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Introduction 

This Employee Handbook has been prepared to inform and familiarize our employees with the basic personnel policies, practices, and procedures of __________company name__________. These policies, practices and procedures are the guiding principles by which we operate and are designed to provide you, the employee, with the basic information regarding the benefits and responsibilities associated with your employment. 

While our policies, practices and procedures have been established for the benefit of __________company name__________ and our employees, they are not completely rigid and, where the situation arises which justifies the consideration of a change in policy, such situation should be brought to the attention of your supervisor. __________company name__________ strives to fairly administer and enforce these policies and all employees are expected to abide by and follow them. 

Each employee will be issued a copy of this Employee Handbook that remains __________company name__________ property. Upon separation from employment, the employee must return the Employee Handbook to his/her supervisor. 

Nature of Employment 

Our company policies are intended to give our employees a general description of the benefits and responsibilities associated with their employment by __________company name__________. They contain information that is intended to ensure the smooth operation of __________company name__________ and contribute to your well being as an employee here. As necessary, we may delete, amend, or modify these policies. Changes in policy will be communicated to employees through periodic updates. There may also be other __________company name__________ practices that all employees should be familiar with which are not covered in these guidelines. These will be communicated to you also. 

No company policy should be construed as an employment contract or an agreement for employment for any specified period of time. 

If there is a conflict between the information contained herein and a collective bargaining agreement or individual employment agreement, the specific agreements will govern. 

Equal Employment Opportunity 

__________company name__________ is committed to the principles of equal employment opportunity. It is therefore the policy of __________company name__________, in accordance with applicable federal, state and local laws, not to discriminate against any applicant for employment, any employee, or to tolerate harassment of our employees because of age, color, disability, gender/sex, mental condition, national origin or ancestry, physical condition, pregnancy, race, religion, union activity or non-activity, veteran status or any other characteristic protected by state or federal law unrelated in nature and extent to an individual's ability to perform a job. Job applicants and present employees are evaluated solely on the basis of their ability, experience and job performance. 

It is the policy of __________company name__________ to offer equal employment opportunities to all qualified individuals with a disability, or those perceived to be disabled, in regard to job application procedures, hiring, advancement, compensation, training and other terms, conditions, and privileges of employment. Further, __________company name__________ will make reasonable accommodations which effectively enable qualified individuals with a disability to apply for, gain, or retain employment with __________company name__________, and to enjoy the benefits of employment enjoyed by non-disabled job applicants and employees. 

If you believe that you are the victim of unlawful discrimination or harassment, or that your work is being unreasonably interfered with by such conduct, you are required to immediately report the conduct to your supervisor or to the __________job title__________. 

No Harassment Policy 

All “harassing conduct” is prohibited regardless of whether it is committed by an employee’s supervisor, coworker or by a non-employee. “Harassing conduct” is offensive behavior which is motivated by the individual’s attitudes and/or impermissible stereotypes about certain groups of people, i.e. women, racial groups, religious groups, older people, disabled individuals, or any other group protected by Federal, State or applicable Local law. There are two types of such conduct: (1) tangible employment action discrimination, which can only be committed by an employee’s supervisor(s) and (2) hostile environment harassment, which can be committed by supervisors, coworkers and even non-employees.

A tangible employment action is an employment-related decision made by a supervisor which results in a significant change in a worker’s employment status, such as: hiring and firing; promotion or failure to promote; demotion; etc. If such an action is based upon an employee’s sex, race, religion, age, disability, or any other characteristic protected by Federal, State or applicable Local law, it would constitute tangible employment action discrimination. 

Hostile work environment harassment involves unwelcome conduct which has the purpose or effect of interfering with an employee’s work performance or creating an intimidating, hostile, or offensive working environment. The following are some illustrative examples of “harassing conduct” which could result in hostile work environment harassment: (1) sexual flirtations, touching, advances, or propositions; (2) threats and hostile comments regarding an individual’s or groups’ sex, age, race, disability, or any other characteristic protected by Federal, State or applicable Local law, including lewd comments, jokes or references; (3) the display in the workplace of demeaning, insulting, intimidating, or sexually suggestive objects, pictures, or photographs; and (4) demeaning, insulting, intimidating, or sexually suggestive written, recorded, or electronically transmitted messages. 

__________company name__________ prohibits any retaliatory behavior directed against complainants, victims, witnesses, and/or any other individuals who participate in the investigation of a complaint of workplace harassment. 

__________company name__________ employees are strongly encouraged to report even isolated incidents of harassing behavior.  We will take appropriate actions to promptly stop all such conduct.  If the employee believes that reporting the incident to his or her supervisor would be inappropriate, the employee should instead contact the __________job title__________.  Any supervisor who receives a complaint about harassing conduct is to report it to __________job title__________ as soon as possible. 


To the extent possible, within legal constraints, all complaints will be treated as confidentially and privately as possible. However, disclosure may be necessary to complete a thorough investigation of the charges, and any disclosure will be provided on a “need to know” basis. The investigator will not be a subordinate of the alleged harasser. __________company name__________ will take immediate and appropriate corrective action, including employee discipline, whenever it determines that harassing conduct has occurred in violation of this policy. The measures will be designed to stop the harassment, correct its effects on the victim, and to prevent the harassment from recurring. Employees who have been found to have engaged in harassing conduct will be subject to discipline, up to and including discharge.

Orientation Period 

All new __________company name__________ employees work under an initial orientation period of __________number of days__________ actual workdays. Employees have the opportunity to showcase job abilities, and their supervisors have the opportunity to become fully acquainted with the newest member of the __________company name__________ team. 

During this time, special attention will be paid to enhancing job familiarity and work procedures. Employees are informed of any work-related issues at the end of the orientation period and are given the opportunity to provide their own input with regard to the job and/or work environment to which he or she was assigned. 

New employees are eligible only for those benefits that are required by law (e.g., Workers' Compensation Insurance, Short-Term Disability Insurance, Social Security, etc.). New employees will not be eligible for other voluntary benefits provided by __________company name__________ to full-time regular employees during this period. 

If, at the end of the orientation period, your job performance is deemed to be unsatisfactory or in need of significant improvement, a second orientation period may be applied or you may be terminated. 

After successful completion of the final orientation period, eligible employees may earn those benefits available to employees of your classification (e.g., full-time, part-time, etc.), subject to the terms and conditions of each benefit program. Employees should read the information for each specific benefit program for details on eligibility and other requirements. Be sure to ask your supervisor if you have any questions as to how to obtain this information. 

Employment Categories 

Each __________company name__________ employee is designated as either "NON-EXEMPT" or "EXEMPT" from Federal and State Wage and Hour laws. Non-exempt employees are entitled to overtime pay under the specific provisions of federal and state laws. Exempt employees are excluded from specific provisions of Federal and State Wage and Hour laws. 

In addition to the above categories, each employee will belong to one other employment category: 

Full-time employees are those who are not in a temporary status and who are regularly scheduled to work a full-time schedule of __________number of hours__________ hours per week. Generally, these employees are eligible for our company’s benefit package, subject to the terms, conditions, and limitations of each benefit program. 

Part-time employees are those who are not assigned to a temporary status and who are regularly scheduled to work less than __________number of hours__________ hours per week. They receive all legally mandated benefits (e.g.: Workers' Compensation Insurance, Short-Term Disability Insurance, Social Security, etc.) and may be eligible for other benefits subject to the terms, conditions, and limitations of each benefit program. 

Temporary employees are those who are not assigned to a regular status, but are scheduled to work for a period of time. While they do receive all legally mandated benefits (e.g.: Workers' Compensation Insurance, Short-Term Disability Insurance, Social Security. etc.), they are generally ineligible for other benefit programs. 

Work Time Recording 

Accurately recording time worked is the responsibility of non-exempt staff members. Federal and State laws require __________company name__________ to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties. 

Employees must accurately record the time they begin and end their work, as well as the beginning and ending time of each meal or any break period on a time card. 

If corrections or modifications need to be made to the payroll card, your supervisor must verify the accuracy of all changes by signing the card immediately next to where the change(s) has been made. 

Exempt employees will be informed of their timekeeping requirements as well. 

Altering, falsifying, tampering with time records, or recording time on another employee's time record is a serious rule violation and may result in disciplinary action, up to and including termination of employment. 

Hours of Work and Overtime 

Employee schedules will be determined at the time of hiring. We operate with __________number of work-shifts__________ shift(s). Typically, shift(s) begin and end at the following time(s): 
__________description of work shifts__________ 

From time to time, our operating requirements may require employees to work hours for which they are not regularly scheduled and overtime hours. When possible, advance notification of these mandatory assignments will be provided. Employees may not work overtime without their supervisor’s prior authorization. 

Overtime compensation is paid to all non-exempt employees in accordance with federal and state wage and hour laws. Overtime compensation is based on an employee’s regular work-week and is calculated based on actual hours worked. 

Non-exempt employees will be paid one and one-half times their regular wage rate for each hour actually worked in excess of __________number of hours__________ per week, depending on their regular schedule. 

Time off for holidays, illnesses, vacation leave, or any leave of absence will not be considered hours worked for purposes of performing overtime calculations. 

Failure to work scheduled overtime or overtime worked without prior authorization from your supervisor may result in non-payment of overtime, and/or disciplinary action, up to and including possible termination of employment. 

Pay Periods and Policies 

Our payroll period begins on __________day of week and length of pay period__________ . Time cards/reports are due on the last working day of each payroll period. Paychecks are distributed each __________day of week__________, without exception. If we are closed on that day, paychecks will be distributed on the following regular workday. 

Payroll deductions are available for tax withholdings, voluntary benefit programs, and other circumstances. You will be required to sign authorization forms requesting __________company name__________ to make certain payroll deductions at your request. 

Salary and Wage Increases 

__________company name__________ believes that the working conditions, wages, and benefits it offers to its employees are more than competitive with those offered by other employers in this area and in our field of work. Many factors go into determining salary and wage increases, including the performance of job functions, length of employment, contribution of new ideas, ability to interact effectively with clients and co-workers and the general business conditions of __________company name__________. 

Employees will be considered for wage increases __________frequency of wage increases__________. Consideration for a wage increase does not, however, guarantee that an increase will be given. If employees have concerns about work conditions or compensation, they are strongly encouraged to voice these openly and directly with their supervisor. 

If this policy conflicts with existing collective bargaining agreements or individual employment agreements, the specific agreements will govern. 

Benefits of Employment 

As is the case with any organization, work at __________company name__________ is a balance of the benefits and responsibilities of employment. We are proud of our benefit plan and its structure. The sections below briefly outline the nature and scope of your employee benefits. Our Employee Handbook is only intended to provide basic information with regard to your benefits, and certain limitations apply to all of the benefits outlined in this Employee Handbook. Benefit eligibility is dependent upon a variety of factors, including employee classification. All of the plans are subject to change by __________company name__________. [Summary plan descriptions are provided to employees regularly, and full benefit plan documents are available to employees on request at any time. The actual plan documents control all benefit issues.] We want you to fully understand your benefit package and encourage you to contact your supervisor or other Company officials if you have any questions or if you would like further information. Currently, the following benefit programs are available to eligible employees: 


__________describe benefits__________ 

Mandated Benefits 

Workers' Compensation Insurance 

While working for __________company name__________, all employees are covered by Workers' Compensation Insurance. This insurance coverage provides income and other benefits to any employee who may be injured on the job. It is essential that you promptly report to your supervisor any injury, no matter how minor it may appear at the time. All appropriate medical bills relative to the injury will be paid and the employee will be partially reimbursed by the insurance company for wages after seven days of employment have been missed. Bulletins are posted for your information. 

Unemployment Insurance 

All employees are also covered by Unemployment Insurance. Generally, employees who quit or are terminated are not eligible for these insurance benefits. 

Social Security 

Every payday, a percentage of your gross income is withheld and paid to the Social Security Administration. At the same time, __________company name__________ pays an equal amount in your name. As a result of these joint contributions, you are entitled to disability benefits if you are permanently disabled before age sixty-five (65), a lump-sum payment in the event of your death, certain family benefits, and a monthly income and Medicare benefits when you retire. The Company has information on the current provisions of the Social Security program. 

Vacations 

The following category(ies) of employees are eligible for vacation with pay: 


__________full time?__________
__________part time?__________
__________temporary employees?__________
__________new employees?__________

Employees accrue vacation as follows: 


__________describe vacation accrual__________ 

Requests for vacations must be submitted to your supervisor at least __________number of weeks__________ in advance. Multiple employees within the same work area or department may not schedule vacations simultaneously. Priority for vacation time will be given to the employee(s) with the earliest requests. While every effort will be made to accommodate each employee’s request, vacation requests may occasionally be denied based on our organization’s needs. 

Vacation time will not carry over from year to year, nor will payment be made in lieu of vacation time actually taken. 

Holidays and Holiday Pay 

Employees will be provided with an annual holiday schedule at the beginning of each calendar year. 


The schedule will indicate the days on which we will be closed. Typically, we are closed on the following days: 

__________list holidays__________

If a holiday falls on a Saturday or Sunday, other arrangements may be made by __________company name__________. You will be notified of these arrangements, if any. 

The following categories of employees are eligible for holiday pay: 

__________full time?__________
__________part time?__________
__________temporary employees?__________
__________new employees?__________

These employees will receive holiday pay only if they worked their last scheduled workday before and the first scheduled workday after the holiday. Only an authorized __________company name__________ official can grant time off on the day preceding the holiday and the day following so that the employee will still qualify for holiday pay. If a holiday falls during an employee's vacation, the holiday will be treated as a regular vacation day. In other words, the employee will receive his/her regular vacation pay for that day and will not receive any additional holiday pay or an additional vacation day. 

Family and Medical Leave Policy 
__________company name__________ employees who have been employed for one (1) year or more (with at least 1,250 hours worked during the past year) are eligible to take up to twelve (12) weeks of unpaid, job-protected leave for one or more of the following reasons: 

1. The birth of the employee's child; 

2. The placement of a child with the employee for adoption or foster care; 

3. To care for the employee's spouse, child or parent who has a serious health condition. 

4. A serious health condition rendering the employee unable to perform his/her job. 

Eligible employees may also take FMLA leave for the following purposes:

· Qualifying exigency:  Eligible employees may take up to 12 weeks of FMLA leave in a 12-month period because of any qualifying exigency arising out of the fact that the spouse, or a son, daughter, or parent of the employee is on active duty (or has been notified of an impending call or order to active duty) in the armed forces in support of a contingency operation.  Employees requesting this type of FMLA leave will need to complete a Certification of Qualifying Exigency for Military Leave form developed by the United States Department of Labor, which will be provided to you.

· Servicemember caregiver:   Eligible employees may take a total of up to 26 workweeks of leave during any single 12-month period if the employee is the spouse, son, daughter, parent, or next of kin caring for a military servicemember recovering from an injury or illness suffered while on active duty in the armed forces. 

FMLA-qualifying leave may be provided for up to 12 or 26 weeks during a rolling year looking backward. In other words, an employee’s FMLA leave entitlement will be determined by looking back over the 12 months immediately prior to the date the leave is scheduled to commence. If the employee has not used all of his/her FMLA leave during that previous 12-month period (and the requested leave is FMLA-qualifying), the employee would be eligible to take whatever amount of FMLA leave was still unused during that period. For example, if an employee used 4 weeks of FMLA-qualifying leave 6 months prior to the commencement of a second FMLA-qualifying leave, the employee would only have 8 or 24 weeks of FMLA leave remaining for that rolling year. 

When an employee is not receiving either Workers’ Compensation or Disability benefits during an FMLA leave, he/she must use available paid vacation as part of the 12-week leave period. Once paid leave is used up, the remainder of the 12 weeks of leave is unpaid. 

Leave may be taken intermittently or on a reduced schedule when medically necessary for any of the FMLA-qualifying reasons listed above. However, the employee must request intermittent leave in writing and __________company name__________ will review the request and determine whether it will be granted. 

Any employee requesting FMLA leave is required to provide advance leave notice and medical certification. Notice should be provided to the __________job title__________ and the employee’s supervisor. Approval of leave may be denied if the FMLA requirements are not met. The employee ordinarily must provide 30 days advance notice when the leave is foreseeable. If an employee fails to provide the required 30 days’ notice for foreseeable leave, __________company name__________ may deny the leave until at least 30 days after the request. If the leave is unforeseeable, notice must be given as soon as possible. 

The employee may be required to provide medical or military-related certification to support a request for leave due to the employee's or his/her family member's serious health condition and/or military-related leaves and may be required to have second or third medical opinions (at __________company name__________’s expense). __________company name__________ may request periodic updates during the leave regarding your status as allowed by law. 

The employee must provide a fitness-for-duty certification from a physician for reinstatement. __________company name__________ may deny reinstatement until the employee submits this required certification. 

The employee will not lose any previously accrued benefits or seniority, if any. However, benefits such as vacation time and sick leave do not accrue during the leave. 

The employee will be required to forward to __________company name__________ any co-payment for his/her portion of benefit premiums (e.g., health insurance premiums) on a monthly basis. If the employee fails to return to work after the period of leave expires, __________company name__________ may recover the premiums it paid on the employee's behalf during the leave period. 

__________company name__________ will restore the employee to his/her original or equivalent position with the same rate of pay and benefits, subject to statutory exceptions. Performance reviews or salary consideration that would have occurred during the leave will occur upon return to work. 

There will be no retroactive pay increases. Increases, if any, will be effective after the date of return. For absences of 30 days or more, __________company name__________ may elect to defer an evaluation for an amount of time equivalent to that of the absence. 

Bereavement Leave 

Full-time and part-time employees may be granted up to __________number of days__________ days of paid leave for the death of an immediate family member for purposes of making funeral arrangements and/or attendance at the funeral. All such leaves are granted at __________company name__________'s sole discretion. Members of the immediate family include spouse, son, daughter, mother, father, sister, brother, mother-in-law, father-in-law, daughter-in-law, son-in-law, and employee’s grandchild or grandparents. Part-time employees granted such leave will receive bereavement pay in proportion to the number of hours they are normally scheduled to work. 

Military Leave 

If you are a member of a military reserve group, such as the National Guard, or another branch of the U.S. Armed Forces, and are required to be absent from work to participate in training activities, temporary emergency duty, or are called to active duty, a leave will be available to you. Under many circumstances, you will have a right to reemployment if you had been released under honorable conditions and you previously provided us with advance notification of your leave. __________company name__________ will follow the requirements of federal and state law in this regard.

Voting
__________company name__________ encourages employees to participate in elections. Generally, employees are able to find time to vote either before or after their regular work schedule. If an employee is unable to vote during their nonworking hours, __________company name__________ will grant up to 3 hours of paid time off for that purpose.

Employees should request time off to vote from their supervisor at least two working days prior to the Election Day. Advance notice is required so that we can make the necessary scheduling arrangements.  Employees must submit a voter's receipt on the first working day following the election to qualify for paid time off.

Performance Standards 

All of us have a responsibility to effectively perform our jobs in an efficient and courteous manner. The success of our Company is dependent on each individual successfully performing in his or her position. It is the well-established policy of __________company name__________ that any conduct which, in its view, interferes with or adversely affects our high standards of customer service is sufficient grounds for disciplinary action ranging from warnings to immediate discharge. 

It is our hope that it will seldom be necessary to discharge an employee for violation of rules and procedures or unacceptable performance. It is our goal in this regard to offer constructive criticism with courtesy and discretion. Depending upon how we view the severity of the conduct, disciplinary steps may be enforced by any or all of the following methods: verbal warnings, written warnings, suspensions or immediate discharge. 

To ensure orderly operations and provide the best possible work environment, __________company name__________ expects employees to follow rules of conduct that will protect the interests and safety of all employees and the organization. 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment. These rule Statements are included in the body of this Handbook. The Statements below are included for illustrative purposes, and are not meant to be all inclusive: 

1. 
Stealing, damaging, or removing any kind of __________company name__________ property from the premises without authorization. 

2. 
The possession of weapons on or in Company property is strictly prohibited. 

3. 
The use or possession of intoxicants or drugs on Company property is prohibited. If, in the judgment of the department supervisor, an employee reporting for duty is under the influence of intoxicants or drugs, he/she may be referred for a drug screen and/or be sent home pending an investigation and will be subject to discharge. 

4. 
Each employee must record his/her own time, and never that of another employee. All employees, including office personnel, are expected to be punctual in arriving at __________company name__________ and in being ready to begin work at their scheduled starting time. 

5. 
Dishonesty, including theft (directed at the Company or another employee), falsification of Company records, altering time cards, recording another employee's time, or misuse of telephones, couriers, etc., office equipment, computers or internet for personal use is sufficient cause for immediate discharge. 

6. 
Machines or equipment are to be operated only upon authorization from the supervisor responsible for the equipment.

7. 
Unsatisfactory work is sufficient cause for discharge. 

8. 
During working hours, employees shall not spend unreasonable periods of time in the washrooms, vending machine areas or in conversing with other employees. 

9. 
Safety is everyone's responsibility. Safety rules must be followed in all departments, including the wearing of protective equipment in those areas designated. All injuries -- no matter how slight -- must be reported to the employee's supervisor at once. Failure to comply may result in disciplinary action up to and including possible discharge. 

10. 
Absenteeism and lateness disrupt work, hamper production, and hurt your fellow employees. If you cannot report for work, telephone your supervisor as soon as possible. Unreported absences, continued absenteeism or tardiness may result in disciplinary action and possible discharge. 

11. 
No Company property may be removed from the premises without approval of the department supervisor. This includes equipment and tools on loan. Defacing or damaging Company property is prohibited. 

12. 
Horseplay, fighting, threatening or attempting bodily injury will not be tolerated upon the premises at any time and will result in disciplinary action and/or possible discharge. 

13. 
Insubordination, including insulting, abusive or threatening actions or language toward a supervisor or a properly designated representative of Management or another employee, will be sufficient cause for disciplinary action and possible discharge. 

14. 
Employees should familiarize themselves with the notices posted on all entrances and exits. Only authorized entrances and exits are to be used except in case of an emergency. 

15. 
Leaving work early without approval will be sufficient cause for disciplinary action and/or possible discharge. 

16. 
Use of work time to conduct personal business will not be tolerated upon the premises at any time and will result in disciplinary action and/or possible discharge. 

17. 
Immoral conduct will not be tolerated upon the premises at any time and will result in disciplinary action and/or possible discharge. 

18. 
Conduct at work which is prejudicial to the operating order or reputation of __________company name__________ (e.g., gambling) will not be tolerated upon the premises at any time and will result in disciplinary action and/or possible discharge. 

19. 
Company phones are meant for Company business. Incoming personal calls are discouraged unless for emergencies. Such calls should not be placed during working hours unless supervisory permission is given. 

20. 
Bulletin boards are maintained for internal company communication only; you should check them daily as they might contain notices which will be of interest to you. Notices are to be posted or removed only with approval of the Human Resources Department. (For further information regarding this topic, see Solicitation and Distribution Rule below). 

21. 
Sexual or other unlawful or unwelcome harassment as described in the Company's No Harassment Policy is sufficient cause for immediate discharge. 

Substance Abuse Policy 

It is the policy of __________company name__________ to maintain a safe work environment conducive to effective business operations. We strive to keep personnel and operating practices consistent with appropriate standards of health and safety. A safe work environment necessarily includes a drug-free environment wherein employees of our facilities are free from the influence of drugs or alcohol during the course of their employment. We strive to meet this goal in the following manner: 

1. 
All employees are forbidden to use or possess alcohol or illegal drugs anywhere on __________company name__________’s premises. Employees are also forbidden to engage in any sale or other transaction involving illegal drugs on __________company name__________’s premises. Violators will be immediately subject to discipline, up to and including discharge. Additionally, employees who are under the influence of alcohol or drugs while on the job will be subject to discipline up to and including discharge. 

2. 
__________company name__________ retains the right to search lockers, desks, and other containers which are the property of __________company name__________ at any time. 

3. 
Any sale or possession of illegal drugs during the workday or at any time on __________company name__________’s premises will be treated as gross misconduct, punishable by immediate discharge for the first offense. 

4. 
An employee may be required to undergo appropriate test(s) to determine whether he/she is or was under the influence of alcohol or drugs after a work-related accident or when __________company name__________ has reason to believe that he/she is impaired while on the job or as required by law and/or regulations. An employee who unjustifiably fails to submit to a required testing will be subject to discipline, up to and including discharge. 

Job Performance Reviews 

It is __________company name__________’s normal practice to informally review job performance and to encourage specific skill improvements. Therefore, all new employees are generally reviewed by their supervisor prior to the completion of their orientation periods. This process is very important to each employee. It is a way to determine what is expected of the employee, to measure how well the employee is doing in general, and to measure the employee's final results. 

All employees will be reviewed periodically. At this time, employees will have the opportunity to comment on and discuss their review with their supervisor. 

Attendance Guidelines 

Good attendance and punctuality are vital for efficient client service and effective operation of __________company name__________. An employee who is unable to come to work or will be late for their shift or in returning from a break or meal period for any reason, including medical reasons, must personally speak to their supervisor as soon as possible prior to the employee’s normal starting time. Employees are not paid for any time not worked unless the time is subject to an approved leave plan as detailed elsewhere herein. Numerous absences or lateness for any reason or failure to promptly notify the supervisor can lead to disciplinary action, including dismissal. If you remain absent for a period of three (3) working days without notification to __________company name__________, your employment may be considered automatically terminated. 

Standards of Cleanliness and Dress 

Because employees working in the front office are the first to meet and greet clients it is imperative that they appear clean and well-groomed and that they present themselves in a professional manner. 

Wrinkled, stained or damaged clothing is not acceptable. All employees are responsible for the cleanliness of their clothing. 

If an employee’s standard of cleanliness or dress is not acceptable, the employee will be asked to leave until suitably cleaned or dressed. Lost work time due to unacceptable cleanliness or dress will be without pay. 

Promotion, Advancement and Department Transfer 

It is __________company name__________’s policy and preference to promote employees from within our ranks to fill vacant positions where we feel in our discretion that this is possible. In accordance with this policy, every possible effort will be made to train employees from within __________company name__________ to assume new job responsibilities. Selection for promotion will be based on numerous factors, including such things as seniority, ability, training skill, efficiency, willingness to learn, dependability, character and honesty. 

Code of Business Ethics 

It is the policy of __________company name__________ to strive to achieve the highest possible standard of business and personal ethics. To that end, __________company name__________ observes and complies with all laws, rules, and regulations of federal, state and local government. In addition, employees are required to avoid any activities which involve or would lead to involvement of __________company name__________ in any unlawful practices and to disclose to their supervisor or the __________job title__________ any conduct that comes to their attention which violates these rules and principles. Accordingly, employees should acquaint themselves with the legal standards that apply to their duties. 

__________company name__________ also expects employees to observe the highest standard of business and personal ethics, and to be honest and sincere in their dealings with government officials, the public, customers, vendors, and fellow employees. With regard to vendors, this means that employees should not at any time accept event tickets, special considerations, or other gifts from the vendors with which we do business. 

Employees are to avoid any relationship with persons, firms, or other corporations with whom __________company name__________ transacts, or is likely to transact, business which may involve the employee in a conflict of interest. Further, the absence of a specific policy concerning a given situation does not relieve an employee from the responsibility to exercise the highest standards consistent with this policy in those situations. If you have any questions concerning appropriate conduct in this area - ask first. 

Confidentiality 

Employees authorized to have access to confidential information are responsible for its security and may be required to sign special non-disclosure agreements. Employees are prohibited from attempting to obtain confidential information for which they have not received access authorization. Employees violating this policy will be subject to discipline, up to and including termination, and may be subject to legal action. 

In addition, all employees have a responsibility to avoid unnecessary disclosure of non-confidential and internal information about __________company name__________, its clients, suppliers, etc. This responsibility is not intended to impede normal business communications and relationships, but is intended to alert employees to their obligation to use discretion to safeguard internal __________company name__________ affairs. 

Health and Safety 

The health and safety of its employees is of the utmost concern to __________company name__________. Accordingly, you should never undertake your job duties in an unsafe or unprotected manner. 

You have a responsibility, not only for your safety, but also for the safety of your family, fellow workers and employer. In the performance of your duties, you are expected to observe safe practice rules, as well as all instructions relating to the efficient performance of work tasks. All employees should: 

1. 
Know where the fire extinguishers are located and know how to use them. 

2. 
Know where First Aid supply kits are located and their contents. Please notify your supervisor if kit supplies are running low. 

3. 
Wear clothes suitable for the job. 

4. 
Wear protective safety glasses provided by __________company name__________ whenever engaging in laboratory or clinical procedures where infectious or hazardous materials may become airborne. 

5. 
Learn to lift the correct way. Bend knees, keep back erect, get help for heavy loads. NEVER LIFT HEAVY EQUIPMENT OR MATERIALS ALONE! 
Ask another staff member to assist. 

6. 
Keep guards and protective devices on equipment in place at all times. 

7. 
Use __________company name__________ equipment only for its intended purpose. Do not use broken or damaged equipment. 

8.
 Do not handle or operate equipment which does not come within your authority without permission and instructions. 

9. 
Bring all defective drugs, equipment, instruments, machinery or other materials to the attention of your supervisor. Make sure they do not remain in use. 

10. 
No scuffling or horseplay on the job. 

11. 
Do not run within the work area. 

12. 
Practice good housekeeping. Keep work area clean and free from hazards. 

13. 
Do not allow raw material, finished goods or trash to be in aisles or stairways. 

We comply with safety regulations established by OSHA including, but not limited to, use of a written hazard communication plan, protective wear, annual safety training sessions and emergency plans of action. Other safety-related policies may be communicated to employees separately, and must be observed in addition to the general guidelines set forth above. Please contact your supervisor or the President if you have any questions regarding __________company name__________ safety procedures. 

Life-Threatening Illnesses in the Workplace 

Employees with life-threatening illnesses, such as cancer, heart disease, and AIDS, often wish to continue their normal pursuits, including work, to the extent allowed by their condition. __________company name__________ supports these endeavors as long as employees are able to meet acceptable performance standards, and do not place other employees at risk as defined by legal standards. 

Medical information on individual employees is treated confidentially. __________company name__________ will take reasonable precautions to protect such information from inappropriate disclosure. Your supervisor and other employees have a responsibility to respect and maintain the confidentiality of employee medical information. Anyone inappropriately disclosing such information is subject to disciplinary action, up to and including termination of employment. 

Employees with questions or concerns about life-threatening illnesses are encouraged to contact the Company for information and referral to appropriate services and resources. 

Prohibition of Violence in the Workplace 

__________company name__________ has adopted a strong policy regarding violence in the workplace. Any threatening, intimidating, or violent verbal or physical threats or posturing can be grounds for disciplinary action up to immediate termination of employment. 

Any violent actions taken can result in immediate termination. Actions include, but are not limited to, pushing, shoving, striking persons, or striking objects around the vicinity of the person in a way that could be perceived as threatening. Persons involved in such behavior will generally be sent home immediately pending a review by their supervisor. 

In the case of altercations between employees, those who evidence shows provoked altercations will also be sent home until the case is reviewed. They may also be subject to disciplinary action up to and including termination. Usually, and depending on the severity of the conduct, any person involved in such behavior is not to return to work until the matter has been addressed by the President. 

Possession of weapons in the building or __________company name__________ grounds is prohibited. 

Any employee who abuses or ignores this policy, including supervisors and managers, will be subject to immediate disciplinary action, up to and including termination. 

Smoking 

In keeping with __________company name__________'s intent to provide a safe and healthful work environment, __________describe smoking policy__________. 

Smokers are not entitled to additional smoking breaks. Smoking is allowed only during an employee's designated lunch or dinner time, no exceptions. Failing to observe this policy can result in disciplinary action against the offending employee. 

Solicitation and Distribution Rule 

In order to prevent disruptions in the operation of the Company, and in order to protect employees from harassment and interference with their work, the rules regarding solicitation and distribution of literature on Company property must be observed. 

1. 
Employees 

A 
During working time, no employee shall solicit or distribute literature to another employee for any purpose. Working time refers to that portion of any working day in which the employee is supposed to be performing actual job duties; it does not include mealtimes. Thus, no employee who is on working time shall solicit, or distribute literature to another employee. No employee who is on non-working time shall solicit or distribute literature to an employee who is on working time. 

B. 
No employee shall solicit or distribute literature to any visitors at any time for any purpose. 

2. 
Non-Employees 

Persons who are not employed by the Company shall not distribute literature or solicit employees or visitors at any time for any purpose on Company grounds or inside the Company plant or offices. 

Use of Computers, Voice Mail, And Electronic Mail Systems 

__________company name__________’s computers and software, including any voice mail and electronic mail ("e-mail") system that __________company name__________ has or may acquire, and hardware and software for accessing the Internet, are the property of __________company name__________. Their use is subject to our other policies, including the policy on confidentiality, and general performance standards. They are not to be used for personal reasons without the prior written authorization from your supervisor. 

The following actions are also not permitted: 

1. 
Playing computer games on __________company name__________ equipment. If your computer has games loaded on it, it is your responsibility to remove them. 

2. 
Sending or displaying offensive messages or pictures. 

3. 
Using the Internet for any purpose other than __________company name__________ work tasks. 

4. 
Using obscene language. 

5. 
Harassing, insulting, or attacking others. 

6. 
Damaging computers, computer systems, or computer networks. 

7. 
Violating copyright laws. 

8. 
Using another's password. 

9. 
Trespassing in another's folders, work, or files. 

10. 
Employing our computer system for commercial purposes other than those directly related to __________company name__________. 

To avoid any misunderstandings, you should also be aware that, because __________company name__________’s voice mail and e-mail systems and other computer systems are the property of __________company name__________, you should not expect that messages which you send or receive are your own personal property. __________company name__________ reserves the right to review voice mail and e-mail messages at any time. Improper use of the voice mail and e-mail systems and other computer systems may result in disciplinary action, up to and including termination from employment. 

Employee Records 

__________company name__________ strives to treat all personal information in a confidential manner with appropriate controls. Personal employee data should be accessible only to authorized individuals and to the employee concerned. __________company name__________ will not disclose salary information to anyone unless specified by written request of an employee to do so. We consider salary information confidential, and suggest that employees treat it in a like manner. 

Falsification of any information provided to __________company name__________ could lead to discipline including termination. 

You are responsible for notifying the office about changes in: name, address, telephone number, marital status, number of dependents, educational or technical achievements or any other information that might affect your employment records. Incomplete and outdated information could interrupt benefits for you or your family, cause inappropriate amounts of tax to be withheld from your paycheck, or even cause difficulty in notification in case of an emergency. 

Personnel files are the property of __________company name__________, and access to the information they contain is restricted. Generally, only supervisors who have a legitimate reason to review information in a file are allowed to do so.

Current employees who wish to review their own file should contact __________job title__________. With reasonable advance notice, current employees may review their own personnel files in the Company’s offices and in the presence of an individual appointed by the Company to maintain the files.

Outside Employment 

All employees who hold outside jobs must advise their supervisor. Employees may not hold outside jobs that interfere with their ability to meet the performance standards of their positions with __________company name__________. This includes endeavors such as product distribution and other such activity that tends to enmesh co-workers in an alternate business enterprise and disrupt our workplace. All employees will be judged by the same performance standards and will be subject to __________company name__________’s scheduling demands, regardless of any existing outside work requirements. We want __________company name__________ to be our employees’ only work priority. 

If __________company name__________ determines that an employee's outside work interferes with performance or the ability to meet the requirements of __________company name__________ as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain with __________company name__________. 

Outside employment that constitutes a conflict of interest is prohibited. This includes working for competitors, suppliers, or clients of __________company name__________. Employees may not receive any income or material gain from individuals outside __________company name__________ for materials produced or services rendered while performing their jobs. 

Resignation/Termination Policy 

We believe that __________company name__________ is a great place to work and that we have a great team. We believe we have somehow failed when a valued and loyal employee decides to leave. Yet, we cannot stand in the way of any individual who feels the chance for job or salary advancement is better elsewhere. When an important member of the team leaves, considerable time must be spent in selecting and perhaps training a replacement. 

We request that written notice of an intention to resign from your employment be submitted at least two (2) weeks prior to the effective date. 

Upon the effective date of any employee’s resignation or termination, all __________company name__________ property (e.g.: keys, uniforms, supplies, etc.) must be returned to your supervisor. Failure to promptly return __________company name__________ property could subject the delinquent employee to legal action. 

Receipt of Employee Handbook 


I have received the Employee Handbook of __________company name__________. I agree to abide by the policies and procedures contained in it. I understand that the policies and benefits explained in the Employee Handbook may be updated, modified, or deleted at any time and that it is my responsibility to keep apprised of any changes. 

I also understand that neither this Employee Handbook nor any other communication by Management is intended to, in any way, create a contract of employment or to limit __________company name__________’s discretion to discipline me or terminate my employment. However, I do recognize that Management is dedicated to ensuring that all policies and practices are administered fairly, and that they are available to answer questions as necessary. 


Date: 


Signature: 


Print Name: 
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