Welcome to     
Welcome to       (The Company)! We hope that you will enjoy your experience here. We have always emphasized that outstanding people are the key to success. To ensure continued success, we believe it is important that all employees understand our policies, proce​dures, and benefits. This employee handbook will familiarize you with the various aspects of working at       and we encourage you to use it as a valuable resource and reference document for all employees. If you have any questions, please do not hesitate to ask for clarification from the CEO. These are general requirements of working for       and can be waived at any time by management. 
All long-term employees of       have a desire to learn more about our unique organization and our passion to assist our customers. We hope you will as well.

Please read the following pages and ask questions pertaining to anything you do not understand. We will be more than willing to go over these policies with you.

     
President & CEO


      
INTRODUCTION

The information contained in this handbook, cannot and does not constitute an employment contract, nor does it create a contractual obligation of any kind. We do not guarantee employment for any length of time; either you or      may terminate the employment relationship at any time, without cause or prior notice. Statements made by managers or supervisors, with the exception of a written agreement signed by the owner      , do not supersede the policies and procedures herein. 

From time to time, it may be necessary to update the policies and procedures of this handbook. Therefore, we reserve the right to alter, revise, or rescind policies and procedures at our sole discretion to meet the goals of      . 
Company benefits plans are defined in legal documents such as insurance contracts, official plan texts, and trust agreements. This means that if a question ever arises about the nature and extent of plan benefits or if there is conflicting language, the formal language of the plan docu​ments govern, not the informal wording of this handbook. Plan documents may be obtained, by request, through your supervisor.

Certainly, no handbook is able to anticipate every circumstance or question regarding employment. If employees have any questions or require additional information, he/she is encouraged to speak with his/her supervisor, who will be able to provide assistance.

Employee for Life Philosophy

It is the goal of       as your employer to provide a stable working environment and create a working relationship that will last many years. We want you to be happy and will strive to treat you in such a way that you will want to remain an employee for life. 

This does not mean that we do not understand that life has its unexpected changes and there may be other reasons for which you will one day need to leave us. We just do not want that reason to be because you are unhappy as a PPI employee, if we can prevent it.

As with any business and in any industry, technology and responsibilities are always changing. If you are up to the challenge, have an attitude that works within our culture, and can adapt to the forever changing landscape of this Company, we believe you can remain employed with us for a very long period of time. 
IMPORTANT DEFINITIONS

Please take a moment to determine the categories under which you fall.

Employee Status

Full-time employee: Employees who work either in the office or outside of the office and who average 36 hours or more per week, based on the previous six-month period. The average hours per week is determined by taking the total hours paid (including vacation, holiday, sick time, and hours worked) in the previous six-month period and dividing that total by 26 weeks. 

Part-time employee: Employees who work either in the office or outside of the office and who average 24 to 35.90 hours or more per week, based on the previous six-month period. The average hours per week is determined by taking the total hours paid in the previous six-month period and dividing that total by 26 weeks. Part-time employees are not entitled to any benefits.
Casual employee: Casual employees are those who average fewer than 24 hours per week, based on the previous six-month period. The average hours per week is determined by taking the total hours paid in the previous six-month period and dividing that total by 26 weeks. Casual employees are not entitled to any benefits. 

PLEASE NOTE: That your status may change over the course of your employment with The Company based on changes in your work arrangements. Therefore, you should think of your status as a fluid state and all benefits will be based on your status at the time they are taken.

Hourly Worker: Employees paid on an hourly basis must be paid at least the federal minimum wage for each hour worked and given overtime pay of not less than one and a half times their hourly rate for any hours worked beyond 40 each week. 
CONFIDENTIALITY

Business Conduct in General

We ask that our employees behave in a professional manner at all times while working within The Company offices or within other locations and representing our Company. We ask that you do not voice negative opinions regarding The Company to our clients or to any professional associated with our Company. We expect that salaries will not be discussed with fellow employees, since this is considered confidential and the sole concern of each employee. Cooperation and respect are also expected between employees, whether they are peers, supervisors, or subordinates. Should you feel the need to leave The Company due to disagreement with its policies or unhappiness with your position, arrangements can be made through your supervisor.

Confidentiality

The Company prohibits the release of confidential information or materials to individuals or entities without proper authorization. This includes, but is not limited to the following: financial results, vendor contracts, salary information, files, memos, customer lists, and pricing lists. 

Company information is confidential and should not be discussed with anyone outside of The Company, except as required in the performance of regular duties.

This applies specifically, but not exclusively, to inquiries about The Company made by the press, investment analysts, or others in the financial community or associated with the media. Any inquiries of this nature should be referred to the CEO or COO without comment. 

Failure to follow the letter and spirit of these procedures will be considered a matter of extreme seriousness and a basis for immediate termination of employment.

If an employee leaves the employment of The Company, either voluntarily or involuntarily, all Company materials of a confidential and proprietary nature and all Company equipment must be immediately returned to the employee’s supervisor. 

Customers

The employee hereby agrees that he/she will not, during the term of his/her employment with The Company and for two years thereafter, directly or indirectly, contact or solicit customers of The Company for his/her own account or on behalf of any person or entity other than The Company. 
Ethical Standards/Conflict of Interest

The Company is committed to conduct​ing business activities with integrity, fairness, and in accordance with the highest ethical standards. As an employee you will enjoy the benefits of that reputation and are obligated to uphold it in every business activity. Employees must avoid discussions and transactions with customers and vendors that will further their own interests, or that of any business they may operate. If you are ever in doubt about whether an activity meets our ethical standards or might compromise The Company’s reputation, please discuss it with your supervisor before engaging in that activity.

Proprietary Information/Confidentiality

All employees are expected to keep our Company information confidential and secure. The Company reserves the right to all patents and any invention associated with our services. All employees are expected to show reasonable care not to divulge any confidential information to those outside The Company.

POLICIES

Americans with Disabilities Act and Similar State Laws
The Company is committed to complying with all applicable provisions of the Americans with Disabilities Act (ADA) and similar state laws. It is The Company’s policy to not discriminate against any qualified employee or applicant because of an individual’s disability or perceived disability, so long as the employee or applicant can perform the essential functions of the job. Consistent with this policy of nondiscrimination, The Company will provide reasonable accommodation to a qualified individual with a disability, provided that The Company is made aware of his or her disability, and such accommodation does not constitute an undue hardship on The Company. 

Employees or applicants with a disability who believe they need reasonable accommodation to perform the essential functions of the job should contact their supervisor.

COBRA (Continuation of Health Coverage)

Upon an employee’s termination, he/she has a maximum of thirty (30) days in which to apply for COBRA. It is the responsibility of the employee to submit the necessary paperwork to the insurance company to institute the COBRA benefit. The insurance company will bill the employee directly for all expenses incurred during this period of continued health coverage.

Consideration for Smokers and Nonsmokers

Smoking is never allowed during working hours and smoking is not permitted on Company premises.  This includes no smoking in any Company vehicles.
English is the official language of The Company
English is the official language of The Company and is the language that is to be spoken during office hours. A language other than English may be spoken during breaks or lunch periods.

Equal Employment Opportunity

The Company has been and will continue to be an equal opportunity employer. It is The Company’s objective to afford equal opportunity to all employees and applicants without regard to race, color, religion, marital status, national origin, disability, military status or veteran of the Vietnam era, sexual orientation, sex, age, or any category protected by law.

Our equal employment opportunity philosophy applies to all aspects of employment with The Company, including recruiting, hiring, training, transfer, promotion, job benefits, educational assistance, and social and recreational activities.

Open Door Policy

Employees are encouraged to share their concerns, seek information, provide input, and resolve problems/issues through their supervisor. Supervisors are expected to listen to employee concerns, to encourage their input, and to seek resolution to their problems/issues.

If the employee’s complaint is not handled to their satisfaction by their supervisor, they should contact the CEO or COO directly for a resolution.

Personnel Files

The Company maintains up‑to‑date personnel files on all employees. Each employee is encouraged to review this file once a year. Please contact your supervisor to make an appointment to do so. All files must be viewed on Company premises in the presence of your supervisor or other authorized representative of The Company. Personnel files are confidential and all employees who have access to these files must keep this information strictly confidential, or be subject to disciplinary action. 

Additionally, employees must notify the office manager concerning any changes in their name, address, phone number, or emergency notification so that their file will remain current.

Probationary Period

The first ninety (90) days of employment are considered a probationary period. This period provides the new employee an opportunity to evaluate his/her job satisfaction and desire to continue employment. It gives The Company the chance to evaluate the employee’s performance and how well he/she functions in our work environment. The Company wants its employees to succeed and be satisfied with their work. To ensure that this goal is achieved, supervisors will communicate with the new employee during this period (and throughout their employment). At the end of this probationary period, a supervisor will review the employee’s performance, and provided his/her work has been satisfactory, his/her employment with The Company will continue on an “at will” basis. It is important for all employees to bear in mind that the length of the probationary period is subject to extension at the discretion of management.

All new or rehired employees are subject to the probationary period. Employees who are promoted or transferred within The Company organization must complete a secondary probationary period for the same length of time as a new employee. 

In cases of promotion or transfer within The Company an employee who in the sole judgment of management is not successful in the new position, can be removed from that position at any time during the probationary period. If this occurs the employee may be, at the discretion of management, allowed to return to his or her former position or to a comparable job for which the employee is qualified depending upon the availability of such position and upon the needs of The Company.
Right to Inspect

Office desks, computers, emails and files, trucks and tool boxes and all other storage areas are the property of The Company and are provided as a convenience to employees for their use solely in connection with their employment with The Company. The Company and its representatives reserve the right to inspect the above-mentioned and other property, such as handbags, briefcases, toolboxes, etc., as appropriate, in order to ensure the security and safety of other employees and customers. In addition, The Company must have knowledge of all computer passwords on Company computers.

Solicitation

Non-employee solicitors that approach the office should be turned away immediately. Should employees have fund-raising items for their children, grandchildren, etc., for things such as sporting activities, scouts, 4-H, band, etc., they are required to gain prior approval from their supervisor before bringing such items to work. Only after gaining prior approval will an employee be allowed to bring these items onto the premises and at that time they may only be discussed and presented to fellow employees during breaks and lunch times. 

Technical Environment Policy

The Company has established the following policy, which governs the use of The Company’s technical environment. This policy pertains to employees as well as to all contractors and consultants (collectively “users”) while they are either providing services to The Company or acting on The Company’s behalf.

The Company’s technical environment exists to further the business of The Company and, as such, is to be used for Company business only. All Company computing and communication resources are the property of The Company, and The Company retains the right to review any message on any system for legitimate business purposes. The Company will have knowledge of all computer passwords.

Users of the systems do not have privacy rights in messages sent or received into Company technical environment. The Company retains the right to change its practices with regard to the retention and deletion of E-mail, electronic files, and voice mail messages at any time with or without notice.

The use of foul, obscene, harassing language or images, or visiting adult websites is prohibited when using any Company computing or communications resource. Users are expected to act professionally when using any component of the technical environment. 

When communicating electronically with those outside of The Company, users may be perceived to be representatives of The Company; they shall conduct themselves with appropriate professionalism and discretion. The use of disparaging images regarding The Company or any of its employees, vendors, or customers is prohibited. 

The use of Company facilities to obtain, store, post, or view any material that does not have a valid business purpose (including, without limitation, any pornographic or offensive material) is prohibited.

Violation of this policy may result in disciplinary action up to and including immediate termination.

SAFETY

We strive to maintain a safe working environment for our employees. However, it is the responsibility of each employee to cooperate in promoting safety. Employees must stay alert at all times. Safety rules must be followed at all times. If an employee does not understand any safety regulation, they should discuss it with their supervisor. If a condition is observed which may present a safety hazard, it must be reported immediately to a supervisor via an E-mail and/or text message. 

When bending, lifting, climbing, pushing, or pulling, use the proper technique and equipment. Lift with your legs and not with your back. If an item is too heavy or awkward for you to handle by yourself, ask for assistance. Do not use equipment in a manner for which it is not designed. Do not climb on items that are not specifically designed for climbing, or that are broken or not secure.

Any injury or accident, no matter how minor, must be reported to your supervisor immediately via E-mail and/or text message. A supervisor will ensure that the appropriate procedures are followed. Should an employee require medical treatment we may require that they use a Company-selected physician where state and local statute permit.

Safety procedures required by The Company include, but are not limited to, the following: 

· Immediately report any hazardous condition(s) to your supervisor via E-mail, phone call, and/or text message.
· Fighting, horseplay, practical jokes, and other dangerous activity will not be tolerated.

· Keep floors dry in the work area. Immediately clean up all spills.

· Keep customers floors dry.  Immediately clean up all spills.

· No violent or illegal activity will be tolerated. No weapons are allowed in or on our property or a clients’ property unless approved by management.

· When riding in a vehicle on Company business or while operating or riding in a Company vehicle, you must wear your seat belt. If you receive a ticket for not wearing your seat belt it can result in us revoking your privilege of driving a Company vehicle and/or further disciplinary action up to and including termination. 

· Protective and safety gear which has been issued to, or required from you, must be used and worn as instructed. Any item that is lost, damaged, or stolen, must be reported immediately to your supervisor via E-mail so arrangements can be made to replace it. 

· All electrical power tools and cords must have an operational third wire positive ground. Do not use electrical power tools unless you are sure they have positive grounding.

· Do not use equipment, flammable liquid, toxic materials, chemicals, or acids unless authorized and instructed in the proper procedures for use.

· Do not tamper with or disable safety equipment.

It is important for employees to comply with these and all other requirements, as well as all governmental safety requirements and safety instructions. If an employee is injured on the job because they do not comply with safety requirements, their Workers' Compensation benefits may be reduced by 25% in accordance with state law. In addition, they may be required to pay for violations and citations issued to them for failure to abide by a safety regulation(s).

Health

Any employee taking medication or afflicted with a medical condition that may adversely affect their work, must notify their supervisor immediately. If an employee becomes ill after reporting to work, they should immediately report it to their supervisor. If The Company becomes concerned about an employee’s ability to perform his/her work, we may require a release from his/her doctor to be furnished stating that he/she is able to perform the essential function of his/her job. This is for the safety of the employee and the entire team.

 HARASSMENT

The Company has a fundamental commitment to treating its employees, customers, and vendors with dignity and respect. All employees, customers, and vendors have the right to be free from any unlawful harassment and report any instances without concern for retaliation. PPI will not tolerate a hostile work environment for any employee.

It is The Company’s policy to provide a workplace free of unlawful and improper harassment of employees, customers, or vendors by other employees, customers, or vendors.

The Company encourages employees, customers, and vendors to report concerns they may have regarding harassment without fear of retaliation to the CEO or COO.

This policy covers harassment in general, as well as sexual harassment. Anyone who violates PPI policies regarding harassment will be subject to discipline, including termination. 

Harassment, in general, is defined as 

(1) any unwelcome treatment caused by an individual’s difference

(2) to annoy persistently

(3) To create an unpleasant or hostile situation for another especially by uninvited and unwelcome verbal or physical conducts.

Harassment can come from employees including managers and supervisors, fellow employees and subordinates, customers and vendors. Men, as well as women, can be the subjects of harassment. 

Specifically, sexual harassment in the workplace, which is unlawful, is defined as unwelcome sexual advances, requests for favors, and other verbal or physical conduct of a sexual nature when:

a. Submission to or rejection of such advances, and/or requests for conduct is made either explicitly or implicitly a term or condition of employment or as a basis for employment decisions; or, 

b. Such advances, and/or requests for conduct have the purpose or effect of unreasonably interfering with an individual’s work performance by creating an intimidating, hostile, or humiliating or sexually offensive work environment.

While it is not possible to list all circumstances of sexual harassment, the following are some examples:

· Unwelcome sexual advances, whether they involve touching or not.

· Verbal conduct such as epithets, derogatory jokes or comments, slurs, telling of sexual stories, gossip regarding one’s sex life, comments on an individual’s body, comments about an individual’s sexual activity, deficiencies or prowess, or oral references to sexual conduct, which unreasonably interferes with one’s work performance.

· Requests for sexual favors in exchange for actual or promised job benefits.

· Visual conduct such as derogatory and/or inappropriate sexually oriented posters, photography, cartoons, drawings, E-mails, or gestures. 

Take special note that retaliation against an employee who has complained about harassment or retaliation against other employees cooperating with an investigation of a complaint of harassment is unlawful and will not be tolerated by The Company
Reporting

Management must immediately refer all complaints of harassment, including the creation of a hostile environment to the COO or CEO. They will investigate all complaints promptly, impartially, and without creating a fear of retaliation for the person lodging the complaint. The investigation will be conducted in such a way as to maintain confidentiality to the extent practicable under the circumstances. As indicated, any employee who violates The Company’s harassment policy will be subject to discipline, including termination.

PROCEDURES

Down Time

If you find yourself becoming slow and your workload decreasing, it is your responsibility to notify Michael Holt directly. It is your responsibility to communicate if you do not have enough work to fulfill your required work hours

Employee Natural Disaster Procedures

Employees are permitted to take time off to prepare for a natural disaster without pay, however if the natural disaster forces the office to close (loss of power or telephones), the employee can utilize sick or vacation days if available so the employee will be able to manage their financial obligations.

 

Each employee should contact his or her supervisor as soon as possible in the aftermath of a natural disaster. 

License Requirements

If an employee has accepted a position which requires a valid state driver’s license or permit, they must maintain the proper vehicle operator’s license with no points for driving under the influence, and have no more than four (4) points for other offenses in any twelve (12) month period. If an employee fails to meet these conditions, they may, at the sole discretion of management, be offered a different position within The Company if one for which they are qualified is available, or they may be terminated.

If an employee is hired for a job requiring a certain license or certification, he/she is required to keep that license current and comply with all licensing and renewal requirements. Loss of this license may be considered an automatic voluntary resignation.

Materials and Equipment

Before operating equipment for the first time, check with your supervisor to make sure you are authorized to use it. Follow all instructions and never remove or bypass guards or safety equipment. If there is a mechanical problem, report it immediately. Do not make unauthorized repairs.

Follow posted maintenance procedures and handle material as instructed. Avoid misuse and waste.

Trucks and Work Space

A lot of thought has been put into creating a beautiful work environment. It is the expectation of The Company that you will keep your trucks and work area neat and clean. 
Professional Appearance

The Company strives to maintain the highest possible standards surrounding personal appearance. Employees are, after all, representatives of our Company. Therefore, Company employees are expected to project the professional image and credibility that customers, employees, vendors, and applicants expect from The Company. The Company’s expectation is that each and every Company employee will dress in a neat and professional manner at all times, you are expected/required to wear Company shirts that are properly sized and they must be tucked in the pants with a belt 
All employees must dress in accordance with the requirements and individual dress code for their position. All questions regarding these individual guidelines should be addressed to a supervisor. Employees who appear for work inappropriately dressed will be sent home and directed to change clothes and return to work in proper attire. Under such circumstances, employees will not be paid for the time away from work.

Examples of non-appropriate attire are:

Clothes that display a person’s navel

Shoes that are dirty, have sections missing or need repair

Torn clothing

In addition, tattoos should not be visible during work hours.

Security

Visitors are only allowed on the business premises when approved by a supervisor. No property or equipment belonging to The Company may be used for personal business without written authorization.

Security System/Loss Prevention

If a security system is installed to protect the premises from fire, unlawful entry, and theft, all employees are encouraged to assist management in ensuring that the system is not compromised in any way, shape, or form. Tampering with the system will result in disciplinary action, up to and including termination.

For employees that work from home, there is an expectation that they will back-up all systems and data on a regular schedule. All files need to be backed up and it is the responsibility of the employee to make sure that all files would be available to The Company on company premises. If an employee has a question about what should be included during back-ups they should discuss this with the CEO or COO.

Suggestions

If you have any suggestions or ideas that you believe will benefit The Company, we encourage you to tell us about them. We are always looking for suggestions that improve methods, procedures and working conditions, reduce costs or errors, and benefit The Company and its employees. 

Telephone Calls

Personal calls are permissible during breaks and lunch times. Text messaging is not appropriate during company time, but can be done during breaks and lunch time. Cell phones and beepers should be turned off during working hours, but are permissible during breaks and lunch times. Employees are permitted to receive personal phone calls on the office line, but this should be kept to a minimum and will be monitored by the supervisor. This policy may be revised in the case of excessive use should the need arise.

No personal business is allowed on work time. Employees must have authorization in advance to deviate from their assigned schedules or to take time off for personal business. 

Standards of Behavior

The purpose of “Standards of Behavior” is to ensure that all Company employees understand what is expected of them and to indicate what types of behavior are to be avoided. This section provides guidelines that will help employees deliver the high- quality service that our customers deserve and have come to expect from The Company. These guidelines are not exhaustive and The Company may, at any time, add to, change, or remove any of the following.

Any performance related issue and/or violation of policies, procedures, or practices may result in disciplinary action, up to and including termination. Conduct (not limited to the following) may be subject to disciplinary action, up to and including termination:

1. Insubordination; refusal to perform one’s job or work assignment.

2. Making false or harmful statements concerning any employee, The Company, or its products.

3. Harassment, including sexual, of employees, customers, suppliers, or vendors.

4. Threatening, intimidating, or interfering with fellow employees on Company and/or customer premises.

5. Unauthorized disclosure of confidential Company information and/or material.

6. Mixing or exchanging his/her personal money with Company funds.

7. Failure to report an accident on Company premises.

8. Disorderly conduct during working hours or on Company/customer property.

9. Violating any safety rules or practices, or engaging in any behavior which creates a safety hazard.

10. Violations of established security procedures. 

11. Gross neglect of job responsibilities.

12. Swearing or using abusive language.

13. Absence or tardiness without notifying their supervisor or without having a reasonable excuse.

14. Sleeping or dozing on the job.

15. An employee conducting himself/herself in such a manner during non-working time that such conduct will be harmful to the interests or reputation of The Company.

16. Leaving his/her job or regular workplace during working hours for any reason without authorization.

17. Lack of effort on the job.

18. Incompetence or failure to meet reasonable standards of efficiency.

19. Neglect of job duties and responsibilities where gross neglect is not involved.

20. Smoking on company premises.

21. Rudeness to customers or fellow employees.

22. Failure to keep accurate records.

23. Failure to observe The Company dress code, appearance standards, and/or uniform policy.

24. Failure to adhere to The Company’s cash handling procedures.

25. Violations of The Company’s Technical Environment Policy.

26. Failure to adhere to The Company’s telephone, mail services, and UPS shipping policies.

27. Presenting false information when seeking employment or during the course of employment with The Company.

28. Entering false information on any Company reports, records, or documents.

29. Recording false information or tampering with his/her own or another employee’s time card or sheet.

30. Unauthorized use or deliberate waste of Company cash or merchandise.

31. Removal of property belonging to The Company, another employee, or customer without permission.

32. Reporting for work while under the influence of an intoxicant, illegal drug, or alcohol.

33. Possession, use, sale, or distribution of intoxicants, illegal drugs, or other controlled substance during working time or while on customer or Company business or premises (including Company owned or leased vehicles).

34. Carrying concealed weapons or possession of firearms or weapons on Company premises without approval (including Company owned or leased vehicles).

35. Fighting on Company time or on Company and/or customer premises.

36. Willfully or with gross negligence causing destruction or damage to any Company, employee, customer, supplier, or visitor’s property.

37. Indecent behavior during working hours.

38. Accepting or offering bribes.

39. Failure to protect Company assets through gross negligence or willful misconduct.

40. Operating a Company vehicle without having the proper license(s) as required by state law and/or authorization from a supervisor.

41. No call/no show for any scheduled workday.

42. Accidents or infractions while operating a Company vehicle which is found to be caused by recklessness on the part of the employee.

43. Unauthorized taping of conversations with fellow employees, supervisors, management, or customers while on Company property or customer’s property.

44. Attempting to enter, entering, and/or assisting any person to enter The Company’s premises or restricted areas without proper authorization.

45. Generally, conviction of a felony outside of the workplace. 
GROUNDS FOR IMMEDIATE DISMISSAL

Grounds for immediate dismissal shall include but not be limited to the following:

Discussion of Salaries

Employees shall be immediately terminated if found to be involved in discussion, evaluation, or any type of comparison of salaries.

Substance Abuse

The Company will not tolerate any substance abuse on its premises. Any employee reporting for work under the influence of alcohol, illegal drugs, or controlled substances will be required to leave immediately. Any employee, who is under the influence of alcohol or illegal drugs, generally will have his/her employment terminated immediately.

Additionally, if an employee is suspected of being under the influence, The Company has the right, in the interest of everyone’s safety, to request that the employee submit himself/herself to a drug or alcohol test. Refusal to take such a test may result in disciplinary action, up to and including termination. 

In addition to this policy, The Company will comply with any federal or state mandates that supersede the stated Company policy.

Employees who believe they need medical treatment or counseling assistance related to the abuse of a controlled substance or alcohol are encouraged to confer with the CEO or COO for referrals to appropriate outside sources. Any information or guidance sought will always be treated as confidential. 

Theft

Theft will be grounds for immediate dismissal of any employee. Theft is specifically defined as the removal of any and all possessions, services, or time for The Company, including the removal or receipt of property from any and all vendors without prior authorization.

This includes but is not limited to employees utilizing the Internet or hard drive space for their own personal business. An employee may use the Internet during their lunch break. 

Workplace Violence

The Company strongly believes that all employees should be treated with dignity and respect. Threats, aggressive behavior, or acts of violence will not be tolerated. Any instances of violence must be immediately reported to the employee’s supervisor and to the CEO or COO. All complaints will be promptly and fully investigated.

OPERATING PROCEDURES

Absenteeism and Tardiness

The Company expects all office employees to be at work on time and to work the entire scheduled time. Good attendance is important to us. When you miss time from work, it causes a hardship for our clients, your co-workers, and for management. Tardiness is not acceptable. Any employee who is tardy may be asked to take a day off without compensation. Excessive tardiness can result in The Company requesting that the employee take as much as one (1) week off with no compensation, or the employee may be terminated.

Absences without notice, or failure to return as scheduled from a disciplinary suspension, vacation, or any other leave may be considered as a voluntary resignation. If at any time you are unable to return to work as scheduled, you must personally notify your supervisor via E-mail if possible, or by text message, or telephone if necessary, to explain the situation. You must do this as soon as you become aware that you will not be able to report to work as scheduled. Our management will decide if additional time off will be scheduled. You must receive authorization in advance from management to take additional time off. Unauthorized absenteeism may be cause for discipli​nary action, up to and including termination.
Employees working from their home must E-mail their supervisor to request time off. 

Hours of Operation

Office Employees: Our Corporate Office work schedule is: 8:00 to 5:00 – Monday through Friday. All employees are hired with the understanding that hours may be decreased when business is slow, or increased during busy periods. We do not guarantee a minimum number of hours each week. Employees are required to report to work at their designated time.
Home Employees: A home employee’s work schedule is flexible. If the office is open, an employee is expected to be available at least via cell phone during the office schedule outlined above should any emergencies arise that will require their assistance. An at-home employee may obtain their work hours by working in the evenings or on weekends and can arrange their hours to fit their schedules.
Outside Employment

The Company does not limit an employee's activities during nonworking hours unless those activities interfere with, or are in conflict with, the performance of his/her job and are in a competitive nature. Therefore, you must have authorization from management to hold a second job. We may deny your request if we believe it may interfere with your work performance or create a conflict of interest.

Pay Period

Our work week begins on Saturday and ends on Friday. Employees not physically working in the office must submit their hours via E-mail with a summary of the projects by the end of the day on Friday for hours worked from the previous Saturday through that Friday. Hours not submitted on time will be paid in the following paycheck. Paychecks will be direct-deposited into your checking or savings account by Friday of the following work week. 

Paystubs will be emailed to the employee only. The Company will authorize the release of a paystub to another individual as long as a written request, signed by the employee is provided. 

Recruitment and Selection

It is The Company’s overall goal to select, recruit, and retain the best candidate for every position. When job openings occur, The Company will follow established procedures to identify and promote or hire the most qualified candidates to fill vacancies. In all of our internal and external recruitment and selection efforts, The Company makes every effort to ensure equal employment opportunities to all individuals and abide by EEO and nondiscrimination provisions for all applicable Federal, State, and Local laws.

The Company will attempt to fill job openings by first giving consideration to current employees who meet the job qualifications and experience requirements, and who are eligible for promotion or transfer. 

In accordance with Federal Law, it is the policy of The Company to employ only those persons who have the legal right to be employed in the United States and who are able to produce acceptable documentation.
Rehiring

If an employee is rehired following a voluntary resignation, he/she will be subject to a ninety (90) day probationary period. Prior salary and benefits will not be restored – any rehired employee will return to our Company as a new employee. 
Resignation

We hope that each employee finds his/her position rewarding and enjoys the challenges of that position. However, we realize that each employee may at some time choose to resign from The Company to pursue other personal or professional goals. Therefore, all employees are encouraged to provide at least two (2) weeks notice when resigning. All resignations must be submitted in writing to his/her supervisor and should include the reason for leaving.

Only accrued vacation time will be provided in accordance with applicable state and federal laws, and Company policy. The Company policy is that vacation time is achieved only after an employee has been with The Company for one (1) year. If an employee resigns before that one-year mark, then he/she has no accrued vacation time.

Vehicle Usage

The Company does not want employees to utilize their vehicle for any work-related reason. Employees must gain prior written approval from the CEO for any such vehicle usage and reimbursement. Where approved, reimbursement is based on thirty (30) cents per mile. See a sample of the authorization form necessary for this purpose at the back of this handbook.

TIME OFF WITHOUT COMPENSATION

Acting as a Witness

An employee who receives a summons to appear as a witness in a matter not related to The Company will not be paid for the time away from the office.

Bereavement 

All requests for bereavement time off must be made via E-mail or a phone call to your supervisor. If there is a death in your family, please notify your immediate supervisor or leave a message on The Company answering machine to notify us so we will be aware of your absence. Please work with your supervisor to take the time you will need during this difficult time.

Court Appearances

All requests for time off relative to court appearances must be requested in writing at least two weeks in advance unless this is not possible. Time off for court appearances will not be paid.

Family Leave
The Company grants employees up to a total of twelve (12) work weeks of unpaid leave during any twelve-month period for one or more of the following reasons:

· for the birth and care of a newborn child of the employee; 

· for placement with the employee of a son or daughter for adoption or foster care; 

· to care for an immediate family member (spouse, child, or parent) with a serious health condition; or
· to take medical leave when the employee is unable to work because of a serious health condition. 

· During this time, the employee will be responsible for their own insurance during their family leave. Upon their return their status may change based on the formula for Employee Status. 

Investigative Leave

The Company employees who may have violated Company rules might be asked to take an unpaid investigative leave depending upon the circumstances surrounding the particular incident. This is typically done to carefully review all the events and speak to everyone involved (including witnesses), as appropriate. This leave is in no way “disciplinary,” but rather intended to provide time for investigation and disciplinary decisions to occur.

Jury Duty 

Company policy is to encourage employees to serve on jury panels. An employee should inquire about the duration of the jury trial if possible and communicate that information to his/her supervisor as soon as possible. 

The Company employees will receive fifty percent of their regular average weekly pay missed. A receipt showing the amount paid by the Court must be submitted with the employee’s time sheet in order to receive partial compensation. An employee must notify their supervisor at least two weeks in advance of the scheduled jury appearance or the employee will not receive pay for the time missed. 

Maternity Leave of Absence

There is no paid leave associated with pregnancy other than using any accrued vacation and/or sick time. 

Military Leave of Absence (USERRA)

A military leave of absence will be granted to employees who are absent from work because of service in the U.S. uniformed services in accordance with the Uniformed Services Employment and Reemployment act (USERRA). Advance notice of military service is required, unless military necessity prevents such notice or it is otherwise impossible or unreasonable.

The leave will be unpaid. However, employees may use any available vacation and/or sick time for the absence.

Continuation of health insurance benefits is available as required by USERRA based on the length of the leave and subject to the terms, conditions, and limitations of the applicable plans for which the employee is otherwise eligible. 

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended during the leave and will resume upon the employee's return to active employment.

Employees returning from military leave will be placed in the position they would have attained had they remained continuously employed, or in a comparable position depending on the length of military service in accordance with USERRA. They will be treated as though they were continuously employed for purposes of determining benefits based on length of service.

Contact your supervisor for more information or questions about military leave.

Personal Leave

This type of leave is considered voluntary and the time off will be without pay unless available vacation and/or sick time is used. While there is no guarantee of a position upon an employee’s return from an approved personal leave, The Company will make every reasonable effort to reinstate him/her to the employee’s original job, or a position of similar status and pay, as business conditions, budgetary considerations, and staffing requirements permit.

If this type of leave is approved, the employee must pay for insurance to continue insurance coverage. Failure to return to work as scheduled after the approved leave will result in termination. Under such conditions, this type of leave will not be considered as a qualifying event for benefit continuation.

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended during the leave and depending on the duration of the leave may resume upon the employee’s return to active employment.

Religious Days

Reasonable accommodation for religious days and practices will be made upon written request at least two (2) weeks in advance to allow for appropriate scheduling. Employees taking time off for religious reasons will not be paid for the time off, however they may use vacation time or sick time.

BENEFITS

Business Expenses

Employees are entitled to reimbursement for business expenses as approved by The Company in writing.

Holidays

After ninety days of full-time employment, full-time employees are eligible for the following paid holidays each calendar year: 


Memorial Day

Fourth of July


Labor Day


Thanksgiving Day
Christmas Day


New Years Day

This is a general list and is subject to change at any time without prior notice. Employees, who take an unscheduled, unpaid day off on the day prior to, or the day immediately following the holiday without prior approval, will not be paid for the holiday.

Medical 
Insurance – After one year of full-time employment, full-time employees are eligible for individual medical insurance coverage through The Company’s plan up to a maximum of $300 per month. 

After two (2) years of full-time employment, full-time employees are eligible for family medical insurance coverage through The Company’s plan up to a maximum of $5000 per month.

Overtime

All hourly full-time employees are entitled to one and a half times his/her hourly wage for all hours worked in excess of forty (40) hours in any given workweek (Saturday morning to Friday midnight). Vacation, personal days, and holiday hours do not count toward accrual of overtime. 

Sick Time

Every full-time employee is allowed one (1) paid sick day after six (6) months of employment and after one (1) year of employment, full-time employees are entitled to two (2) paid sick days per year.
This time can be used for illness or the hospitalization of the employee, or the employee’s immediate family, such as a child, spouse, or parent(s) living with him/her. These days are not to be accumulated.

Vacation Time

The Company believes that time away from work is vital to the well being and productivity of its employees.

Full-time employees at the beginning of the first full calendar year following the employee’s date of hire, will be eligible for vacation time based on their average worked hours for the previous year, as per the schedule below.

	Calendar Year Following Date of Hire
	Vacation Days Available*

	1 to 5 years: full-time employees
	Maximum 40 hours

	After 5 years: full-time employees
	Maximum 80 hours


* The average hours per week is determined by taking the total hours paid (including vacation, holiday, sick time, and hours worked) in the previous twelve months and dividing that total by 52 weeks.
Employees should schedule vacation time as far in advance as is practical to ensure no conflicts arise with the requested dates. Due to business necessity and the popularity of various times of the year, usage of vacation days during various times of the year may be restricted and will be based on seniority. Vacation days are not to be accumulated. Vacation days can be used for any purpose if approved by your direct supervisor.

Work-Related Travel

Employees that travel to take part in work-related travel will be eligible for the following compensation:

The Company pays:

Salary

Gas, tolls, parking and food (at cost)

Lodging

 

For all expenses not pre-paid in advance with a company credit card, employees must submit receipts for reimbursement.

EMPLOYMENT DETAILS

If there are any other special agreements or if you understand your benefits or agreement to include something not covered here or in this handbook, please list those agreements or benefits as you understand them. 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Employee Handbook Receipt

I acknowledge that I have received a copy of the Employee Handbook, and am responsible for knowing and adhering to the Policies and Procedures of The Company while I am employed by The Company.

The policies and guidelines in this Handbook have been adopted voluntarily by The Company and are not intended to and do not give rise to contractual rights or obligations, nor are they to be construed as a guarantee of employment for any specific period of time or any specific type of work. I understand that I am an “at will” employee, meaning that my employment is for no definite period of time and my employment may be terminated by me or by The Company at any time and for no reason. Furthermore, I understand The Company reserves the right to interpret, amend, modify, or cancel and withdraw any or all sections or provisions of this Employee Handbook at any time and/or without notice.

This page will be placed in the employee’s file. All other pages of this Employee Handbook are to be retained by the employee for future reference.
Employee’s Name: ________________________________________________________
Employee’s Signature: _____________________________________________________

Handbook Date: __________________________________________________________
Employee Handbook
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