«Your Company Name»
EMPLOYEE HANDBOOK

NOTE:  THIS SAMPLE HANDBOOK HAS BEEN PREPARED FOR ILLUSTRATIVE PURPOSES.  EACH HANDBOOK MUST BE TAILORED TO THE NEEDS OF THE PARTICULAR EMPLOYER.  FURTHER, EMPLOYERS SHOULD WORK CLOSELY WITH LEGAL COUNSEL TO INSURE THAT THE HANDBOOK COMPLIES WITH SPECIAL STATE AND LOCAL LAWS.
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WELCOME FROM MANAGEMENT


We're glad to have you with us.  Whether it's for part-time work or a career, we want you to enjoy working here.


This Employee Handbook is intended to provide you with information on «Your Company»'s employment policies.  While it is not possible to put everything into writing, we anticipate that this Handbook will provide you with general information concerning your employment at the Company.  This Handbook is not an employee contract.  The policies described in this Handbook are meant as broad internal guidelines which the Company may change or update from time to time.


While we urge you to consult the Handbook whenever you have a question, if you do not find the answer here, please contact your supervisor or any other member of management.  Of course, we welcome your comments and suggestions for improving all aspects of our operation.


We are pleased to have you on our team.

INTRODUCTION

About «Your Company» 


[TO BE INSERTED]

GENERAL EMPLOYMENT POLICIES

Fair Employment Practices 


«Your Company» greatly appreciates the talent and dedication of its employees.  As part of our commitment to you, we are dedicated to treating our employees with dignity and respect.  We hope to provide a pleasant working environment with a well-trained knowledgeable management team to assist you and maintain the success of our operation.


«YOUR COMPANY» is an equal opportunity employer.  Equal employment has and continues to be both policy and practice at the Company.  Our policy of equal employment opportunity is to recruit, hire, train, promote, and base all other employment decisions without regard to race, color, religion, national origin, sex, age, disability, [sexual orientation] or any other protected status.


Further, in carrying out its commitment to equal employment opportunity, «YOUR COMPANY»  will make reasonable accommodations for applicants and employees with known disabilities who can perform the essential functions of the job with or without such accommodations.


It is also the Company's policy that any form of harassment on the basis of race, color, religion, national origin, sex, age, [or] disability [or sexual orientation] will not be tolerated in the workplace.  Included within this prohibition is any form of sexual harassment whether it involves verbal or physical conduct or otherwise interferes with an individual's work or the working environment.


One aspect of our policy requiring some clarification is our prohibition of any form of sexual harassment in the workplace.  Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal, visual or physical conduct of a sexual nature.  No supervisor or other employee shall threaten or insinuate, either explicitly or implicitly that another employee's or applicant's refusal to submit to sexual advances will adversely affect that person's employment, work status, evaluation, wages, advancements, assigned duties, or any other condition of employment or career development.  Similarly, no employee shall promise, imply or grant any preferential treatment in connection with another employee or applicant engaging in sexual conduct.


Sexual harassment also includes unwelcome sexual flirtations, advances or propositions, verbal abuse of sexual nature, subtle pressure or requests for sexual activities, unnecessary touching of an individual, graphic or verbal commentaries about an individual's body, sexually degrading words used to describe an individual, a display in the workplace of sexually suggestive objects or pictures, sexually explicit or offensive jokes, or physical assault.


Any incidents of discrimination or harassment should be immediately reported, in confidence, to your supervisor so that an investigation can be conducted.  If that would prove to be uncomfortable, any employee may directly contact any other member of management.  Every effort will be made to promptly investigate any allegations of discrimination and/or harassment in as confidential a manner as possible and take appropriate corrective action if warranted.


Any employee who is determined, after an investigation, to have engaged in discrimination and/or harassment in violation of this policy will be subject to disciplinary action, up to and including discharge.

Types of Employment 

Regular Full-Time Employee


A full-time employee is defined as one who works «FullTimeHours»hours or more hours per week on a regular and continuing basis.  A full-time employee is eligible for all Company benefits described in this handbook.

Regular Part-Time Employee


A part-time employee is defined as one who works less than «PartTimeHours» hours per week on a regular basis.  Part-time employees are not eligible for Company benefits.

Temporary Employee


A temporary employee is defined as one who is hired for an express purpose for a limited amount of time.  This would include employees hired during the summer and on a seasonal basis. Temporary employees are not eligible for any Company benefits.

New Employees 


The first «AdjustmentPeriod» days of employment are considered to be an adjustment period.  During this time, you will have a chance to determine your satisfaction with «YOUR COMPANY» and your job.  At the same time, your supervisor will evaluate your work and attitude to determine if you are in the right job and able to meet the job requirements.  In appropriate circumstances, the adjustment period may be shortened or extended at the sole discretion of Company management.


Upon completion of the adjustment period, while we hope you will have a bright future with the Company, it is contrary to Company policy to have any contracts for continued employment.  As a consequence, all employment is viewed as terminable-at-will at the option of either «YOUR COMPANY» or any employee.  Any exception to this policy must be made with the written authorization of the President of «YOUR COMPANY».

"At-Will" Employment 


It is contrary to Company policy to have employment for any specified duration for any Company employee.  While various policies may change from time to time, any change in an employee's at-will status may occur only with the written authorization of the President of «YOUR COMPANY».

Work Week and Work Schedule 


Currently, the general work week is «WorkWeek» and the general hours of operation are «WorkHours».  However, business demands may require that adjustments be made from time to time.  As a result, please do not assume that your hours will always remain the same because adjustments may be necessary to meet the fluctuating demands of business.

Record of Hours Worked / [Time Card and Time Clock Procedure]


Federal law requires that «YOUR COMPANY» keep accurate time records for all employees.  Discussed below is a general review of the Company's time record procedures.

1. Time Cards and Clocks

To insure that you are paid properly, the Company provides a time card and time clock to properly record your hours of work.  As a consequence, the time clock must be properly punched at the beginning and end of each work shift.  If any errors occur or adjustments are necessary, please immediately bring them to the attention of your supervisor.  


Any altering or falsifying of time records, such as punching in or punching out for another employee or having another employee punch in or out for you is prohibited and is grounds for immediate dismissal.]

2. Time Sheets for Non-Management Employees

Non-exempt employees must complete time sheets to record daily attendance for each pay period. Non-exempt employees are required to submit time sheets biweekly to their supervisor in order to process the payroll.
3. Exempt Management Employees

Management employees are considered to be "exempt" employees under federal law and are requested to complete a time sheet on an exception only basis.  Such exceptions include any absences, vacation, jury duty, illness, etc.  These forms are to be turned into your department head or superior.

Breaks and Lunches 

1. Hourly Employees

Employees generally will receive «NumberofBreaks» «BreakDuration» minute break during the workday, and a «LunchBreakDuration» minute unpaid lunch break when working a full day.  Please check with your supervisor for designated break and lunch times.


Employees are expected to take their lunch breaks in order to provide necessary rest and relaxation.  Obviously, business conditions may occasionally require that you forego a break but employees are not expected to work through their lunches without the express instructions of your supervisor.  In short, the Company does not expect you to work during your lunch break, and you will not be paid for the «LunchBreakDuration» minute break.


[Note:  The Company must review applicable state law to insure compliance.  Generally, only lunch breaks must be provided and other breaks during the work day are not required by law.]


2.
Salaried Employees

Salaried employees (exempt and non-exempt) are not to take formal break periods, except the «LunchBreakDuration» minute lunch break, but casual breaks are anticipated.  This means you have the ability to get coffee, use restroom facilities, etc. as necessary during the work day.  This privilege is not to be abused and should not exceed the «NumberofBreaks» «BreakDuration» minute break periods provided to other employee.

Performance Appraisal Evaluations 


Each employee will periodically receive a written and verbal review of his or her job performance.  The purpose of this review is to provide a means of communication between the supervisor and each employee to talk frankly about job performance, strengths and weaknesses, and goals for the coming year.

A Note About the Immigration Reform and Control Act of 1986 


Federal legislation has made it illegal for any employer to hire anyone who does not have legitimate authorization to work in the United States.  In compliance with this law, «YOUR COMPANY» must require each new employee to present documentation within the time period required by law of both the employee's identity and authorization to work as a condition to his/her continued employment at the Company.

Employee Relations Position 
  [Optional]

[It is «YOUR COMPANY»'s goal to operate union free.  We value an open and straightforward approach in all matters of communication.  Here, you are free to express yourself to your supervisor or any member of the management team without outside interference.]


We strongly believe that individual considerations in relationships within the Company provides the best climate for mutual development, for efficient teamwork, and for the attainment of all our goals.  [If we know how to work together effectively, we will never need an outsider to tell us how.]  We have enthusiastically accepted our responsibility to provide competitive wages, benefits, and opportunities for everyone and as stated at the outset, we are committed to treating our employees with dignity and respect.  [These are a given part of your job with us -- they need not be "purchased" from a third party such as a union.]

At «YOUR COMPANY» you have the opportunity to express your creative ideas, your questions, and your problems directly and freely, ensuring an atmosphere of mutual understanding and harmony.  Please continue to speak for yourself, directly to us.  We will continue to listen and will do our best to give you responsible replies.


[From time to time, you may be solicited by union organizers. Please remember, under federal and state laws you do not have to join or pay a union in order to work at our Company.]

Internal Conflicts of Interest 


While the Company has no desire to intrude into the personal lives of its employees, the avoidance of conflicts of interest, favoritism or bias by one employee toward another is essential to the proper functioning of our business.  This applies to situations involving any type of relationship between employees, whether it involves relatives, spouses or close personal relationship.  As an example, while the Company permits the employment of relatives of present employees or friends living in the same household, employment of such individuals in the same department, particularly in a supervisory/subordinate relationship, is discouraged.  Any exceptions to this rule only will be permitted in exceptional circumstances with prior written approval of Human Resources.


For purposes of this policy, a relative is defined as a person connected with another by blood or affinity, including marriage.  A close personal relationship could involves a relationship between a male and female employee or between members of the same sex where such relationship or friendship could be a possible source of bias, favoritism or conflict of interest.


While the Company welcomes friends and relatives of its employees as potential new hires, all applicants and new hires are required to identify any such relationships with current employees.  The effect of any such relationships with current employees.  The effect of any such relationship on the potential work environment will be reviewed on a case-by-case basis.


Potential conflicts of interest also may arise involving current employees where such individuals become related (e.g. marriage) or otherwise become involved in a close personal relationship, particularly in circumstances where such employees work in the same department, in a supervisory/subordinate relationship, or where one employee has access to confidential information.  Each situation will be reviewed on a case-by-case basis to determine whether a change in employment status is appropriate.


Employees have an obligation to disclose any potential internal conflicts of interest consistent with this policy.  Any violation of this policy will subject the employee(s) involved to disciplinary action, up to and including immediate termination.

External Conflicts of Interest 


Employees are to maintain a high standard of ethical business practices in all Company operations.  Activities, actions or business interests which jeopardize or overlap the interests of the Company are a basis for conflict and are prohibited.  To avoid any potential conflicts of interest, employees are prohibited from engaging in any outside activities or employment which may materially interfere with the effective performance of Company responsibilities or which clearly are not compatible with the Company's best interests.  The Company should be notified immediately of any potential conflicts of interest.


Also, never place yourself or the Company in a position of obligation.  For example, you should not accept gifts, loans, or monetary payments of any kind or amount from any customer, supplier or employee.


Any violation of this policy will subject an employee to disciplinary action, up to and including immediate termination.

PAY PROVISIONS

Payday/Pay Periods 


Payday is on «PaydayWeekday» and your paychecks will be given to you by your supervisor.  Each paycheck is for work performed during «PaycheckPeriod».  Because paychecks are processed on the «PaydayProcessWeekday» preceding payday, adjustments may be required in future paychecks when absences occur on «AdjustmentWeekday» immediately preceding payday.


No one will be permitted to pick up another person's paycheck without written and signed authorization from that employee.


If you receive a paycheck for an incorrect amount, please report it immediately to your supervisor.

Overtime 


Overtime is paid if you work in excess of «OvertimeHours» hours in any work week unless you are exempt from overtime by federal law. Overtime is paid on the paycheck subsequent to the period worked.  According to federal law, paid holidays, vacations and leaves of absence are not considered hours worked for the purpose of computing overtime.


Please remember that overtime must be authorized in advance by your supervisor.  "Donated" time, unscheduled work without pay, is not expected or allowed.  Employees working unauthorized overtime will be subject to disciplinary action.

Personal and Payroll Checks 


It is contrary to Company policy to cash any personal or payroll checks.  Employees are requested to make other arrangements in cashing such checks.

Lost Payroll Checks 


Employees are expected to be responsible in safeguarding their paychecks.  In circumstances of any reported lost payroll checks, employees may be responsible for a service charge concerning reissuance of such checks.

EMPLOYEE BENEFITS

Vacations 


The object of our vacation policy is to provide each employee with an opportunity to enjoy a continuous period of rest and recreation and a change of atmosphere.  Vacation time, which is earned using an employee's anniversary date of employment, will be earned as follows:

Vacation Time
Period of Employment


5 days (1 week)
During an employee's 2nd six months of full time employment


10 days (2 weeks)
During an employee's 2nd, 3rd, and 4th years of full time employment


15 days (3 weeks)
During an employee's 5th year of full time employment and thereafter



Employees are not eligible for and do not earn vacation pay during their first six months of employment.  Also, for purposes of computing years of continuous service, unpaid time taken off (e.g., leaves of absence) will not be counted.  Beginning during an employee's 2nd six months of employment and continuing thereafter, employees accrue and earn vacation on a "pro rata" basis during the work year as follows:

Vacation Accrual
Period of Employment


6.67 hours per month (up to 2 weeks per year)
During an employee's 2nd six months of full time employment and during the 2nd, 3rd, and 4th years of full time employment


10 hours per month (3 weeks per year)
During an employee's 5th year of full time employment and thereafter



Any employee who takes vacation and terminates employment before vacation pay accrues will be liable to the Company for any vacation pay which exceeds the policy, and such vacation pay may be deducted from the employee's final paycheck.  [Note to Reader:  Must have employee authorization form completed to set-off final pay.]

Vacation must be taken within the work year during which it is earned and may not be carried over, accumulated or accrued into the next work year without the express written permission of the Company management.


In order to effectively accommodate an employee's vacation schedule, employees are urged to submit a preferred and alternative vacation schedule three (3) months prior to the requested time, but in no circumstances later than thirty (30) days prior to the desired vacation period.  These requests will be reviewed on an individual basis, and while management will make every effort to honor an employee's preferred dates, the final decision rests with Company management.


Employees who request a vacation in a week that includes a holiday will be given an additional day off as compensation. However, the additional vacation day will be granted according to availability of replacement personnel and will not automatically be an extension of the vacation week(s).

Holidays 

All regular full time employees are entitled to the following paid holidays:





[To be inserted - Examples:





New Year's Day





Independence Day





Thanksgiving Day





Christmas Day





Personal Holiday]


Employees are eligible for their Personal Holiday beginning during their 2nd year of full time employment.  You must give your supervisor at least «TimeOffAdvanceNotice» days advanced notice to be approved for a personal holiday with pay.


To qualify for holiday pay, you must work the last scheduled day before and the first scheduled day after the holiday.


Occasionally, because of the nature of our business, it may be necessary for your supervisor to schedule you to work on the holiday itself.  In such a case, you will be paid for the holiday. In addition, you will be paid time and one-half for the hours worked on the holiday, unless you are exempt under federal law.


When a holiday falls on a Saturday or Sunday, the preceding Friday, the following Monday or any other day commonly observed will be recognized as a substitute paid holiday.


Should a holiday fall within your vacation period, an additional day of vacation will not automatically be added to the vacation week.  (See "Vacations")

Family and Medical Leave 

Eligibility for Leave



Any employee, who has been employed by «YOUR COMPANY» for at least one (1) year and has worked at least 1,250 hours during the 12 months preceding the request for leave, is eligible for unpaid family or medical leave of absence if certain conditions are met (referred to as "eligible employee").  In appropriate circumstances, the eligible employee will be returned to the same or an equivalent position.  This leave shall be provided in accordance with Federal law.



An eligible employee is entitled to family and medical leave for one or more of the following reasons:

 
birth of a son or daughter, and care for the newborn son or daughter, if included within twelve months of the birth of the child;

 
placement with the employee of a son or daughter for adoption or foster care, if concluded twelve months after placement;

 
care for the employee's spouse, child or parent of the employee who has a serious health condition; or

 
inability of the employee to perform the functions of his or her position due to a serious health condition.



In dealing with the health condition of an employee or eligible family member, family and medical leave applies solely to a "serious health condition" involving an illness, injury, impairment, or physical or mental condition.  As a result, this policy does not apply to a health condition involving short term conditions for which treatment and recovery are very brief.  As an example, a visit to a health care provider and treatment that includes taking over-the-counter medications such as aspirin, antihistamines, or salves; or bed rest, drinking fluids, exercise and other similar activities that can be initiated without a visit to a health care provider, is not, by itself, sufficient for coverage under «YOUR COMPANY»'s Family and Medical Leave Policy.  In other words, the common cold, the flu, ear aches, upset stomach, minor ulcers, typical headaches, routine dental or orthodontia problems, and periodontal disease do not meet the definition of a "serious health condition" and are not covered under this policy.



A "serious health condition" covered under this policy relates to an illness, injury, impairment or physical or mental condition that involves:  (1) inpatient care (i.e. overnight stay in a hospital, hospice or residential care facility); or (2) continuing treatment by a health care provider.  The "continuing treatment" applies to:

 
a period of "incapacity" (i.e. inability to work, attend school or perform other daily activities due to the serious health condition) of more than three (3) consecutive calendar days (and any subsequent treatment or period of incapacity relating to the same condition), where there is:  (1) treatment two or more times by health care provider or related person under the supervision, orders or referral of the health care provider; or (2) treatment on at least one occasion by a health care provider which results in a "regimen of continuing treatment" (e.g. a course of prescription medication or therapy requiring special equipment to resolve or alleviate the health care condition);

 
Any period of incapacity due to pregnancy or for prenatal care;

 
Any period of incapacity for treatment due to a "chronic serious health condition" (i.e. condition requires periodic visits for treatment, continues over an extended period of time, and may cause episodic rather than continuing period of incapacity);

 
A period of incapacity which is "permanent or long term" due to a condition for which treatment may not be effective (e.g. Alzheimer's, a severe stroke or the terminal stages of a disease); and

 
Any period of absence to receive multiple treatments (including a period of recovery) relating to:  (1) restorative surgery after an accident or other injury; or (2) a condition that would likely lead to a period of incapacity of more than three days in the absence of medical intervention or treatment.

Required Notice and Medical Certification



If the necessity for the leave is foreseeable, an employee must provide Personnel with 30 days' advance written notice of a request for a leave, but in any case notice is requested as soon as such notice is practicable (i.e., within one or two business days when the need for leave becomes known to the employee).  Failure to provide the required notice may result in denial of the leave until proper and timely notice is given by the employee.



An employee requesting leave must complete an "Application for Family and Medical Leave," which sets forth:  (1) the reasons for the leave; (2) the anticipated start date; and (3) the anticipated duration of the leave.  Documentation will be requested to verify the reasons for the leave.  



Any requested leave based on a serious health condition, whether it involves the employee or a family member, must be supported by appropriate medical certification.  An employee is required to have a Department Of Labor form, referred to as the "Certification Of Health Care Provider," completed by the employee's physician or health care provider.  For leave involving care for an eligible family member, the medical certification also must be completed by the employee, specifying the care to be provided and estimated time period, including the proposed schedule for the requested leave if an employee is requesting intermittent leave or a reduced leave schedule.  (See Section 6, below)  The completed certification must be submitted within fifteen days of the requested leave, except in unusual circumstances.  Failure to provide the required medical certification may result in denial of all privileges and benefits under this policy.  Further, the failure to provide the required medical certification due to an absence for a claimed "serious health condition" may result in appropriate disciplinary action, including termination.



In all cases of leave due to a serious health condition «YOUR COMPANY» reserves the right to request an employee or applicable family member to grant permission for «YOUR COMPANY» to contact the applicable health care provider for purposes of clarification and authentication of the medical certification.  Such follow-up would be limited to contact by a health care provider representing «YOUR COMPANY», except in circumstances involving work-related injuries in which case different procedures may apply.  «YOUR COMPANY» also reserves the right to request a second medical opinion at «YOUR COMPANY»'s expense and further medical opinion, where appropriate.  Re-certification may be required for requested extensions of medical leave and other appropriate circumstances.



In dealing with any sensitive personal or health care matter, confidentially will be respected except concerning any work limitations/restrictions or required information for supervisors.  In any case, an employee's medical certification will be treated as a confidential medical record, which will be maintained separate from an employee's personal file.

Length of Leave



Each employee may be granted unpaid family and medical leave, including maternity, for a period up to twelve weeks (during any twelve month period), except that spouses working for «YOUR COMPANY» are limited to twelve weeks of leave in total during any twelve month period unless the leave is necessitated by the serious health condition of the employee or that of the employee's spouse or child.  In determining eligibility for leave, a "rolling" twelve month period is used, measuring backward from the date leave is requested.



An employee may also apply accrued vacation time toward FMLA leave.  Any disability or worker's compensation leave also will be applied to FMLA leave.

Benefits During Leave



An employee on a family or medical leave will be retained on «YOUR COMPANY»'s health plan on the same condition as active employees, except that the employee must make arrangements with _______________ for timely payment of the employee's portion of the premium in order to continue such coverage.  In circumstances where an employee is on paid leave, the appropriate deductions will be made in the same manner as the employee's regular paycheck.  [Short-term disability, long-term disability, life and accidental death and dismemberment benefits will be continued during the family and medical leave for those employees who are normally eligible for these benefits.]  The employee will not be entitled to the accrual of seniority or earn additional employee benefits (e.g., vacation) during the period of the any family and medical leave.  [Further, unpaid FMLA leave will not be treated as credited service for purposes of benefit accrual, vesting and eligibility to participate in «YOUR COMPANY»'s pension and other retirement plans.  However, any family or medical leave will not be treated as a "break in service" for purposes of vesting and eligibility to participate in such pension and retirement plans.]


In the event that an employee fails to return from leave, consistent with the terms of this policy, the employee will be liable for the premiums paid by the employer to maintain insurance coverage unless:  (1) the employee's failure to return to work stems from the continuation, recurrence, or onset of a serious health condition of the employee or a family member; or (2) the failure to return stems from circumstances beyond the control of the employee.

Return From Leave



An employee returning from leave will be reinstated to the same or an equivalent position upon his or her proposed return to work date, except that the employee will not be entitled to any employment rights or benefits greater than those he or she would have had in the absence of taking such a leave.  In dealing with leave involving a serious health condition of an employee, a medical fitness for duty certification is required verifying an employee's ability to return to work.  Further, any employee who elects to return early from FMLA leave is required to provide advance notice of at least (2) business days, where foreseeable.

Reduced Work Schedule/Intermittent Leave:  Serious Health Condition



In limited circumstances, an employee who is eligible for family or medical leave may be permitted to work a reduced schedule or receive periodic time off from work.



In cases of a serious health condition of the employee or a family member, such leave may be permitted in circumstances when it is medically necessary, but appropriate medical certification will be required.  In dealing with planned medical treatment, an employee is required to make reasonable efforts to schedule the treatment so as not to unduly disrupt «YOUR COMPANY»'s operations, and «YOUR COMPANY» reserves the right to request rescheduling of such treatment in appropriate circumstances.  



Further, where a reduced work schedule or intermittent leave is foreseeable based on planned medical treatment for the employee or eligible family members, including during a period of recovery from a serious health condition, «YOUR COMPANY» reserves the right to temporarily transfer the employee to a comparable position that better accommodates the employee's recurring periods of leave.  [Optional:  A similar approach may be followed in any circumstances where intermittent leave or a reduced leave schedule is permitted involving the birth of a child or placement for adoption or foster care.]


Any time-off permitted based on a reduced work schedule or intermittent leave will be treated in the same manner as absences under the family and medical leave policy, and such absences will be applied against the leave permitted under this policy.

[NOTE:  The FMLA regulations require reference to any exclusion of "key" employees, but «YOUR COMPANY»'s policy omitted any reference to any such exclusion.  Thus, it is not included in this revised version of «YOUR COMPANY»'s policy.]
Leaves of Absence    [Note:  Use this section instead of FMLA section for smaller employers not covered under FMLA.  However, closely review special requirements under state law.]


All full-time employees, who have been employed at least one (1) year, are eligible for personal and medical leaves of absence. For all other employees, while the Company does not provide extended leave, it will review business considerations and the individual circumstances involved.  In appropriate circumstances, employees may be returned to the same or similar position or placed on a preferential hiring list for a period of one (1) year.

Absences Due to Extended Illness and Disabilities

All full-time employees, who have been employed at least one (1) year, may be granted an unpaid medical, including maternity, leave for a period up to four (4) weeks (during any twelve (12) months period).  In all cases, an "Application for Medical Leave of Absence" must be completed and a physician's statement must accompany the request for the leave.  A medical release from the attending physician also is required before the employee can return to work.  Every effort will be made to reinstate an employee in the same or a comparable position upon his or her proposed return to work date, but the Company cannot guarantee employment to any individual.
Other Leaves of Absence 

1.
Personal Leaves of Absence 

Under special circumstances, all full-time employees who have been employed for at least one (1) year may be eligible for a personal leave of absence; however, the decision to grant it must be approved by the department head, the plant manager and the personal department.  In all cases, an "Application for Personal Leave of Absence" must be completed.  The application for leave must specify the reason, duration, starting and ending dates.  In reviewing such a request, the Company will review the individual circumstances involved taking into account the employee's length of service, attendance record, other periods of leave, number of requests, duties, work load, and whether such work can be adequately performed by a temporary replacement.


In order to maintain continuity of service and certain benefits, such leaves of absence must be applied for and approved in advance of the proposed leave.


An employee on a personal leave of absence will be retained on the Company health plan.  The employee must make arrangements for the payment of the employee portion of the applicable premiums in order to continue such coverage.


While every effort will be made to reinstate an employee to the same or comparable position upon his or her proposed return to work date, the Company cannot guarantee employment to any individual.


2.
Military Leave 

Any military leave will be granted in accordance with any requirements under state or federal law.


3.
Funeral Leave 

A death in one's immediate family is a traumatic event, and in the event that any of you are faced with this unfortunate occurrence, we will make every effort possible to accommodate your personal needs.  All employees will be granted up to three (3) days of bereavement pay in the event of the death of a member of an employee's immediate family.  Thereafter, please let us know if arrangements for personal leave are required.  For purposes of this policy, "immediate family"  includes parents, spouse, children, brothers, or sisters.


4.
Jury Duty 

For all regular full time employees [who have been employed at least six (6) months], the Company will compensate you for jury service for a period up to three (3) days, based on the difference between your jury duty pay and your regular compensation.  Benefits will be continued while on jury duty.


When serving on jury duty, if you are dismissed early at any time during jury duty, please contact your supervisor who may request that you report for work.

Employee Benefit Programs 


If you are a full time employee you may be eligible for the following additional employee benefits:

[To be inserted]


Separate booklets and policies describing these benefits and eligibility will be made available to you.

EMPLOYEE RESPONSIBILITIES
Attendance 

Reliable attendance and punctuality is viewed as a critical aspect of your job.  If you are absent or late, you place an extra burden on fellow employees.


If a situation arises which makes it impossible to report for work, you are expected to notify your supervisor or another member of management at least one (1) hour in advance of your shift reporting time.  Please explain the reason for your absence and when you expect to return to work.  Leaving such messages with fellow employees is not acceptable and is not considered proper notice of any absence.


Since you are personally responsible for proper notification to management, you also are not to rely on friends, relatives, or fellow employees to report your absence for you.  Absences of more than one (1) day must be reported daily unless other arrangements have been made with management.  In cases of illness or disability, a doctor's statement may be requested after repeated or extended absences.


Any employee who fails to report without calling in (as outlined above) for three (3) consecutive days, will be removed from the payroll as a "voluntary quit" and will not be eligible for rehire.

Tardiness 

Being at the Company on time and ready to work is considered a necessary part of good attendance.  Tardiness will not be tolerated.  If unusual circumstances cause you to be late, immediately contact the Company and advise your supervisor directly of your delay so that someone can cover your shift until you arrive.


If you are unable to work your shift as scheduled, please talk with your supervisor.  Failing to work on a scheduled shift or arranging for a replacement on a shift without permission from management or reporting to work late is a violation of Company policy.

Change in Work Schedules 

Any special requests for days off or time off should be made as far in advance as possible.  In order to plan for your absence, at least one (1) week advance notice is preferable.  We will try to accommodate your request, but don't take for granted that we always can.


If you are aware of a future anticipated absence because of a personal situation, such as a required court date, jury duty, etc., you are expected to notify the Company of such anticipated absence as soon as you learn about it so that we can plan for your absence.

Off-Duty Employees 

Employees are requested to be on the premises no earlier than «OnPremiseEarlyMinute» minutes before your scheduled shift and no later than «OffPremiseLateMinute» minutes after your shift ends.  For security reasons, employees are not to be on the premises at other times, except when authorized by Company management.

Telephone Calls 


Our telephones are for business purposes and for this reason telephone calls of a personal nature are discouraged.  Generally, our business lines should be used only in cases of emergency circumstances.  Personal phone calls should be made during your lunch period, break or before or after work, and the public pay phones should be used for this purpose.

Smoking in the Workplace 

For health and safety reasons, smoking is [discouraged][prohibited] in the workplace.  [Insert general rules to comply with state and local law]  

Substance Abuse 

«YOUR COMPANY» has a strong commitment to its employees to provide a safe workplace and promote employee health.  Consistent with the spirit and intent of this commitment, the Company has established this policy regarding substance abuse.  Quite simply, our goal is to maintain a work environment that is free from the effects of substance abuse.


While the Company has no intention of intruding into the private lives of its employees, we do expect employees to report for work in condition to perform their duties.  The Company recognizes that employee off-the-job as well as employee on-the-job involvement with alcohol and drugs can have an impact on the workplace, on customers, and on our fellow employees.


The following is a statement of Company policy on substance abuse:

(1)


The illegal use, sale, or possession of narcotics, drugs, or controlled substances while on the job or during the working day is a dischargeable offense.  Any illegal substances will be turned over to the appropriate law enforcement agency and may result in criminal prosecution.  For purposes of this policy, lunch time is considered to be part of an employee's "working day."

(1)

Off-the-job illegal drug use which could adversely affect an employee's job performance or which could jeopardize the safety of others, is proper cause for disciplinary action up to and including termination.

(1)

Employees who are arrested for off-the-job drug activity may be considered to be in violation of this policy.  In deciding what action to take, management will take into consideration the nature of the charges, the employee's present job assignment, the employee's record with the Company, and other facts relative to the impact of the employee's arrest upon the conduct of our business.

(1)

Some of the drugs which are illegal under federal, state, or local laws include, among others, marijuana, heroin, hashish, cocaine, hallucinogens, and depressants and stimulants not prescribed for current personal treatment by an accredited physician.

(1)

Employees undergoing prescribed medical treatment including taking such medication during the working day, should report such treatment to their supervisor.  The use of controlled substances as part of a prescribed medical treatment program is naturally not grounds for disciplinary action, although it is important for us to know such use is occurring.

(1)

The use or possession of alcohol during the working day or reporting to work under the influence is also a violation of the Company's policy against substance abuse.

Personal Appearances 

Employees are expected to dress appropriately to maintain a professional image while on the premises.  Neatness and good taste in dress and manner contribute to the professional manner in which our business is conducted.


Employees may not wear jeans of any kind, sweatshirts, t-shirts, sandals or other inappropriate attire for an office setting.  Gym shoes also should not be worn during business hours.

Unauthorized Use of Company Property 

All Company supplies and equipment have been purchased expressly for a business use.  Any use of the aforementioned for personal use or gain is strictly prohibited, and will be grounds for immediate discharge.

Proprietary Information 


As employees, you will be making use of, acquiring or adding to the Company's confidential information.  In order for the Company to maintain a competitive position in the marketplace, its proprietary information concerning «YOUR COMPANY»'s operations must be kept confidential.  Employees should not in any way utilize any confidential information, except in connection with their current position within the Company and on the Company's behalf.


Revealing such information to persons not directly employed by the Company will subject the employee to disciplinary action, up to and including immediate termination.

EMPLOYEE STANDARDS OF CONDUCT

All «YOUR COMPANY» employees are expected and required to meet acceptable performance standards and otherwise conduct themselves in an appropriate manner during the course of their employment.


The rules discussed below are published for your information and to guide your conduct on a day-to-day basis.  The list is not meant to be all-inclusive, and various other circumstances may arise requiring the discipline and/or immediate termination of an employee.  «YOUR COMPANY» recognizes that each problem which may arise in the workplace will present a unique set of circumstances.  The unique situations will be addressed based on their own individual facts and the context of relevant surrounding circumstances.  For this reason, the rules described below are not intended to form any contract between «YOUR COMPANY» and its employees as to the procedures to be followed concerning any rule violations.


Employees should be aware that the violation of any of the following employee standards of conduct may result in disciplinary action, up to and including discharge:

1.

Insubordination and/or being in disregard of, or inattentive to working directions and instructions received from supervision or refusal to comply with same.

1.

Willful violation of corporate or government rules and regulations.

1.


Dishonesty of any kind, such as theft or pilferage of «YOUR COMPANY»'s property, the property of other employees or property of others entrusted to «YOUR COMPANY», as well as any action constituting a criminal offense, whether committed on duty or off duty. (Note:  Employees also will be subject to prosecution to the fullest extent of the law.)  

1.

Unsatisfactory work performance or otherwise failing to perform work up to the standards expected of «YOUR COMPANY» employees. 

1.

Excessive or unexcused absenteeism or tardiness, including abuse of sick leave or violation of any rule pertaining to attendance.

1.


Misrepresentation of acts or falsification of records including but not limited to personnel records, reasons for requesting a leave of absence or time off, and information in connection with the obtaining of employee benefits or misuse of such benefits.

1.

Failure to return to work upon expiration of authorized leave unless valid excuse is given or leave is extended.

1.

Failure or refusal to perform work as required or directed.  

1.

Loafing, sleeping on the job, or intentional restriction of output.  

1.

Engaging in any acts of violence, fighting, threats of violence, or otherwise engaging in disorderly conduct, horseplay, intimidating conduct, or otherwise interfering with another employee's work activities.  

1.


Bringing liquor, drugs, or any controlled substances onto «YOUR COMPANY»'s premises; consuming liquor or using drugs or any controlled substances on «YOUR COMPANY»'s premises; entering the premises under the influence thereof; or consuming liquor or using drugs or any controlled substances while "on the job" (including lunch and work breaks regardless of location.  Exceptions will be made when alcoholic beverages are provided for «YOUR COMPANY»'s special events.  (Note:  Employees required to use prescription drugs that might affect work performance shall notify management of this situation for their own and other employees' protection.)

1.

Sexual, verbal, physical, or visual forms of harassment directed at any person associated with «YOUR COMPANY», or discriminatory treatment of employees or applicants, where such discrimination or harassment is based on race, color, religion, national origin, sex, age, handicap, or any other protected status.  This prohibition also covers any form of sexual harassment including unwelcome sexual advances, requests for sexual favors, and other verbal, visual, or physical conduct of a sexual nature.

1.

Soliciting or collecting contributions for any purpose during working time.  

1.

Distributing written or printed matter of any description in any work area at any time.

1.

Gambling of any kind on «YOUR COMPANY»'s time/premises at any time.  

2.

The use of «YOUR COMPANY» time, materials, facilities, or equipment for purposes not related to «YOUR COMPANY»'s operation.

1.

Engaging in any commercial activity, including outside employment, that conflicts with or gives the appearance of conflicting with the interests of «YOUR COMPANY», without first having obtained the written consent to such activity by the President of «YOUR COMPANY».

1.

Violation of any safety rule or engaging in any act which might endanger the safety of others.

1.

Misrepresentations at time of hire; false statement on employment application.

1.


Failure to report any accident, injury, and/or damages to any equipment, facility or person.

1.

Knowingly permitting unauthorized persons to be in «YOUR COMPANY»'s facilities or on «YOUR COMPANY»'s property.

1.

Intentionally damaging or defacing «YOUR COMPANY»'s property, employee property, or the property entrusted to «YOUR COMPANY», including but not limited to marking, writing, or drawing on said property, including defacing bulletin boards or notices posted thereon.  

This list is not meant to be all-inclusive.

SEPARATION POLICY
Introductory Statement 

Unfortunately, conditions may arise which require the termination of an employee.  The policy discussed herein is set forth to describe our general philosophy concerning separation decisions.  As discussed above, we recognize that each termination situation presents a unique set of circumstances.  Fairness and common sense dictate that each separation decision be reviewed and decided on its individual facts in the context of surrounding Circumstances.

Corrective and/or Disciplinary Action 

All Company personnel are required to meet acceptable performance standards and comply with the policies discussed herein at all times.  While corrective or disciplinary action in a formal sense is seldom required, such action may be appropriate in various circumstances.


Employees terminated as a result of poor performance normally will receive some counseling or warning of their performance deficiencies prior to termination.  Notwithstanding, the Company reserves the right to terminate an employee at any time when, in the opinion of Company management, a termination is in our best interests.  Further, when management determines that an employee has engaged in a serious performance deficiency, has committed a serious infraction of policy, engages in personal conduct that may adversely affect our reputation, or is otherwise deemed to be performing in a clearly unacceptable manner, an employee may be terminated immediately.


Release due to violation of policy includes but is not limited to:

a.


Theft;

b.


c.


Conduct damaging to the Company's reputation;

d.


e.


Insubordination;

f.


g.

Any violation of the "Employee Standards of Conduct" or "Employee Responsibilities" discussed herein; or

a.

Any other misconduct adversely affecting customer or employee relations.

Involuntary Separations Due to Lack of Work 

Based on the level of business activity, circumstances may arise requiring the involuntary termination of an employee, including an employee with a satisfactory performance record.

Voluntary Terminations 

Circumstances may arise where separations are initiated at the request of an employee.  Due to scheduling problems and other related concerns, it is critical for employees terminating employment voluntarily to advise the Company of their intent to resign.  It is the employee's responsibility to give immediate notice of his or her intention to resign and provide sufficient lead time to meet work and scheduling commitments.

Complaint Procedure 

An employee who disagrees with any corrective or disciplinary action or separation decision is urged to discuss it with his or her supervisor.  As a last resort, at your request the individual circumstances involved will be reviewed by members of top management.

GENERAL POLICIES
Change of Address or Status 

The personal data you provide, particularly your address and telephone number is vital for many important personnel functions. Please be certain to notify your supervisor of any change in your address or telephone number.


Changes such as marriages, divorce, and dependents, also should be reported as it may impact on payroll deductions and other personnel matters.

Security 

In order to combat employee theft in the workplace, the Company has established certain policies to safeguard our property. Needless to say, «YOUR COMPANY» requires its employees to maintain total honesty and integrity in the workplace.  In this regard, employees may not remove any property from the premises.  Theft (unauthorized removal) or misappropriation (unauthorized storage, transfer, etc.) of Company or another person's property is a violation of our policy.  Employees involved in such conduct will be subject to discharge and prosecution to the full extent of the law.


The Company reserves the right to periodically search offices and desks when circumstances warrant.  This right will be exercised when the search is necessary for the completion of an internal investigation or the voluntary or involuntary departure of an employee.


Periodically, the Company also reserves the right to search any articles leaving the premises.  All employees are expected to cooperate fully concerning such inspections, and failure to cooperate may result in disciplinary action up to and including discharge.  It must be emphasized, however, that no stigma should be attached to routine spot inspections of personal effects or Company supplied materials or equipment.  Any employee may be subject to a requested inspection, and being selected does not suggest suspicion of a violation of any Company rule.

Employee Lockers 

The Company provides lockers for use by its employees during work, and such lockers are viewed as Company property.  Employees will be assigned a locker with a combination upon hire.  Each locker also may be opened with the Company's master key.  The Company reserves the right to inspect lockers assigned to employees at any time.


Please do not leave valuables or cash in your locker.  The Company will not assume responsibility for missing items from your lockers.  Lockers are designed to hold only personal clothing items and should not be used to store items which belong to the Company or fellow employees.  For your protection and security, keep your locker combination confidential and do not change or share lockers with other employees.

Safety and Accidents 

The Company makes every effort to maintain safe working conditions.  The main responsibility for safety, however, lies with you.  It is up to you to think safely and to work safely.  Immediately notify your supervisor of any unsafe conditions or practices.  Should an unsafe condition or an accident occur, it must be reported to your supervisor as soon as possible, even though no one is injured.


If an employee is injured in any way on the job, the first and most important step is to obtain proper medical treatment immediately.  All other details, however important, are secondary to medical attention.  All accidents must be reported to your supervisor as soon as possible.

Bulletin Boards 

Important notices will appear on the bulletin board from time to time.  You are urged to read the bulletin board on a weekly basis.

Solicitation and Distribution 

In order to prevent disruption in Company operations, interference with work and inconvenience to customers and other employees, solicitation for any cause, or distribution of literature of any kind, during working time, is not permitted.


Neither may an employee who is not on working time, such as an employee who is on break, solicit an employee who is on working time for any cause or distribute literature of any kind to that person.


Whether on working time or not, no employee may distribute literature of any kind in any working area of the Company.


Solicitation and distribution on the premises at any time by non-employees is strictly prohibited.

Employee Suggestions 

If you have an idea that you believe would improve customer or employee relations, please let us know.  We want to hear from you.  We urge you to use the Company's Suggestion Box or to contact any member of Company management about your ideas.

Employee Concerns 

We realize that you may encounter problems during your daily work routine.  We encourage you to communicate your concerns, needs, ideas, and problems to us.


Employees are urged to discuss any personal and work-related problems directly with your immediate supervisor.  However, if circumstances arise making this difficult, uncomfortable, or embarrassing, you may directly contact any other member of Company management.

AND IN CONCLUSION...

As the Company grows, laws change and the needs of employees and customers change, «YOUR COMPANY» also may modify its rules to keep pace with progress.  We will keep you informed of any changes.  Our best interests depend upon maintaining the highest standards of quality and service.  We believe our atmosphere should be one of understanding and teamwork.  The spirit of cooperation is something we strive for, and we very much want this spirit to continue at «YOUR COMPANY».  We are glad to have you on the team.

CERTIFICATE OF RECEIPT OF EMPLOYEE HANDBOOK

I hereby acknowledge receiving a copy of the Employee Handbook.  I understand that I am responsible for familiarizing myself with the information contained in this Handbook.


I further understand that the matters discussed in the Employee Handbook are subject to change and do not create any contractual commitments by «YOUR COMPANY».

_________________________


________________________________________

Date





   
Employee Signature


Also, please complete the section below to insure that we have accurate and current information in our personnel records:

PLEASE PRINT
Name 
_____________________________________________________________

Address
_______________________________________________________________

City _____________________ 
State _______________ 
Zip 
___________________

Home Phone # __________________ Other Phone # 
_______________________

Notify in Case of Emergency 


________________________________________

Phone # (If different from above)
__________________________________________

