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FOREWORD

Effective employee relations are significantly influenced by basic personnel policies that are 
sound in concept and competitive with other well-managed business organizations.  These 
policies must be administered by Managers and Supervisors to ensure that equitable 
treatment is provided to all employees.  A high level of employee morale depends on every 
Manager and Supervisor applying these policies in a consistent, objective and fair manner.

Policy  statements in this manual are intended to provide guidance on most situations that 
may arise.  However, there will be circumstances that are not specifically  covered by 
policies.  When such cases arise, your Supervisor or his/her Manager is prepared to assist.

It is stressed that these policies are guidelines only, and the Company can change any policy, 
or portion thereof, at any time.  New or revised policies are a normal product of growth and 
responsiveness to a changing environment and employee base.  If you find difficulty  in 
interpretation, inconsistency or perceived inequity in application, please bring it directly  to 
the attention of management.  

If, at any time, the company  policies are in conflict with either State or Federal Law, such 
directives shall take precedence over published or implied Company policy.  Company-
approved union agreements and/or contracts shall also take precedence over Company 
policies.
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INTRO

Equal Employment Opportunity & Affirmative Action

The Company is an equal opportunity employer and is committed to providing programs for 
recruiting, hiring, training, promoting and compensating individuals without regard to race, 
color, religion or creed, age, sex, marital status, national origin, ancestry, liability  for 
military service, status as a disabled veteran of the Vietnam era, or physical or mental 
handicap. We are committed to these principles not only because it is the law, but also 
because it is the right thing to do and makes good business sense.

In addition, we support the concept of Affirmative Action for the hiring and advancement of 
women, minorities, handicapped individuals and veterans. We believe Affirmative Action 
Programs should be based on voluntary goals supported by good faith efforts.

Open-Door Policy

• Questions or concerns should be discussed with the immediate Supervisor 
whenever possible

• If, after talking with the Supervisor, the problem continues to exist, or the 
employee feels the situation cannot be discussed with the Supervisor, the 
employee should discuss the concern within the chain of command or Human 
Resources

• When the employee feels that reasonable channels within the chain of command 
have been exhausted, the employee may request that the Supervisor seek 
assistance from Sr. Management

Sexual Harassment

Sexual Harassment - According to guidelines issued by the Equal Employment 
Opportunity Commission, any unwelcome sexual advance, request for sexual favors, or 
other unwelcome verbal or physical conduct of a sexual nature constitutes sexual 
harassment.  

The Company is committed to providing a nondiscriminatory work environment, free of 
harassment or intimidation based on race, color, sex or sexual orientation, religion, national 
origin, physical or mental disability, or age. 
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Business decisions regarding employment, transfer, promotions, termination or any other 
conditions of employment, which are based on conduct of a sexual nature, will not be 
tolerated.

Federal rules are violated when an individual is forced to submit to such harassment if
• It is a term or condition of employment
• Personnel decisions affecting such things as career opportunities, promotions and 

developmental assignments are based on this harassment
• It interferes with a person’s work performance or creates an intimidating, hostile or 

offensive working environment for others.

Complaints of sexual harassment are serious issues and can subject the participants and the 
Company to civil and criminal liability. They are not merely personal matters; the Company 
has a moral and legal obligation to investigate complaints.

Just like other forms of discrimination, sexual harassment hurts more than the obvious 
victim or victims. It directly or indirectly impacts all of us and can lead to poor morale, poor 
productivity or the loss of a valued employee.

Strong disciplinary measures, including immediate termination, will be enforced to 
maintain a business-like environment in the workplace.

Responsibility – Each Manager is responsible for the acts of those of supervised employees 
with respect to sexual harassment, regardless of whether the specific acts complained of 
were authorized, or even forbidden, by the Company and regardless of whether the 
Company knows or should have known of their occurrence.

Each Manager is responsible for acts of sexual harassment in the workplace where its agents 
or supervisory employees know or should have known of the conduct, unless the Manager 
can demonstrate having taken immediate corrective action.

The Company may also be responsible for the acts of non-employees, with respect to sexual 
harassment, if employees know or should have known of the conduct and fail to take 
immediate and appropriate corrective action.

Procedures – We expect any employee who feels that he or she has been subject to sexual 
harassment to bring the matter to light as soon as possible. Given the sensitivity of the 
issues, employees have the right to discuss the situation with Human Resource professionals 
or, if they prefer, anyone in their reporting chain. Field staff can raise the issue with the 
appropriate personnel at any higher rank. All allegations will be investigated. Complaints 
will be handled confidentially, with steps taken to prevent retaliation against any person 
filing a complaint, or participating in the investigation of a complaint.
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QUICK REFERENCE INFORMATION

Dress Code
All employees are expected to conduct themselves in a manner that will induce public 
confidence in themselves and the Company. Personal appearance and dress are important 
parts of this confidence. Employees are expected to dress in a manner that is neat, clean and 
appropriate to a business office and/or their specific jobs. Managers must administer 
guidelines, which are appropriate for their work environment, in an impartial and consistent 
manner.

NOT Appropriate: Jeans, T-Shirts, tube tops, sundresses, and athletic garments are not 
considered appropriate business attire.  

Appropriate: Building and maintenance personnel should wear safe clothing and footwear 
appropriate to their normal working assignment.

Employees who violate this policy may be asked to leave the work area to conform to this 
policy at the Manager’s discretion.  Multiple occurrences will result in disciplinary action.
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Leaves of Absence

Application – All regular employees who are regularly scheduled to work at least 17.5 hours 
per week

It is the Company’s policy to grant employees time off, with or without pay, for short-term 
absences, such as illness or personal needs. It is also Company policy to provide extended 
time off and, in some cases, salary continuation when employees are on approved leaves of 
absence.

General

Procedure
• Notify Supervisor – Whenever an employee must be absent from work, it is the 

employee’s responsibility to personally notify the Supervisor of the intended absence 
30 minutes before their regular start time. The employee should also keep the 
Supervisor informed in case of extended absences.

• Prior Appointments – When an employee knows in advance that he/she must miss 
work (for example, a scheduled doctor or dentist appointment), the employee must 
provide the Supervisor with sufficient notice of the absence. This is so the 
employee’s workload can be rescheduled for the anticipated time of the absence.

• While at Work – If the need for time off occurs during an employee’s normal 
working hours, the employee must obtain the Supervisor’s approval before leaving 
work.

Record Keeping / Documentation
1. Personnel Action Form

When it is known that an employee will be absent from work more than ten 
consecutive working days, the employee’s supervisor must complete a 
Personnel Action Form.  The completion of this form assures that the 
employee will receive proper salary and benefits payment during his period of 
absence.

2.Time Cards and Time Reporting Sheets
For salary and record purposes, it is important that an employee’s time be 
recorded to reflect any absences during the workweek in which the absences 
occur.

Non-exempt employees – The employee must indicate the reason(s) for the 
absence(s) on the time card. The Supervisor is responsible for indicating the 
appropriate absence code(s) on the employee’s time card and nothing whether 
the absence(s) is/are or without pay.
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Exempt employees – The Supervisor must indicate the reason(s) for the 
absence(s) on the exempt employee time reporting sheet.

Sick Leave

An employee may be entitled to sick leave benefits for absences due to personal illness, 
illness in the employee’s immediate family or occupational injury or illness. The 
circumstances under which an employee may be entitled to such sick leave benefits follow.

PERSONAL ILLNESS

Accumulation of Sick Leave 
An eligible, non-exempt employee becomes eligible for sick benefits after working for the 
Company for 90 days. An employee accumulates sick leave days annually, only while 
actively at work. An employee’s accumulation of sick leave benefits is suspended during 
any period of absence (including absence for disability, but excluding vacation time) of 30 
days or more.  Sick leave days may be accumulated year to year, with a 20-day maximum. 

Medical Certification of Illness
An employee, who misses more than three working days, must provide their Supervisor 
with a medical certificate from their doctor. The certificate should state the nature of the 
illness, the first date of disability, and the date when the employee will be able to return to 
work.  At the Supervisor’s discretion, a medical certificate may be requested in cases where 
a period of absence is less than three days.  

The Company may require that a Company-appointed physician examine an employee 
before the employee is permitted to return to work.  

Denial of Sick Leave 
No benefits will be paid if the disability or illness occurs while the employee is

• In the service of another employer
• Absent without approval
• On suspension

In cases of chronic illness, or in the case of frequent absences because of accident or 
sickness, the Company may appoint a physician to investigate and determine the probable 
future frequency or duration of each absence.  In such case, paid sick leave may be 
suspended until the physician’s finding can be reviewed. Each case will be handled on an 
individual basis.
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Long-Term Illness – Medical Leave of Absence
If an employee’s illness or medical disability requires absence from work for more than 10 
consecutive working days, and the has used all their paid sick leave, the employee should be 
placed on a Medical Leave of Absence.

Effect of Termination or Conversion to a Non-Eligible Group
Accumulated sick leave benefits will not be paid upon termination of employment or 
conversion to a non-eligible employment group.

ILLNESS IN THE EMPLOYEE’S IMMEDIATE FAMILY
• An employee may be permitted time off to attend to the illness of a member of their 

immediate family 
• The time off should be limited to the amount of time needed by the employee to 

make arrangements for the care of the family member
• If the employee’s Supervisor approves the absence for a family illness, it will be 

charged against the sick leave to which the employee is entitled
• Supervisors must exercise discretion in such cases so that absences due to family 

illnesses do not become excessive

OCCUPATIONAL INJURY
On-the-job injuries and occupational diseases will be handled by a team consisting of: the 
injured employee, his or her supervisor, the office manager or designee, the company 
owners, the insurance company, and the injured employee’s physician. The team approach is 
the most effective method for achieving a return to productive work at the earliest 
opportunity.

In the event an employee is injured on the job, the following procedures will be 
implemented:

1.   Notification
When an employee is injured on the job, the next of kin should be notified as soon as 
possible.  The senior person in charge of the injured employee’s department should give this 
notice. Information concerning the individuals to be notified can be obtained from the 
employee’s personnel file. 

Company Management and the Payroll Department must be notified so that required 
W/C notices may be filed.

2.    Benefit Amount
The sick leave benefits available to an employee in the event of occupational injury are 
based on the same benefits as those available for personal illness. The employee’s salary 
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during the disability period will be reduced by any Worker’s Compensation benefits to 
which the employee may be entitled.

3.    Occupational Injury Leave of Absence – Supervisor 
During any period of time that an employee is absent due to an occupational injury or 
illness, the employee’s supervisor must complete a Personnel Action Form placing the 
employee on Occupational Injury Leave of Absence.

4.    Medical Certificate
Any employee who is injured on the job must report the injury as soon as possible.  A 
medical certificate from the attending physician, which describes the extent of the injury 
and any permanent or reoccurring physical impairment that may result from the injury, must 
be provided. The physician’s statement must also indicate the date when the employee can 
be expected to return to work. A physician’s release must be received before the employee 
returns to work.

The Company may require that a Company-appointed physician examine an employee 
injured on the job before the employee is permitted to return to work.  

5.    Denial of Benefits
• The Company reserves the right to suspend or discontinue regular sick leave benefits 

if it finds the employee is able to return to work, but will not do so
• If the employee’s doctor and the Company-appointed physician disagree as to when 

the employee is able to return to work, a third physician will be appointed by the 
Company to examine the employee

• If the third physician finds the employee is able to return to work, benefits will be 
discontinued as of the date the employee is released to return to work

6.    Modified Jobs Policy 
In order to minimize serious disability due to on-the-job injuries and to reduce the effects to 
our injured employees, Security Solutions, Inc., has developed a policy that offers 
employees temporary, modified work. Modified jobs will be identified after obtaining and 
examining the injured employee’s physical limitations and restrictions. 

“Modified” might be
• The employee’s regular job, modified by reassigning heavier tasks to other 

employees
• A different, regular job currently existing at the workplace
• A job specifically designed around the employee’s restrictions.

A modified job offer will be made only when the work is available and of benefit to the 
Company. The modified job, if offered, will end with the date the employee receives a 
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regular release and may be ended at any time there is no longer a need for the modified 
work. Each case will be assessed individually. Modified work may not be implemented in 
every time-loss claim. Wages will not necessarily be the same as that of the regular job.

Personal Absences – Short-Term

It is the Company policy to grant employees up to three days off for short-term absences 
when there are justified reasons.  

Death in the Employee’s Immediate Family
An employee may be given reasonable time off due to a death in the employee’s immediate 
family. Normally, two days with pay  is considered adequate for such absences, though the 
employee’s manager may grant additional time off, with pay. Funeral arrangements, the care 
of other members of the family, and travel time will be taken into consideration when the 
amount of paid time off is determined.

Immediate family: spouse, child, parent, grandparent, brother or sister of the employee or a 
member of the employee’s household.

An employee’s absence for death in the family should be reported on the time reporting 
document with a proper reason code.

Absence for Marriage
An eligible employee who has completed 90 days of continuous service may be granted up 
to two days off, with pay, for their marriage.  The absence must be taken by the employee at 
the time of the marriage and may not  be postponed to a later date.  Time off for marriage 
may be combined with vacation time.

Other Justifiable Personal Reasons
An employee may be granted a short-term absence, without pay, for up to five (5) working 
days for justifiable, personal reasons. Such an absence is left to the discretion of the 
employee’s Supervisor.

The absence of an employee for other justifiable personal reasons must be recorded on the 
appropriate time recording document as dock pay and include an explanation of the reason.
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Personal Absences – Long-Term 

It is Company policy to provide for extended time off and, in some cases, salary 
continuation, for those instances when an employee needs a leave of absence.

Each Supervisor is expected to maintain control of absences within his or her organizational 
unit.

FAMILY & MEDICAL LEAVE OF ABSENCE
The Company provides up to twelve (12) weeks unpaid leave during a 12-month period to 
employees who have been employed by the Company for more than 12 months (and who 
have worked at least 1,250 hours during the 12 months prior to taking the leave).  

A family & medical leave of absence without pay may be provided to eligible employees 
suffering from a non-occupational medical disability for the following reasons:

1. To care for the birth of the employee’s new baby, the adoption of a child, or the 
placement of a foster child with the employee 

2. To care for the employee’s spouse, son, daughter, or parent if they have a serious 
health condition

3. A serious health condition of the employee that makes the employee unable to 
perform the essential functions of his or her position

Requests for Family & Medical Leave
 

Employee’s Responsibility    
Notice of Leave – The employee desiring a family & medical leave of absence must 
provide (30) days notice to the Supervisor in all but unforeseen medical situations. It is 
assumed that any employee who requests a leave of absence intends to return to work as 
deemed appropriate.  If the employee does not plan to return to work, the employee must 
inform the Supervisor in writing.

Medical Certification – Written Medical Certification must be provided to support a   
request for reasons (2) and (3) above.  This verification must be provided on the Medical 
Certification form (available in the Human Resources Department). The Company may 
require additional medical opinions, at the Company’s expense, to verify that the request is 
due to a serious health condition. The Company may also require the employee to 
periodically submit additional Medical Certifications to support continued need for leave.

Status Reports – Once on leave, the employee must contact  the Supervisor periodically to 
advise of the status and expected date of return.
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Fitness for Duty Reports – If leave has been taken because of an employee’s serious health 
condition, a “fitness-for-duty” report must be provided to the Supervisor prior to the 
employee’s return to work. This enables the Company to plan for the return of the employee 
to their original or equivalent position.
   
Supervisor’s Responsibilities
The employee’s Supervisor needs to complete a Personnel Action Form and forward it, 
along with the employee’s time cards, to the Human Resources Department. The Personnel 
Action Form needs to be sent as soon as the Supervisor is aware of the need for a leave, 
whether it is before or after the leave has begun. A Medical Certification, if applicable, 
should be sent to the employee in all cases of extended absence. In those cases where the 
disability  is sudden, the Supervisor should obtain the necessary information and complete 
the Personnel Action Form as soon as possible.

Start of Family & Medical Leave
When exercising family and medical leave, the employee will be required to first utilize all 
unused, accrued vacation, sick and personal days. The employee will be paid for said 
accrued, unused time under this Family and Medical Leave Policy but, any leave exceeding 
these paid days, will be unpaid. The 12-weeks maximum period of leave covers all of the 
above reasons, either singularly or combined.

Note: If vacation, personal or sick leave under the existing Company’s policy is substituted 
for the unpaid family & medical leave, the employee must comply with the Company’s 
requirements for such leave, rather than with the requirements set out above.  If vacation, 
personal or sick leave is not taken, leave may be denied, delayed or canceled, if the above 
responsibilities are not followed.

Duration of Family & Medical Leave
A family & medical leave of absence will end on the date if:
• A “fitness-for-duty” report has been provided because of an employee’s serious health 

condition 
• Or after 12 weeks in any 12-month period from the first day of leave, whichever occurs 

first, unless long-term disability benefits have been applied for
• Or as stated below in the Long-Term Disability insurance section 
 
Status of an Employee’s Position During Leave
The status of an employee’s position during a family & medical leave depends on the 
employee’s stated intent to return to work, the anticipated duration of the absence and the 
employee’s status under the Fair Labor Standards Act. Credit for purposes of benefits and 
salary increases will not accrue during this period of extended leave.

Non-Exempt & Exempt Employees Returning to Work
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If the duration of the employee’s leave is within the Family  & Medical Leave Policy  and the 
employee intends to return to work, the employee’s position will be held open and filled 
only on a temporary basis.  Once the employee returns to work, the employee will be 
reinstated in the former position or an equivalent position. All employees must notify the 
Company as to when they intend to return to work and supply the “Fitness-For-Duty” 
release, if applicable.

If the duration of the absence is more than 12 weeks, the employee’s position may be filled 
with a permanent replacement. Upon the desire to return, the employee will be reinstated in 
the first available opening in a job at the same, or higher, salary grade for which the 
employee qualified and has equal career-advancement opportunities as the former position.  

Employees Not Returning to Work
If an exempt or a non-exempt employee does not plan to return to work upon the release of 
the “Fitness-for Duty” report, the employee’s position may be filled with a permanent 
replacement.  A medical leave of absence for eligible employees may still be granted for the 
duration of the disability, as outlined above.

Denial of Family & Medical Leave of Absence
A family & medical leave of absence may be denied for any of the following reasons:
• The absence results from a disability sustained while the employee is:

1. In the service of another employer
2. Absent from work without approval
3. Under probation.

• Status Reports are not submitted, as required by the employee’s Supervisor
• If long-term disability benefits are denied, except as noted in the LTD Section
• Any misrepresentation of the need for leave, or the duration of leave. The Company will 

deal with each case on an individual basis

Effect of Leave on Benefit Plans Participation 
An employee’s participation in the various group insurance plans will continue during the 
family & medical leave of absence, subject to the following limitations:

• Group Medical and Life-Insurance Benefits – Under the life-insurance programs, the 
premium for “Employee Only” coverage continues to be paid by the Company for the 
duration of the family & medical leave. The employee must continue to pay the 
employee’s and dependent’s portion of any  additional premiums for the duration of the 
leave. Dependent coverage may be continued, provided the employee pays the 
employee’s portion of the monthly premium to the Human Resources Department before 
the first day of each month. (The above also applies to Optional Life Insurance.)
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Long-Term Disability Insurance
The premium for employee coverage will continue to be paid for by  the Company for the 
duration of the leave.

Non-Payment of Premiums
The medical insurance will cease if the employee’s premium payment(s) are more than 30 
days late. If an employee fails to make their premium payments after the designated 
deadlines, the coverage will be canceled as for the last day of the month for which 
premiums have been paid.

LONG-TERM DISABILITY
Employees who expect to be absent for longer than 30, consecutive calendar-days because 
of the employee’s own serious health condition should apply for Long-Term Disability 
(LTD) on or before the 15th day of absence.

If the employee is approved for (LTD) benefits, which usually  begin on the 31st day of 
absence, the medical leave will remain in effect as long as the employee continues to be 
eligible for LTD benefits.

If LTD benefits are not approved by the 30th day of the employee’s absence, because of 
insufficient information for the insurance carrier to make a determination, the medical leave 
will be extended for an additional 30 days to enable all parties to secure the required 
information.

If LTD benefits are denied by the insurance carrier, and an appeal is filed with 
accompanying professional medical evidence that  proves the employee is disabled and 
unable to return to work, the medical leave will be extended until final determination is 
made by the carrier, or 90 calendar-days have elapsed since the denial of benefits, 
whichever occurs first.

If LTD benefits are denied after the appeal, the employee will be terminated.

DEFINITIONS

A serious health condition is one that involves 
1. “Inpatient care” (overnight stay) in a hospital, hospice, or residential medical 

care facility
2. Any period of incapacity requiring an absence from work of more than 3 days 

and involving continuing treatment by  or under the supervision of a health care 
provider 
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3. Continuing treatment by  or under the supervision of a health care provider for a 
chronic or long-term health condition that is incurable or so serious that, if not 
treated, would likely result in a period of incapacity or more than 3 days

4. Prenatal care.

A Spouse is a husband or wife as defined under state law, including common law, but not 
domestic partners.  

A Son or Daughter is a biological, adopted, or foster child, step child, legal ward, or child 
or person who stands in or “stood in the place of” a son or daughter, who is either under 18 
years of age, or who is 18 years of age or over and is incapable of self-care because of 
mental or physical disability. 

Hours of Work

In order to support customer service requirements and to maintain consistent working hours 
with other businesses, it is the Company’s policy to maintain a normal workweek of 40 
hours.

1. The calendar workweek begins on Sunday at 12:01am and continues through 12:00 
midnight Saturday.

2. Starting and quitting times, hours worked each day and days worked each week, may 
vary from department to department, depending of the needs of each department.

3. Regardless of shift assignment, starting time or hours worked each week, the normal 
workweek is 40 hours.

Shifts
Full-time employees assigned to certain shifts will be paid a shift differential calculated as a 
percentage of their base pay. Part-time employees are not eligible to receive a shift 
differential. 

An Employee’s shift differential entitlement is based on the shift in which the majority of 
the employee’s work hours occur.

Exempt employees working other than regular day shifts will receive a differential of 15% 
of their monthly base pay.

There are three shifts to which an employee may be assigned.
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1. First (Day) Shift, which normally begins at 8:00 a.m.  No shift differential is paid to day 
shift employees.

2. Second (Evening) Shift, which normally begins at 4:00 p.m. Those full-time employees 
assigned to the evening shift will receive a differential of 8% of their monthly base pay.

3. Third (Night) Shift, which normally begins at 12:00 midnight. Those full-time 
employees assigned to the night shift will receive a differential of 10% of their monthly 
base pay.

Work Breaks
Rest Periods/Coffee Breaks
Every employee is allowed a 15-minute rest period in the morning and the afternoon in 
which to get coffee or other refreshment and to rest.

Employees should not combine two breaks into one, nor should they be allowed to combine 
a rest period with a meal period. Breaks should not be eliminated so that employees can start  
late or go home early.

Meal Periods
All full-time employees are to be allowed a meal period. Meal periods may vary in duration 
from 30 minutes to an hour, depending on the work schedule established by the department 
manager. Supervisors should not permit non-exempt employees to forego the meal period or 
to continue working while having the meal. Meal periods may not be eliminated or 
shortened so employees can start late or go home early.

It is the responsibility of each Supervisor to ensure that the meal schedule for the 
organizational unit allows each employee to take the fully allotted time for the meal period. 
It is also the Supervisor’s responsibility to ensure that meal periods are scheduled so that the 
workstation is always staffed.       

Leaving the Premises or Worksite During Working Hours
Except for meal periods, employees are not to leave the premises / work site during working 
hours without the approval of the Supervisor.

Punctuality
It is important that employees observe their scheduled work hours and that Supervisors 
require punctuality in the interest of department morale and fairness to other employees.  
Tardiness constitutes grounds for disciplinary action.

Absenteeism
The Company provides reasonable allowance for time off due to illness or other personal 
reasons.  Absenteeism increases the workload of other employees and reduces the overall 



19

productivity of the organization.  Excessive absenteeism or tardiness is grounds for 
disciplinary action, including dismissal.

Employees who do not report to work at the established starting time are required to notify 
their Supervisor within 30 minutes of established starting time.  Where absences are known 
in advance, the Supervisor is to be notified as soon as possible.

The Supervisor should counsel employees with five incidents of absences within a twelve-
month period.  More than five incidents of absence within a twelve-month period may 
require disciplinary action.

Medical Appointments
Employees are expected to schedule medical appointments such that there will be minimal 
disruption to the work area. For regularly scheduled appointments, employees are to give 
the Supervisor at least two days notice of the upcoming appointment, if practical. In cases 
that medical appointments are scheduled at the last minute, the employee is to give the 
Supervisor as much notice as possible.

Job Abandonment
An employee who does not report his/her absence to the Supervisor for three consecutive 
workdays is considered to have abandoned the job and should be terminated immediately.

Overtime
Application – All non-exempt employees

Normal Overtime Pay
Non-exempt employees are compensated at one-and-one-half times their regular hourly rate 
of all hours worked in excess of 40 hours during any one workweek.  Federal law requires 
that non-exempt employees be paid for all hours they are authorized or permitted to 
work.

It is the responsibility of each Supervisor to minimize the necessity for overtime and 
approve in advance all duties that require non-exempt employees to work more than 8 hours 
per day or 40 hours during any workweek. In addition, all employees are reminded that they 
should receive permission in advance of working overtime from the President, Vice 
President, General Manager, Operations Manager or Controller. Employees who do not 
received and document such authorization will not be paid overtime.

4/10 & 5/8
The Company has an approved 4/10 (four days, ten hours per day) compressed schedule. All 
out of town work is considered 4/10, All projects in town are 5/8 (five days per week, eight 
hours per day) unless pre-approved 4/10, 
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Out-of-town and pre-approved projects begin overtime at the 11th hour worked in a single 
day.  In town, regular scheduled projects begin overtime at the 9th hour worked in a single 
day. 

During a Holiday Week
If an observed holiday occurs during an employee’s regular workweek, the regularly 
scheduled hours for that day will be recorded on the employee’s time card as holiday hours. 
Overtime will be paid for all hours worked in excess of 40.

Hours actually worked on a holiday by non-exempt employees will be paid at the straight 
time rate in addition to the straight time holiday credit.

During a Vacation or Jury Duty Week
If a non-exempt employee woks during their vacation or Jury Duty days, the employee will 
receive work-hours credit for each day of vacation or jury duty up to the maximum number 
of hours the employee is regularly scheduled to work that day. In such cases, the employee 
will be paid his or her regular rate of pay for the hours in excess of 40 when the hours 
actually worked and the vacation or jury duty credit hours for that week are added together.

Workers whose Normal Days off Fall on a Holiday
If an employee’s regularly scheduled day off falls on a holiday, then the employee will be 
given a holiday credit.  Before an employee may use the credit, the time off must be 
approved by the employee’s supervisor and scheduled in advance.

Contact Information
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EMPLOYEE STATUS

Employee Classification
All employees are classified according to employment status, which is determined by the 
number of hours worked per regular workweek and the duration of the position in which 
they are employed.  All positions are also classified according to the job duties.  Employees 
should be informed of their classification when they are hired and whenever there are 
changes to their status.

Full-Time Regular
• Regular schedule of 40 hours per week on a continuing basis
• Paid a fixed monthly or hourly salary
• Eligible for all employees benefits

Part-Time Regular
• Employed to fill a continuing part-time need
• Fixed schedule of at least 17.5 hours per workweek
• Paid a fixed monthly or hourly salary
• Eligibility for benefits

o Less than 17.5 hours per week are eligible for holidays only
o 17.5 hours or more per week are eligible to participate in the Medical Plan as 

well as sick leave, vacation, and Company benefit plans
o Compensation for sick leave, holiday pay and vacation pay will be calculated 

on a pro-rata basis determined by the employee’s regular, part-time work 
schedule (See vacation and holiday policies).

Temporary 
• Employed to fill a short-term, temporary need, typically fewer than 90 days
• Paid on a monthly, hourly, or per-diem basis
• Not eligible for any employee benefits

Job / Employee Classification
Under the Fair Labor Standards Act, employees are classified as exempt or non-exempt 
based on their duties, responsibilities and salary.  Job title is not significant in determining 
this status.

Non-Exempt
Non-exempt employees are subject to minimum wage and overtime provisions of the Fair 
Labor Standards Act.  These employees are required by law to record actual hours worked.

Exempt
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These employees are not required to report time worked, nor is overtime paid.  Exempt 
employees are classified into three subcategories:

1. Executive
2. Administrative
3. Professional

In determining an employee’s eligibility for exemption under the three categories above, 
careful consideration must be given to the clause which states that no more than 20% of an 
employee’s work week can be spent doing non-exempt work.

Official Classification
The President, Vice President and Controller are classified as “Officers” of the Company.

Compliance
It is critical that all employees be classified correctly according to the regulation of the Fair 
Labor Standards Act.  It is the responsibility of each manager to notify the payroll 
department whenever a change occurs in the status of an employee.
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Job Classifications and Position Descriptions

Management wishes to provide a detailed specification of the primary and specific 
responsibilities and the authority of the employees assigned to any particular job or 
function. Management also wishes to establish and maintain carefully written, clearly 
detailed description of all the functions, duties and responsibilities involved in each distinct 
job. These functions may  vary from job to job and in different districts, cities, and states.  In 
these instances, the basic Job Description Sheet should be modified to reflect any 
differences. Yet, the basic job classification and description information should remain 
standard for similar positions when it is practical.  An employee or a Supervisor on one 
property performs the same duties as the same job on another property.

• It will be each Manager’s responsibility to explain the necessary functions of each job 
to the employee assigned to that job. A copy  of the appropriate job description should be 
posted at each employee’s workstation for reference.

• It is the responsibility of each Supervisor to see that each employee under his/her 
direct supervision understands and performs those functions and duties described in the 
job description.

• In the event a particular job description requires revision or changing, approval must 
be received from the appropriate Manager and the Human Resources Department must 
be promptly notified.

• When a new position is created, both the position and the starting salary must  have the 
prior approval of the President before employing a person for that new position. At the 
same time, a job description is to be prepared and submitted for approval.

Corporate Job Classifications

1100 MANAGEMENT
1101 President, COO
1102 Vice President 
1103 Account Executive
1104 Executive Secretary

2100 OPERATIONS
2101 General Manager
2102 Installation
2103 Service Manager

3100 ADMINISTRATION
3101 Controller
3102 Assistant Controller
3103 Accounting Manager
3104 Data Systems Coordinator
3105 Benefits Coordinator
3106 Administrative Assistant
3107 Accountant
3108 Payroll Coordinator
3109 Clerical Assistant / Receptionist
3110 Secretary
3111 Receptionist/Secretary
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Inter-Company Transfers

Policy Statement
Inter-company transfers or temporary assignments can provide expanded career 
development opportunities and maximize the utilization of the skills within the Company. 
The Company does not plan to “move people around” indiscriminately, but occasionally an 
opportunity may be available for an employee in another department.

The full cooperation of an employee at  such time will always be sincerely appreciated by 
the Company, since flexibility and responsiveness to opportunities and challenges 
constitutes one of the Company’s strong points.

The President must approve inter-Company transfers.

Training

The Company recognizes the need for continuous training of employees at all levels in order 
to increase their knowledge and abilities.  

All employees are required to participate in the orientation program upon employment and 
encouraged to participate in at least one training activity annually.  

Newly appointed managers are required to attend the supervisory training.  Managers are 
encouraged to participate in at least 3 days of training activities annually.
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Employment & Re-employment

The Company is an equal opportunity  employer and, as such, is committed to providing 
programs for recruiting, hiring, training, promoting and compensating individuals without 
regard to race, color, religion or creed, age, sex, marital status, national origin, ancestry, 
liability for military  service, physical or mental handicap. We are committed to these 
principles not only  because it is the law, but also because it is the right thing to do and 
makes good business sense.

In addition, we support the concept of Affirmative Action for the hiring and advancement of 
women, minorities, handicapped individuals and veterans.  We believe Affirmative Action 
Programs should be based on voluntary goals supported by good faith efforts.

The Company is an at-will employer.

Qualifications For Employment 
• Experience and Skill – Experience, skill, and knowledge are factors in considering 

an applicant’s qualifications and should conform to standards that are defensible as 
bona fide qualifications for each job.

• Age – No one younger than 18 years old can be employed as a regular, full-time 
employee.

• Citizenship – United States citizenship, permanent residence or authorization to 
work is required for employment consideration except in cases where an individual 
has expertise or knowledge for which there is a shortage in the U.S. market as 
identified by the Immigration and Naturalization Service.

• Surety Bond – All employees are subject to bonding requirements.

• Physical Examinations – Installation and technical employees may  be required to 
pass physical examinations prior to employment.

Procedures
• Requisitions – Departments are responsible for submitting completed and approved 

personnel requisitions when a job opening develops. Department managers must 
approve requisitions for employment.

• Screening and Interviewing – Friends, current employees, agencies, etc may refer 
applicants directly to the employment department.
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Under no circumstances should the employment department discuss salary 
information with any applicant, nor should the employment department lead any 
candidate to believe they  will be hired, until the necessary  background and credit 
checks have been completed.

• Initial Salary Payments – New employees beginning work prior to the payroll cut-
off date will be paid on the first payday after employment.  Employees beginning 
work after payroll cut-off date will not be paid until the following payday. The 
Company will not grant salary advances.

• Employment Letter – Upon employment with the Company, a letter of employment 
will be issued to the employee stating the terms of employment, including: hire date, 
job title, salary  and benefits.  The letter must be signed by the employee and returned 
to the manager of Human Resources.

Re-Employment
Former employees reapplying will be considered for employment as any  other external 
applicant.
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WAGE AND SALARY COMPENSATION

Compensation & Raises

The Company desires to establish rules, policies and procedures, which will help to provide 
a reasonable standard in determining, reviewing and administering salary and wage scale 
responsibilities.

Officers and Managers who have responsibilities including hiring of personnel will be 
responsible for complying with the following rules and procedures. These requirements are 
not intended to restrict or curtail management, authority and functions, but are essential in 
maintaining a reasonable degree of systematic salary administration, philosophy and wage 
scales for comparable areas of responsibilities.

Guidelines 
• Employees in the same area will be paid a reasonable, average wage for comparable 

work.
• Any request for increase in salary must be accompanied by a performance 

evaluation and be made on a Memorandum Form. This applies to promotions as well 
as regular increases. Requests must be submitted to the Payroll Manager at least two 
weeks prior to the effective date.

• All salary adjustments (below the level of Management) are to be approved by the 
Vice President and President prior to notifying the employee.

• In any instance where a replacement is hired at a salary greater than that of the 
person being replaced, such employment and salary must have a prior approval of 
the President.

• When a new position is created or established, both the position and the starting 
salary must have the prior approval of the President before employing a person for 
that new position.

• All employees will have periodic salary evaluations and reviews at least every 18 
months.  Any review in a lesser period of time can be considered if the situation 
warrants, at the discretion of the President.

• The Salary Review Committee provides an “ intermediate review group “ to 
monitor all changes in personnel pay rates for the purpose of maintaining uniformity 
in the different wage classifications throughout the Company.

o The Committee will meet monthly.
o The Committee will be comprised of: Manager of Human Resource, 

Controller Vice President, and President.
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Performance Appraisals

It is the Company’s policy to reward outstanding performance in terms of compensation, 
recognition, and increased career opportunity.  It is the responsibility of all managers to 
measure their employees’ job performance based on mutually agreed-upon performance 
criteria.  The appraisal process is objective and includes specific plans for improvement and 
career development.

Employees will be given performance reviews every 18 months.  This is done regardless of 
whether a pay increase is to be received.

When Appraisals Should Be Conducted
• Whenever the employee changes reporting relationships, either by transferring or by 

supervisory change.
• Employees who do not consistently meet job requirements (below a 4 rating) should 

be reviews more frequently than the normal periodic cycle.

Procedure
1. Both the appraiser and the employee must sign the appraisal form.
2. The appraiser’s manager must review and sign all performance appraisals. The 

manager should review the appraisal prior to the appraiser’s conversation with the 
employee. 

3. If the employee is getting a rating of 3 or less, the employee and the appraiser’s 
manager should meet. 

4. Completed performance appraisals should be filed in the employee’s personnel 
file.
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Employee Record Sheet

The Company’s objective is to provide an on-site record of employee attendance, work 
quality and conduct.

All first-level management personnel who have direct supervisory responsibility must 
maintain the “Employee Record Sheet”.  This record provides supportive documentation for 
personnel actions, which may be required from time to time.

GUIDELINES
• All first-level management personnel will maintain an on-site personnel file for each 

individual under his/her immediate supervision.  The “Employee Record Sheet” will 
be maintained in this file.

• Should an employee be transferred, the Supervisor at the location from which the 
employee is transferring must forward the employee’s on-site personnel file to the 
employee’s immediate supervisor at the new location.

• Upon termination of an employee, the “Employee Record Sheet” must be attached to 
the “Employee Termination Report” and sent to the Payroll Department.
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BENEFITS
Medical Insurance

The Company will provide the benefits outlined below.  Management will determine the 
allocation of costs between the Company and the employee.

Health benefits are available to employees who work 17.5 or more hours per week. To be 
eligible for health insurance, employees must have completed 90 days of service with the 
Company. 

Medical claims prior to the completion of 90 days of service are the responsibility of the 
employee’s previous healthcare provider through Cobra. 

Coverage for new employees will be subject to a pre-existing conditions limitation as 
outlined in the Company’s group insurance booklet.

Medical Insurance - Kaiser   

Option 1 Option 2
Deductible $0 $1000

Co-Payment $30 $30 – Company will 
reimburse employee

Maximum Benefit Unlimited Unlimited

Maximum Out-of-Pocket $800 $800

Office/Visits $30 $30

Hospitalization Paid in Full Paid in Full

Emergency Care $35 co-pay (waived if 
admitted as inpatient)

$35 co-pay (waived if 
admitted as inpatient)

Prescriptions $5 generic/$10 brand name $5 generic/$10 brand name

*Please refer to the insurance carrier schedule of benefits for more detailed information*
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401(k)

The Company CODA-SEP (formerly known as SAR-SEP) is for companies with 25 or 
fewer eligible employees. It is similar to a 401(k) employee savings plan, without the 
administrative costs and complexities often associated with a 401(k). 

With a CODA-SEP, annual filings with the Internal Revenue Service or Department of 
Labor are not required.  Also, contributions are made to each participant’s IRA.

As in a 401(k), CODA-SEP participants can elect to contribute pre-tax dollars up to 15% of 
the employee’s compensation, up to the annual dollar limit. The employer may also 
contribute to the plan on behalf of each eligible employee. Combined employer and 
employee contributions cannot exceed 15% of compensation up to the annual dollar limit 
per participant.

Eligibility Requirements
Subject to the following age and service requirements and exclusions, the Plan shall cover 
each employee (including all employees of controlled groups as described in section 414(b) of the Internal 
Revenue Code, groups under common control as described in section 414(c) of the Code, and affiliated service 
groups as described in section 414(m) of the Code, and each employee required to be aggregated under section 
414(o) of the Code).  The Plan may not be used by an employer who has any leased employees 
within the meaning of section 414(n) of the Code.  Other restrictions on the use of the Plan 
are contained in Section 9.7 of the Plan Document.

Age and Service 
The Plan shall cover each employee who 21 years of age or older and who has performed 
service for the Company during at least 3 of the immediately preceding 5 years.

Excluded Employees
Employees shall be excluded from participation if the employees are covered by a collective 
bargaining agreement that meets the requirements of Section 2.4(c) of the Plan.

Guidelines
• Employer Contributions – The amount the Company contributes is determined by 

the Company on an annual basis, in accordance with Articles III and X of the Plan.
• Salary Reduction Contributions and other similar contributions described in the 

second paragraph of Section 1.3 of the Plan will not be counted as part of 
compensation.

Salary Reduction Contributions
Subject to Section 5.1 of the Plan, elections to the amount of a participant’s Salary 
Reduction Contributions shall be made in whole percentages of a Participant’s 
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Compensation in each pay period. Percentages shall be between 1% and 15% of the 
Participant’s Compensation in the pay period. 

Holidays

It is the Company’s policy to observe legal holidays and to provide paid time off to 
employees.

To be eligible for holiday pay:
• An employee must be a regular employee working at least 17.5 hours per week
• The holiday must occur on the employee’s normal workday
• An employee must work or be on an authorized absence with pay on both the last 

scheduled day before the holiday and the first scheduled day after the holiday

Some areas of the Company, by nature of their operations, are unable to observe designated 
holidays.  Employees who are required to work on a holiday should receive as much notice 
as possible.

Holidays Observed By The Company

New Year’s Day
Memorial Day
Independence Day
Labor Day
Veteran’s Day

Thanksgiving Day
Day after Thanksgiving
Christmas Eve & Day

Holidays on Saturday
When an approved holiday falls on a Saturday, the Company will be closed the preceding 
Friday.

Holidays on Sunday
When an approved holiday falls on a Sunday, the Company will be closed the following 
Monday.

Calculation of Holiday Pay
Eligible employees who are scheduled, but not required to work, on a designated holiday 
will receive their regular, straight-time pay including shift differential, if applicable, for that 
day.
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Loss of Holiday Pay
An employee will not be eligible for a paid holiday if the employee

• Is a part-time employee, working fewer than 17.5 hours per week
• Is absent without authorization either the 1st scheduled day before or the first 

scheduled day after the holiday
• Is on an approved leave of absence without pay on either the day preceding or the 

day following a holiday.

Working on a Holiday
A. Non-Exempt Employees – Non-exempt employees who are required to work on a 

designated holiday will be paid for hours worked on that day at the straight-time rate 
in addition to the holiday straight-time pay.

B. Exempt Employees – Exempt employees who are required to work on a holiday 
may be granted, within 30 days following the holiday, equal time off on another 
workday mutually convenient to the Company and the employee.  

Overtime During a Holiday Week
Paid holiday credit will not count as hours worked for overtime pay calculations during the 
week in which the holiday falls. Hours actually worked on a holiday will be included for 
total hours worked for overtime computation.

Holiday During A Vacation
In the event an observed holiday occurs during the time an employee is on vacation, the 
employee is entitled to an additional day for vacation purposes. Normally, the scheduled 
vacation time should be extended by one day for each holiday observed during the vacation 
period. However, at the Company’s option, the day may be rescheduled to minimize 
disturbances to operations.

Holiday Provisions for Full-Time Employees Working a Workweek Other Than 
Monday through Friday
An employee who is neither scheduled nor required to work on a designated holiday is 
eligible for holiday pay or alternate time off. 

Religious Holidays
Employees requesting time off to observe recognized religious holidays other than 
Christmas will be allowed to do so without pay.
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Vacation/Personal Business Days

The Company recognizes that time off from the workplace for the purpose of rest and 
relaxation is important for both morale and efficiency.  Vacation time is provided for eligible 
employees based on their length of service, or official title, whichever is greater. 

Employees are eligible for paid vacation, if they work at least 17.5 hours per week. 

In addition, the Company recognizes the need for employees to take care of some types of 
personal business during business hours.

Entitlement & Accrual
• Employees are not eligible for paid vacation time until they have completed one 

(1) year of service. 
• Vacation time is accrued at a rate of 3.33 hours/month for employees entitled to 

one (1) week per year and at a rate of 6.67 hours/month for employees entitled to 
two (2) weeks vacation per year.  It is accrued at a rate of 10.00 hours/month for 
employees with three (3) weeks vacation per year.  

Employee 
Classification

One Week Paid 
Vacation

Two Weeks Paid 
Vacation 

Three Weeks Paid 
Vacation

Four Weeks Paid 
Vacation

Full-Time 
Non-Exempt

After 1 year of 
employment

From second 
calendar year 
through the fourth 
calendar year of 
service

The year that the 
fifth year of 
service is 
completed and 
each year after

Exempt After 1 year of 
employment

From second 
calendar year 
through the fourth 
calendar year of 
service

The year that the 
5 years of service 
is completed 
through the 
fourteenth year of 
service

The year that 15 
years of service is 
completed and 
after 

Vice President 
and Above

After 6 months of 
employment

The year that the 
first year of 
service is 
completed 
through the ninth 
year of service

The year that 10 
years of service is 
completed and 
after

*Part-Time and Temporary employees are not entitled to paid vacation time*
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Vacation Pay Allowance
The amount of pay received for each day of vacation time will be the same base pay that the 
employee would have received had the employee worked the regularly scheduled hours on 
that day.

Effect Of Vacation Pay On Overtime
Vacation time is not considered time worked during a given week for purposes of overtime 
pay calculations.  Non-exempt employees whose total hours actually worked and vacation 
time charged exceed 40 hours in a given week will be paid at the straight-time rate for all 
hours in excess of 40 hours.

Scheduling Vacation
Company operating efficiency and work hours are of primary importance in scheduling 
vacations.  Managers will make every effort to approve vacation as requested, provided the 
request is made in advance.

Should a scheduling conflict arise, preference will be given to the employee with the greater 
length of continuous service with the Company.

In case of emergency, employees should leave a forwarding number where they can be 
reached while on vacation.  This number should be left with the employees’ immediate 
supervisors and will be kept confidential.

Vacation Carry Over
Employees entitled to three weeks or more of vacation may defer up to one week of their 
entitlement to the following year with the written approval of the President.  Vacation time 
not taken, or so carried over, is lost.

Pay in Lieu of Accrued Vacation
Employees will be paid in lieu of any vacation accrued but not yet taken, or have their pay 
adjusted to repay vacation pay for time already taken, but not yet earned when:

1. The employee is granted a military leave of absence in excess of 90 days or the leave 
of absence will extend into the next calendar year.

2. It is anticipated the employee will be absent for more than 12 months due to a 
worker’s compensation related injury. 

3. The employee’s status changes from full-time to either part-time or temporary.
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4. The employee’s status changes from part-time to temporary.

Retirement & Termination
During the calendar year in which an employee dies or retires, all vacation time the 
employee would have been eligible to take that year will be vested.  The employee or 
beneficiary will receive pay for any time not taken.

At the time of an employee’s termination with the Company, whether voluntary or 
involuntary, the employee will be paid for earned, but unused vacation time. 

Eligibility After Re-Employment
If an employee is rehired within six months of termination of employment or expiration of 
approved leave, the employee’s original date of employment will be adjusted by the length 
of the absence to determine vacation eligibility.  

Vacation may be taken after one year of continuous service following re-employment.

If an employee is rehired after an absence of six months or more, the vacation eligibility 
date will be the date of rehire.



37

Worker’s Compensation

Employee Accidents / Injury
Employees are legally required to report accidents to their employers as soon as possible.  
All employee accidents are to be reported to the concerned Manager or Supervisor 
immediately.

Injured employees are encouraged to obtain medical aid.  A Supervisor or Manager should 
take the employee to the nearest Kaiser facility.

Employees are required to submit reports of accidents and injuries to their proper authorities 
in their state.  FAILURE TO REPORT AN ACCIDENT BY AN EMPLOYER MAY 
RESULT IN PENALTIES AND FINES.

1. The immediate Supervisor or Manager is responsible for completing an Employee 
Accident Report (See Appendix) and all reports and forms to be filed with the state 
and the insurance carrier.  This requirement applies to both the initial report of injury 
and any follow up reports that are required by either the state or the insurance 
company.

2. The employee accident report and copies of the state and insurance company 
forms, including any of supplemental reports, are to be forwarded to the Human 
Resources Coordinator within twenty-four (24) hours after the next workday 
following the occurrence or reporting of the accident.

3. Copies of all reports should also be submitted to the Vice President.

What To Do In Case Of An Accident:
• Generally, do not move an injured person (unless further injury will result from not 

moving the person).
• Notify the proper authorities (police, fire department, or ambulance, as applicable).
• Relate to the proper authority the cause of the accident, condition of the injured 

employee, and inquire if any first aid should be administered. 
• Generally, it is not recommended that an employee uses his personal or company 

owned vehicle in the transport of an injured person to receive medical aid, unless 
ambulance service is not available or will be detained to the extent that it creates an 
immediate peril of death.

Common sense should prevail. A Supervisor may use his/her personal vehicle to transport 
an employee with a minor injury or for follow-up treatment.  If there is any doubt about 
whether the movement of an employee may aggravate their injury or condition, 9-1-1 
should be call.
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LEAVES OF ABSENCES (OTHER)

Maternity Leave
The company will grant, upon individual request, a special leave of absence for maternity 
purposes.  Such leave will be without compensation.

Procedure
• Employee – At least 30 days in advance, the employee desiring maternity leave 

must make a written request stating the approximate start date of her leave and the 
anticipated return date.

• Supervisor – A Personnel Action Form should be completed by the employee’s 
supervisor and forwarded to the Payroll Department.

Duration of Maternity Leave
Maternity leave may last up to of 90 days, including accrued, unused vacation, sick and 
personal days. Employees will be paid for said accrued, unused time.

Status of Employee’s Position
If the duration of the Maternity Leave is 90 days or less, and the employee intends to return 
to work, the employee’s position will be held open and filled only on a temporary basis.  
Upon returning to work, the employee will be reinstated in the same position held prior to 
the leave.

If the duration of the leave is more than 90 days, the employee’s position will be filled with 
a permanent replacement. 

Upon the desire to return to work, the employee will be given priority consideration for 
reinstatement in a job in the same, or higher, salary grade for which the employee is judged 
qualified by the Company, and with career advancement opportunities equivalent to those of 
the employee’s former position.
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Jury Duty, Time Off to Vote, Court Appearances
The Company is an active member of the community and recognizes that employees have 
civic responsibilities with respect to our government and supports its employees’ 
participation in civic activities.

All regular employees who are regularly scheduled to work at least 17.5 hours per week are 
eligible for the following.

Jury Duty
The Company encourages all employees to perform their civic duty by appearing for jury 
duty, when summoned.  However, jury duty is without compensation should you be required 
to miss work as a result of being summoned, please notify your supervisor and provide a 
copy of the jury summons.

Time Off to Vote
Employees are expected to vote on their own time.  In certain instance, however, a limited 
amount of time off with pay may be granted to employees when they are only able to vote 
during regularly scheduled hours.  Supervisory approval must be requested at least one day 
in advance to allow for work schedule accommodations. 

Court Appearances
Employees may be granted time off without pay when required to appear in court under a 
subpoena.

Other Voluntary Activities
Voluntary participation in other civic activities should not regularly take place during 
working hours. In the event an employee requests time off for such activities, the 
employee’s Supervisor should discuss the request with Management.  The decision to give 
the employee time off without pay will be based on the circumstances of the employee’s 
request (e.g., type of activity and time away from work).
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Military Leave
The following practice has been established for employees, excluding temporaries, who 
enter active military service with the Armed Forces of the United States, either by voluntary 
enlistment or by conscription.

The Company recruits, hires, trains, promotes, and compensates individuals without liability 
for service in the Armed Forces of the United States.

Special Leaves of Absence
The Company will grant, upon individual request, a special leave of absence for the purpose 
of active military service in the Armed Forces of the United States.  Such leave, which will 
be without compensation, will begin on the date of entry into military service and will 
continue as long as the employee is entitled to re-employment rights under the Vietnam Era 
Veterans’ Readjustment Assistance Act. 

Return to Duty
It is the Company’s purpose to restore the employee to the same position, or to a position 
comparable with that held at the time of entry into active military service, regardless of 
whether or not a leave of absence was requested, provided the employee

a. Remains in active military service for no more than four years (unless an additional 
period was imposed by law)

b. Submits a DD Form 214 from the Armed Forces, showing the employee has 
satisfactorily completed his or her period of service with the Armed Forces

c. Submits an application for such restoration within 90 days (31 days in the case of 
enlistment for 6 months) after discharge, release or retirement from military service, or 
after the termination or hospitalization continuing after discharge, release, or 
retirement from military service.

 
Return from leave of absence will be made at the level, salary and credited service the 
employee would have reached had employment not been interrupted by military service.  
Returning military personnel are protected from dismissal without cause for up to one year 
after reinstatement (6 months for returning reservists).

Allowances
Employees entering military service are not eligible for any allowance in consideration of 
salary.

Benefits
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No benefits are available during special leave of absence for military service to employees, 
or their dependents, under the Company’s Group Benefit Plans.

Vacation
An employee will be paid for vacation earned, but not taken, at the beginning of the leave.  
On return from military leave, an employee’s vacation eligibility will be determined in 
accordance with Company’s Vacation Policy.

Military Training (MT)
Absence is allowed for basic reserve training and annual required duty in the State or 
Federal Military Reserve Organizations as follows

1. The initial period of basic training following enlistment - leave of absence without 
pay

2. Time off for annual required duty is allowed as follows
• The first five regular working days – leave of absence with pay
• The second five regular working days – leave of absence without pay
• The third five regular working days – leave of absence with pay
• Beyond the fifteenth regular working day - leave of absence without pay.

3. Any holiday that falls on a regular working day during MT leave for annual 
required duty is allowed.  Unused credit resulting from any such holiday should be 
applied to reduce the period of leave of absence without pay.

4. The employee should be advised that any of his or her leave of absence without pay 
may be charged as regular vacation or personal day, provided the employee makes a 
written request. 

5. The request for an absence for reserve training should be made in writing and 
accompanied by a copy of the employee’s orders or other documentary evidence. It 
should be initialed by the Manager or Associate Manager, and, together with the 
evidence, forwarded to the Payroll Processor.

6. There are few instances where reserve duties differ from the usual summer camp or 
cruise training. Usually involved are officers attending special schools or   
encampments in order to maintain their grade. Employees requesting such leave 
should be referred directly to the Human Resources Manager or Vice President.

7. Additional time off immediately before or after military training should not be 
included in the written request for absence for reserve, but should be handled in the 
usual manner.
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Occasional Military Service (MT)
Where an employee is ordered into service in a State of Federal Military Reserve 
Organization because of an emergency situation (domestic disturbance, floods, hurricanes, 
etc.), necessary time off will be granted for this purpose.  This time will be considered as 
leave of absence without pay, unless the employee wishes to use regular vacation or 
personal days.

Though reasonable time off should be allowed for employees to participate in a duty 
accredited. Civilian Defense, emergency alert, drill, or other exercise, this time shall, in all 
cases, be at the expense of the employee and charged as regular vacation, personal day, or 
leave of absence without pay.

Veteran’s Examination (VE)
When a veteran is requested by the Veteran’s Hospital to report for examination, the time 
should be charged as VE.

Whenever a veteran is absent for regular or periodic treatment, however, such absence 
should be charged to his or her disability record.
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TRAVEL

Expense Reimbursement 
The Company has established a uniform policy, which follows IRS guidelines, concerning 
reimbursement policies for allowable business-related expenses incurred by employees.  
The policy covers all officers and employees and includes guidelines for reimbursable 
expenses, approval procedures and required documentation.

The Company generally allows for the reimbursement of expenses that provide a positive 
benefit/cost ratio.  Expenses that have a clear business purpose will be reimbursed, in 
accordance with the policy. Each individual must use solid judgment when determining the 
amount and purpose of an expense.  The approving manager must be assured that the policy 
is observed.  

The responsibility of the approving officer is twofold:
1. To ensure that the reimbursements are in the best interest of the Company and 

represent a good investment of Company funds.
2. To review requests for reimbursement and make certain that documentation is 

complete and that amounts claimed are reasonable and in accordance with this 
policy.

Air Travel
All travel by air will be on a commuter or coach/economy basis.  Each employee making 
travel arrangements has the responsibility for completing a Travel Authorization Request 
form. The completed form should be presented to the HR Manager, who will select the most  
economical travel and lodging fares.

If the employee would rather use his/her personal vehicle instead of flying, the reimbursed 
mileage, and other transportation expenses, may not exceed the cost of air travel to the same 
destination.

The purpose of the trip should be stated on the face of the invoice including the customers 
that will be called on.

Hotel Accommodations
• Commercial rates and corporate discounts should always be requested at the time 

reservations are made.
• Reservations should be made as far in advance as possible in order to obtain 

corporate discounts.
• Paid receipts must be obtained for hotel costs.
• Luxury or resort hotels should not be used.
• Hotel costs should not be billed directly to the Company.
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• The use of personal credit cards to settle hotel bills is encouraged.  This reduces the 
need for large travel advances.

Meals
Employees traveling on company business will be reimbursed for reasonable meal expenses 
during the trip.

Entertainment
Requests for reimbursement of entertainment are justified only if the request clearly shows 
that the entertainment was considered beneficial to the Company AND was part of a 
legitimate business discussion.  

The stature and importance of the person(s) being entertained and circumstances justifying 
the entertainment should determine the extent, nature, frequency and cost.  Guests and 
employees can present a poor impression of the company through extravagance as well as 
frugality.  

Excessive entertainment expenses will raise questions as to its benefit to the Company. 
There should be a proper balance between the number of guests and company employees 
participating in the entertainment.

IRS regulations require complete documentation of all entertainment expenses.  These costs 
must be supported on the reverse side of the Expense Reimbursement form.  

The following information is required by IRS regulation or Company policy.
1. Names and business titles of individuals present
2. Business affiliation of individuals and business relationship to the Company
3. Business purpose of the entertainment
4. Date and place of entertainment
5. Paid receipts supporting individual expenditures of $25.00 or more

Expenses of entertaining other Company employees are reimbursable ONLY in the 
following situations:

1. When an officer at a level of Vice President or higher, who has the responsibility of 
counseling employees, believes that counseling objectives can best be accomplished 
in an atmosphere away from the office.  Expenses associated with celebrations for 
promotions, retirements and other comparable occasions are not reimbursable.

2. When a Vice President, or above arranges, a Company group meeting for a specific 
business purpose that cannot be accomplished in any other manner.  This 
expenditure must have the President’s approval.
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When more than one Company employee is present during entertainment, the highest-
ranking approval authority should bear the associated expense and seek reimbursement.  
Approval of the reimbursement should be obtained from a higher-level officer not present at 
the entertainment.  This does not apply to executive level officers, Vice President, 
Controller, or President who are routinely invited to functions (entertainment or other) held 
by divisions or departments throughout the Company.
Other Allowable Expenses
Other reasonable out of pocket expenses will be reimbursed to employees while traveling on 
Company business.  

1. Reasonable baggage handling and other tips
2. One telephone call home per day
3. Laundry and dry cleaning, if the trip is for one week or more

Conventions And Seminars
The Company should derive a direct benefit from employee attendance at conventions or 
training seminars.

1. Attendance at such a function must directly benefit the Company
2. Attendance must be approved by management, before making reservations
3. Multiple representation should be restricted
4. When travel is required, care should be taken to minimize expenses

Spouse Expenses
Expenses for an employee’s spouse will not be reimbursed unless the Company expects 
his/her attendance and their participation in the event is in the best interest of the Company.

Out-of-Town Travel
When expenses are incurred during out-of-town travel, IRS Regulations and Company 
Policy requires the following information. Failure to provide all this information may result 
in the denial of reimbursement requests. 

1. Customers called on must be identified
2. Reason for the trip must be on expense request form
3. Attach itinerary, if available
4. If entertainment expense is incurred – follow entertainment policy

Professional Memberships and Due
Where membership has been approved in an organization, it is expected that the employee 
will be active in that organization in order to derive the maximum benefit from such 
membership.  When monthly or periodic meetings are not attended, continued membership 
in the group should be questioned.

Expenses Not Reimbursable



46

• Unexplained or excessive expenses, which are not within the intent of Company 
guidelines

• Lunch expense for an employee on a normal workday (Except when on travel status)
• Meals or refreshments for other employees, except as specifically provided in the 

policy
• Flowers or gifts for staff members or a member of the family of an employee
• Personal reading material, such as books, newspapers or magazines
• Barber or beauty parlor services, manicures, and shoe-shines
• Personal automobile insurance, air travel insurance or automobile club membership
• Repair or maintenance of personal automobiles
• Mileage to the first job sit or office and from the job site to home or office
• Special room service, unless supported by a justifiable business reason
• Personal entertainment such as movies, plays, concerts and television rentals
• Sightseeing or personal side trips
• Fines and collateral for violation of traffic laws
• Medical expenses
• Costs associated with the use of personal aircraft
• Alcoholic beverages, or other types of entertainment, unless in connection with 

hosting a business event supported under Entertainment Expense
• Laundry and dry cleaning on trips of a duration of less than one week
• Annual dues for credit cards
• Soft drinks, candy, etc.  The Company will provide coffee for employees and guests.  

The Company will not, however, pay for any other refreshments for employees, 
unless they are engaged in a business entertainment activity

• Late fees on club membership dues
• Any pet expenses
• Personal items lost or stolen while at work or during a trip
• Divisional, departmental or group parties, including Christmas parties, unless 

authorized by the CEO or the President of the Company

Reimbursement Procedures

1. Expense Reimbursement Form – This form must be used for all business expense 
reimbursement requests submitted by employees.  The form should be typed or 
prepared in ink and original sent to Accounts Payable.  The employee should keep a 
duplicate copy in the event that questions arise regarding the claim.  Both signatures 
should be legibly written in ink.  If the signatures cannot be read, then typed or 
printed names must appear next to the signatures.  Accounts Payable will accept only  
forms with original signatures.

a. Expense reimbursement should be submitted biweekly during the 
calendar month in which the expenses were incurred.  When a business 
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trip extends over a month-end period, the claim for reimbursement should 
be submitted within 10 business days from the return of such trip.

b. All information requested on the form must be completed, otherwise, it 
will be returned to the employee.

2. Attach Original Receipts – The following receipts are required.
• Hotel or other lodging
• Automobile expense (excluding mileage for personal cars)
• Entertainment of $25.00 or more
• Memberships and dues
• Baby-sitting
• Any single meal over $25.00
• Small purchases of supplies such as calculator, batteries or miscellaneous 

items under $15.00

Personal Automobile Expenses
If a personal car is used for Company business, the current mileage rate is allowed to cover 
all operating expenses for business-miles driven.  

Car rental is allowed only if other acceptable transportation is not available or if it produces 
savings.

• Automobiles should not be rented without prior approval from management
• Automobile rentals should be made with the current approved agency to obtain 

maximum discounts.  A list is available from the Controller’s Office.
• The collision deductible waiver and other optional types of insurance offered, as part 

of the rental agreement, should not be taken.
• In the event that you are renting a car in a state, which requires proof of insurance, it 

is the responsibility of the rental company to provide documentation of the insurance 
coverage.  The employee should inquire as to the location of the insurance 
documentation.

Business Miles are defined as the actual number of miles incurred in an automobile for 
making official Company calls, and are defined by the IRS as follows:

1. On those days when the employee visits his assigned office and also makes one or 
more official Company calls, the total miles traveled that day should be reduced 
by

a. Miles from home to the first customer or work location of the day
b. Miles returning home from the last customer or location of the day
c. Any other personal mileage incurred for the day to arrive at business 

miles
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2. On those days when the employee, by reason of the day’s assignment, goes directly 
from home to a customer or work location and/or returns directly home from such 
location, the total miles traveled to and/or from that location must be reduced by the 
normal mileage between the employee’s home and his usual work location.

The mileage log should be completed each day.

Company Vehicle
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Company Credit Card
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EMPLOYEE CONDUCT

Discipline
When an employee’s behavior or work performance is below standard or is otherwise 
unacceptable, the employee will be provided fair warning and/or counseling to correct the 
problem.  Any disciplinary action or counseling will be fully documented.

The Discipline Policy is based on the following concepts
a. The purpose of discipline is to reinforce the need for observing established Company  

rules.  It should be a constructive measure, which will provide information and the 
opportunity for the employee to improve.

b. There is no precise formula for applying discipline.  Each instance of misconduct 
must be evaluated individually.  However, if discipline is to be effective, it should be 
applied in a consistent and fair manner and should not be used as punishment.

c. Dismissal is not a corrective measure.  Therefore, it should be used only when other 
efforts have failed, or if the violation in question precludes other alternatives.

Disciplinary Action Record
This form should be used to record poor attendance, tardiness and improper conduct in the 
workplace for permanent employees. 

Disciplinary Offenses
Disciplinary offenses should be handled through corrective discipline procedures before 
dismissal action is considered.  

Some offenses may also be grounds for termination, depending on their severity:
1. Excessive or unnecessary tardiness.
2. Failure to report to work without a satisfactory reason and without notifying the 

Supervisor within one-half hour of scheduled reporting time unless unable to do so.
3. Lack of attention to job duties, wasting time and/or hindering others in the 

performance of their jobs 
4. Leaving the workstation without permission 
5. Sleeping on the job.
6. Soliciting for any purpose during working time, or in public areas at any time during 

work hours without permission (first offense).
7. Failure to maintain satisfactory performance standards. 
8. Refusing to follow directions from Supervisors or showing other forms of 

insubordination.
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Major Offenses
Acts that seriously threaten the operation of the business or safety of employees are major 
offenses.  Dismissal is the only appropriate action.  Refer to Involuntary Termination Policy 
for description of major offenses.

Guide for Disciplinary Action
The following are recommended guidelines for Supervisors when discipline becomes 
necessary.

1. Act Promptly – While it is important that a decision on disciplinary action cannot 
be made in haste, it is equally important that the Supervisor take action as soon as it 
becomes apparent that a violation has occurred.  Failure to take disciplinary action is 
equivalent to condoning the violation and making the rule ineffective.

2. Get All the Facts – The importance of getting all the facts as soon as possible 
cannot be over-emphasized.  The Supervisor must investigate early and thoroughly 
to be fair and to prepare for possible testimony that just cause existed for the 
disciplinary action.

3. Counsel the Employee – The employee should be given an opportunity to explain 
his or her actions.  The employee’s explanations should be verified and taken into 
consideration before disciplinary action is taken.

4. Determine Course of Action – A decision on the course of disciplinary action 
should not be made without sufficient review of all the facts.

  The following factors should be considered
a. Consider the nature of the violation.
b. Review any formal disciplinary actions in the employee’s record.  Penalties 

should become more severe for each instance of misconduct.
c. Consider the period of time since last disciplinary action.  A long period for 

good conduct following disciplinary action should be considered, because it 
represents the aim of corrective discipline.

d. Consider any mitigating or aggravating circumstances. Mitigating 
circumstances, such as medical problems supported by a doctor’s statement, 
justify a lesser penalty.  Aggravating circumstance, such as prior violations 
for the same rule, justify a more severe penalty.

5. Documentation – It is critical that all facts and counseling sessions be documented 
in the employee’s fact file.  

 
  Documentation of counseling sessions should contain the following information:

a. Date and place of discussion
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b. Name of employee and supervisor
c. The specifics of the problem discussed
d. Detail of corrective actions to be taken
e. Specific results to be achieved by a certain date
f. Employee’s reaction, commitment or comments
g. Supervisor’s signature
h. Employee’s signature (optional)

Progressive Forms of Disciplinary Action
While this guide represents progressive forms of disciplinary action and is recommended in 
most cases, there may be circumstances when a more severe action is warranted.  In such 
instances, it is recommended that the Supervisor consult with their Manager to review the 
facts and discuss the proper approach.  The Supervisor must determine the appropriate 
course of action in each case.  The following guidelines are outlined to assist in the decision.

1. Verbal Counseling or Reprimand – Verbal counseling or reprimand is the least 
severe form of disciplinary action and is generally the first step in resolving minor 
conduct problems.  The counseling session should be private, and the employee and 
his/her Supervisor should discuss the specific problem(s) and the expected results.  A 
written record of the counseling session should be retained in the employee’s fact 
file to provide reference.

2. Formal Counseling and Written Report – If the verbal counseling does not 
produce the desired results, or if infractions continue after the Supervisor has 
discussed them with the employee, the employee should be counseled a second time 
and a formal written report prepared.  

 The purpose of the written report is to:
a. Eliminate misunderstandings between the Supervisor and the employee.
b. Ensure that the employee is given notice of unacceptable conduct in time to 

permit improvement.
c. Ensure that documentation is available to justify the action taken in the event 

of discriminatory charges.

The written report should let the employee know the seriousness of the infraction, 
the specific corrective action to be taken on the part of the employee, and advise the 
employee of the consequences if the problem is not corrected.  A copy of the written 
report should be given to the employee, and a copy retained by the Supervisor in the 
employee’s fact file.

3. Probation – For more serious behavior on the part of the employee, or if no 
improvement has been shown after verbal counseling and the written report, the 
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discipline may consist of placing the employee on probation for a period of time 
(generally no less than 30 days, nor more than 90 days).  

The employee on probation will be expected to correct undesirable attitudes or 
patterns of behavior during this time.  The employee should expect termination if 
behaviors are not corrected. Failure to improve performance during the probationary 
period can result in termination prior to the expiration of the probationary period.

Notice of probation is normally made in writing.  The memorandums should be 
signed by the Supervisor and acknowledged by employee’s signature.  One copy of 
the probation notice should be given to the employee, one copy kept by the 
Supervisor and the third copy sent to the building or corporate manager for inclusion 
in the employee’s personnel file.  

New Employee Probation – All employees are on probationary status for their first 
90 days of employment.  These employees should be counseled when a problem 
exists and proper documentation prepared.

4. Suspension – This is the most serious form of discipline.  Suspensions have a 
minimum duration of 3 working days and maximum duration of 10 working days 
and are without pay.  

  Suspension can be used effectively at three points in the discipline process:
I. When the severity of the offense does not warrant immediate termination, but 

is serious enough to require firmer disciplinary action than verbal counseling 
or written report.  This use of suspension will normally be limited to single 
instances of unacceptable behavior rather than repeated minor abuses.

II. When an employee has previously undergone the three disciplinary steps 
described above with no improvement or, after a lapse of time, the employee 
reverts to behavior patterns for which there has been previous discipline

III. When the employee is suspected of theft or other dishonesty, or arrested for 
criminal offense pending full investigation of charges.  These suspensions are 
not subject to the maximum duration of 10 working days and require the 
approval of Management.  Documentation must be prepared summarizing the 
situation, with copies for the employee, the Supervisor, and payroll.  If, at the 
conclusion of the investigation, the employee is cleared of all charges, pay will 
be retroactively reinstated.

5. Dismissals – Dismissal is the most severe step in the disciplinary process.  If, after 
this progressive process, the desired improvement has not been realized, the 
employee may be dismissed in accordance with the procedures described in the 
Termination Policy.
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6. Immediate Dismissal Without Notice – There are certain acts of misconduct that 
require the immediate termination of the employee.  Examples requiring immediate 
dismissal without notice are listed in the Termination Policy.

Termination

Voluntary Termination 
The Company is committed to retaining competent and productive employees.  Employees 
who choose to leave the Company are expected to notify the supervisor in writing two 
weeks before the effective date.

Notice of Resignation
• Written notice should be submitted to the resigning employee’s Supervisor at least 

two weeks before the effective termination date.
• Employees resigning without two weeks notice will not be eligible for rehire
• The Supervisor should attempt to discuss the resignation with the employee and 

determine the reason for leaving.

Procedures
Prompt action in notifying the Payroll Processor of an employee’s termination is critical.  

Supervisors are responsible for the following actions:
1. Initiating of Termination Memorandum.
2. Ensuring prompt notification so that an exit interview for the employee is scheduled.
3. Collection of all Company property including documents, manuals, keys and 

identification access cards prior to the employee’s final departure.
4. Obtaining a current mailing address.
5. Completing Employee Termination Report (see appendix)

Exit Interview
• A Senior Manager will conduct all exit interviews upon notification of the 

termination from the employee’s department.
• The purpose of the exit interview is to obtain information from the employee that 

will help the Company monitor turnover and improve morale.  
• The exit process will also give the employee information concerning status of 

benefits and ensure that all Company property has been returned.
• Every effort should be made to encourage departing employees to attend the exit 

interview and to discuss freely his or her opinions and concerns about working for 
the Company.
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Final Pay Procedures
1. Pay in Lieu of Notice – In some cases, when an employee resigns, it is in the best 

interest of the Company that the employee leaves the premises that day.  Two weeks 
pay in lieu of notice may be granted with the approval of the President.

2. Final Pay – Employees will receive their final pay through normal processing unless 
exceptional circumstances exist.

Pending Resignations
Employees whose resignations are pending, and who fail to fulfill the same attendance, 
punctuality, and performance requirements as other members of the staff, are subject to 
immediate termination without consideration for pay in lieu of remaining notice.

Employees who are actively contemplating resignation, whose services we desire to retain, 
can often be retained by prompt action on the part of the Supervisor.

Involuntary Termination
Every effort should be made to improve performance and correct deficiencies to avoid 
involuntary termination. Termination should be used only as a last resort to resolve a 
problem.  The company reserves the right to terminate employees for any reason that is not 
protected by statute.  

The President must approve all employee terminations.

Job Abandonment
Any employee who is absent from work and fails to contact his or her supervisor or other 
management personnel for three consecutive work days will be terminated without notice 
for job abandonment.

Dismissal
A dismissal is a termination initiated by the Company, usually as a result of a serious 
infraction or the continued inability to comply with the Company’s policies or performance 
standards.

The authority to dismiss an employee carries a heavy responsibility and must be exercised 
with caution to ensure that no injustice is done.  Under no circumstances will an employee 
be dismissed without the approval of the supervisor’s manager.

Dismissal Procedures
Supervisors must comply with the following steps

1. Barring serious infractions, an employee will be given ample opportunity to 
correct deficiencies.  The guidelines for correcting deficiencies are set forth in the 
proceeding Discipline Policy. 
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2. If, after following the guidelines of the Discipline Policy, the employee fails to 
improve to an acceptable level, the supervisor may recommend dismissal.  This 
recommendation must be accompanied by proper documentation.

3. The documentation must be forwarded to the Human Resource Manager for 
inclusion in the employee’s personnel file.

Dismissal Approval Requirements
• The supervisor’s manager must approve all dismissals.
• Managers should review and approve all dismissals.
• The President or Vice President must approve the dismissal if discriminatory 

allegations are under investigation or if there is a potential liability in regard to 
alleged discrimination.

First-Offense Dismissals
Acts committed by employees, which are so serious in nature that they threaten the 
operation of the business or safety of the workplace, are considered major offenses and 
require dismissal.

Following are examples of acts that require immediate dismissal
• Consuming alcohol on Company premises.
• Selling, purchasing, using or possessing drugs, which are prohibited by law, on 

Company premises or while on Company business, unless under the direction of a 
physician.

• Illegal gambling on Company premises.
• Fighting or deliberately causing injury to another employee. Other forms of 

disorderly conduct or malicious disturbances, including the intimidation of others.
• Possessing of firearms or other lethal weapons within Company premises, even 

though the employee may have a permit to carry such weapons.
• Assaulting or threatening a Supervisor.

Following are examples of acts that may warrant dismissal on the first offense.
• Falsifying Company records or permitting them to be falsified by others.
• Refusing to follow directions from Supervisors or showing gross insubordination.
• Disclosing confidential Company information.
• Intentionally damaging company property.
• Stealing or helping others to steal, or other dishonest conduct.
• Reporting to work, or working under the influence of alcohol.
• Dishonesty.
• Assisting any unauthorized persons to gain access to Company records or premises.
• Falsifying employment records.
• Flagrant sexual harassment or intimidation.
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Documentation 
The Supervisor should prepare the memorandum titled Employee Termination Report and 
forward it to the Vice President along with all documentation prepared for the termination 
proceedings.

Exit Interviews
The exit interviews process for dismissed employees will be limited to return of Company 
property and discussion of benefits.

COMPANY POLICIES

Charities and Donations
No corporate contributions may be made or authorized to any charitable or service 
organization except as determined or directed by the President.  Personal contributions 
should not be made during normal business hours while working.  This is not intended to 
discourage charitable giving by employees, simply to prevent solicitors from distracting 
anyone from work.

No employee is authorized to make any donations or contributions with the Company’s 
funds, unless the President approves it, nor can the employee serve as solicitor by asking 
another employee or client to so contribute.

It is highly irregular and unauthorized to permit charitable (or any other kind of) 
solicitations within a building or on the premises: no office-to-office flyers, Girl Scout 
cookies, etc.  The tenants who occupy the space must be screened from solicitations.

Community Involvement
The Company encourages employees to contribute their energies to civic, cultural, 
educational, medical and/or charitable institutions.  Involvement in these activities not only 
benefits the community, but also reflects well upon the corporate citizenship of the 
Company.

This policy applies to all employees.  The Company’s goal is to have all of its officers 
involved in the community, and 25% of all other employees participating in community 
voluntary activities.

In the event that volunteer participation would require a time commitment, which would 
conflict with the individual’s work hours or job performance, the opportunity should be 
discussed with the appropriate Supervisor or department manager.
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Confidentiality
Financial and non-financial information about the personal or business activities of the 
Company, its employees, or customers is strictly confidential.  Employees may not use such 
information obtained during the course of their employment for personal advantage, for the 
advantage of the Company, or for the advantage of third parties. 

Employees are encouraged to be as discrete as possible in providing information that could 
be considered confidential. Employees who misuse or release confidential information are 
subject to immediate termination.

Definitions
1. Financial Information 

a. Material non-public information - Generally, a fact is determined to be 
material if there is a substantial likelihood that a reasonable investor would 
consider it important in making an investment decision.  

b. Non-public information - is defined as facts that have not been made 
generally available to the general public.

2. Non-Financial Information - Information need not have financial impact to be 
considered confidential information.

Examples of confidential, non-financial information are as follows
a. Personnel records.
b. Salary and benefit information.
c. Policy guidelines.
d. Information related to current or future contracts or litigation.
e. Business plans of the Company or its customers.

Release of Confidential Information
Information about the Company, or its related entities, may not be released to any person 
unless it has been published or made available to the public through internal distribution to 
the news media.  Employees who have access to material non-public information in the 
course of their responsibilities may not release that information or use it in a manner, which 
is not consistent with the Company’s interest.

All employees should refrain from discussing confidential information outside of their area 
of responsibility.

Conflict of Interest & Business Ethics
The Company hereby adopts as its own statement of policy on conflicts of interest and 
business ethics.  
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1. The Company does not contribute financial or other support to political 
parties or candidates for public office.  Employees may, of course, make 
political contributions, but only on their own behalf. The Company will not 
reimburse them for such contributions.

2. You are also free to seek and hold an elective or appointive public office, 
provided you do not do so as a representative of the Company.  However, 
you must conduct campaign activities and perform the duties of the office in 
a manner that does not interfere with your responsibilities to the Company.

Copyrights, Patents & Discoveries
The Company recognizes that an employee may conceive a new idea, method, concept, 
product, or system during the course of employment in which the Company would have a 
proprietary interest.  All such ideas, improvements, inventions, and discoveries, which relate 
to any product, services, system, or any aspect of the Company’s business, regardless of 
whether patented or copyrighted, are the property of the Company.  The Company CEO 
must approve any exception to this policy.

Drug Policy
The Company is committed to keeping the offices a safe, drug-free work environment.  It is 
the Company’s belief that the misuse of drugs, alcohol, or any substance having a 
physiological, psychological or biochemical effect impairs employee health, employee 
performance and creates unsafe working conditions.

On November 18, 1988, the Omnibus Drug Initiative Act of 1988 was signed into law.  A 
subsection of this bill, the Drug-Free Workplace Act of 1988, requires federal contractors 
such as Prudential and PREMISYS to take specific actions to provide a drug-free 
workplace.  One of these actions is to distribute a statement on drug abuse to all employees.  
Please read the following statement and direct any questions you may have to your 
Manager.

Drug and Alcohol Policy Statement
The use, possession, distribution or sale of unauthorized drugs by Company employees 
while on Company premises or while engaged in Company business is prohibited.  An 
employee reporting for work with unauthorized drugs in his or her body is in violation of 
this Policy.

The consumption or possession of alcohol in unsealed or opened containers on Company 
premises, is prohibited, except in limited circumstances where specifically authorized by the 
President.  Reporting to work while under the influence of alcohol by any employee is 
prohibited.
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An employee charged with or under investigation in connection with a drug-related or 
alcohol-related criminal offense, if convicted, may be subject to discipline.

Employees are expected to cooperate in the enforcement of the Company’s Policy.

Definitions
1. Unauthorized Drugs – For the purpose of this Policy, the term “unauthorized 

drugs” mean any substance, other than an authorized substance, which is, or has the 
effect on the human body of being a narcotic, depressant, stimulant, hallucinogen or 
cannabin, their precursors, derivatives or analogues, and includes, but is not limited 
to, those substances scheduled as controlled substances pursuant to the Federal 
Controlled Substances Act.

2. Authorized Substances – Substances having a physiological, psychological or 
biochemical effect, which are lawfully prescribed or which are available without a 
prescription, which are lawfully obtained by an employee and which the employee 
possesses and uses in the appropriate manner, in the doses and for the purposes for 
which the substances were prescribed or manufactured, are considered “authorized 
substances” for the purposes of this Policy.

3. Company Premise – Company Premises includes, but is not limited to: Company 
owned, rented, used or leased property; Company work-site locations; Company 
owned, rented or leased vehicles, or equipment.

4. Discipline – Any violation of the Company’s Drug and Alcohol Policy will subject 
the employee to discipline including discharge for the first offense. Employees 
distributing, selling or discovered in the act of using unauthorized drugs on 
Company premises or while engaged in Company business will be discharged.  In all 
other circumstances, it is within the Company’s sole discretion to determine whether 
to continue an employee’s employment when it has determined that the employee 
has violated this policy.

Medication / Substance Reporting
It is an employee’s responsibility to notify his or her immediate supervisor in writing when 
he or she is taking any prescription or non-prescription medicine or substance which may 
impair his or her judgment or performance or otherwise, adversely affect the normal 
functions of his or her mental faculties or physical abilities.

Supervisor’s Responsibilities
• Be familiar with the Drug and Alcohol Policy.
• Attend education sessions enabling the recognition of the signs and symptoms of 

drug and alcohol use.
• Notify Corporate Office to coordinate the procedures to be followed when evidence 

of a violation of the policy exists.
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Legal Action Reporting
The Company expects employees to report any legal action involving the Company.  Any 
form of legal action should be taken seriously.  Coordination and timely communication is 
essential in preparing a proper legal response.

Reporting
It is imperative that the Corporate Office be informed immediately by phone of any legal 
action where the Company or the property is involved.

All appropriate documentation should be forwarded upon receipt (via express mail) to the 
vice president at the Corporate office.

Outside Employment
The company will permit employees to have outside employment as long as it does not 
interfere with their employment with the Company.

The company respects the private lives of its employees.  Since our continued growth and 
profitability are based on public trust, employees must consistently demonstrate the qualities 
that will encourage public confidence.

Guidelines
An employee who desires to take a second job may do so provided that it does not:

• Encroach on the time or attention, which should be devoted to the employee’s duties 
within the Company.

• Adversely affect the quality of work performed.
• Involve use of Company equipment, supplies or facilities.
• Infer the support of the Company on behalf of the outside employment or 

organization.
• Adversely affect the Company’s reputation.

When the employee has questions about outside employment, they are encouraged to 
discuss them with the Vice President.

Management level employees, generally, are not permitted to hold a second job.  Officers 
may not hold a second job without the approval of the President.

Press Relations
Information about the Company or its clients, its opinions, its policies or its customer 
relations should be released to the news media or expressed in public appearances only by 
those with specific authority.
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Contracts from the news media should be directed to the President or Vice President to 
ensure proper handling.

It is the Company’s policy not to discuss the details of specific customer or employee 
relationships.

Guidelines
• Responses to general inquiries, such as the Company’s business relationships, 

policies or operational matters, etc., are to be restricted to the President and Vice 
President.

• The appropriate Manager may handle inquiries concerning comments about a 
specific customer after being cleared to do so by the President.

• Generally the preferred handling is to refer the request to the President or Vice 
President with the response that “They themselves cannot comment”.

Solicitation
Employees should be permitted to work in an environment free from interruption of a non-
work related nature.  Such interruptions can be both detrimental to the quality of work and 
unwanted by the employee.  Solicitation by an individual or group on the Company’s 
premises is prohibited.

Definition
“Solicitation” is defined as the sale of any product or service, the collection or pledging of 
funds or signatures for any purpose, requests for any matter of support or opposition to an 
organization or activity or the posting or information related to these activities.

1. Employees may not engage in solicitation for any purpose during their working time, 
which includes the working time of the employee who is being solicited.  Similarly, 
employees may not distribute literature during their working time or at any time in 
work areas.  For purposes of this rule, working time does not include lunch periods 
or other break times.

2. All non-employees are prohibited from engaging in solicitation or distribution of 
literature on Company property at any time.  This does not apply to vendors who are 
calling the Company representatives for business purposes.

3. Any non-employee engaging in soliciting will be asked to leave the Company 
premises immediately.

 


