee’s insurance premium and additional coverage may be purchased (including spouse or family coverage), with pre-tax payroll deductions.  Information is available from human resources.
401(k) Plan (or SIMPLE plan)
We recognize that saving for retirement is important for employees.  As a result, the company offers a voluntary pre-tax salary reduction plan in which regular full-time and regular part-time employees (scheduled for and working a minimum of 1000 hours annually), who are 21 years of age or older, may elect to participate following your hire date.  According to our plan, the "window" periods during which you may change the dollar amounts or the percentages of your contributions are around January 1st, March 1st, July 1st, and October 31st of each year.  Notices of these "window" periods and other information regarding the Plan are circulated to all employees periodically throughout the year.  Information regarding retirement planning and assistance with your retirement goals can be obtained from our plan provider.  Further details about the Plan may be obtained from human resources and the Plan documents.

Unemployment Insurance Benefits
Employees that lose their job through no fault of their own are eligible for unemployment benefits in the State of Florida.  The company has a posting on its employee bulletin board which outlines more information about the eligibility and benefits available.  Unemployment benefits are paid for by the company, not the State.  Employees that are terminated due to misconduct, or who voluntarily resign, are not eligible for unemployment benefits.
Workers’ Compensation Benefits
Consistent with state law, the Company maintains a workers' compensation policy to cover injuries and illnesses that happen to employees at work.  The company pays 100% of the premiums for this policy.  Although we are committed to a safe workplace, accidents happen.  If you are injured in a work-related accident, you must immediately notify your supervisor and human resources.  Our insurance carrier has established detailed steps to be followed after an injury.  Quick and effective medical treatment will require your cooperation.  If you need to see a doctor, you are to use the clinic posted on the employee bulletin board.  In case of an emergency, you should go to the nearest hospital emergency room for treatment, and then utilize the approved medical providers if additional treatment is necessary.
COBRA (Benefits Continuation)
The federal COBRA law gives employees, and their dependents, the right to continue health insurance coverage under the company’s plan when a “qualifying event” would normally result in the loss of coverage.  Common qualifying events include: termination of employment, reduction of hours, leave of absence, employee divorce etc….  Under COBRA, the employee and/or beneficiary pays the full cost of coverage at the company’s group rates.  When a qualifying event occurs, the company will provide information to the employee about their rights to elect this coverage.

EMPLOYMENT CONDITIONS
Attendance Policy
The company places great emphasis on good attendance.  Punctuality and dependability is critical to the success of employees and the company.  Frequent absence or tardiness places as extra burden on your co-workers.  Only when an employee is dependably on the job can the company carry out its responsibilities and meet the needs of its customers.  As such, employees are expected at work on all scheduled work days and during all scheduled work hours, and to report to work on time.  If an employee is unable to make it to work, he/she must notify their supervisor or the office manager as far in advance as possible, but not later than two hours before his/her scheduled starting time.  Excessive absenteeism and tardiness is subject to discipline, up to and including discharge. 

Unexcused absences from work without calling in or notifying your supervisor is considered a voluntary resignation.  The company maintains a detailed record of employee attendance and it will become part of the employee’s personnel record. 
Drug Testing

The company is determined to eliminate the use of illegal drugs, alcohol, and controlled substances at our work site.  Since substance abuse and illegal drug use are a serious problem in society, the company has established a drug testing program to improve job safety and productivity on all projects.  The policy is designed solely for the benefit of our employees to provide reasonable safety on the job and protection from individuals who may be under the influence at work.   To further our responsibility as a good corporate citizen in the community, we maintain a drug free workplace for our staff, the public and our customers.  More details concerning the company’s policy, and the testing procedures, please see human resources.
Employee Assistance Program
Employees are offered a voluntary and professional service that provides information, counseling, and referral services to all full-time and part-time employees and their dependents who may be experiencing personal stress in their lives.  This is part of the company’s ongoing commitment to each employee’s wellbeing and success.  Information about the EAP is available on the employee bulletin board.  
Personal Appearance

An employee’s appearance reflects on the company’s image to the public.  While we do not intend to create unnecessary dress codes, a standard of professionalism will be maintained.  All employees must maintain good personal hygiene and are expected to be clean and well groomed.  Clothing worn onsite must be in good taste and free of slogans or pictures that may be offensive to others.  Shorts, sleeveless shirts and shirts that expose the midriff are not permitted.  Specific footwear requirements may be required for safety reasons.  

Anti-Nepotism Policy
We hope employees have a satisfactory and rewarding experience at the company.  The company will consider hiring family members for employment, based on their qualifications and in positions that will not create a conflict of interest.  To avoid conflicts of interest and related concerns, immediate family will not be hired if their employment would: (1) create a supervisor/subordinate relationship with a family member; (2) have the potential for creating an adverse impact on work performance; or (3) create either an actual conflict of interest or the appearance of a conflict of interest.  Employees that become related following employment will be retained, provided no supervisor/subordinate relationship exists.  No promotions will be granted that create this type of relationship.  When a situation occurs, the employees will be given the option of deciding which employee will resign, or the company will make the discharge decision, based on business needs.
For the purpose of this policy, immediate family includes:  spouse, parent, child, sibling, in-law, aunt, uncle, niece, grandparent, grandchild, members of household.  This policy also applies to romantic relationships.
Romantic Relationships
Consenting "romantic" or sexual relationships between a supervisor/manager and an employee may at some point lead to unhappy complications and significant difficulties for all concerned, including the company.  As a result, these relationships may be contrary to the best interests of the Company.  
Accordingly, the Company strongly discourages such relationships and any conduct (such as dating between a supervisor/manager and an employee) that may reasonably be expected to lead to the formation of a conflict of interest. 
Violence in the Workplace
All employees deserve to be treated with respect, dignity and professionalism.  To fulfill this commitment, the Company has a zero tolerance for violent acts, or threats of violence.  Any instances of violence should be immediately reported to your supervisor.  All complaints will be thoroughly investigated, with appropriate actions taken by the company.  Violation of this policy will result in disciplinary action, up to and including immediate discharge. 
Solicitation and Distributions 

This company is intended to be a place of business related to the products we create and sell.  We are not a marketplace for various products, ideologies or personal services.  To facilitate a productive and efficient workplace, and to avoid having employees distracted during their work time, employees may not solicit any other employee during actual working time, nor may employees distribute literature in work areas, at any time.  Actual working time means the time during which an employee is required to perform work duties, but does not include the employee’s break time or meal time.  Under no circumstances may an employee disturb the work of others to solicit or distribute literature to them during their working time.  In addition, persons not employed by the company may not solicit our employees for any purposes while on Company premises.  
Bulletin Board

Bulletin boards are maintained by the company and are to be used only for posting or distributing material directly related to company business and announcements of a business nature which are equally applicable and of interest to employees.  All posted material must have authorization from the office manager.  Employees are expected to check these bulletin boards periodically for new and/or updated information.  Employees are not to remove material from the bulletin boards.

Email Policy
Every employee is responsible for using the electronic mail (E-mail) system properly and in accordance with this policy.  The email system is company property and it is provided to employees for use in conducting company business.  All communications and information transmitted by, received from, or stored in this system are company records and company property.
Due to these parameters, employees should have no expectation of personal privacy in any matter stored in, created, received, or sent over the email system.  As owner of the email system, the company reserves and may exercise the right to monitor, access, retrieve, and delete any matter stored in, created, received, or sent over the email system, for any reason and without the permission of any employee.  Although employees may use a password to access the email system, the confidentiality of any message stored in, created, received, or sent from the email system still cannot be assured.  Use of passwords or other security measures does not in any way diminish the right to access materials on its system, or create any privacy rights of employees in the messages and files on the system.  Any password used by employees must be revealed to company as normal business operations require access to email files in the event of an employee's absence.  Employees should be aware that deletion of any email messages or files will not truly eliminate the messages from the system.  All email messages are stored on a central back-up system in the normal course of data management.  

Despite the above situation, email messages should still be treated as confidential by other employees and accessed only by the intended recipient.  Employees are not authorized to retrieve or read any email messages that are not sent to them.  Any exception to this policy must receive the prior approval of management. 

Policies against discrimination, workplace violence and harassment apply fully to the use of the email system, and any violation of those policies is grounds for discipline up to and including discharge.  Therefore, no email messages should be created, sent, or received if they contain intimidating, hostile, or offensive material concerning race, color, religion, sex, age, national origin, disability or any other classification protected by law.  Likewise, the email system may not be used to solicit for religious or political causes, commercial enterprises, outside organizations, or other non-job related solicitations.

To protect the company, email must not be used to send (upload) or receive (download) trade secret, copyrighted materials, confidential or proprietary financial information, or similar materials without prior authorization from the management.  Users should routinely delete outdated or otherwise unnecessary emails and computer files in order to keep the system running smoothly and effectively.
Courteous and professional use of the email system is expected from all employees.  Emails are official company communications, and therefore users should write E-mails with no less care, judgment and responsibility than they would use for letters or internal memoranda written on our letterhead.  If you discover misuse of the email system should immediately contact your supervisor or human resources.  Violations of the internet or email policy may result in disciplinary action, up to and including discharge.  
Internet Usage

The internet offers employees with a valuable business application and resource.  Use of the Internet, however, must be tempered with common sense and good judgment.  Surfing the net for personal reasons during work is not permitted.  Users are cautioned that many of these pages include offensive, sexually explicit, and inappropriate material.  In general, it is difficult to avoid at least some contact with this material while using the Internet.  Even innocuous search requests may lead to sites with highly offensive content.  In addition, having an email address on the internet may lead to receipt of unsolicited email containing offensive content. 
The company has the right, but not the duty, to monitor any and all of the aspects of its computer system, including, but not limited to: monitoring internet sites visited by employees, monitoring chat groups, reviewing material downloaded or uploaded by internet users, and reviewing email sent and received by users.  The Company may use software to identify inappropriate or sexually explicit internet sites.  Such sites may be blocked from access by Company networks.  In the event you inadvertently encounter inappropriate or sexually explicit material while browsing on the internet, quickly disconnect from the site. 
The company’s equal employment opportunity policy and its policies against sexual or other harassment apply fully to the use of the internet and any violation of those policies is grounds for discipline up to and including discharge.  To conserve server memory, employees may not use the company's internet connection to download games or other entertainment software, including wallpaper and screen savers, or to play games over the internet.

To ensure security and to avoid the spread of viruses, employees accessing the internet through a computer attached to the network must do so through an approved internet firewall.  Accessing the Internet directly by modem is strictly prohibited unless the computer you are using is not connected to the company's network.  Files obtained from sources outside the company, including disks brought from home; files downloaded from the Internet; files attached to email; and files provided by customers or vendors may contain dangerous computer viruses that may damage the company's computer network.  Employees should never download files from the Internet, accept email attachments, or use disks from non-company sources, without first scanning the material with company-approved virus checking software.  If you suspect that a virus has been introduced into the company's network, notify your supervisor immediately.
Violations of this policy will be taken seriously and may result in disciplinary action, including discharge, civil and criminal liability.  Use of the internet with the company’s computer system constitutes consent by the user to all of the terms and conditions of this policy.
Return of Company Property
Employees will use a variety of valuable business information, property and equipment.  When the employment relationship terminates, the company requires that all items, including: documents, files, records, computer files, equipment, office supplies or similar materials, be returned promptly.  The employee must return to the Company all related information and property, including without limitation, documents, files, records, manuals, information stored on a personal computer or on a computer disc, supplies, and equipment or office supplies.  Violation of this policy is a serious offense and will result in appropriate disciplinary action, up to and including discharge.

Voice Mail
The company has invested in a voice mail system.  The employee is responsible for using the voice mail system properly and consistent with its business purpose.  All communications and information transmitted by, received from, or stored in this system are company records.  There is no right of personal privacy in any matter stored in, created, received, or sent over the voice mail system.  In its discretion, the company may exercise the right to monitor, access, retrieve, and delete any matter stored in, created, received, or sent over the voice mail system, for any reason without the permission of any employee and without notice.  The use of a password does not diminish the rights of the company, or create any privacy rights of employees in the messages and files on the system.  Passwords must be revealed, if requested.  Professional and courteous greetings must be used on all voice mail boxes.  
Use of Company Equipment
The company may provide certain supplies, uniforms, equipment, automobiles and materials necessary for you to perform your job.  These items are to be used solely for the company's purposes.  Proper care should be used by employees to ensure that company equipment and property is properly maintained, and returned in good shape.  Loss, damages or theft of company property should be reported at once, and will be the responsibility of the employee to compensate the company.  Negligence in the care and use of company property may be considered grounds for discipline, up to and including termination.

The company's telephone, postage, facsimile and copier machine is intended to be used for business purposes only, unless specific permission has been granted.  An employee may only use this equipment for non-business purposes in an emergency, and only with the permission of his or her supervisor.  At termination, the employee must return all company property in his or her possession or control.

Employee Searches
From time to time, the company may conduct internal investigations pertaining to security, theft or other work-related matters.  Employees are required to cooperate fully with and assist in these investigations if requested to do so.  Whenever necessary, in the company's discretion, work areas (i.e., desks, file cabinets, etc.) and personal belongings (i.e., brief cases, handbags, etc.) may be subject to a search without notice.  Employees are required to cooperate.  Out of respect for the employee, the company will seek to obtain an employee's consent before conducting a search of work areas or personal belongings; however, this is not always possible.  Employees bringing personal items to work understand and agree that the company is not responsible for any items that may be stolen, broken or otherwise damaged.
Smoking Policy
In order to comply with Florida’s indoor air quality regulations, the company prohibits smoking throughout its workplace.  An outdoor smoking area has been designated.  Smokers must maintain a clean, litter free area.  Any violation of this policy may result in appropriate disciplinary action, up to and including discharge.

Parking
Parking at the company is on a first come, first served basis.  Reserved spaces are for the disabled, visitors and company vehicles.  Please observe all posted traffic signs and park between the lines.  The company is not responsible for the contents of your vehicle, nor for the general condition of the parking facilities.

Good Housekeeping, Safety and Reporting Accidents
Every employee is responsible for safety at the company.  It is everyone’s job to keep their work area neat and clean, and to ensure that unsafe or hazardous conditions do not exist.  By keeping your area clean, we can all be proud of our workplace, and create a favorable impression on customers and other visitors.

Any accident or potentially unsafe condition must be corrected or reported to your supervisor immediately.  Horseplay and other similar actions are not permissible since many accidents occur as a result.  Employees are to follow all posted safety rules for their department.  If you are involved in an accident, or are injured, report the event immediately to your supervisor.  This report is generally put into writing so that it may be shared with our workers’ compensation carrier.  Your supervisor will have the accident report form, and can assist you in providing the necessary information.  Failure to accurately report injury information, or falsely reporting a workers’ compensation injury, may subject an employee to criminal prosecution for insurance fraud, as well as discipline, up to and including discharge.

Visitors
Visits to the company by friends and relatives are not encouraged and are not permitted in work areas.  If it is necessary for a friend or family member to speak to an employee during working hours, the individual should enter the front door and wait in the lobby.  For a variety of reasons including insurance, all visitors are restricted to the lobby.
LEAVING THE COMPANY
Resigning from the Company
When an employee decides to leave for any reason, his/her supervisor and human resources would like the opportunity to discuss the resignation before final action is taken.  To ensure a smooth transition, we request a written two-week advance notice period (bear in mind that vacation days or personal days may not be included in the two-week notice period).  The Company will only compensate employees for unused vacation when the employee works throughout the notice period, and is not terminated for misconduct.  Depending on business needs, the company may request that the employee leave prior to the end of the notice period, and the employee will be paid up to the date of separation.  

Work Rules and Conduct Standards
Employees are expected to conduct themselves using good judgment and ethical business practices.  The following are some examples of grounds for immediate dismissal of an employee:

· Breach of trust or dishonesty

· Conviction of a felony

· Willful violation of an established policy or rule

· Falsification of Company records, including all application documentation
· Gross negligence

· Insubordination

· Violation of the Anti-Harassment and/or Equal Employment Opportunity Policies

· Time card or sign-in falsifications
· Undue and unauthorized absence from duty during regularly scheduled work hours

· Deliberate non-performance of work or leaving job without permission
· Theft or unauthorized possession of, or the use of, property belonging to any co-worker, visitor, or customer
· Possession of dangerous weapons on the premises

· Unauthorized possession, use or copying of any company record

· Unauthorized posting or removal of notices from bulletin boards

· Excessive absenteeism or lateness.

· Marring, defacing or other wilful destruction of any supplies, equipment or property 

· Failure to call or directly contact your supervisor when you will be late or absent from work

· Fighting or serious breach of acceptable behavior

· Reporting to work under the influence of illegal drugs or alcohol, or other violation of the company’s drug and alcohol policy
· Disclosing company confidential information
· Violation of the conflict of interest or outside employment policy

· Gambling during work hours

· Leaving the work premises without authorization during work hours.

· Sleeping on duty

· Undesirable appearance or other dress code violation

· Discourteous treatment of customers or use of profanity or threatening language

· Failure to report an accident or injury

This list is intended to be representative of all the types of activities that may result in disciplinary action.  It is not exhaustive, and is not intended to be comprehensive and does not change the employment-at-will relationship between the employee and the company.

Progressive Discipline
All employees are expected to meet the company’s standards of work performance.  Work performance encompasses many factors, including attendance, punctuality, personal conduct, job proficiency and general compliance with the company's policies and procedures.  If an employee does not meet these standards, the company may, under appropriate circumstances, take corrective action, other than immediate dismissal.  Our progressive discipline program is intended to formally document problems and providing an employee with a reasonable time within which to improve performance.  The process is designed to encourage development by providing employees with guidance in areas that need improvement such as poor work performance, attendance problems, personal conduct, general compliance with the company's policies and procedures and/or other disciplinary problems.

In the normal course of events, the supervisor will normally discuss the problem and present a written warning to the employee.  This should clearly identify the problem and outline a course of corrective action within a specific time frame.  The employee should clearly understand both the corrective action and the consequence (i.e., termination) if the problem is not corrected or reoccurs.  The employee normally acknowledges the receipt of the warning, which includes any additional comments of their own.  A record of employee discipline will be placed in the employee file.  The company reserves the right to determine the appropriate disciplinary action given all the related circumstances. 
Final Paycheck
Employees leaving the company must return office keys, corporate credit cards, etc., before their final paycheck can be issued.  This final paycheck will be mailed during the next normal pay period.  If there are unpaid obligations to the company, the final paycheck will reflect the appropriate deductions, consistent with agreements made by the employee and the mandates of state law. 
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